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Policies Related to Teaching

A. General Faculty Information

B CheckMarq https://checkmarg.mu.edu/psp/sa9prod/?cmd=login
The University uses the PeopleSoft (CheckMarq) program to manage course data. Through
CheckMarq, faculty can access class rosters, enter grades, and obtain student information. Instructions
on how to use the system can be found on the CheckMarq page of the University web site. To enter
the system, log on to CheckMarq using your e-Marq username and password and click on the tab for
Faculty Center. From here you can click on various links which allow you to view class schedules,
obtain advisee information, print class rosters, record grades, browse the university catalog (list of
courses taken from the Undergraduate and Graduate Bulletins) or the online Schedule of Classes.

B D2L (Desire to Learn) http://www.marquette.edu/its/help/d21/d2l.shtml
The D2L system allows faculty to post course materials, manage online class discussions, send group
emails to an entire class, receive electronically submitted assignments, etc. The University office of
Information Technology Services (ITS) offers hands-on D2L training on a regular basis. Go to the
ITS website to register for a session.

B Library Reserve Policy http://www.marquette.edu/library/reserve/resfac.html

The Raynor Library class reserves management system is called Ares. Class Reserves functions as an
extension of the classroom. Copies of assigned readings, supplemental readings, previous tests and
other materials are made available for short term loan (print copies) or are scanned and made available
as PDFs online. For Marquette’s position on copyright issues, see
http://www.mu.edu/library/reserve/ereserve copyright guidelines.pdf

The following restrictions apply to material placed on reserve, according to Library policy.

The Library’s standard procedure will be to limit reserve material to up to 10% of a book or one (1)
journal article per journal issue. The Library will not copy and/or scan entire books or entite journal
issues.

Copyright law requires that complete citations be provided by faculty members for all items on class
reserve. Author(s), editor(s), title, copyright date and source of publication must be supplied. This
information will be included with every class reserve item. Note: The authot’s written permission is
required when placing a student’s original work on class reserve. This information should be
submitted with the class reserve request.

Where possible, links to items available in the Library’s electronic databases will be created. If the
Library does not own or have access to licensed material, it will purchase the item when possible.

According to copyright law and because of the copyright royalties that the law allows publishers to
impose, an electronically formatted item must be granted permission for each semester it is used.

Therefore, the reserve department is obligated to de-activate these documents after each semester
until we regain permission to post them electronically. The Library will contact the Copyright
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Clearance Center (CCC) in an attempt to obtain copyright permission. If you intend to reuse material
please contact the Raynor Library Reserve Staff at (414) 288-7253.

The Library will pay for copyright permission, but reserves the right to refuse items when the cost for
copyright is deemed unacceptable.

B Faculty Office Hours and Availability
The College requires faculty to be on campus for at least a portion of two days each week when
classes are in session and during exam periods. Faculty are required to hold office or lab hours for at
least three regularly scheduled hours each week. Office and teaching hours should be posted and
recorded in the instructor’s department. In addition, faculty should be on campus and available to
students and administration during the week before the start of a semester and the two weeks
following the last day of classes (i.e., exam week and the week thereafter).

Faculty should also attend these important celebrations:
e the Arts and Sciences Honors Convocation (held in April).
e the University commencement ceremonies in December and May (academic regalia required).

B Faculty Absence
If faculty will be absent from class, the chairperson of the department must be notified. The
department will arrange to have a sign posted on the classroom notifying students of the cancelled
class. If a faculty absence can be anticipated, the faculty member and the chairperson should jointly
arrange for a substitute instructor.

B. Course Syllabus

All instructors must provide a course syllabus to each student
normally not later than the first class meeting of the course.
Please, post your syllabus on D2L, the University's electronic
course management system, no later than the first class
meeting. To avoid misunderstanding among students, each
syllabus should contain:

®  COURSE LEARNING OBJECTIVES
Definition:
Course learning objectives state the specific knowledge, skills, and/or attitudes and values that all
students are expected to acquire by the completion of the course. Objectives should be stated so as to
identify specific skills or behaviors a student will acquire as a result of successful completion of the
course. A helpful way to frame your objectives is to begin with the phrase, “upon completion of the
course the student will.”
Examples:
o “Upon completion of this course, the student will be able to identify the stylistic devices
characteristic of various literary genres.”
o “Upon completion of this course, the student will be able to define and describe the
organizing principles of alternate economic frameworks.”

o “Upon completion of this course, the student will be able to employ various modes of
laboratory experimentation as a means of investigating organic substances and their

a
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reactions.”

In order to meet accreditation standards for assessment, the University requires all syllabi to identify
learning objectives.

If you are teaching a course that fulfills all or part of the requirements in a knowledge area of the
University Core of Common Studies, you should put into your syllabus all the learning outcomes for
that knowledge area. These learning outcomes are phrased in a manner similar to learning objectives
for a single course. For lists of courses that count toward the requirements in the seven knowledge
areas of the University Core of Common Studies, see http://www.marquette.edu/coreinfo/. For a
list of the learning outcomes of each knowledge area of the University Core of Common Studies, go

to http://www.marquette.edu/coreinfo/, and click on “Knowledge Area Learning Outcomes.”

If you are teaching a course that fulfills a requirement in an undergraduate major, you should put into
your syllabus all the student learning outcomes for that major. These learning outcomes are phrased
in a manner similar to learning objectives for a single course. Your department office or web site
should be able to provide you with a list of the student learning objectives or outcomes for the majors
housed in your department. See also http://www.marquette.edu/assessment/ for a complete list of
learning outcomes for the University Core of Common Studies and all other undergraduate academic
programs at Marquette.

