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VIII—Under graduate Degree Regulations and
Procedures

| General Information About Under graduate Degree Regulations and Procedur es

The academic regulations outlined in V1ll—Undergraduate Degree Regulations
and Procedures are the basic regulations for undergraduate degree programs of
the University as approved by the Senate. Terminology used to describe academic
regulations is defined in the Glossary. In these regulations where the consent of
the dean is required, the term “dean” isinterpreted to mean the person responsi-
ble for the academic program, for example dean, director, chair of program com-
mittee, or the program counselor in a particular degree program.
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V1I1—Undergraduate Degree Regul ations and Procedures

VIII1—Under graduate Degree Regulations and
Procedures

Academic Consideration and Appeals

Process for Academic Consider ation and Appeals

Time of Semester Type of Consideration | Consideration

Period of Consideration

Subsequent Appeal To

Academic Regulation

Granted By

During the Semester | Medical Instructor Same semester Academic Review Sub—Committee
Incomplete examina- | Psychological Submitted as soon as possible, not later than the end of the
tion or assignment Compassionate following semester
End of Semester In- | Medica Academic Review Should be submitted as Petitions Committee
completefinal ex- Psychological Sub—-Committee soon as possible 90 day deadline for appeals of academic review decisions
amination or final Compassionate (consult with pro-
assignment gram counselor)
After the Semester Grade Reassessment:

Calculation Error or Instructor 10 class days of the No appeal

omission following semester

Methods and Criteria Department Chair 10 class days of the Petitions Committee

following semester 10 days after decision of chair
Misapplication of an Instructor Should beinitiated as First Level: Department Chair

soon as possible

Second Level: College Dean
Third Level: Provost

Academic Consider ation:

Course Resullts: Academic Review

No deadline, but arequest

Petitions Committee

gram counselor)

Compassionate Sub—Committee should be submitted dur- | 90 day deadline for appeals of academic review decisions

Medical (consult with pro- ing or immediately after

Psychological gram counselor) the semester

Request for Probation- | Academic Review Should be submitted by Petitions Committee

ary Status Sub—Committee thefirst deadline of the 90 day deadline for appeals of academic review decisions
(consult with pro- next semester

General Information for Academic Consideration and Ap-
peals

The University of Guelph is committed to supporting students in their learning
experiences and responding to their individual needs. To this end a broad network
of advising, counselling, and support servicesis provided to assist studentsin
meeting their personal and academic goals. The University is aware that a variety
of situations or events beyond the student’s control may affect academic perfor-
mance. Support is provided to accommodate academic needs in the face of per-
sonal difficulties or unforeseen events. Procedures for academic appeals are de-
signed to ensure that every effort is made at these times to provide appropriate
accommodation and consideration, thus enabling students to complete course and
program requirements as quickly as possible.

Knowledge of the procedures, early action on the student’s part, timely consulta-
tion with the instructor(s) and/or program counselor, and immediate provision of
any required documentation will facilitate a prompt, co—ordinated institutional
response.

Academic Consideration

The University will consider granting consideration for coursesif there are suffi-
cient extenuating medical, psychological or compassionate circumstances. Aca-
demic Consideration may take the form of an extended deadline, a deferred privi-
lege, alate drop of a course(s) with or without failure, withdrawal from a
semester with or without academic failure, or permission to continue on proba-
tionary status. A deferred privilege could take the form of approval to write a
missed final examination or the completion of a course requirement after the end
of the semester. Academic consideration is granted when acceptable medical,
psychological or compassionate circumstances affect any portion of the semester
work. Generally, work commitments will not constitute grounds for academic
consideration. Depending upon the circumstances and whether the semester work
is complete, consideration may be granted by the instructor, the program counsel-
or or the Academic Review Sub—Committee of the program in which the student
isregistered.

Students will need to assess the extent of the difficulty they face and the possible
implications on their course work. For instance, an illness which lasts one or two
days resulting in a missed deadline can usually be resolved between the faculty
member and the student, often without documentation. Circumstances which
affect the student’s ability to attend classes, write term tests or meet assignment
deadlines for an extended period of time may require more formal documentation
and consideration. Students are encouraged to seek documentation if the situation
extends for a significant length of time. The program counselor, who is the dean’s
designate, should be contacted regarding appropriate procedures and documenta-
tion.

The program counselor is the student’s advisor in all matters pertaining to aca-
demic consideration and can assist in defining an appropriate course of action
(counselor names and locations can be found in Section VII—Academic Coun-

