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INTRODUCTION

The purpose of this handbook is to provide a bpefsentation of selected sections of the
university catalog, and to remind you of certaigulations which you may overlook. You are
advised to read your catalog carefully for the gehgolicies and regulations.

ACADMIC SYSTEM

Our academic system istamester system. The fall trimester (trimester Ill) begiims late
August or early September, the spring trimesteméster 1) in early January, and the summer
term (trimester II) in early May. Each trimesteds-weeks long.

In general, a new catalog will be published forreaew school year (beginning fall term).

However, there were exceptions, especially durirgyfirst few years after the University was
established. The University Records Office keepsnds of each catalog’s effective dates.

DEGREE PROGRAMS AT SVU

A. Undergraduate Programs- Senior-University programsleading to Bachelor of Science
degrees in (1) Computer Engineering (BSCE) and G@mputer Science (BSCS), and
Bachelor of Business Administration (BBA). The emmg students are required to have
completed a minimum number of credits of collegerse work.

B. Graduate programs- Master of Science degree programs in (1) Comgstegnce (MSCS)
(2) Computer Engineering (MSCE) and (3) Master asiBess Administration (MBA). The
entering students are required to have earnechst &£Bachelor degree before entering the
graduate program.

OTHER PROGRAMS

TheEnglish as a Second Language prografESL) accepts students of at least 18 years of age.
An international student who is applying for emegria degree program at SVU and whose
TOEFL score does not meet the admission requiremsamtuired to attend a TOEFL class in
the ESL program until TOEFL requirement is met. \&courage our non-American born
students to attend the ESL classes and improvedaeeral English language skills.

PLANNING YOUR ACADEMIC PROGRAM

You are responsible for planning your program. Yacademic adviser and other counselors will
assist you in making your study plan. You are regflito show up during your assigned
appointment with your adviser for course approvatiry registration. If you missed your
assigned appointment, you are responsible for ¢hgdke enroliment schedule available on
campus and online for the next open enrollmentoplesind/or making an appointment with your
advisor if the enrollment deadline has passed.

Use the Proper CatalogYour graduation requirements will be based on vidhapecified in the
catalog of the trimester when you begin your progiaf study at SVU. However if you take
more than one trimester off during the study of ragpam, you will fall under the new
requirements of the catalog of the trimester whamngturn to continue the program.
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Transfer Students:

Bachelor’s Degree

Transfer students must request that transcripta frstitutions of higher learning in which they
have previously attended be sent to the Admissigffise for evaluation. The University will
accept a maximum of 72 credit hours for the BSCSCB and BBA programs provided the
credit hours are in the required areas. All transburse work requires an overall grade point
average of 2.0 on a 4.0 scale from an accreditedpproved university or college. Only
appropriate courses in which the student has earaetks of “C” or better can be transferred.

Master’'s Degree

Transfer students must request official transcfigis institutions of higher learning that they
have attended in the past to be sent to the Adoms<Dffice for evaluation. SVU will accept a
maximum of 9 credit hours that can be mapped iM0’S curriculum. Only course work prior
to enroliment in SVU with B- grade from an accredibr approved university or college can be
transferred.

General Requirement
Credits earned before to obtain prior degree (BBI®) can not be used to transfer to the current
degree.

Transfer credits will be approved by the end of fin& trimester, subjected to denial for late
transfer.

ATTENDANCE

Class attendance is MANDATORY for each course thathe student is enrolled in.Other
class participation requirements follow the coniardl rules, such as taking mid-term test, final
examination, doing the assigned homework, etc. emgiired by the individual instructor.
Attendance is also required for studesutsliting a class.

No student is allowed to miss more than 3 lectwiésout legitimate proof (E.g. if it's for
medical reason€©NLY medical certificates from United States clinicsl\w# accepted).
Violators will receive a “WF- Withdraw with Fail’rgde for the course (i.e. you will not receive
any refunds and there will be no credits earned)

ACADEMIC CURRICULUM

It is important for a student toeet the prerequisite requirementsvhen taking a course

The program courses requirements and electivexlist the catalog are standard study plans.
Your advisor and counselors are very likely todwallthese when advising you. Also, you will
benefit the most if you follow the curriculum chday taking courses on a trimester basis as
certain courses are offered every other trimester.




Bachelor of Science in Computer Science (BSCS

This program is designed to prepare students fearety of careers in the Computer Science
field by providing a solid foundation of theoretidcsackground and practical experience in the
different fields currently available. Students wilaster the fundamental knowledge of computer
architectures, computer algorithms, computing thedatabase, operating systems, computer
programming languages, and communication and n&syor

Lower- Division Curriculum (Minimum 56 credit hours )

A minimum of 56 lower division credit hours inclugj a minimum of 40 credit hours in the
following areas of general education and 16 credlitrs in Computer Science Basics:

Area A
English 8 credit hours
(Representative cour ses include speech, composition and other college English courses)
Area B
Natural Sciences & Mathematics 16 credit hours

(Representative courses include mathematics, astronomy, biology, chemistry, geology, physics
and zoology)

As a requirement of Area B, each student must cetapl

MATH 200 Calculus |
MATH 202 Calculus lI
MATH 206 Discrete Mathematics
MATH 210 Probability & Statistics
Area C
Humanities & Communication 8 credit hours

(Representative cour ses include creative arts, communication, and humanities)

Area D
Social Science 8 credit hours
(Representative courses include history, gover nment, psychology and sociol ogy)

Computer Science Basics (Minimum 16 credibours)
CS200 Introduction to Computer Science 4 credits
CS202 Introduction to C language 4 itsed
CS206 Introduction to UNIX  or
CS208 Introduction to Windows &
Windows NT 4 credits

CS210 Introduction to the Internatr
CS212 Computer Graphics for Multimedia

Applications | 4 credits

Upper- Division Curriculum (Minimum 64 credit hours )

Computer Science Core (28 credit hours)




CS300 Data Structure 4 credits
CE352 Introduction to Logic Design 4 credits

CS400 Operating Systems 4 credits
CS404 Compilers 4 credits
CS410 Database Systems 4 credits
CS426 Computer Networks | 4 credits
CE454 Computer Architecture | 4 credits

Professional Development (8 credit hours)
Engl300 Professional Communication | 4 credits
Engl302 Professional Communication 1l 4 credits

Electives (28 credit hours)
Any courses at the 300-400 level and above at SWWomputer Science or Computer
Engineering.

Bachelor of Science in Computer Engineering (BSCE)
This program is designed to provide a basic backgiton science and engineering. The major

emphasis is on design of digital computer hardwiardding design of the software required by
the computer to function, as well as the softwagdstrequired by applications.