If you are teaching a graduate course, you should put into your syllabus all the student learning
objectives or outcomes for any graduate program for which the course will fulfill a requirement.
These learning objectives or outcomes are phrased in a manner similar to learning objectives for a
single course. Your department office or web site should be able to provide you with a list of the
student learning objectives or outcomes for the graduate programs offered in your department.

COURSE REQUIREMENTS (including participation expectations, assignment deadlines, and dates of
exams)

ASSESSMENT AND GRADING METHODS (including percentages of total grade represented by each
assignment or exam) Note that, once published in a syllabus, grading criteria may not be changed.

FACULTY OFFICE HOURS AND CONTACT INFORMATION (see previous page)

STATEMENT ON ACADEMIC HONESTY
http://www.marquette.edu/cur_students/bulletin.shtml

A University-wide policy regarding academic honesty is applicable to all courses. This policy, as
amended, can be found on pages 40-44 of the 2009-2010 Undergraduate Bulletin and can be
accessed online at the link above.

Faculty should refer students to the University policy on their syllabi and may also wish to provide more
specific descriptions of academic dishonesty such as that found below.

Acts of academic dishonesty may include but are not limited to the following:
® copying material from a web page and submitting it as one’s own work;
* quoting extensively from a document without making proper references to the source;
* the illegitimate use of materials in any form during a quiz or examination;
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copying answers from the quiz or examination paper of another student;

® plagiarizing (submitting as one’s own ideas the work of another) or falsifying materials or
information used in the completion of any assignment which is graded or evaluated as the
student’s individual effort;

* obtaining, through theft, bribery, or collusion, or otherwise improperly securing an
examination paper prior to the time and date for the administration of the examination;

® use of an examination paper previously administered (e.g., during an earlier semester) without
the consent of the instructor who authored the examination;

* furnishing credentials that have been earned by another person, or falsifying records,
transcripts or other academic papers in order to falsely present one’s academic position;

® impersonating a candidate at an examination or availing oneself of such an impersonation;

* intentionally interfering with any person’s scholastic work (e.g., by damaging or stealing
laboratory experiments, computer files, or library materials);

® submitting the same work for more than one course without the consent of the instructors of
each course in which the work is submitted;

* aiding or abetting any such offenses.

B ATTENDANCE POLICY
http://www.marquette.edu/cur students/bulletin.shtml

Because penalties related to attendance can have legal implications, attendance policies must be
clearly defined on each syllabus. This includes expectations for labs and/or discussion sections.
Faculty are expected to adhere to the University undergraduate attendance policy which can be
found on page 38 of the 2009-2010 Undergraduate Bulletin at the link above. If faculty intend to
impose grade penalties as a result of excessive absence or poor class participation, these should be
explained on the syllabus at the outset of the course. Similarly, if attendance is optional, this too should be
indicated on the syllabus. When the relevant policies are specified on the syllabus, faculty may take
attendance into account when evaluating student performance, provided attendance is taken regularly
by the faculty member and absences are documented by him or her.

Please note the following guidelines:
In cases of unexcused absence, instructors are not required to allow students to make up missed
work.

In cases of absence due to illness or emergency, students must provide documentation of illness to
faculty in a timely fashion. If unanticipated absences from class exceed one week, students must
inform Ms. Susan Steinhart in the College office and provide supporting documentation. The College
will then notify the student’s instructors. Unavoidable absences approved by the College entitle
students to extend assignment deadlines and to make up missed exams. Unavoidable absences may
still count, at the instructor’s discretion, as absences in courses where grade penalties are
imposed for inadequate attendance.

In cases of absence due to University-sanctioned activities (e.g., participation in athletic events),
students should be allowed to make up missed work. Please see page 38 of the Undergraduate
Bulletin for a more detailed explanation.
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Excessive Absence

For a standard 15-week semester, the College considers an absence of two weeks (6 or more meetings
of 50-minute classes and 4 or more meetings of 75-minute classes) to be excessive. Faculty may
impose penalties (e.g., half-grade reduction for every absence over the maximum allowed) if this
policy has been communicated to students in the syllabus. If a student misses more than three weeks
of class and/or lab, as defined in the syllabus, faculty may remove a student from the course by
issuing a grade of WA (withdrawal due to absence) through submission of the “Instructor’s Absence
Report Form.” Prior to issuing a WA, instructors should warn students of excessive absences
through the use of the same form (forms are to be submitted to the College office). The deadline for
issuing WA grades is the same as the student withdrawal deadline: 11/20/2009 (fall) and
4/16/2010 (spring).

After the deadline for student withdrawal from classes, students sometimes stop attending classes and
assume that the faculty member is obliged to issue a WA as a result. This is not the policy. If, after
the deadline for student withdrawal from classes, a student stops attending class, provides no
explanation, and does not respond to queries by the professor, the student should be assigned the
grade he or she has earned in the course based on the work completed.

C. Course Enrollment

B Preliminary and Final Class Rosters (available in CheckMarq)
Faculty should print via CheckMarq and review all Preliminary Class Rosters by the first day of
classes. By Wednesday of the second week of classes, after Late Registration ends, faculty should
print and review all Final Class Rosters. Since students make course changes throughout the first
week of the semester, these lists will not necessarily be identical. All students attending the class must
be on the Final Class Roster or should present a “Class Admit Card” to the professor. Students can
obtain “Class Admit Cards” from the College of Arts and Sciences. If neither of these conditions
exists, the student must leave the class. Instructors may not add names to the final class roster or
give a student permission to register for a course if it is full. Faculty should hand in their Final
Class Roster to their department office by Monday of the third week of the semester.