selling). It isthe student’s responsibility to consult the program counselor as
soon as extenuating circumstances affect academic performance, in order to
initiate action, and provide any required documentation.
All available evidence, including the student’s performance during the semester,
will be given careful consideration when making a decision. Procedures to follow
in each case are outlined bel ow. Questions about procedures and deadlines should
be directed to the program counselor.
Grounds for Academic Consideration
Incomplete Final Examinations/Final Assignments
Incomplete Semester Work
Co—operative Education Appea Process
Groundsfor Academic Consideration
Where possible, requests for academic consideration are to be accompanied by
supporting documentation. Students unsure of documentation requirements are
encouraged to contact their program counselor.
1. Medical Grounds
For academic consideration based on medical grounds a student may be
asked to provide documentation for the period of the illness. The necessity
for documentation will depend in part upon the length of the illness and the
amount of work missed during thistime. If the medical situation resultsin
missed semester work, the student should contact the instructor, presenting
medical documentation where warranted. If the absence dueto illness is of
aduration that will affect a number of courses or completion of the semes-
ter’'swork, the student must contact the program counselor for advice and
consideration.
When the absence affects final examinations or final assignments the stu-
dent should go to Student Health Services or a personal physician for docu-
mentation. The student must present the medical documentation to the pro-
gram counselor.
2. Psychological Grounds
For academic consideration based on psychological grounds the student
will be asked to provide documentation for the period affected. The neces-
sity for documentation will depend in part upon the length of the problem
and the amount of work missed during this time. The student should submit
this documentation to the program counselor who will then advise the
instructor of the need for consideration. When the psychological difficulty
affects final examinations or final assignments, Counselling Services, upon
receipt of student authorization, will send documentation to the program
counselor. If the difficulty is of a duration that will affect anumber of
courses or completion of the semester’s work, the student must contact the
program counselor for advice and consideration.
Compassionate Grounds
Unforeseen circumstances beyond the student’s control in either their per-
sonal or family life may affect academic performance. The procedure to
follow to request academic consideration based on compassionate grounds
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depends upon the severity of the circumstance and the amount of work
missed. Students may wish to contact the instructor for consideration for
missed semester work resulting from a compassionate circumstance. If the
circumstance is more significant, the student must consult with the program
counselor. Generally, work commitments will not constitute grounds for
academic consideration.
Incomplete Semester Work
Semester work consists of term assignments, tests or labs that must be completed
before the last class day. Instructors are responsible for granting academic consid-
eration for semester work. Types of consideration that may be granted by an
instructor include the setting of a make—up test, transferring the weight of a
missed assignment to the final, extending a deadline or alowing the resubmission
of an assignment. Students should consult with their program counselor for ad-
vice on an appropriate course of action if:
a) the student feelsthat appropriate consideration has not been granted
by the instructor, or
b) if the medical, psychological or compassionate circumstance is such
that it could affect overall semester performance or the ability to meet
thefina class day deadline.
For missed final assignments, projects or tests, see Incomplete Final Examina-
tiong/Final Assignments.
Student’s Responsibilities
If due to medical, psychological or compassionate circumstances a student is
unable to complete any portion of the semester’s work the student should:
1. Inform the instructor—in—charge of the coursein writing.
2. If theinstructor requestsit, supply documentation. If documentation is
unavailable, consult your program counselor.
3. Complete and submit missed work by the new deadline established by the
instructor before the last scheduled day of classes.
4. Consult with the program counselor if circumstances warrant (see @) and b)
above).
If the medical, psychological or compassionate circumstance is such that it could
affect overall semester performance or the ability to meet the final class day
deadline, the program counselor should be consulted regarding an appropriate
course of action.
Instructor’s Responsibilities
Faculty members should exercise discretion when requiring documentation, par-
ticularly when the assessment in question constitutes a small proportion of the
course grade, or when alternative means for carrying out the assessment are
available.
The Board of Undergraduate Studies recommends that faculty make every effort
to accommodeate students representing the University in extracurricular activities
when thereis a conflict between those activities and the requirements of the
course.
If the student does not submit all of the required work by the final mark deadline,
the instructor shall refer the situation to the Academic Review Sub-Committee
using the procedures outlined under Incomplete Final Examinations/Final As-
signments. Theinstructor cannot grant extensions beyond thefinal date for
submission of grades. When final work isincomplete, the instructor should
advise the student to contact the program counselor.
Program Counselor’s Responsihilities
If the student and the instructor cannot arrive at a mutually agreeable accom-
modation, the program counselor may act as a mediator. The program counselor
may discuss the issue with the department chair if appropriate.
In the event that medical, psychological or compassionate circumstances are
affecting the student’s overall performance, the program counselor will ensure
that the student’s instructors are advised that academic consideration based on
medical or compassionate grounds is warranted. In such cases the program coun-
sellor may be of assistance in co-ordinating instructors' responses to the request
for consideration.
Incomplete Final Examinations/Final Assignments
If final examinations are not written or final term assignments, projects, or work
term reports are not completed by the deadline date, academic consideration is
not the responsibility of the faculty member but rather, the responsibility of the
Academic Review Sub—Committee of the program in which the student is regis-
tered.
A request for academic consideration should be made to the Academic Review
Sub—-Committee during, or immediately after, the semester to which it refers.
A request to change an earlier decision of the Academic Review Sub—-Committee
may be made only on the basis of relevant information not previously submitted.
Students wishing to resubmit a“ Request for Academic Consideration” form with
additional supporting documentation should consult their program counselor.
Students who believe that the decision of the Academic Review Sub—Committee
isinappropriate may appeal the decision to the Senate Committee on Student
Petitions within 90 days of the academic review decision (see Petitions). The
Senate Committee will not normally consider any appeal's submitted past this
deadline.

Student’s Responsibilities

If due to medical, psychological or compassionate circumstances the student is

unable to complete afina requirement of the course and wishes academic con-

sideration, the student should:

1. Consult with the program counselor for advice on the appropriate consider-
ation that should be requested.

2. Submit arequest for consideration on the “Request for Academic Consider-
aion” form available from Undergraduate Program Services, Office of
Registrarial Services or the program counselor. Deadlines for Academic
Review Sub—Committee meetings can be found in Section I1l—Schedule of
Dates.

Information on the academic review processis highlighted below under Aca-

demic Review.

Instructor’s Responsibilities

In courses where a student has not written a required final examination or has not

submitted a final assignment, the instructor shall complete the “Instructor’s Rec-

ommendation” form recommending that the student be granted one of:

1. apassing grade

2. credit standing

3. adeferred privilege

4. afailing grade

1, 2, or 3 will only be granted by the Academic Review Sub—Committeeif the

medical evidence or compassionate reasons have been verified and accepted. 4

will be granted if the medical or compassionate circumstances presented are

inadequate or insufficiently documented.

A student who receives credit standing will receive credit in the course without a

numerical grade. This course will not be included in the student’s overall average

or specialization average.

A deferred privilege could be either approval to write an examination or to sub-

mit afinal assignment. Both will normally be required to be completed early in

the following semester, refer to Section |11—Schedule of Dates. The Schedules

Section, Office of Registraria Services, will inform the student of the deadline

for the deferred privilege (see Deferred Privilege).