Lower- Division Curriculum (Minimum 60 credits)

A minimum of 60 lower division curriculum credit tus including a minimum of 44 credit
hours in the following areas of general educatiod 46 credit hours in Computer Science
Basics:

General Education (Minimum 44 credits)

Area A

English 8 credits

(Representative courses include speech, composition and other college English courses)
Area B

Natural Sciences and Mathematics edits

(Representative courses include mathematics, astronomy, biology, chemistry, geology, physics
and zoology)

As a requirement of Area,Bach student must complete:
MATH 200 Calculus |

MATH 202 Calculus I

MATH 206 Discrete Mathematics

MATH 210 Probability & Statistics

CSs 214 Differential Equations




Area C
Humanities 8 credits
(Representative courses include creative arts, humanities and philosophy,

Area D
Social Science 8 credits
(Representative courses include history, gover nment, psychology and sociol ogy)

Computer Science Basics (Minimum 16 credit hours)

CS200 Introduction to Computer Science 4 credits
CS202 Introduction to C language 4 credits
CS206 Introduction to UNIX or
CS208 Introduction to Windows

& Windows NT 4 credits
CS210 Introduction to Interneor
CS212 Computer Graphics for Multimedia

Applications | 4 credits

Upper-Division Curriculum (Minimum 60 credit hours)

Computer Engineering Core (Minimum 36 credit hours)

CS300 Data Structure 4 credits
CE350 Circuit Theory 4 credits
CE352 Introduction to Logic Design 4 credits
CS400 Operating Systems 4 credits
CS410 Database Systems 4 credits
CS426 Computer Network | 4 credits
CE450 Microprocessor Design 4 credits
CE452 Advanced Logic Design 4 credits
CE454 Computer Architecture | 4 credits
Professional Development (8 credit hours)

Engl300 Professional Communication | 4 credits
Engl302 Professional Communication Il 4 credits

Electives (16 credit hours)
Any courses at the 300-400 level or above in CoempHngineering or Computer Science at
SVU.

Bachelor of Business Administration (BBA)

This program is designed to provide students tmeldmentals of current business functions,
management principles as well as modern informatémmnology as applied in a real-world
business environment.

A minimum of 120 credit hours is required for gratlan. The program requires coursework in
four areas:

1) General Education 48 credit hours
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2) Core Course Requirements 20 credit hours
3) Professional Development 8 credits hours
4) Electives 44 credits hours

Low-Division Curriculum (Minimum 48 credit hours)

All students must complete at least 48 credit hanrgeneral education with at least 8 credit
hours in Humanities and Communications, 8 creditrbian English, 16 credit hours in Natural
Science and Mathematics andctédit hours in Social Sciences.

Area A

English 8 credits

(Representative courses include speech, composition and other college English courses)
Area B

Natural Science & Mathematics 16 credits

As a requirement of Area,Bach student must complete:

MATH 200 Calculus |
MATH 210 Probability & Statistics
MATH 202 Calculus Il

CS 200 Introduction to Computer
Area C
Humanities and Communication 8 credits

(Philosophy, Speech, Communication, Literature, Foreign Languages, Philosophy, Music, Fine
Art, Religion, Composition, and Creative Writing)

Area D

Social Science 16 credits

(History, Political Science, Government, Psychology, Environment, Sociology, Environmental
Sudies, Geography, Human Devel opment, and Anthropol ogy)

Upper-Division Curriculum (Minimum 72 credit hours)

Core Courses (Minimum 20 credit hours)
BA301: Financial Reporting & Analysis 4 credits
BA320: Computer Information Systems 4 credits

BA330: Financial Management 4 credits
BA342: Theories of Management 4 credits
BA350: Marketing Principles 4 credits
Professional Development (8 credit hours)
Engl300 Professional Communication | 4 credits
Engl302 Professional Communication Il 4 credits

Electives (Minimum 44 credit hours)




The student must complete at least 44 credit hotiedective courses to meet the graduation
requirements for both the lower-division 300 lewelurses and the upper-division 400 level
courses curricula in a program.

Courses can be chosen from elective courses iratbas such as: Accounting, Economics,
Computer Information System, Finance, Manage mesht\darketing.

No less than 20 credit hours may be chosen frome\@ courses

Concentration
All BBA students have the option to declare a com@ion in the following areas: Finance,
Computer Information System, Marketing, and Managetnunder the condition that they
successfully complete 20 credit hours or more @ctéles in a specific area.

GRADUATE PROGRAMS

SVJU offers three graduate programs: Master ofrf@@dan Computer Science (MSCS), Master
of Science in Computer Engineering (MSCE), and Blast Business Administration (MBA).

Master of Science in Computer Science (MSCS)

This program provides students with a strong themaiebackground and practical experience in
keeping current with the high tech trends and sibtbe-art technologies in Silicon Valley.
Special topics are offered to introduce the latkstelopments and issues in both academic
research and industry application areas. Stateesfrt hardware equipment and software tools
currently used by most companies in Silicon Vales used in the class.

Undergraduate Preparation

Students who do not have a Bachelor's degree in pDten Science must demonstrate
competency in the following areas:

Mathematics 16 credits
Math200 Calculus | 4 credit

Math206 Discrete Mathematics 4 credits

Math210 Probability & Statistics 4 crisdi

Math202 Calculus I 4 credits

Computer Science 35 credits
CS200 Introduction to Computer Science 4 csedit

CS202 Introduction to C Language 4 ¢eedi

CS206 Introduction to UNIX or 4 credits
CS208 Introduction to Windows

CS300 Data Structures 4 credits
CE352 Introduction to Logic Design 4dite
CS400M Operating Systems reglics
CS410M Database Systems elity

CS414M Programming in C++  or 3 credits
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CS416M Programming in Java
CS426M Computer Networks | 3 credits
CE454M Computer Architecture | 3 credit

Graduate Level Curriculum (36 credit hours)
All MSCS students will be required to demonstraimpetency in the following areas:

Computer Science Graduate Core (18 credit hours)
CS426M Computer Networks |

CE454M Computer Architecture 3 credits
CS500 Operating System Design 3 credits
CS502 Design & Analysis of Algorithms 3 credits
CS510 Database Design 3 credits
CS526 Computer Networks I 3 credits

Electives (Minimum 18 credit hours)
Students in the MSCS program may take any 400MI lamd above of CE or CS courses as
electives. However, no more than three 400M lewelrges can count towards the minimum 36
graduate credit hours for graduation. The 400Melleourses are credited and charged as 3
credit hours at the graduate tuition rate whentetkas graduate credit hours.

Students in the MSCS program may select at least amea of concentration among the

following: a) Computer Networks & Telecommunicagoror b) Database and Software

Engineering. The concentration areas will be add@dater. To qualify as a concentration area
on a transcript, a student has to select at lbeest tourses from that concentration area.

Master of Science in Computer Engineering (MSCE

This program is designed to provide computer ergggiand computer scientists with advanced
level skills in all areas of computer engineering.

Mathematics 20 credits
Math200 Calculus | 4dite

Math206 Discrete Mathematics 4 deedi
Math210 Probability & Statistics redits

Math214 Differential Equations 4 dted

Math202 Calculus I 4 credits
Computer Science 29 credits
CS200 Introduction to Computer Science dicse

CS202 Introduction to C Language 4 credits
CS206 Introduction to UNIX or 4 credits

CS208 Introduction to Windows

CS300 Data Structures 4 credits

CE352 Introduction to Logic Design crédits

CS400M Operating Systems 3 credits
CS426M Computer Networks | 3 credits
CE454M Computer Architecture | 3 credits




Graduate Level Curriculum (36 credit hours)
All MSCE students will be required to demonstratenpetency in the following areas:

Computer Engineering Graduate Core (18 Credit hour$

CS400 Operating Systems 3 credits
CS426M Computer Networks | 3 credits
CE454M Computer Architecture | 3 credits
CS526 Computer Networks lI 3 credits
CE551 IC Design 3 credits

CES554 Computer Architecture I 3 credits

Electives (Minimum 18 credit hours)
Students in the MSCE program may take any 400M levabove Computer Engineering or
Computer Science courses as electives to meetebtive requirement. However, no more than
three 400M level course are allowed to count towaréduate credits to meet the minimum 36
graduate credit hours for graduation. . The 408%l courses are credited and charged as 3
credit hours at the graduate tuition rate whentetkas graduate credit hours.