B Students Enrolled But Not Attending
If a student named on the Final Class Roster has never attended class, faculty should write “never
attended” next to the student’s name before handing in the Final Class Roster to their department
office.

®  Closed Courses/Urgent Requests
Each department sets authorized enrollment limits for its courses. For extraordinary reasons, a
student may be considered for admission to a closed course by filling out an “Urgent Request Form”
(available in department offices). Late admission is to be granted only by the department chairperson.

B Auditing a Course
Students who wish to AUDIT a class must, prior to the end of late registration, complete an online
form that is available at the Registrar’s website (http://www.marquette.edu/registrar/policies/).
The AU (Audit) grade may be earned only through regular attendance in the class. If the auditor
does not attend regularly, the instructor may assign a grade of .
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B Withdrawing from a Course
Students who are in academic jeopardy may decide to WITHDRAW from a class prior to #be
withdrawal deadlines (11/20/2009 for fall and 4/16/2010 for spring). These deadlines should be
announced in class and published on the course syllabus. Instructors are asked to give timely (before
the withdrawal deadline), honest counsel to students who may be considering whether to withdraw
for poor performance.

To withdraw, students must complete an on-line withdrawal form that is available at the Registrar’s
website (http://www.marquette.edu/registrar/policies) and have it signed by the student’s academic

advisor. Any request to withdraw after the deadline requires a written appeal to the Associate Dean
of Academic Affairs.

D. Assigned Classrooms/Room Changes

Classroom changes are allowed with authorization from the Registrar. Instructors should only request
a classroom change if the student enrollment exceeds the maximum classroom capacity, or for
student or faculty issues related to the Americans with Disabilities Act. To request a classroom
change, please complete an online form which can be found at
http://www.marquette.edu/registrar/calendar/socchange.shtml. For reasons of safety and liability,
chairs may not be moved from one room to another. If not enough chairs are available in the
classroom assigned for a given course section, the instructor should report this situation to the
Registrar’s office as soon as possible. Chairs, desks, and tables, if rearranged within a given
classroom, must be returned to the original classroom layout at the end of each class meeting.

FE. Midterm and Final Exams

®  Scheduling of Exams
According to University policy, instructors who give midterm and final exams must adhere strictly to
the University-mandated exam schedules, available on CheckMarq at:

Midterm exam schedule http://www.marquette.edu/registrar/calendar/Fall09Midterm.shtml.

Final exam schedule http://www.marquette.edu/reqistrar/calendar/Fall09exams.shtml.

No major exams may be scheduled in the week preceding Final Exam Week.

At the discretion of the instructor and in extenuating circumstances, individual students may be
allowed to change the date or time of a final examination. A student is permitted to take a make-up
final examination to clear a temporary grade only if the reason for missing the scheduled final is
beyond the student’s control (e.g., illness).

If a faculty member wishes to change the time and date of a final examination for an entire class,
approval must be obtained, at least three weeks before the end of the semester, from the Associate
Dean for Academic Affairs.



http://www.marquette.edu/registrar/policies
http://www.marquette.edu/registrar/calendar/socchange.shtml
http://www.marquette.edu/registrar/calendar/Fall09Midterm.shtml
http://www.marquette.edu/registrar/calendar/Fall09exams.shtml

HELEN WAY KLINGLER COLLEGE OF ARTS AND SCIENCES

B “Senior Exemptions”
Students have operated under the assumption that, if they are seniors earning an A or AB in the
course, they are entitled to an exemption from the final exam in the course. No “senior exemption”
exists; all students are required to take the final exam if one is required in the course.

F. Grades

® Midterm Grades
Midterm grades are required in courses offered in the College of Arts and Sciences because they
provide important reference points for the student and his or her academic advisor. Midterm grades
should be assigned based on a reasonable amount of representative written work. This does not mean
that a midterm exam must be given.

With the exception of students in 4995 courses, externships and internships (course numbers ending
in 9806), courses numbered as 4999, and zero-credit courses, students in all courses should be assigned
midterm grades of A, AB, B, BC, C, CD, D, F, or L.

Faculty may leave midterm grade rosters blank for 4995 courses, externships and internships (course
numbers ending in 986, courses numbered as 4999, and zero-credit courses. Note that this applies
only for midterm grades, not final grades.

B End-of-Semester Grades

For most students and courses, the CheckMarq system allows a teacher to assign the following end-
of-semester grades: A, AB, B, BC, C, CD, D, I, I, IX, and X.

CheckMarq allows or requires a teacher to assign the following grades under the conditions specified
in parentheses:

IC (for every student only in courses that remain unfinished at final grade time);

CR or NC (an option that individual juniors and seniors can request from the University);

SNC or UNC (only for zero-credit courses);

S or U (for all students in courses carrying credits and evaluating students in clinical or internship
settings);

SY or UY (for all students at the end of the first term of a series of year-long courses).

If a student completes the proper procedure for auditing your class, you will find a grade of AU
assigned to this student when you first open your final grade roster, unless you notify the College
office that this student has not attended enough class meetings to merit the AU grade. In that case,
tell the College office what the student’s attendance record has been so that the College can change
the AU to the appropriate grade.

Only the College office can assign the following grades.

ADW administrative withdrawal—assigned by the Dean, typically for academic dishonesty or
other disciplinary reasons.