If on the basis of acceptable medical, psychological or compassionate documen-

tation a numerical passing grade or credit standing is granted rather than ade-

ferred privilege, the student may request the deferred privilege. The request must
be submitted in writing to Undergraduate Program Services, Office of Registra-
rial Services, by the end of the add period for the following semester.

Co—operative Education Appeal Process

The Co—operative Education program requires that a student achieve an overall

average of 70 percent during first year in order to continue in the program. An

appeal option is available to students who are removed from co—op for not meet-
ing the requirement. The appeal must be taken to the Program Counsellor who
will then take it to the Academic Review Committee for consideration.
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Academic Accommodation of Religious Obliga-

tions

he University acknowledges the pluralistic nature of the graduate and under-
graduate communities and that accommodation will be made to students who
experience a conflict between areligious obligation and scheduled tests, mid—
term examinations, fina examinations, or requirements to attend classes and
participate in laboratories. The type of accommodation granted will vary depend-
ing on the nature, weight and timing of the work for which accommodation is
sought. Accordingly, the request for aternative arrangements normally must be
submitted to the instructor in charge of the course within two weeks of the dis-
tribution of the course outline. A student requiring accommodation may submit
the request to the instructor directly or through his/her program counsellor. The
instructor has a responsibility to provide reasonable aternative arrangements that
do not put the student at an academic disadvantage. In the case of a conflict with
afinal examination, the instructor should reschedul e the examination to another
time during the examination period taking care that the new date and time does
not put the student at an academic disadvantage.
In the event that a student is not satisfied with the accommodation offered by the
instructor, he/she may appeal to the Department Chair, or Director of the School,
who may grant alternative accommodation. A student who remains dissetisfied
with the outcome of his/her request may seek the assistance of the Human Rights
and Equity Office to facilitate aresolution.
For acurrent list of major holy days, please check the following website
http://www.uoguel ph.calhre/HolyDaysL ist.html or contact the Human Rights and
Equity Office.
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Academic L oad |

Full-time

The normal full-time semester load for academic programsis 2.50 credits except
where otherwise prescribed by the schedule of studies. Students in programs
other than D.V.M., B.Sc. (Eng.), and the Sports Injury Management Area of Em-
phasisin the B.Sc. Human Kinetics major may select up to 3.00 credits to accom-
modate their semester requirements. Additional credits may be added during the
add period only with program approval.

Under the credit system, credit weight reflects student workload rather than con-
tact hours. Students should note that 10 to 12 hours of academic time and effort
per week (including classes) are expected for a 0.50 credit course. Exceeding the
normal credit load for the program can place the student at academic risk and
should be carefully considered in consultation with the Program Counsellor.
Part-time

A student who isregistered in fewer than 2.00 credits in a semester is considered
to be part-time.
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[ Academic Misconduct |

Academic misconduct is behaviour that erodes the basis of mutual trust on which
scholarly exchanges commonly rest, undermines the University’s exercise of its
responsibility to evaluate students’ academic achievements, or restricts the Uni-
versity’s ability to accomplish its learning objectives.

The University takes a serious view of academic misconduct and will severely
penalize students, faculty and staff who are found guilty of offences associated
with academic dishonesty, misrepresentation of personal performance, restric-
tions of equal opportunities for access to scholarly resources, and damage to the
integrity of scholarly exchanges. The Senate of the University has adopted a
number of policies that govern such offences, including: the Student Academic
Misconduct Policy, the Research Misconduct Policy, and the Student Rights and
Responsihilities Regulations. These policies will be strictly enforced.

It isthe responsibility of University of Guelph faculty, students, and staff to be
aware of what constitutes academic misconduct and to do as much as possible to
prevent such offences from occurring. Furthermore, all members of the commu-
nity, students, faculty and staff have the specific responsibility of initiating ap-
propriate action in all instances where academic misconduct is believed to have
taken place. This responsibility includes giving due consideration to the deterrent
effect of reporting such offences when they do occur, making one's disapproval
of such behaviour obvious, and helping to ensure that the university community
does nothing to encourage or facilitate academic misconduct.

Offences

Penalties

Procedures

Record of Academic Misconduct

Response to Academic Misconduct

Responsibilities

Responsibilities

University of Guelph students have the responsibility of abiding by the Universi-
ty’s policy on student academic misconduct regardiess of their location of study;
faculty, staff and students have the responsibility of creating an environment that
discourages misconduct.

Offences

Academic misconduct is broadly understood to mean offences against the aca-
demic integrity of the learning environment. This would include, but is not limit-
ed to, the following examples:

1. Academic Dishonesty

a) Copying from or using prohibited material including, but not limited
to documentary, electronic equipment or other aids not approved by
the instructor, in an assignment or examination.

b)  Copying another person’s answer(s) to an examination question.

c)lmproper academic practices-this includes the falsification, fabrication or
misrepresentation of material, including research results, that is part
of academic evaluation, the learning process, or scholarly exchange.
This offence would include the reference to resources that are known
to not exist or the listing of others who have not contributed to the
work.

d) Plagiarism-in the broadest sense of misrepresenting the work of oth-
ers as one's own. Plagiarism specifically can be understood as: the act
of copying, reproducing or paraphrasing significant portions of some-
one else's published or unpublished material, and representing these
as one’s own thinking by not acknowledging the appropriate source or
by the failure to use appropriate quotation marks. These materials
include: literary compositions and phrasing, performance composi-
tions, chemical compounds, art works, laboratory reports, research
results, calculations and the results of calculations, diagrams,
constructions, and computer reports or software. Students have the
responsihility to learn and use the conventions of documentation, and,
if in any doubt, are encouraged to consult with the instructor of the
course, the academic supervisor, or the department chair/director for
clarification. Instructors have the responsibility of advising studentsin
writing of any significant individual interpretations of plagiarism or of
any aspects concerning paraphrasing limits or referencing formats
unigue to the instruction, the discipline, or the course material .