Master of Business Administration (MBA)

The MBA Program covers the essential subjects ioAnting, Economics, Management
Information Systems (MIS), Finance, and Marketifignese subjects provide the foundations for
effective business management. The MBA progranviges the students solid training with
additional emphasis on entrepreneurship and glodtadn due to its proximity to Silicon
Valley’s vibrant startup culture and multinatiomalrporations.

The maximum number of credit hours that may besfieaned from another institution is 9 credit
hours for the MBA program.

The MBA program requires completion of at leastti@®ester credit hours of graduate courses
from the following mix of core and elective courses

Graduate Level Curriculum (36 credit hours)
Core Courses (18 credit hours)

BAS500: Financial Accounting ciedits

BA522: Management Information Systems 3 credits

BA524: Statistical Methods for 3 credits
Business Research

BA532: Corporate Finance 3 credits

BA539: Management Principles 3 credits

BA 553: Marketing Management 3 credits

Electives(18 credit hours)

Accounting & Finance:

BAS00, BAS02, BAS03, BA504, BAS05, BAS30, BAS31, BA532, BAS33, BAS34

Management | nfor mation System:




BAS520, BA522, BA524, BA525, BA571

Management:

BAS512, BA524, BAS39, BA540, BA541, BA542, BA543, BA544, BA545, BA546, BAS47, BA549,
BAS561, BAS63

Mar keting:
BAS50, BAS52, BAS53, BA554, BAS55, BAS56, BAS57

Elective courses include project or thesis uporr@gg by the advisor (21 credit hours).

Concentration:

MBA students can choose to declare a concentratioone of the following areas: Finance,
Accounting, MIS, Marketing, and Management if treeiccessfully complete 12 credit hours or
more of electives in the area of specialization.

CURRICULAR PRACTICAL TRAINING (CPT)

RULES & PROCEDURE REGARDING CPT:
Effective Fall 2009, the following rules and regidas apply:

1. Each student is only allowed to apply for CPT ON@th Silicon Valley University
2. Re-applying for CPT is strictly prohibited afteetBubmission of CPT
3. A non-refundable fee of USD $500.00 is requiredtifier application of CPT if the
student cancels the CPT within one (1) month.
4. All CPT students are required to maintain theirlegfatus during their CPT period
» Students who cannot maintain the required numbeowfses in each trimester
will result in the University reporting directly the Department of Homeland
Security-US Immigration and Citizenship immediatfgdythose who violate the
existing US Immigration Laws.
5. All CPT students are obliged to register for thguieed number of courses plgsaduate
project and_are not allowed to drape graduate project course after issuance dCBiE
If the CPT student cancels the CPT after one (I)tmdhe tuition will not be
refundable.
CPT is not a degree requirement
CPT credits do not count towards graduation requarg
Students must meet certain requirements in ordguatify for CPT
* GPA must be above 3.0 to qualify for the CPT prbjec
* Must have completed at least 9 credits at Silicafiey University before
applying.
» All outstanding balance must be paid off in futietapplication for CPT will not
be processed until all fees have been paid inMdlinstallment is allowed.

© N

10




9. USCIS states that the maximum number of hoursdestus allowed to work under CPT
is 20 hours (Part time).

Note: SVU reserves the right to terminate the CPang time if any violation occurs.

ACADEMIC STANDARDS

Grading System: The following symbols are used to evaluate stugenfiormance

Symbols Meaning Grade Points per Credit
A+ excelte 4.3
A exeelt 4.0
A- exeeit 3.7
B+ good 3.3
B good 3.0
B- good 2.7
C+ fair 2.3
C fair 2.0
C- fair .7
D+ poor 1.3
D poor 1.0
D- poor 0.7
F fatin 0.0
CR crelojt examination
NC non-piag by examination
I imaplete
AU audit
W autized withdrawal
WF withdréailing
IP in gress
RD repdedayed

» Graduate studentsare required to maintain a GPA of 3.0 or bettdrdnor the program
requirements.

REGISTRATION

Once accepted into the University, you mregister on or before the registration deadline
for each trimestef-ees are payable at registrationA Late registration feewill be charged to
those who register after the deadline. The advisagisory hours will also be posted on the
bulletin boards and on SVU website. You must obyaiar advisors approval for the courses you

will take. If you want torepeat or audit a class, please remember to specify it in the “Rkina
column on the registration form.

You mayadd a classduring the first two weeks of a trimester by tughin an ADD form and
pay fees if applicable. You majop a classwithout record by turning in a DROP form during
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the first two weeks of a trimester. You maithdraw from a class before final examination and
receive a “W” grade by turning in an authorized WIDRAW” form.

TUITION REFUND POLICY

All drops/withdraws must be in writing, includingason(s) for the withdrawal. You may request
for the DROP/WITHDRAW form at the front desk andadministration office and return the
form after it is completed. Tuition refund is amalbleonly within the first 60% of a trimester.
SVU will refund to the appropriate partypao rata portion of the tuition and lab fee received
by the school from or on behalf of the studenttifiar trimester.

Refund Information: You may withdraw from a couadter instruction has started and receive a
pro-rata refund for the unused portion of the tuitand other refundable charges if you have
completed 60% or less of the instruction.

The refund shall be a pro-rata refund as showhenfellowing refund schedule. If the student
has completed more than 50% of the program, nagpooof the tuition shall be refunded.

Refund Schedule

Week of the % of refund
trimester
1 100%
2 93%
3 87%
4 80%
5 73%
6 67%
7 60%
8 0%
: 0%
15 0%

Student Tuition Recovery Fund

The Student Tuition Recovery Fund (STRF) was eistaddl by the Legislature to protect
California residents who attend a private post-sdaoy institution from losing money if they
prepaid tuition and suffered a financial loss asslt of the school closing, failure to live up to
its enrollment agreement, or refusing to pay a tcoaigment.

To be eligible for STRF, you must be a “Californésident” and reside in California at the time
the enroliment agreement is signed or when youvedessons at a California mailing address
from an approved institution offering correspondemourses. Students who are temporarily
residing in California for the sole purpose of puing an education, specifically those who hold
student visas, are not considered “California resisl”
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To qualify for STRF reimbursement you must file aR% application within one year of
receiving notice from the Council that the schaotlosed. If you do not receive notice from the
Council, you have 4 years from the date of clogarBle a STRF application. If a judgment is
obtained you must file a STRF application withirotyears of the final judgment.

It is important that you keep copies of the enrelfrinagreement, financial aid papers, receipts or
any other information that documents the monies paithe school. Questions regarding the
STRF can be directed to the

Bureau for Private Postsecondary Education
P.O. Box 980818
West Sacramento, CA 95798-0818
Phone: (916) 574-7720
Web site: www.bppve.ca.gov
E-mail: bppve@dca.ca.gov

NOTE: Any outstanding fees owed to the Universiytie students will be deducted from the
tuition refund.