IE incomplete extension—for extending the deadline for removal of an I, IX, or X grade.

W course withdrawal—initiated by a student, with approval of the College office, through completion
of an online withdrawal form.
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WA withdrawal due to absences—initiated by faculty through forwarding the completed “Instructor’s
Absence Report” form to the College office by the withdrawal deadline (11/20/2009 for fall and
4/16/2010 for spring).

UW unexcused withdrawal—on the basis of information provided by faculty members on their Final
Class Rosters, this grade is assigned by the College office when a student never attended and failed to
officially withdraw.

Please refer to pages 33-34 of the 2009-2010 Undergraduate Bulletin for a detailed explanation
of these grades (http://www.marquette.edu/cur students/bulletin.shtml).

The date of withdrawal from a single course or from a term is the date the student first informs the
University of the withdrawal. This is usually the date the student signs the withdrawal form. The
last date of attendance, on the other hand, is the date the student last attended class; or, if
attendance is not taken, the date the student last handed in an assignment, quiz or test, or
participated in a class discussion in person or online. The date of withdrawal and the last date of
attendance are not necessarily the same. The College office processes single-course withdrawals,
while the Office of the Registrar processes the complete-term withdrawals.

B Temporary Grades (I, X, IX):
Temporary grades should be given under the following circumstances:

o I: Assigned on the basis of a previous agreement between faculty member and student to
allow completion of course assignments other than a final examination. The student’s
performance in the course must merit this special concession. If the instructor judges that the
student has not merited the grade of I, the instructor will assign an F grade if the missing work is
significant enough to deserve an F. Alternatively, a passing grade should reflect both the quality
of the work completed and the significance of the work that has not been completed. Grades of
I should not be assigned to allow students more time to raise their final grades.

o X: Assigned to a student who is absent from the final examination, has completed course work,
and might earn a passing grade in the course were a delayed examination taken. If these three
conditions do not exist, the instructor should assign the student the grade of FF immediately. A
student receiving the grade of X must file an explanation for the absence in writing with the dean
of the student’s college.

o IX: Assigned to a student who has not completed the course work and was absent from the final
examination but who otherwise meets the criteria for the I grade and the X grade. A student not
qualifying will be assigned the grade of F.

Please note: The Registrar converts all temporary grades to I after the deadline for removal of
incompletes has passed (calendar dates are published online at
http://www.marquette.edu/registrar/calendar/acadcal0910ugrd.shtml. If a faculty member chooses
to extend the University deadline, the student involved must communicate this fact in writing to the
College office.

10
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B Entering Grades into CheckMarq
Faculty must enter and save as “Approved” in CheckMarq their midterm and final grades (by 12:00
noon on the Monday following the midterm or final exam week).
To do so,

log in to CheckMarq using your Marq username and password,;

click the “Faculty Center” tab;

select the proper term;

select the Grade Roster Type (midterm or final);

select Not Reviewed in the Approval Status box;

select Grade Roster next to the class to be graded;

enter a grade for each student, using the drop down menu;

click the Save button at the bottom of the grade roster;

select Approved in the Approval Status box;

click the Save button again.

B Retention of Grade Books, Student Exams, and Papers
Faculty are required to retain grade books, final examinations and other papers not returned to
students for at least one year following the completion of the course.

B Public Posting of Grades
Instructors may post grades outside their offices, but students’ names, MUIDs, or Social Security
numbers may NOT appear in the posting. Students’ grades may NOT be posted to individual

email accounts. Please, inform students that they can view their midterm and final grades through
CheckMarq.

B Grade Changes
If, after submission, a grade must be changed because of a calculation error, a “Grade Change
Request” form should be prepared by the instructor. The form is available on CheckMarq. After
login to CheckMarq, the link for “Grade Change Form” will appear on the left side of the screen.
Once a faculty member clicks on the link, he/she will be required to log in again to access the form.
This double layer of security is necessary due to the sensitive nature of the grade change form. After
completion of the online form it must be printed, then signed by the instructor, and submitted to the
College office (Marquette Hall, Room 208). A change of grade to “help” a student required to
maintain a minimum academic average (e.g., for continued financial aid, academic probation, or
enrollment in a particular program) is not permitted.

®  Grade Appeals
Students have the right to appeal grades they perceive to be in error. Please refer to the University
Appeals Procedure on page 35 of the Undergraduate Bulletin for details.
http://www.marquette.edu/cur students/bulletin.shtml
Each department is expected to have a written statement of its policy and procedures for grade

appeals. Questions concerning grade appeals should be addressed to the Associate Dean for
Academic Affairs.

G. Guidelines for Independent Study- 4995 Courses

Independent Study (4995) courses offer students the opportunity to engage in more intensive study of
special topics under the supervision of a faculty member. These courses may be used to grant students
credit for serving as researchers in faculty labs or on faculty research projects when

11
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1. the student is conducting independent research under the supervision of the faculty member, or
2. the type of work done by the student clearly advances his/her educational objectives.

Faculty and students arranging an Independent Study course should adhere to the following guidelines
for all 4995 courses:

® These courses are intended for students conducting independent research or
interpreting/analyzing research data under the supervision of a faculty member. A 4995 course
should not be used to grant a student credit for serving merely as a lab assistant.

® All 4995 courses must be described via a complete syllabus or written course or project plan that
contains a clearly articulated set of instructional goals and a detailed plan for assessing whether
those goals are achieved. This document should also include a calendar of meetings between
faculty and student as well as assignment deadlines.