2. Misrepresentation of Personal Performance

a)  Submitting false or fraudulent or purchased assignments, research, or
credentials; or the falsifying or withholding of records, transcripts, or
other academic documents.

b)  Impersonation-involves having someone impersonate oneself, either
in person or electronically, in class, in an examination, or in connec-
tion with any type of course assignment or material or availing oneself
of the results of such impersonation. Both the impersonator and the
individual impersonated (if aware of the impersonation) are subject to

apendlty. In thiscontext, plagiarism is simply another form of imper-
sonation that misrepresents personal performance.

¢)Submitting a false medical or compassionate certificate, or presenting
other such documentation under false pretences.

d) Improperly obtaining, through theft, bribery, collusion or otherwise,
access to privileged information, or examination paper or set of ques-
tions.

€)Submitting the same course work, research, or assignment for credit on
more than one occasion in two or more courses without the prior writ-
ten permission of theinstructorsin all of the coursesinvolved.

f)The above provisions are institutional requirements that apply to all grad-
uate and undergraduate courses, and to the presentation of all work,
including graduate theses submitted for academic evaluation and
undergraduate or graduate credit. In addition to these provisions, an
instructor may require that other constraints apply in the context of a
particular course. Such constraints may include, but are not necessari-
ly restricted to, for example, a ban on the use of writing or editorial
services, or the use of aresearch survey service. In such cases, it isthe
responsibility of the instructor in charge of the course to inform the
students of these additional constraintsin writing on the course out-
line, and it is the responsibility of the studentsin the course to abide
by these constraints.

3. Damageto theIntegrity of Scholarly Exchanges
a)  Altering, destroying, hiding, or generally restricting the access to

academic materials intended for general use.

b)  The unauthorized removal, destruction, or theft of library and other
university academic resources.

¢)Inappropriate distribution of restricted material.

d)  Obstructing the academic activities of others. This involvesinterfering
with the scholarly activities of another or altering or falsifying the
work of others, in order to harass or gain unfair academic advantage.
Thisincludes, but is not limited to, interfering or tampering with ex-
perimental data, with a human or animal subject, with awritten or
other creation (example, a painting, sculpture, film), with a chemical
used for research, or with any other object of study.

e)Aiding or abetting academic misconduct. Knowingly aiding or abetting
anyone in committing any form of academic misconduct isitself aca-
demic misconduct. This may include, but is not limited to, offering for
sale essays or other assignments with the intention that these works be
subsequently submitted for assessment.

Note: Many of these offences could also be viewed as a violation of the Re-

search Misconduct Policy, or the Student Rights and Responsibilitiesregula-

tion. Students may also, therefore, be subject to procedures and penalties
outlined in those policies.

Penalties

If astudent is found guilty of academic misconduct, one or more of the following

penalties may be assessed:

1. Requirement for submission of a new piece of work; partial or total loss of
marks on the exam/assignment; partial or total loss of marks for the course
in which the offence occurred;

2. Anofficial warning that the penalty for a subsequent offence will be sus-
pension from the University for aperiod of up to two years or expulsion.

3. Therescinding of University—funded scholarships or bursaries.

4. Suspension from the University for a period of between two and six consec-
utive semesters. A student who wishes to be considered for readmission
after this period must make an application that will be judged on the basis
of eligibility to continue. A student who is suspended for academic miscon-
duct and also fails to meet the continuation of study requirements will nor-
mally be required to serve the associated penalties consecutively;

5. A recommendation for expulsion from the University. A student who has
been expelled from the University of Guelph is not eligible for readmission
to the University for at least five years. A student who wishes to be consid-
ered for readmission must petition the President to have the expulsion status
removed. The President will form a hearing committee to review the case
for lifting the admission restriction. If the committee decides to remove the
expulsion status, the student who wishes to be considered for readmission
must then make an application that will be judged on the basis of eligibility
to continue. If the committee decides to leave the expulsion status in place,
the student must wait at least another two years before submitting a new
petition.

6. A recommendation for revocation/rescinding of a degree. A person who is
found guilty of academic misconduct after having been approved for gradu-
ation, or after having a degree conferred, may have the degree rescinded or
revoked.

Note: The guidelines that deans consider when determining the appropriate pen-

aty are available on request from any dean.

Note: On December 19, 1995, the University Senate approved the current

policy for the granting of credit while on rustication. With regard to students

who have been debarred for academic misconduct, the policy statesthat no
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credit will be given for coursestaken during the debarral period (see Chap-
ter VII1—Undergraduate Degree Regulations and Procedures, Readmission
for complete policy). Thispolicy appliesto any university credit cour se taken
during the debarral period, beit distance or on—campus, taken in open

lear ning programs from either the University of Guelph or at another uni-
versity.

Procedures

Note: The word “dean” in any of the following procedures means “dean or desig-
nated associate dean”.

Detection and Documentation

1

Examinations.

The responsibility for preventing and detecting academic misconduct in an
examination lieswith the invigilators, although they may make use of re-
ports from others to assist them in detection. In cases of suspected imper-
sonation, the chief invigilator shall require the student concerned to remain
after the examination until the student is satisfactorily identified. In other
cases of suspected academic misconduct, the chief invigilator shall allow
the student to complete the examination, but may take action by either:

— requesting that the student complete the examination in another location
or setting when it is deemed that such action will cause the least disruption
to those taking the examination; or

— confiscating the suspect material and requesting that the student make
contact with the instructor once the examination period is over.

In any case, the chief invigilator shall give afull report, together with any
confiscated material, to the instructor—in—charge of the course if the instruc-
tor is not the chief invigilator. In instances of open learning courses, the
material will be submitted to the Director of Open Learning. This documen-
tation is used in consultation with the chair/director when preparing a for-
mal complaint.

Term assignments, including research and thesis work.