FORMS FOR VARIOUS REQUESTS

It is important for you to fill out and turn in thgroper forms to the Administration Office when
making academic or records related requests such regstering for courses,
adding/dropping/withdrawing from a course, trangfgy credits, challenging a course by taking
examination, skipping a term, withdrawing from scheoequesting for transcript, petitioning for
graduation, changing address/phone information, etc

CLASS AND OFFICE HOURS

Our programs are especially suitable for workingfg@gsionals. Most classes are conducted
after-work hours. There is one class meeting pezkwier each course you take. Each class
meeting will cover the materials for the entire we€lass attendance is required.

On school days, the Administration Office is operboth the daytime and the evenings to serve
your needs.

STUDENT SERVICES

Please read the SVU website and cantpuietin board messages$requently. There are bulletin
boards for general announcements, registrationgaaduation information, job opportunities,
news from SVU alumni, student association newsjlfggublications, etc.

Academic counselor(s)will be available on weekdays 6-7pm Mondays througtdays
(appointments are highly encouraged).

Grader/Teacher assistantsre available to assist the students certain ceurse
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For new students orientation day is held prior to the first weeksghool. Information on the
University, Library resources, health insurance {ffiternational students), and regulations set by
the Immigration & Naturalization Services and otkelnool regulations are delivered in the
program All SVU studentsare welcome to attend the orientation to get famitith SVU’s
campus and school’s policy. Please contact theestunffice for more information.

STUDENT ORGANIZATIONS

The Students Associations our student organization. The officers are elédiy the students’
body annually. All students are encouraged to @pdte in the activities sponsored by the
Student Association. Past activities included, gif6VVU tee-shirts, BBQ party, Christmas party,
social events, etc. Each student is required toapd/5 Association fee each trimester. The fund
goes to the Student Association which is managedhbydesignated officers of the Student
Association.

LIBRARY

The University library serves the faculty memband ¢he studentwithout extra charge. You

are expected to follow the library policy to chexkt books or use its resources.

Since our library has a smaller collection of bockspared to other established universities, a
degree program student is required to purclaablerary card from a major local university
library in the area so that he/she will have access tajarnuniversity’s library books too.
Silicon Valley University also provides an e-libya(ProQuest, ACM, and IEEE) to its
University’s students. Students may access thbrarli on any laptop or PC with their student
ID and password.

THE LEGAL RIGHTS OF STUDENTS

Policies and Procedures for Compliance with the Edtation Rights and Privacy Act of
1974-

Silicon Valley University accords all right s und#re law to students who are declared
independent. No one outside the institution shallehaccess to, nor will the institution disclose,
any information from students’ educational recondthout the written consent of the student,
except to personnel within the institution, to oiffils of other institutions in which students seek
to enroll, to persons of organizations providingdsnts with financial aid, to accrediting

agencies or the California Department of Educatitile carrying out accrediting, approval, or

authorization functions, or in compliance with aigial order. All of these exceptions are

permitted under the Act.

At its discretion, the university may provide dit@ty information in accordance with the
provisions of the Act, to include student name,iaosecurity number, degrees, and awards
received. Students may withhold directory informatiby notifying the registrar in writing.
Requests for non-disclosure will be honored by SWtbe request is submitted in writing from
the student.
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Students wishing to review their records must makeritten request to the registrar, listing the
item(s) of interest. Only items of record coveragdthe Act will be made available within 15
working days of the request date.

Students may not inspect or review the followirgjpatlined by the Act: confidential letters and
recommendations associated with admission, employnoe educational records containing
information regarding more than one student (inclvhdgase the student will be permitted access
only to the part of record which pertains to thguining students).

Any student may file a written request, in the favfra petition, to the Admissions and Records
Office, to correct to remove information recordadis/her student records which he/she alleges
to be: 1) inaccurate, 2) as unsubstantiated persmmalusion or inference, 3) a conclusion or
inference outside of the observer’s area of conmoete4) not based on personal observation of a
named person with the time and place of the obernvaoted. Within 30 days of receipt of such
a petition, the director of Admissions and Recomils meet with the student and either sustain
ore deny the allegations, and he/she shall oraecdhnrection or removal and destruction of the
information. If the director denies any or all dfet allegations and refuses to order the
corrections or removal of the information, the sirl within 30 days, may appeal the decision
the SVU’s Board of Directors. If the final decisiofhthe governing Board is unfavorable to the
student, he/she may file a complaint with the Depant of Education, Family Educational
Rights and Privacy Act Office, Washington, D.C.200Q.

State or California Student Tuition Recovery Fund-

California law requires that, upon enrollment, a bee assessed in relation to the cost of tuition
(Education Code Section 94343). These fees sufipwBtudent Tuition Recovery Fund (STRF),
a special fund established by the California Legiske to reimburse students who might
otherwise experience a financial loss as a resulurdimely school closure. Institutional
participation is mandatory.

It is important that enrollees keeps a copy of angoliment agreement, contract, or application
to document enroliment, tuition receipts or carezelthecks to document the amount of tuition
paid; and records which will show the percentagthefcourse which has been completed. Such
records would substantiate a claim for reimbursenfrem the STRF, which, to be considered,
must be filed within 60 days following school closuFor further information or instructions,
contact:

Office of Private Postsecondary Education
California State Department of Education
721 Capitol Mall
Sacramento, CA 958814

Filling a Grievance

If a student has a problem or concern of any nategarding any aspect of SVU whether it be

with personnel, course of study, or general unitsergolicies, he/she has the right to file a

grievance. If the student ahs make an honest atfs)wth the person(s) involved to remedy the

problem situation, and an agreeable conclusiombabeen found, the student may file a formal

letter of grievance through the Administration ©&i The proper administrative staff member(s)

will hear the grievance and make a final deterniomads to the remedy, which may be a hearing
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of all parties concerned. The student will be farthdvised that any unresolved grievances may
be directed to the Office of Private PostsecondBducation (California Department of
Education) located in Sacramento.

Appeal of Dismissal

A student may request an appeal of dismissal byingria letter of response to the dismissal
charges and request an appeals hearing. If théngeargranted, based on the student’s reply
letter, the individuals involved in the processlwibnvene to hear the appeal. If an appeal is
granted, the student may resume course work at SVU.

STUDENT CONDUCT CODE

(1)

(2)

3)

(4)

(5)

No student is allowed to miss class more than threemes. All faculty members
will randomly call the roll during each trimestendarecord it in the attendance
checklist. Any student who missed lecture more tBammes will be dropped from
the class without any tuition refund.

No student is allowed to violate the school honowode Any cheating during a quiz,
mid-term examination or final examination will cauthe violator to face academic
probation by the university. A second offence wdluse the student to be expelled
from the university without being re-admitted foetnext 3 years.

No student is allowed to violate the classroom condt code During classroom
instruction conducted by the professor, NO chattiN@ eating, NO walking is
allowed. Any violator will be asked to leave thassroom immediately.

No late homework is acceptedA Student should turn in the homework on-timeeTh
schedule is set by the professor. The faculty memberader has the authority to
reject any late homework.

No plagiarizing is allowed For any project/independent study course, anclass
assignments and papers, ABSOLUTELY no plagiarizsngllowed. Copying a whole
paper or whole section of a paper is prohibitedpy@imy without references is also
prohibited. Any violator will receive an F grad® that course.

STUDENT DISCIPLINE

THE UNIVERSITY SUBSCRIBES TO RELEVANT PORTIONS OFHE CALIFORNIA
ADMINISTRATIVE CODE AS IT APPLIES TO THE CALIFORNIASTATE UNIVERSITY

SYSTEM.