# The course must include a culminating writing or research project reflecting the knowledge gained
in the course.

® All 4995 courses should include face-to-face meetings with faculty, in addition to individual
reading and research. Distance learning is discouraged in 4995 courses.

® These courses are typically available only to juniors and seniors.

* A 4995 course is typically available only to a student who has declared a major or minor in the
subject area of the course proposed, and who has completed at least 12 hours in that department.

# These courses are not to be used as substitutes for regularly scheduled courses or required courses
for either the University Core of Common Studies or the College Curriculum.

® All 4995 courses are to be taught only by regular full-time faculty. If this is not the case (e.g.,
where a student's work is done in a laboratory off campus), departments proposing 4995 credit for
the experience must ensure academic quality by providing secondary student mentoring by a
Marquette faculty member, by requiring a plan for the proposed research, and by requiring a
written record of the research results.

The deadline for approval of 4995 courses by department Chairs is the close of late registration
(9/8/2009 for fall and 1/26/2010 for spring). Late requests for 4995’s must be approved by the
Associate Dean for Academic Affairs and will be granted only in unusual circumstances. Departments
may establish an upper limit on the number of hours earned in 4995 courses which may be applied to a
major or minor; departments may also establish a minimum grade point average for enrollment in 4995
courses, as well as additional guidelines as appropriate.

H. The Senior Experience

Senior Experience is intended to provide graduating seniors earning Bachelor of Arts degrees with a
culminating reflective educational experience. To this end, Senior Experience courses offer graduating
students the opportunity, within the context of a discipline-oriented course, to contemplate what a
college education has meant for them.

12
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Senior Experience courses cover a wide range of topics and disciplines, but all are linked by a
pedagogical approach that emphasizes both reflective and integrated learning. Each course is designed
to enable students to reflect upon how they have grown from, and been influenced by, the University
and its mission during the formative experience of college. These courses also challenge students to
integrate knowledge gleaned from within their own major as well as across disciplines as they project
applications of these formative experiences to the rest of their lives.

Senior Experience courses vary by topic and discipline and thus require equally varied teaching tactics
and strategies. Accordingly, rather than prescribe specific pedagogical requirements, the College
empowers faculty to define how they will accomplish the type of reflective and integrated learning
characteristic of the Senior Experience. All Senior Experience courses, however, are expected to lead to
the following learning outcomes. Upon completion of the Senior Experience, students should be able
to:

1. Integrate the methods, perspectives, and concepts used in their major disciplines.
Acknowledge the existence of connections between their major disciplines and others.

3. Reflect upon, in the context of their specific studies, the impact of their college education on
their development as a whole person.

Each semester the Associate Dean for Academic Affairs sends out a call for Senior Experience courses
for the coming semester. In addition, each semester the Associate Dean publishes a list of courses that
will count as Senior Experience courses in the next term. All capstone seminars in Bachelor of Arts
major programs count as Senior Experience courses.

Academic Honesty

A University-wide policy regarding academic honesty is applicable to all courses. This policy can be
found on pages 40-44 of the 2009-2010 Undergraduate Bulletin, which can be accessed online at:
http://www.marquette.edu/cur students/bulletin.shtml. In accordance with this policy, every case
of academic dishonesty occurring in the College should be reported to the College’s Associate
Dean for Academic Affairs. Questions about academic honesty should be directed to the Associate
Dean for Academic Affairs at (414) 288-5310.

Policies Related to Academic Advising

Academic advising is an integral part of a student’s educational experience. Accordingly, all faculty are
expected to be able to provide accurate factual information concerning College and University curricular
requirements (this information is available in the Undergraduate Bulletin). Additional assistance can be
obtained from the College’s Advising Center at (414) 288-5989.

A. Pre-Major Academic Advising

Pre-major academic advising is provided to all Arts and Sciences students either through the College Advising
Center or by volunteer faculty. Students will experience pre-major advising in one of three ways:

B Arts and Sciences Advising Center: (http://www.marquette.edu/as/advising index.shtml)
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Staffed by a number of full-time and part-time professional academic advisors, the Advising Center
serves a large number of assigned students as well as any others requiring special support. It serves as
a primary resource for all faculty advisors as well as for referrals in individual cases. The staff includes
advisors specializing in advising for pre-health professions, pre-physical therapy and pre-law tracks.
Advising conferences with students are generally arranged by appointment; faculty inquiries are
welcome at any time. The Arts and Sciences Advising Center, located in Marquette Hall, Room 208, is
directed by Senior Assistant Dean Mary Minson (414) 288-5989.

B Faculty Pre-Major Advising
Arts and Sciences faculty volunteer to advise five to seven students until they declare their major.
Faculty are expected to meet with their advisees at least twice a semester during the student’s first
year.

B Introduction to Inquiry (ARSC 1953)
In this one-credit seminar, first-year students are led in weekly classroom activities by a regular faculty
member who is also each student’s academic advisor. Students choose this advising option by
registering for ARSC 1953 via CheckMarq. The seminar meets for the first semester of the student’s
first year, but the seminar leader remains the assigned academic advisor until the student declares his
or her major. The seminar is coordinated through the College office.

B. Major Advising

After students formally declare an academic major, they are assigned a departmental faculty advisor within
that Department Office. Major advising is supervised directly by each department. Students typically declare a
major by the end of their sophomore year. If students double major, they will be assigned an advisor in each
major discipline housed in the College.

C. Resources for Advisors and Advisees

Students can view class schedules, course offerings, transcripts, and grades through CheckMarq. Faculty can
view information about their own advisees. Please remind students that CheckMarq is a good registration tool
and a convenient way to stay informed about their academic records, including transfer credits.