The responsibility for detecting academic misconduct on term assignments,
etc., lies with the person responsible for evaluation and discussion of the
student’s work (marker), although that person may make use of reports
from othersto assist in detection. Where academic misconduct is suspected,
the marker:

— shall retain possession of suspect material; and

—may seek to interview the student to allay suspicion or to confirm it.

In any case, the marker shall give afull report in writing together with any
confiscated material to the instructor—in—charge of the course, or to the
advisor of the student’s work, if the instructor/advisor is not the marker.
This documentation is used in consultation with the chair/director when
preparing aformal complaint.

Cases outside the domain of examinations or assignments.

The responsibility for detecting academic misconduct in the context of an
academic environment that is not part of the formal examination or assign-
ment process must rest with the entire university community. Where aca-
demic misconduct is suspected, but whereit is unclear whether it is directly
related to a specific course, or where the specific course is unknown, those
with knowledge of an offence should attempt to contact either the chair of
the student’s department, the student’s program counselor, or the student’s
college dean. If the suspected offence appears to be related to a specific
course, then the instructor of the course should be contacted.

Response to Academic Misconduct

1

Suspected Academic Misconduct.

Where there is evidence of suspected academic misconduct associated with
a specific course, the instructor—in—charge of the course should consult with
the chair/director to help determine whether the offence and the associated
evidence/documentation merit aformal complaint. At this stage, the student
islikely to be interviewed, but there is no obligation to do so.

When it is determined that aformal complaint is appropriate, the chair/di-
rector shall make the complaint in writing to the dean of the college offer-
ing the course. The complaint shall include copies of all relevant material
including a description of the method of evaluation as described in the
course outline. A copy of the complaint shall be forwarded to Undergradu-
ate Program Services. The dean of the college offering the course will take
theinitiative in determining whether to proceed with a complaint.

The complaint shall refer to how the offenceis or is not directly related to
the assessment format (for example, “plagiarism on the 50 percent term
assignment”). If the formal complaint involves afinal examination or fina
assignment, the grade submission for the student shall be delayed. In those
cases where the suspected misconduct is not directly related to a specific
course, the complaint may be made directly to the dean of the student’s
college.

Formal Complaint Procedures for Academic Misconduct.

The responsibility in all cases for deciding whether to process the formal
complaint, deem a student guilty or not, and for determining any penalty,
liesjointly with the dean of the college offering the course and with the
dean of the student’s college (or the Director of Open Learning, where
appropriate), acting in consultation with the Provost and Vice—President
(Academic), and where appropriate, the Dean of Graduate Studies. Either

dean concerned may seek further information concerning any reported

incident from the instructor or from any other person involved.

Should the dean(s) decide that the evidence/documentation or the offence

does not merit any further action on behalf of the formal complaint, the

dean(s) will return the formal complaint to its source and indicate the rea-
sons for the return. A formal complaint not processed as an accusation of
academic misconduct by the dean(s) has no officia status as an accusation
and no record of the complaint shall be maintained.

Once the decision is made to process the formal complaint as an accusation

of academic misconduct, the dean of the college offering the course shall

interview the student, unless the student is unavailable or unwilling.

The dean(s) may, after the appropriate inquiry and a guilty verdict, impose

one or more of the penalties previoudly listed. The dean of the college offer-

ing the course shall contact Undergraduate Program Services, or the Dean
of Graduate Studies, to ascertain if any record of previous academic of-
fences exist.

The penalty is assessed by the dean(s) concerned (acting jointly) in con-

sultation with the Provost and Vice—President (Academic), and where ap-

propriate, the Dean of Graduate Studies.

If the student is deemed not guilty by the dean(s), no penalties will be as-

sessed, no record of the suspected offence or formal complaint will be kept,

and all partieswill beinformed of the final decision by the dean(s).

A student charged with academic misconduct in a particular course or

courses will not be allowed to drop the course(s) in question during the

period of the investigation. If the student is found to be innocent of the
charge, or in the event the student is found guilty of academic misconduct
and the penalty selected is an official warning, the student may drop the
course(s) (subject to normal deadlines for dropping courses). If the student
is found guilty of academic misconduct and is assessed a penalty other than
an official warning, the student will not be allowed to drop the course(s).

Penalty Assessment for Academic Misconduct.

a) Caseswhere Expulsion is not recommended — the dean of the college
offering the course (or the Director of Open Learning in the case of
Open Learning Program Students) shall inform the student in writing
whether he/she has been found guilty, what penalty if any has been
assessed, the effective date(s) of the penalty, and of his'her right to
appeal.

The dean shall also notify the instructor, the instructor’s chair, Under-
graduate Program Services, the dean of the student’s college, the Dean
of Graduate Studies, and the Provost and Vice-President (Academic).
The penalty assessed shall stand unless the student appeals within 15
calendar days of notification.

The student may appeal against the dean’s finding of guilt or the as-
sessed penalty. The appeal procedure is described in the Regulations
of the Senate Committee on Student Petitions.

b)  Caseswhere Expulsion is recommended — the dean of the college
offering the course (or the Director of Open Learning in the case of
Open Learning Program Students) shall inform the student in writing
and forward the matter to the Senate Committee on Student Petitions
for disposition.

At that time the student may request a hearing of the Senate Commit-
tee on Student Petitions.

Whether or not a hearing is requested, the Senate Committee on Stu-
dent Petitions will proceed with the case and inform the partiesin-
volved of its decision. The Senate Committee on Student Petitions
may decide to uphold the recommendation to expel, in which case the
recommendation will be forwarded to the President for final decision.
Alternatively, the Senate Committee on Student Petitions may decide
to impose alesser penalty, in which case the President’s assent is not
required. When arecommendation is referred to the President, the
President may: uphold the recommendation to expel, impose a lesser
penalty, or refer the case back to the Senate Committee on Student
Petitions for consideration of alesser penalty.

c)Cases where Revocation/Rescinding of a degree is recommended — the
dean of the student’s (or former student’s) college or the Director of
Open Learning shall inform the student (or former student) in writing
and forward the matter to the Senate Committee on Student Petitions
for disposition.