INAPPROPRIATE CONDUCT BY STUDENTS OR BY ABRRANTS FOR

ADMISSION IS SUBJECT TO DISCIPLINE AS PROVIDED INGRTIIONS OF SECTIONS
41301 AND 41303. THE APPLICABLE PARTS OF THESE SHONS ARE AS FOLLOWS:

41301 Expulsion, Suspension and Probation of Studesn-

(a) Cheating or plagiarism in connection with an acaderogram.
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(b) Forgery, alteration, or misuse of campus documeatsrds, or identification of knowingly
furnishing false information to the University.

(c) Misrepresentation of oneself or of an organizatmbe an agent of another school.

(d) Obstruction or disruption, on or off campus propedf the campus educational process,
administrative process, or other campus function.

(e) Physical abuse on or off campus property of thesgeor property of any member of the
campus community or of members of his or her familyhe threat of such physical abuse.

(H Theft of, or non-accidental damage to, campus ptgper property in the possession of, or
owned by, a member of the campus community.

(g9) Unauthorized entry into, unauthorized use of, @usé of campus property.

(h) On campus property, the sale or knowing possessiordangerous drugs, restricted
dangerous drugs, or narcotics as those terms ack insCalifornia statutes, except when
lawfully prescribed pursuant to medical or dentale¢ or when lawfully permitted for the
purpose of research, instruction, or analysis.

(i) Knowing possession or use of explosives, dangeotesnicals, of deadly weapons on
campus property or at a campus function withowrguthorization of the President.

() Engaging in lewd, indecent, or obscene behaviorcampus property or at a campus
function, or by correspondence.

(k) Abusive behavior directed toward, or hazing of,ember of the campus community.

() Violation of any order of the President, noticeadfich has been given prior to such violation
and during the academic term in which the violataoturs, either by publication in the
campus newspaper, or by posting on an officialdbullboard designated for this purpose,
and which order is not inconsistent with any of dtieer provisions of this Section.

CONTACT THE ADMINISTRATION PERSONNEL

Your are welcome to come to the Administration €Hfifor assistance, to ask for information
you need, for academic counseling assistance,araffeéring suggestions.

ACADEMIC PROBATION

A student may be placed on Academic Probationrigrad the following reasons:

1) Trimester G.P.A, falls below 1.75 for undergradsate 2.75 for graduate students.
2) Failure to comply, after due notice from the Adnusas and Records Office, with an
academic requirement or regulation.

Probation status will appear on the grade reparthe trimester and the student’s permanent
transcript. Students placed on academic probatiast giear this status within two trimesters.

Undergraduate Programs: Students on academic pobafter two trimesters are subject to
disqualification from further attendance.

Graduate Programs: Following three consecutiveesters on Academic Probation, a graduate

student will receive an administrative dismissainirthe graduate program. Two purposes are
served by this dismissal:
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1) The student can reassess commitment, preparatibmeguirements leading to the
Master’'s Degree.
2) The University may offer suitable conditions foe tstudent to re-enter the program.

Re-entry to the graduate program is at the disometf the Academic Dean who will consider
these factors:

1) Cumulative G.P.A. in courses taken at SVU

2) Expectation of ability to accomplish objectivespobgram.
3) Extenuating circumstances.

4) Personal interview.

In all cases, the student will receive a writtealaation, along with formal approval or denial of
re-entry.

ACADEMIC RENEWAL

Undergraduates:

For purposes of academic renewal, any course ichwhigrade of F was earned may be
repeated. Also, each program has a core seriesuwrse&s that must be passed with a
grade of D- or better. Academic renewal is mangat@hen grades F are earned for
required upper division courses.

See descriptions of individual programs for listsrequired courses. Only the grade
earned in the repeated course is used in the GRpuwation.

Graduate Students:
Graduate students may repeat courses in whichatinee grade was D+, D, D-, or F.
Such repetition is permitted for purposes of acadeemewal. Academic renewal is at
the discretion of the University. Also, each pragraas a core series of courses that must
be passed with a grade of C- or better. Academmiewal is mandatory when grades F are
earned for required graduate level courses.

In all instances, the student must pay the apptgtuition for the courses to be repeated

If request is for Re-entry into Masters Programgagk set up appointment to meet with
Academic Dean or an academic counselor to disaussspons for reentry.

Regular tuition fees must be paid by student for @urse taken for Academic Renewal. These
are paid at the time of registration.

ACCESS TO STUDENT RECORDS

The following individuals/institutions are legalputhorized to have access to student records
under the provisions of the Educational Rights dAdvacy Act of 1974. No other
person/organization will have access to studenordsc without the written consent of the
student.
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1. A student may review any portion of his/her pernmimecords by making an
appointment with the Registrar. The student mayreatove the file from the Registrar’s
office or alter his permanent records. The studey review any portion of his class records
which do not reveal other students’ identities. @eams, grading policies, curves).

2. The administrative personnel, faculty and counseabdthe University.

3. Officials of other institutions in which the studeseeks to enroll.

4. Persons or organizations providing students withrfcial aid.

5. Accrediting agencies or the Department of Educatwinle carrying out accrediting,
approval or authorization functions.

6. Action of personnel/organization in compliance watfudicial order.

ADD/DROP/WITHDRAW CLASSES

A student may add a course ordyring the first two weeks into the trimester amdy on a
space available basis. The student is requiredilbong an ADD/DROP form to the Records
Office for adding/dropping/withdrawing to/ from &ass. The following steps are required:

Adding a course:

1) After obtaining advisor’s approval, the studentraitb an ADD Form to the
Records Office, and is allowed to enroll in thessl# space is available.

2) Additional tuition, if any, must be paid in full fexe the ADD can be processed and the
student’s name placed on the official class lialyrRent is made at the Records Office.

NOTE: The late registration fee is not assesseddarses added under this policy.

Dropping a course: The student is required to suB@ROP Form to the Records Office. There
will be no record for dropping courses within tivstftwo weeks of a trimester.

Dropping after the first two-week deadline: Thedsmt must have instructor’'s permission to
drop with “W” grade after the second week of thméster. Student must obtain signature prior
to submitting the request to the Records Officeitidm refund follows the refund policy
specified on page 11.

AUDITING A CLASS

Tuition fees are paid according to that specifiedhie catalog, and the student must register by
the end of the second week.

Courses needed to clear deficiencies may not lentak an audit status.

A student may change from audit to credit or froredd to audit during the first two weeks of
classes, with Records Office’s approval.
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Attendance is required when auditing a class. These instructor defines other requirements
for auditing students.

The audited course will show a grade of “AU” on thanscript, and will not show credits
attempted or completed or grade points receivedaddited course does not affect the G.P.A. If
a student does not meet the attendance requiresnenher “auditing” requirements set by the
instructor, the audited course record will be repthwith a “WF” grade from the student’s class
records.

CHALLENGE EXAMINATION

SVU recognizes that exceptional students, by reafamdependent studies, overlapping course
work, or work experience, may have achieved thenleg objectives of a course. Therefore,
students with this background may petition to reeairedit for the course by completion of a
“Challenge Examination.”

1) The class being challenged must be offered duhiadrtmester in which it is
challenged.

2) The student must register and pay tuition feeshfercourse in the usual manner.