®  Arts and Sciences Advising Center (http://www.marquette.edu/as/advising_index.shtml)
Please feel free to phone the Arts and Sciences Advising Center (414) 288-5989 for assistance when
advising students with academic problems.

B University Counseling Center (http://www.marquette.edu/counseling/)
Students often view faculty as their first source for advice and support. Faculty, because of the
frequency and nature of their involvement with students, often recognize problems students are
having that go beyond the academic realm. When the counseling needs of the student extend beyond
a faculty member’s ken or comfort zone, the student should be referred to the Counseling Center.
Common signs of student distress which warrant a referral to the Counseling Center include reference
to the following:

® suicide,
® depression,
® sudden changes in behavior,
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= emotional blocks to learning,

= significant life changes and crises,
® cating problems,

® sleep problems.

The Center can also provide professional advice to faculty concerning the academic and personal
adjustment of students.

Except in emergencies that involve concern regarding safety to self or others, the option must be left
open for the student to accept or refuse counseling. If the student agrees to the referral, call the
Counseling Center (414) 288-7172 to make an appointment while the student is present. If
appropriate, suggest to the student that, with his or her permission, you will give information to the
counselor about the nature of the problem. Follow up with the student at a later date to show your
continued interest even if he or she did not accept a referral.

®  Tutoring/Academic Support/ Disability Services ( http://www.marquette.edu/oses/)
Academic support services are available through the Office of Student Educational Services (OSES).
Tutoring services designed to help students develop the skills necessary to meet the demands of the
Marquette cutriculum are provided free of charge by the OSES/MUSG (Marquette University
Student Government) Tutoring Program. Students usually are assigned to group tutoring, although
drop-in tutoring is available for high demand courses or in case of student need. Tutors are available
for a wide variety of courses including sciences, mathematics, and foreign languages. The Office of
Student Educational Services also provides a current guide to departmental tutoring.

Other support services offered by OSES include college success guidance (time management, study
skills, test taking skills); individual study skills guidance; student retention services, disability services
(http://www.marquette.edu/oses/disability/index.shtml). The Office of Student Educational
Services is located in Room 317 of the Alumni Memorial Union. During the fall and spring
semesters, the office is open Monday - Thursday, 8:00 a.m. to 8:00 p.m.; Friday, 8:00 a.m. to 4:30 p.m.

D. Policies Relevant to Advisors and Advisees

B Transfer Credits
“Course Approval Forms” for courses taken at other institutions are available in the College office.
Students seeking approval for courses in their major or minor should first get approval from the
specific department office and then bring the form to the College Records Office. University Core of
Common Studies (UCCS) and College Curriculum (Bachelor of Arts and Bachelor of Science) courses
are approved by Ms. Pauline Thomas, the Director of Student Records. Once completed and duly
reported (via official transcript) to the College Records Office, approved courses are designated on
the transcript. Courses for which there are no Marquette equivalents are designated with special
course numbers. While the credits for such courses will be accepted, these courses may not fulfill
specific University requirements.

B Study Abroad Credits

Students must have their courses approved prior to studying abroad. "Study Abroad Course
Approval" forms are available from the Office of International Education (OIE), AMU 425, or online
at http://www.marquette.edu/abroad/start/ascourse.shtml. Courses in the major or minor must be
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approved by the major or minor departmental representative. A directory of these representatives is
available from OIE at the same link noted above. All other courses are approved by the Associate
Dean for Academic Affairs in the College of Arts and Sciences. Marquette equivalents are determined
by individual departments or by the College office. Equivalents for courses taken abroad from year to
year are listed in a database. Contact the Office of International Education for details.

B  Repeating Courses
A course may be repeated regardless of the original grade earned. The repeat course must be identical
to the original course in title, subtitle, and credits. To repeat a course, the student obtains a “Course
Repeat Form” online at http://www.marquette.edu/registrar/policies/. The completed form should
be submitted to the College office by the student.

® Repeat Grades on Transcript
Both the original course grade and the repeated grade are recorded on the student’s record,;
however, only the most recently completed course grade is calculated into the student’s
cumulative QPA. If a student withdraws from a repeated course, the earlier grade will count in the
calculation of his or her cumulative QPA. Students may not exercise the CR/NC option for a
repeated course.

* Credits Earned
Students will earn credit only once for the same course, regardless of the number of times they
take it.

® Number of Repetitions Allowed
There is no University-imposed limit to this, but individual programs may set their own standards.

B Course Waivers
* College Waivers
Waivers for UCCS or general degree requirements (e.g., upper-division hours, senior residency)
can be obtained from the College Records Office. Students are required to complete a “College
Waiver Request” form (available in the College office and to provide a full explanation of the
reasons for their request. Once decisions have been made by the College, copies of the waiver
forms are mailed to the students and advisors.

* Departmental (Major and Minor) Waivers
Students seeking waivers or exceptions (i.e., CD/D grades, course substitutions, etc.) for courses
in their majors or minors should be directed to their department office. Students are required to
complete a “Departmental Waiver” form that is available in department offices. Further questions
regarding waivers can be directed to the College Records Office (414) 288-5314.

E. Interdisciplinary Majors and Minors

Students interested in pursuing majors or minors not represented among the College’s programs detailed in
the undergraduate bulletin may propose an individual program of study of their own design. A form can be
obtained in the College office to begin the process, and the written proposal for an individually created
interdisciplinary major or minor is subject to academic review by the College. The criteria for approval
include: 1) appropriateness of the objectives; 2) academic coherence of the proposal; 3) availability of a
substantial body of courses upon which the program is to be built, and an appropriate balance of credits
between lower-division and upper-division courses; 4) assurance of appropriate faculty supervision; and
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5) the student's likelihood of success in completing the program.