At that time, the student (or former student) may request a hearing of
the Senate Committee on Student Petitions.

Whether or not a hearing is requested, the Senate Committee on Stu-
dent Petitions will proceed with the case and inform the partiesin-
volved of its decision. If the Committee confirms the recommendation
of rescinding/revocation of a degree, the recommendation will be be
forwarded to the President. If the President does not confirm the rec-
ommendation of rescinding/revocation of a degree, the President may
impose alesser penalty which will be final. If the President confirms
the recommendation, the recommendation will be forwarded to the
Senate for final decision with respect to revocation/rescinding. If the
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Senate does not confirm the recommendation of revocation/rescind-
ing, the matter will be returned to the President for afinal decision
with respect to alesser penalty.
4.  Appeal Process
If astudent is charged with academic misconduct resulting in the dean’s
assignment of a penalty that consists of the loss of marks only, the student
has the right to appeal first to the dean of his or her college. Thisright need
not be exercised, and the student may appeal such a penalty directly to the
Senate Committee on Student Petitions.
If amark only appeal is not submitted to the dean within 15 calendar days
of receipt of the notification, the mark penalty as assessed shall stand unless
it is appealed directly to the Senate Committee on Student Petitions and
changed as a result of such an appeal.
If the student is charged with academic misconduct, the student may submit
apetition to the Senate Committee on Student Petitions. When thereis no
appeal of amark penalty made to the dean, or when the penalties go beyond
mark penalties, then the submission of a petition is to be made within 15
calendar days of the receipt of theinitial penalty assessment. In the case of
amark only penalty, this petition may be made within 15 calendar days of
receipt of an appeal decision by the dean. At the time of submitting the
petition, the student may request a hearing for the next scheduled meeting
of the Senate Committee on Student Petitions.
A review by the Senate Committee on Student Petitions involves an ex-
amination of all relevant documents to determine the appropriateness of a
dean’sfinding of guilt or of the assessed penalty. In the case where a peti-
tion isreceived after the 15 day limit and a mark penalty is the only penalty
assigned, the committee will seek to determine whether the penalty was
first appealed to the dean. The procedures for conducting a review and for
holding a hearing are set out in the Regulations of the Senate Committee on
Student Petitions.
Following areview or hearing, the Senate Committee on Student Petitions
may take one or more of the following courses of action:
a) confirm afinding of guilt
b)  reverseafinding of guilt (in which case no penalty shall apply)
c)confirm a penalty
d) assessadifferent penalty
Record of Academic Misconduct
Undergraduate Program Services, or the Dean of Graduate Studies (or the Direc-
tor of Open Learning in the case of Open Learning Program Students) shall place
in the student’s file arecord of all academic misconduct for which the student is
penalized. Studentsin the Associate Diploma Program who are found guilty of
academic misconduct in an Independent Study course taken through OAC Access
towards their Associate Diplomawill have the record of the finding of guilt
placed against the appropriate term. This record shall be expunged from the stu-
dent’s file upon graduation, or completion of a certificate or diploma for open
learners. Students who do not graduate from the University of Guelph or another
university may submit an appeal to the Senate Committee on Student Petitions to
have the record expunged no sooner than 5 years after the date of last registra-
tion. Students who have graduated at another accredited university may submit
verification of graduation to Undergraduate Program Services, Office of Registra-
rial Services and have their record expunged. The record for expulsion is perma-
nent, unless removed by petition to the President.
Access to the record of academic misconduct will be limited to those involved in
processing appeals and those involved in processing additional complaints
against the student. It is normally assumed that the penalties for repeat offenders
will be more severe than those assigned for first offences.
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| Academic Review |

The Academic Review Sub—Committee of each program committee meets three

times each semester as follows:

. after the third day of the add period.

. after the twentieth class day.

. after the last day of exams.

Refer to Section |11—Schedule of Dates, for the submission deadlines for each of

these meetings.

A request for academic consideration should be made to the Academic Review

Sub-Committee during, or immediately after, the semester to which it refers. If a

student is appealing arequired to withdraw decision, the student should submit

the “Request for Academic Consideration” form by the first deadline of the next

semester.

The Academic Review Sub—Committee will consider requests for academic con-

sideration with regard to:

1. Courseresults (e.g. late drop of a course(s) with or without failure, deferred
or supplemental privileges, credit status).

2. Meeting the continuation of studies requirements (e.g. probationary status).

3. Meseting the graduation requirements.

All requests are to be made in writing, preferably type-written, on the “ Request

for Academic Consideration” form available from Undergraduate Program Ser-

vices, Office of Registrarial Services, or the program counselor. Request forms

must be accompanied by relevant supporting documentation. Requests that are

inadequately documented or that lack clarity will not be dealt with but will be

returned to the student. The student should meet with the program counselor for

advice on the preparation and submission of requests for academic consideration.

When the form is complete, the student should retain the third copy along with

copies of al documentation submitted. The form, with the original documenta-

tion attached, should be submitted to the student’s program counselor or to Un-

dergraduate Program Services, Office of Registrarial Services.

The Associate Registrar, Undergraduate Program Services, or designate, shall

prepare the agenda for each meeting of the Academic Review Sub—Committee,

maintain arecord of the sub—committee’s decisions and immediately inform each

student in writing as to the disposition of the request.

An appeal of an Academic Review Sub—Committee’s decision may be sub-

mitted to the Senate Committee on Student Petitions within 90 days of the

decision (see PETITIONS). Studentswho are appealing the decision of an

Academic Review Sub—Committee for denial of probationary statuswill not

be allowed to attend classes.
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Academic Standing

Eligibleto Continue

A student who does satisfy the program requirements for continuation of study
will be eligible to continue.