3) A formal Petition for Challenge must be submittedhie Admissions and Records Office at
the time of registration, and must be accompanied $75.00 non-refundable challenge fee.
Petition forms may be obtained from the Admissiand Records Office staff.

4) Permission to take the Challenge Exam must be rdddairom both the instructor and the
Admissions and Records Office.

5) The Challenge Exam, in most cases, is given duhedfirst class session of the trimester.
However the instructor and student may, by mutget@ment, elect to do the exam any time
during the first week of school.

6) After grading the exam, the instructor will submigrade to the Registrar, who then notifies
the student.

7) A grade of credit “CR” is assigned if the studesteives a passing score on the exam, and
the student is excused from taking part in classiea for the trimester. If the exam is not
passed, a grade of no credit, “NC”, will be asstria this case, the student may drop the
course, under the general guidelines for doingsted elsewhere in this policy manual, or
he/she may choose to stay in the class and contpketeourse work for a letter grade at the
end of the trimester.

8) The challenged course will be listed on the studeamscript, along with a notation that
credit was given by examination.

9) Only undergraduate core courgesay be challenged (whether for an undergraduatdest
or a graduate student taking undergraduate cotosg#ear deficiencies).

10) The maximum number of courses that may be chalteigghree.

CHANGE IN STUDENT RECORDS

A student is required to complete a “Change of &widRecord” form to change any personal
information, e.g. address, phone number, etc. TémRIs Office personnel update the student’s
information. The Records Office many also make geanof address or phone number in
student’s record based on student registratiorrnméition, or letters from alumni. A request for
any other type of change must be completed an@dgigg the student.
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DEAN'S HONOR LIST

Excellence in scholastic achievement is recognesagh trimester by the compilation of a Dean’s
List. An undergraduate studentsuccessfully completing at leak? credit hours with grade
points, with a minimum term grade point average3d5 or better; agraduate student
successfully completing at least 9 credit hourdwgitade points, with a minimum term grade
point average 03.850r better, qualify for the Dean’s Honor List. “@®s Honor List” will also
appear on the transcripts of students obtainin® g@rhde point average.

DISMISSAL FROM THE UNIVERSITY

Grounds for dismissal:

A student will be dismissed from the Universityfoind guilty of one or more of the following
charges:

1) Any falsification of information on student recordghether that be to
Official documents used to gain admission to thevehsity or to work done while
attending the University.

2) Plagiarism of any degree or form.
3) Cheating.

Any student for which dismissal is sought will pdarmed in writing of their pending dismissal
and the charges for which dismissal is sought. Whiversity will maintain and acknowledge
any credits earned prior to the report of the désai charges. If the charges are due to falsified
records to gain admission into the University, N@dit will be given for any work completed.
Dismissal charges will be stated on the studemtsnanent transcript of record.

Appeal of dismissal:
A student may request an appeal of dismissal byingria letter of response to the dismissal
charges and request an appeal hearing. If thengeaigranted, based on the student’s reply

letter, the individuals involved in the processlwibnvene to hear the appeal. If an appeal is
granted, the student will resume course work at SVU

GRADE CHANGE

Grades assigned by the instructor must conformstabéshed SVU grading policy. A grade
submitted by an instructor is considered final armad/ be changed only for one of the following
reasons:

1) Errorin recording a score for a student (testz go@per, etc.)

2) Miscalculation of a score, including the cumulatsg®re for a trimester.

3) Failure to consider a valid student assignmentwlzat submitted in a timely manner.
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No other reason may be used as a basis for a tefqugsade change.

All requests for grade change must be submittedttiveesters following the date of issuance of
the grade in question. Under no circumstancesavgrade change be permitted after a degree
has been awarded.

GRADING

Refer to section “ACADEMIC STANDARDS” on page 11rfine grading system. Incomplete or
Report Delayed (“I or “RD”) grades must be cleavathin two trimesters following the one in
which the original grade was assigned. If it is cleared within the following two trimesters, the
“I” or “RD” grade will revert to an “F” and will bgosted to the trimester grade report and the
permanent transcript as such.

Grades below a “D+” may be changed by repeatingcthese(s) and obtaining a higher grade.
The student must pay the appropriate tuition feeshfe course to be repeated.

GRADUATE CREDIT COMPLETED AS AN UNDERGRADUATE SENIA

Seniors may take graduate-level courses for undeéuvgite elective credit or for graduate credit
in future pursuit of graduate degree, provided {thaprerequisite requirements are met (2) credit
can be used for only one degree program. An undéugite student paying a flat fee is allowed
to take a maximum of two graduate courses for grsdwredit, provided that at least two
undergraduate courses are being taken in the sanester.

GRADUATION CEREMONIES

Formal Graduation Ceremonies will be held only opee year, taking place generally in the
month of August. Students meeting the followingesira will be eligible to participate in the
ceremony:

1) Students completing all course work as of May.

2) Students completing all course work as of the pneviFall trimester.

3) Students who will complete all course work as @f ttimester following the ceremony.
These students will be allowed to participate irec®nies and will complete necessary

courses during the Fall trimester. Degrees wilalwrded and diplomas issued at the
successful completion of the student’s remaining e work.

GRADUATION REQUIREMENTS

Course requirementsfor graduation are specified in the catalog. THe¥ang are a few items
that you may want to know:
» Students are highly encouraged to check the acadestendar online or in the catalog
for graduation petition deadlines
* Your official undergraduate transcript(s) and copy of dploma from previous
college(s) must be on file.
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* Your senior/graduate project is complete — approved for both its contents asd i
format; two complete copies have been turned ithéoAdministration Office. (Please
check with the school librarian to find out abcuwg format requirements.)

* Your library record, financial record and other office and Lab records are cleared.

* Aninternational student is required to have paskse&nglish requirement.

A student will, for graduation purposes, meet gediun requirements listed in the catalog that
was current at the time the student began hisfuely orogram at SVU as a degree-seeking
student. This applies to continuously enrolled shis.

Students not maintaining continuous enroliment momgtet all admission and graduation
requirements in effect at the time studies with SME resumed.

Substitutions for discontinued courses may be aizé or required by the Academic Dean.
Undergraduate GPA requirements: An overall G.Pf&.0 is required and “C” grades or higher
in ALL core courses at SVU. The student will begwod standing with the University and have

an approved petition to graduate on file.

Graduate GPA requirements: An overall G.P.A. of i8.@equired. The student must also be in
good standing with the University and have an apgilgetition to graduate on file.

Addendum: For graduate credit, a minimum earnediegria “C” for elective courses. This

requirement applies to all courses taken as para student’s graduate program, including
courses taken to remove undergraduate deficiereffective May 1989.

PETITION FOR GRADUATION

The petition is first submitted by the student be tRegistrar, and must be accompanied by
payment of the $275.00 graduation fee. The Registiih check to make sure that the student
has fully completed and signed the top portionhef Petition. He/she will then verify receipt of
the form by signing and dating the form.

The evaluator will then complete the proper evatuatorm containing the course requirements

for graduation of the proper school year beforeDlean of Academic Affairs approves/denies
the petition. A copy of the petition will be sentthe student.

PROFICIENCY EXAMINATION

The purpose of a proficiency test is to evaluatmpetence in a particular field. Because of the
ten-year rule, imposed by the State DepartmentdofcEtion, some students must demonstrate
competence in particular areas of an academic emfrstudy. Also, courses of questionable
merit may lead to a need to demonstrate competé&ioceEngineering curricula, Mathematics is
one of the areas in which competence is prerequiBitoficiency tests in Calculus are offered at
SVU. Proficiency test in Pre-Calculus is offeredtihose wishing to begin by taking Calculus
course at SVU. A student many petition for takingfigciency exam by submitting the Petition
for Proficiency Examination form.