Students considering this option should contact the Associate Dean for Academic Affairs (288-5310).

F. Confidentiality of Student Records [FERPA]

http://www.marquette.edu/registrar/policies/ferpa.shtml

The Family Educational Rights and Privacy Act of 1974 (FERPA) is a federal law governing the
confidentiality of and access to student education records. In general, faculty cannot release any student
information to anyone but the student, including the student’s parents, unless the student has signed a release
form. The entire FERPA policy can be found on the Office of the Registrar’s webpage (see link above), in the
Marquette Student Handbook and in department offices. Please contact the Dean’s Office with questions
relating to confidentiality.
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College Administration / Helen Way Klingler College of Arts and Sciences
Marquette Hall, Room 208
Hours: 8:00 a.m. - 4:30 p.m. Monday-Friday
Phone: 414/288-7059

Jeanne M. Hossenlopp, Interim Dean

Advancement

Alumni Relations

Budget

Cutrtriculum

Faculty
-Recruitment and Appointment
-Development and Mentoring
-Lawrence G. Haggerty Faculty Award for Excellence in Research
-Promotion and Tenure
-Salary
-Way Klingler Fellowships

University Committees
-Academic Senate
-Deans Council (DC)
-University Leadership Council (ULC)

Kim Patterson, Assistant to the Dean - Ext. 8-7230
Dean’s Schedule
Faculty
-General Questions
-Promotion and Tenutre
-Faculty Activities Reports
-Curriculum Vitaes
-Receipt of Degree
-Sabbaticals
-Personnel Files
-Part-time Faculty Contracts
New Faculty Orientation
Elections
-Arts and Sciences Representatives on University Committees
-Department Chairpersons
-Promotion and Tenure Area Committee Members
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Rev. Joseph G. Mueller, S.]., Associate Dean for Academic Affairs — Ext. 8-5308
Academic Misconduct and Dishonesty

Conversations on Learning

Curriculum Development and Assessment Committee (CDAC)

Dean’s Liaison to Lawrence G. Haggerty Faculty Award for Excellence in Research
Grade Appeals

Temporary Grades

Honors Convocation

Interdisciplinary Majors and Minors

Internship for Bioethics (ARSC 3980)

Marquette Credit by Examination

Mellon Committee

Mitchem Fellows

Outstanding Senior Nomination

Prestigious Fellowships and Scholarships

Senior Experience Courses for College Curriculum

Study Abroad Course Approvals

Unavoidable Student Absences

Office Associate: Susan Steinhart - Ext. 8-5310

Mary Dunnwald, Associate Dean for Budget and Finance - Ext. 8-7230
CheckMarq Registration/Urgent Requests
Computer Replacement Program

Faculty Contracts

General Operating Budget

Grant Proposal Registrations

Marquette Budget System (MBS)
Marquette Financial System (MES)
Mellon Grant Disbursements

Payroll

Salary Authorizations

Summer Sessions

Mary Minson, Senior Assistant Dean for Academic Advising — Ext. 8-5989
Academic Advising Center and Academic Support
Career Development

Complete Withdrawals from the University

Faculty Advising Committee

Freshman Frontier Program

Learning Disabled Students

Majors Fair

Pre-Major Advising

Pre-Professional Advising

Reinstatement of Students

Scholastic Actions (Academic warning and dismissal)
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Special Student Referrals

Students on Academic Probation

Students with Psychological and Medical Issues

Study Skills Assistance

Undecided Majors

Administrative Assistant: Anne Bartelt - Ext. 8-5989

Stephani Richards-Wilson, Assistant Dean for Recruitment and Retention — Ext. 8-5305
Recruitment, Student Admission and Retention
Admissions Events
-Fall Open Houses for High School Seniors (September/October)
-Scholarship Competition (February)
-Sophomore/Junior Open Houses (April)
-College Visit-Bus Trip-New Students (April)
-MU Preview (June)
-Wisconsin Independent Colleges and Universities Visit (July)
-New Student Orientation (August)
Arts and Sciences Student Council Advisor
Class Visitation Program for Prospective Students
College Scholarships and Financial Aid Inquiries
Pre-Dental Scholars Admissions Contact
Publications
Website Development
Office Associate: Susan Steinhart - Ext. 8-5310

Sue Farrell, Director of College Administration - Ext. 8-3223
Administrative Timekeeping

Calendar of Due Dates and Deadlines

Class Rosters and Current Term Registrations
College Forms

Grade Rosters/Grade Submission Process
Graduation Ceremony (May)

Honors Convocation

Office Administration

Schedule of Classes/ARSC Courses

Student Employees

Undergraduate Bulletin (Catalog)

Withdrawals (single course)

Office Assistant: Peggy Jones - Ext. 8-3224
Office Assistant: Linda Edenharder - Ext. 8-7059

Pauline Thomas, Director of Student Records — Ext. 8-5314
Advanced Placement Credit Program (AP)
Advanced Standing Admissions
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Approval of Non-Marquette University Courses

Athletic Eligibility

College Level Examination Program (CLEP)

Grade Changes

Graduation Certification

International Baccalaureate Credit (IB)

Readmission, Internal Transfer, and Change of Status Applications
Student Records

Transfer of Credit

Waivers (Departmental and College)