Probationary

A student who does not satisfy the program requirements for continuation of
study will be allowed to continue in his’her program if granted probationary
status (see Continuation of Study in this section).

Required to Withdraw

A student who does not satisfy the program requirements for continuation of
study will be required to withdraw from the University for a minimum of two
semesters (see Continuation of Study in this section).

Students who do not satisfy the program requirements may appeal to the Aca-
demic Review Sub—Committee for probationary status to be granted based on
medical, psychological or compassionate grounds.

Readmission to a program at the University of Guelph is not automatic. Sudents
who are required to withdraw must apply for readmission to the University after
completing the minimum two semesters of rustication. Students should consult
Section IV—Admission Information regarding appropriate admission require-
ments and deadline dates.

A student who has been required to withdraw and who has made an appeal for
probationary status to the Academic Review Sub—Committee will not be allowed
to attend classes until such time that the appeal is granted.
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Notes on Academic Structure

|

Senate

Under the University of Guelph Act the Senate is the ultimate academic authority
in the University. Senate Bylaws may be consulted in the office of the Secretary
of Senate. Undergraduate student senators are elected by the undergraduate stu-
dents. The meetings of Senate are open to visitors who have tickets. Tickets are
available from the Secretary of Senate, 4th Floor, University Centre. Senate di-
rects the academic life of the University assisted by its boards and committees
which report regularly to Senate.

Board of Under graduate Studies

The Board of Undergraduate Studies, which meets regularly from the beginning
of September to the end of June, controls all undergraduate degree programs
under the authority of Senate. The Board comprises the Associate Vice—President
(Academic), the University Registrar, the Associate Vice—President (Student
Affairs), the Co—-ordinator of Undergraduate Curriculum, the Chief Librarian, the
Director of Open Learning, the Director of Agri—Food Education Programs, one
College Dean, five faculty, and four undergraduate students.

Program Committee

For each undergraduate degree program there is a program committee which
consists of faculty representatives, student members, staff from the Office of
Registrarial Services, and a program counselor. Committees examine the general
regulations relating to their program and also the particular regulations proposed
for specidizations within that program. Admissions policy is recommended by
these committees to the Board of Undergraduate Studies and is approved by
Senate. Each program committee has an Academic Review Sub—Committee
which reviews grades as reported to the Registrar and determines the academic
standing of each student in the program.

Senate Committee on Student Petitions

This committee assesses and disposes of academic appeals from students regis-
tered at the University of Guelph. The Senate Committee on Student Petitions
consists of ten members of Senate and a chair, who is named by Senate and who
may be either a student or afaculty Senator who has had previous experience on
the Committee. Of the ten members of Senate, five are students and five are fac-
ulty members. The members of the committee are appointed annually by Senate
on the recommendation of the Senate Committee on Bylaws and Membership.
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[ Adding Cour ses |

All course additions to a student’s program for a particular semester are to be
completed by the end of the six—day add period.

The addition of a course after the end of the add period will be considered only in
exceptional circumstances and will require the approval of both the instructor for
the course and the program counselor of the program in which the student is
enrolled. The program counselor’s signature should be sought first but does not
presume the judgment of the instructor as to the appropriateness of the late addi-
tion for his or her particular course. In practice, the following have been deemed
to be exceptional circumstances: illness or compassionate grounds for missing all
or part of the first three class days; interchanging courses with common lectures,
one with and one without labs; late resolution of appeals; failure of a deferred
course condition or examination; university errorsin registration procedures.
Cour se Requisite(s)

A student wishing to enrol in a course for which he/she does not have credit for
the stated course requisite(s) may seek permission from the instructor to have the
requisite(s) waived. The student seeking the waiver must obtain a*“ Course Requi-
site/Restriction Waiver” and have it completed by the instructor. The student
must then present the completed form to Undergraduate Program Services for
processing. Waiver forms are available from Undergraduate Program Services,
Office of Registrarial Services, Level 3, University Centre.

Distance Education Courses

Distance Education courses may be added up to the end of the six—day add peri-
od, with the permission of the Office of Open Learning.

Program Approval

Program Approval isrequired to add coursesif the student’s category is special
or probationary or if the student is adding more than the normal course load.

Regular Courses

Regular courses may be added without permission of the department. Regular
courses are those courses that are not designated as Priority Accessin Chapter
XIl.

Two-Semester Cour ses

When adding a two—semester course, students must complete the course selection
process for each part of the course during the appropriate course selection period.
(e.g. AGR*2351 in the Fall semester and AGR* 2352 in the Winter semester).
These courses must be taken in consecutive semesters as outlined in the course
description.

Caution: Students granted permission to add a course after the end of the six—
day add period may encounter difficulty in mastering course content and may be
unable to meet all course requirements. The University has no obligation to assist
students to pick up material that has been missed because of late enrolment.
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Address for University Communication |
Email Address

The University issued email addressis considered an official address and will
be used for correspondence from the University. Students are responsible for
monitoring their Univer sity—issued email account regularly. See Section
|—Statement of Students' Academic Responsibilitiesfor more information.
Home Address

Students are responsible for maintaining a current mailing address with the Uni-

versity. Address changes can be made, in writing, through Undergraduate Pro-
gram Services.
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Admissions

University of Guelph students may, at some point, be required to complete and
submit an application form for University of Guelph students to the Admission
Services Office. The two most common reasons for submitting this internal ap-
plication form are: to apply to transfer from one degree program to another or to
apply for readmission to a program.

Application forms must be submitted to Admission Services by the deadline date
established for each semester. An application fee is payable at the time the ap-
plication is submitted (refer to Section VI1—Schedule of Fees).