Eligibility:

23




1) Petitioner must be a registered student at SVU.

2) Courses equivalent to Calculus | and Il must beudwnted in the petitioner’s record.
Date of completion of courses must be no more tbaryears ago.

3) Petitioner has a background of practical use inmglprinciples of Calculus (including
course work of undocumented content).

The proficiency test can be administered only dieceany petitioner. Those who fail the test
must take the course represented by that parteofetst. Proficiency tests are divided into two
parts corresponding to courses | and Il in bothkc@ak. Those who fail the test on Pre-Calculus
will be advised to take Pre-Calculus courses elsegrhefore entering SVU,

Other Mathematics and Science courses in the loiwion curricula which may be added to
the proficiency exam list are: Circuit Theory, Famientals of Computers & Structured
Programming, and Programming in C.

RECORDS MAINTAINED FOR STUDENTS WHO WITHDREW FROM HE
UNIVERSITY

1) Prior to the start of the trimester: If a local student is accepted into a program odigtand
does not begin classes, he/she is entitled td eefuind of all fees paid, upon written request.
After a refund is made, all materials may be didedrexcept the original application form,
financial record form, official transcripts and tten notice of withdrawal. Application fee
refund and, under certain circumstances, tuitiqmodet refund, do not apply to international
students.

If a student does not notify SVU of intentions tther withdraw or postpone registration to
the following trimester. SVU will maintain the matds for six months from the application
date. After the six month period, SVU will discalll materials except the application form,
and official transcripts.

2) Within the first two weeks of the trimester: When a student withdraws from the University
within the first two weeks of the trimester, no dga are recorded, and therefore an SVU
transcript need not be maintained. The studentrdew refiled with those belonging to
students who have applied to the University buehasver attended classes.

3) After the first two weeks: Any student who has completed course work with S&fU
withdrawn from classes after the first two weeksadfimester must have a SVU transcript
and a completed student file maintained. Theseestudes are kept with those of previously
enrolled students who have withdrawn from the Ursig.

PETITION FOR CHANGE OF MAJOR

Student may request for change of major by submgité petition form to the Admissions &
Records Office. The Admission officer will re-evatas the student for the new study program.
A copy of the evaluation report is then sent toghelent.
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FILING A GRIEVANCE

If a student has a problem or concern of any nategarding any aspect of SVU, whether it is
with personnel, course of study, or general Unitergolicy, he/she has the right to file a
grievance. If the student has made an honest atfgnmyth the person(s) involved to remedy the
problem situation, and an agreeable conclusiombabeen found, the student may file a formal
letter of grievance through the Administration ©&fi The Grievance Committee will hear the
grievance and make a final determination as toe¢heedy, which may be a hearing of all parties
concerned. The student will be further advised #mgt unresolved grievances may be directed to
the Office of Private Postsecondary Education (@alia State Department of Education),
located in Sacramento.

STUDENT REVIEW OF EXAMINATION

Mid-term and final examinations become part of shedent's academic record. As such, these
examinations are maintained by the University tofy@cademic achievement for the student.

In accordance with University policy, the studergymmeview his/her examination by making an
appointment with the course instructor throughRleeords Office.

The instructor will conduct the review, using thtedent’s examination papers, allowing the
student access to answers and methods of solwiterations to examination papers are not
permitted.

Following the review, the instructor will returnetexamination papers to the Records Office, or
representative, for refiling.

In the absence of the course instructor, the AcadBman may conduct the review.

STUDY PLANS

Undergraduate Programs: For students in the BSGEHand BBA programs, study plans are
used as part of the counseling process. The purpbskee study plan is to aid students in
planning a logical sequence of course study anceliyeincreasing the chances of personal
success and accomplishment. Recommended study fdarthe Electrical Engineering and
Computer Systems programs are listed in the catBlagk study plan forms may be obtained at
the Records Office. Counselors are available byompment to assist students in customizing
their personal study plans.

Graduate Programs: Graduate students are encoutagethke study plans by the second
trimester of study at SVU. As part of that plan,aea of interest must be chosen from which
students will choose a group of courses appropttateir needs. A counselor will be available
by appointment each week to assist students imaigg their individual plans. Sample study
plans are available at the Records Office, as agehlank study plan forms.
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SUBSTITUTION OF CORE REQUIREMENTS

Under certain circumstances, an elective coursebreashosen to substitute for a required course
in a particular program of study. Approval for thebstitution must be requested of and granted
by the Academic Dean of the University. Only SVUWirses can be considered as substitutes.
Forms are available from the Records Office. Thelestit will be notified of the approval/denial
status.

FINANCIAL ASSISTANCE

There are limited numbers of office assistant, hearassistant/grader, library assistant, and
computer lab assistant available to qualified aurggaduate level students. Selection will be
based on academic achievements, course requirgraadtprior experiences, as well as the
school’s current budget availability during eacmaster.

Duties:

1) Laboratory Assistantsre supervised directly by the instructor or |abory
manager. Duties may include assisting studentabnekperiments, maintaining
equipment, tutoring beginning computer programnzersnaintaining computer
files/systems.

2) Office Assistantassists the student office with general clericatie such as
answering general questions at the front deskgfiletc.

3) Library Assistantassists the Librarian with general library dutigsch as
cataloging books, organizing library holdings, ssg students with general
library related questions

4) Graders/Teaching Assistanteceives assignments based on their through
knowledge of the subject matter for a given coui3eties include correcting
problem assignments, grading quizzes, tutoring wodking out solutions to
examinations and other assignments.

At the beginning of each trimester, Graduate sttelselected for the above
mentioned position will have to take a one hourksbop course to understand
their job responsibility, professional ethics, offihours, and the school’s rules
and regulations.

CORE COURSES may be assigned a Teaching Assistaluiaids that exceed fifteen students.

TRANSCRIPT REQUEST (SVU)

Student’s written request is required for issuarfoafficial transcript.
It is the student’s responsibility to complete iatlormation on the form, including the exact

name and address of the institution/person whererémscript is to be sent. Make sure that you
signed the form and the proper fees are paid.\fadrthese are not done, the request will not be
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processed. You are entitled to one complimentafigiaf transcript upon graduation. Otherwise,
for any transcripts request, there is a fee of (BH€r official transcript.

A transcript request is processed within 5 daysecgipt by SVU. If there is a fee due to the
University or loan of University equipment or thkel, the transcript request will be put on hold
until the problem has been resolved.

TRANSCRIPT REQUEST (FROM OTHER INSTITUTION)

A local student may submit unofficial transcriptr fadmission evaluation, and send the
“Transcript Request” form(s) to his/her previoudeges to request for official transcript(s) to be
sent to SVU. It is the student’s responsibilityctimplete the form and send it to his/her previous
school(s). A student is not allowed to graduateheut official transcripts from previous
colleges/universities on file at SVU.

TRANSFER OF CREDIT

1) Lower-Division Courses
The maximum allowable transfer credit of lower-digh courses is 60 trimester credits, at
least 24 of which must be in General Education éwedhrough D.