Office Assistant: Brenda Luttrell - Ext. 8-5314
Records Coordinator: Doris Osterhaus - Ext. 8-5316

College Academic Advising Center - Marquette Hall, Room 208
Academic Advisors:

Brenna Vogel

Monica De LLa Paz

Rose Selkie

Katie Hauck

Administrative Assistant: Anne Bartelt - Ext. 8-5989

Pre-Professional Advisors - Ext. 8-3256
Laurie Goll, Pre-Health Professions Advisor
Brenna Vogel, Pre-Physical Therapy Advisor
Kim Snow, Pre-Law Advisor

Freshman Frontier Program - Marquette Hall, Room 306

Mary Minson, Senior Assistant Dean and Director of Freshman Frontier Program
Rebecca Uhlers, Academic Advisor for Freshmen Frontier Program (FEFP)
Administrative Assistant: Linda Flaskrud - Ext. 8-7163

Anthony Peressini, Director of Honors Program - Coughlin Hall, Room 001

Honors Program Admissions Honors Faculty Advisory Council
Honors Curriculum Honors Student Advising
Assistant Director: Maria Cooper - Ext. 8-7516
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ACADEMIC CALENDAR FOR FALL 2009 - IMPORTANT DATES TO REMEMBER

FIRST SEMESTER/ TERM 1310

August 31
Sept. 7
Sept. 8
Sept. 9
Sept. 18
Oct. 9-10
Oct. 15-21

Oct. 22-25
Oct. 23

Oct. 26
Nov. 2-6
Nov. 20
Nov. 20
Nov. 20
Nov. 25-29
Nov. 30
Dec. 12
Dec. 14-19

Dec. 20
Dec. 21

Monday
Monday
Tuesday
Wednesday
Friday
Fri-Sat
Thurs-Wed

Thurs-Sun

Friday

Monday
Mon-Fri
Friday
Friday
Friday
Wed-Sun
Monday
Saturday
Mon-Sat

Sunday
Monday

AUGUST 31 THROUGH DECEMBER 19, 2009 (16 WEEKS)

Classes Begin/Your Preliminary Class Roster(s) is available in CheckMarq
Labor Day Holiday / Classes Excused

12 Midnight — Late Registration Ends / Last Day for CR/NC Grading Option

Print and Review your FINAL Class Roster(s) via CheckMarq

Chairpersons send Final Class Rosters w/Attendance Checks to the College
University Deadline for cleating Temporary Grades/College gives makeup exams
Mid-Semester Examinations

http:/ /www.marquette.edu/registrar/calendar/Fall09Midterm.shtml
Mid-Semester Break / Classes Excused

Deadline for College office to submit temporary grade changes to the Office of
the Registrar (from Spring 2009 and Summer 2009)

12 Noon Mid-Semester Grades (Enter in CheckMarq and Save in “Approved Status”)

Advising for Spring 2010 Term

Last Day for Students to Withdraw “W”

Last Day for Students to Change to Audit Status “AU”

Last Day for Instructors to Assign “WA” (withdrawal for absences)
Thanksgiving Holiday / Classes Excused

Classes Resume

Last Day of Regular Classes for Session 1

Final Examinations
http://www.marquette.edu/registrar/calendar/Fall09exams.shtml
Mid-Year Graduation Activities

12:00 Noon All Final Grades (Enter in CheckMarq and Save in “Approved Status”)
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ACADEMIC CALENDAR FOR SPRING 2010 - IMPORTANT DATES TO REMEMBER

SECOND SEMESTER/ TERM 1320

Jan. 18
Jan. 19
Jan. 26
Jan. 27
Feb. 5
Feb. 19-20
Mar. 8-13
Mar. 15
Mar. 14-21
Mar. 22
Mar. 22-26
Apr. 1-5
April 15
Apr. 16
Apr. 16
Apr. 16
May 8
May 10-15
May 17
May 18-22
May 22-23

Monday
Tuesday
Tuesday
Wednesday
Friday
Fri.-Sat.
Mon.-Sat.
Monday
Sun.-Sun.
Monday
Mon.-Fri.

Thurs-Mon.

Thursday
Friday
Friday
Friday
Saturday
Mon.-Sat.
Monday
Mon.-Fri.

Sat.-Sun.

HELEN WAY KLINGLER COLLEGE OF ARTS AND SCIENCES

JANUARY 18 THROUGH MAY 15, 2010 (16 WEEKS)

Dr. Martin Luther King, Jr. Holiday / No Classes

Classes Begin/Your Preliminary Class Roster(s) is available in CheckMarq
12 Midnight — Late Registration Ends// Last Day for CR/NC Grading Option
Print and Review your FINAL Class Roster(s) via CheckMarq

Chairpersons send Final Class Rosters w/Attendance Checks to the College
University Deadline for clearing Temporary Grades/College gives makeup exams
Mid-Semester Examinations

12 Noon Mid-Semester Grades (Enter in CheckMarq and Save in “Approved Status”)

Spring Break / Classes Excused

Classes Resume

Advising for the Fall 2010 Term

Easter Holiday / Classes Excused

Arts and Sciences Honors Convocation

Last Day for Students to Withdraw “W”

Last Day for Students to Change to Audit Status “AU”

Last Day for Instructors to Assign “WA” (withdrawal for absences)
Last Day of Regular Classes for Session 1

Final Examinations

12 Noon All Final Grades (Enter in CheckMarq and Save in “Approved Status”)

Senior Week

Baccalaureate Mass and Commencement
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