2) Upper-Division Courses
The maximum allowable transfer credit of upper-siim courses is 12 trimester credits (no
more than three/four courses as specified in tkedag. Upper-division courses for transfer
to SVU may not be completed at other institutionaaurrently with studies at SVU. Only
previously completed upper-division courses indhea of the major (core only) may qualify
for transfer.

3) Grades Required for Transfer Credit
Courses completed with “A”, “B”, and “C: are traasdble. “D” or “AUDIT” grades are not
transferable under any circumstances.

Courses with credit (CR) grades may be transfafrée credit grade is equivalent to a “C”
or better. This policy must be in writing from thmstitution where the course was taken (i.e.,
transcript key, letter of verification, or catalfsgm the school).

4) Transfer Credit for Non-Collegiate Learning Expnce
Credit awarded by other institutions for life or nkeexperience is not transferable to SVU.
Any student wishing to have credit awarded for woliegiate learning experience by SVU
must have the proper documentation on file anduawatl under SVU’s policies for granting
credit for non-collegiate work.

5) Transfer of Credit to Qualify for Graduate Stud
Bachelor degrees earned from accredited, spmved and state authorized
Institutions may qualify for transfer. Degrese reviewed on an individual case basis.

Transferable graduate credits are specified in ¢hélog. No graduate-level course
requirements at SVU can be waived.

6) Transfer of Courses form Vocational/Technicehh&ls
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Courses form Technical/Vocational institutions #r@nsferable for lower-division credits
only if the school’s curriculum leads to an AssteiBegree and the institution is accredited,
state approved or state authorized.

TRANSFER OF UPPER-DIVISION CREDIT/WAIVER

Upper-division transfer credit: If a student hasnpteted a course at which is equivalent to a
core course offered by SVU, he/she may formallyuest for upper-division transfer credit. If
the equivalent course is considered upper divibipthe approved accredited institution where it
was completed, and appropriate supporting docurtientégs submitted, the approval of the
equivalency is then granted by SVU’'s Academic Deand upper-division credit will be
transferred by the Admission & Records Office.Hé tequivalent course was considered lower-
division, upper-division transfer credit cannot ¢granted, even if the content of the completed
course is similar to an upper-division SVU counsethis case, student may request for taking
challenge exam.

Waiver of a course requirement: An approved waofea course at SVU means that the student
has previously completed equivalent course worHll, therefore will not be required to complete
the course at SVU. In some instances (such asrBiffal Equations taken at a junior college),
the equivalent course completed elsewhere was aenesi lower-division, but SVU’s core
course is considered upper-division. In this ins¢gara waiver may be approved, but the student
will receive no upper-division transfer credit, ehé waiver will not reduce the number of upper
division credits that must be completed at SVU.

If the equivalent course is considered upper-divisitransfer of upper-division credit will be
granted upon approval of the waiver by the appatemeviewing faculty member or Academic
Dean.

If there is a difference in the number of credigévieeen the equivalent course completed and the
SVU course, the number of credits earned for thevipusly completed course will be
transferred.

If the student uses more than one course as equiv@ one SVU courses, the number of credits
assigned to the SVU course is the maximum numbasterable.

EXAMPLE: Previous School: Advanced Mathematics cr@&dits)
Equivalent to SVU: (M&a0) Calculus | (4 credits)
Crsdlransferred: 4

PLEASE ATTACH COURSE DESCRIPTION TO THE REQUEST H@RThe request will be
reviewed by the Dean.

TRANSLATING STUDENT SCORES TO LETTER GRADES

Letter grades represent evaluations of student ,wariging from excellent to poor. Score earned
by students from instructor assigned tasks shoeld measure translatable to this same scale of
excellence. To implement this translation from ssaio letter grades, the instructor will use the
method describe below:

Based on student scores normalized talea ¢ 0-100, grade is assigned according
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to the following:

98-100 =A 78-799 = C+
92-979 =A 72-779 G
90-919 =A 70-719 G
88-89.9 =B 68-69.9 =D
82-879 =B 62-67.9 Ix
80-819 =B 60-61.9 =D
Belo®w 6= F

GRADE POINTS: The grade point average (GPA) is Basecourses in which letter grades are
earned. To compute the GPA, divide total numbegrafle points by total number of credits
attempted in courses receiving letter grades. bis¢atble below for grade point assignments.

Grade Points per Credit Grade Points per Credit

A+ 4.3 C 2.0

A 4.0 C- 1.7

A- 3.7 D+ 1.3

B+ 3.3 D 1.0

B 3.0 D- 0.7

B- 2.7 F 0.0

C+ 2.3

All other grading symbols receive no grade poiatsd credits for those courses are excluded
form the GPA computation.

Attendance: California State Law requires that st attend class meetings at least 90% of the
total trimester class hours. Students who fail teemthis minimum requirement may be
withdrawn from a course by the instructor.

In this case the instructor should submit the sitidename, along with a grade of “WF” for non-
attendance, to the Registrar. A copy of the clé@&endance sheet must be attached to document
the number of excessive absences that result ifWkeé grade.

UNAVAILABLE OFFICIAL DOCUMENTATION

If a student cannot obtain official documentatioh his/her completed course work from
previous institutions, he or she must complete sigd the form entitled, “Completed Courses
for Which Official Documentation is Unavailable.”

Official documentation may be unavailable for amyhe following reasons:

1) Courses completed in a country which does not lscavemunications with the United
States (i.e., Vietnam, Iran).

2) Documents were destroyed due to a country cultesadlution (i.e., People’s Republic
of China).

3) Courses completed in a country which does not isffigal transcripts (i.e., England,
India).
4) Transcripts are on hold due to outstanding feedddwéhe University.
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SVU can accept unofficial documents as valid far finst three of the above reasons. If the
official transcript is on hold, the student muséasl the hold status and obtain the official
transcript within the first trimester with SVU.

Acceptable unofficial documentation will be evak@tin the same manner as any other
transcript. However, if the documents are from iogtshe United Sates, they may be evaluated
by an outside agency and the evaluation sent Hirec§VU. Two such agencies are:

Education Credential Eabrs, Inc.
P.O. Box 17499

Milwaukee, WI 53217-0499
(414) 964-0477

DETAILED REPORT NEEDED

International Educatioesearch Foundation, Inc.

P.O. Box 66940

Los Angeles, CA 90066

(213) 390-6276

SUBJECT BREAKDOWN TYPE BVUATION NEEDED

Information and application forms for these two rages are available from SVU Admissions
and Records Office.

If the student has no accompanying documents, lendtatement is being used for prerequisites,
he or she must pass proficiency exams to suppsfitdr statement. Place student’s name and
ID# on list of students needing proficiency exanimras.

The statement may be used to qualify for a chaleagamination (i.e., for undergraduate
courses to clear deficiencies for admission to ggéel school).

WITHDRAWAL FROM THE UNIVERSITY

All withdrawals form the University must be in wrig in order to claim any refunds due and to
avoid penalties in grading.

COPYRIGHT PERMISSION

If you are copying a figure or table, or a sigrafit section of someone else’s work, and you
believe the use of these copyrighted materialey®bd what is permitted by “fair use,” you will
be required to submit separate written permisstiers from the publisher or author(s) of the
works cited, and to indicate in the text after nmming the source that it was “copied with
permission.” Plan well, so that such permissiotetstwill be received in time.

If you have questions about what material requiegsnission, refer to
http://www.copyright.gov/
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