Application deadline dates are published in Section [V—Admission Information.
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Associated Program Requirements |

ogram Committees have the option of identifying, as requirements for gradua-
tion, program components that are not academic courses and do not carry an
academic credit weight. Associated Program Requirements allow programs to
give formal recognition (but not academic credit) to the successful completion of
program components that are primarily non—academic but are judged by the
program committee as essential to fulfil the objectives of adegree or diploma
program. Associated Program Requirements, when valid, are identified in Section

X—Degree Programs in the schedule of studies for each appropriate area of
study.
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Attendance at Class |

nstructors will inform students of the attendance requirements for individual
courses in accordance with the policy of the department or school. Caution: A
student who for any reason does not attend classes regularly, runs the risk of
being unable to complete the work of the semester and is advised to report to the
program counselor for academic counselling upon return to classes.
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[Auditing Cour ses |
A student may audit a course upon approval of the department offering the course
and payment of afee. The department shall provide to persons intending to audit
acourse awritten statement prescribing the extent to which they may participate
in the work of the course. No official transcript record of audited courses will be
provided. The procedures for registration and course changes are the same as for
regular course attempts, except that after the end of the add period, a student who
isregistered under audit status for a particular course is committed to that status
and may not convert to credit status for the same course. A student may change
from credit to audit status up to the drop deadline applicable to that course, with
approval. A feeis assigned for each audit course (refer to Section VI—Schedule
of Fees) except in the case of a student holding full-time classification. Full-time
students who have received approval for audit courses are not assessed additional
fees.

Permission to audit must be obtained from the instructor for the course, the chair
of the department offering the course, and the student’s program counselor.

The student who receives approval to audit should discuss with the instructor the
conditions under which that approval is given including, for example, attendance,
submission of term work, taking of examinations.

An approved audit course does not constitute a course attempt. No official grade
will be reported, and audit courses will not be used in the determination of the
digibility for continuation of study. Also, no official documentation will be pro-
vided to verify the auditing of a course.

Audit courses are not considered in calculating full-time or part-time status.
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Class L evel Calculation |

ograms with highly structured Schedules of Studies (Associate Diploma and
D.V.M.) have class levels as indicated in the Section X—Undergraduate Degree
Programs. All other programs determine class level on the basis of successfully
completed courses plus the number of courses in progress. To determine class
level for course selection in a future semester, the number of selected courses
must also be included. As courses are dropped and added, or grades are received,
the classlevel must be adjusted accordingly. Class Level is determined as fol-
lows:

Successfully Completed Credits Class Level
and Credits | n—progress

0.00-2.50
2.75-5.00
5.25-7.50
7.75-10.00
10.25-12.50
12.75-15.00
15.25-17.50
17.75-20.00
20.25-22.50
22.75 (or more)

©| Of N O] U1 | W[N] =

=
o
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Continuation of Study |
For continuation of study within a degree program, Open Learning or General
Studies, a student must satisfy the conditions as set down under Schedule 1 or
Schedule 2. The appropriate schedule will be determined by the criteria outlined
below.
Schedule 3 is outlined in the Diploma Program Calendar and is only applicable to
students registered in a Diploma program.
Schedule 4 is outlined in the Degree Programs section of this calendar (Section
X—Doctor of Veterinary Medicine) and is only applicable to students registered
in the Doctor of Veterinary Medicine program.
Schedule 1
Schedule 2
Schedule 1
Students will follow Schedule 1 if:
1.  they haveregistered for the first time at the University of Guelph with no
previous registration in another college or university; or
2. they areregistered at Guelph in the Open Learning Program and taking
credit courses; or
3. they have been registered in a program at this University, are eligible to
continue study in that program and subsequently transfer to another degree
program (including students transferring from Open Learning to a degree
program); or
4. they have transferred from another university or college and have been
admitted to semester 1 at this University; or
5. they have been required for any reason other than academic performance to
withdraw from the program, and subsequently are accepted for readmission
to that program; or
6. they haveregistered at the University of Guelph as an exchange student.
Schedule 1 Regulations
All degree programs, Open Learning and General Studies have established condi-
tions which must be met for continuation of study. Continuation of study within a
program is permitted provided the standards of academic performance listed
below are met. In some instances, students not meeting the requirements may be
allowed to proceed on probation (see Academic Standing—Probationary). If these
conditions are not met, the student will be required to withdraw from the program
for aminimum of two semesters and may apply for readmission after that period
of time.
The continuation of study regulations at the University of Guelph are based on
the principle that students must maintain a minimum average of 60%. To allow
for transition issues, some leniency has been built into the minimum average
requirement during the first 5.00 credit attempts. The student’s cumulative aver-
age will be reviewed first. If the student’s cumul ative average does not meet the
minimum required, the student will either be required to withdraw or placed on
probation. When a student is placed on probation he/she will be required to ob-
tain aminimum semester average. In subsequent semesters the student will either
be required to withdraw, allowed to continue on probation, or be placed back on
regular status. Students will be taken off probation once their cumulative average
is greater than, or equal to 60%.
Conditions for continuation of study are applied using the following tables:
Number of Credit Attempts: between 0.25 and 2.50
Students who have attempted between 0.25 and 2.50 credits will be allowed to
continue regardless of the cumulative average. Students will be placed on proba-
tion if their cumulative average falls below 50%.
Number of Credit Attempts: between 2.75 and 5.00
If Eligible to Continue

Cumulative Aver age (C) Status of Student

C < 50% Required to Withdraw

C >50% and C < 60% Probationary Status

C > 60% Eligible to Continue
If on Probation

Cumulative Average (C) Status of Student

Semester Average (S)

S<50% or C <50% Required to Withdraw
S>50% but C < 60% Probationary Status
C > 60% Eligible to Continue

Number of Credit Attempts: more than 5.00
If Eligible to Continue

Cumulative Aver age (C)

Status of Student

C < 50% Required to Withdraw

C >50% and C < 60% Probationary Status

C > 60% Eligible to Continue
If on Probation

Cumulative Aver age (C) Status of Student

Semester Average (S

S<60% Required to Withdraw

S > 60% but C < 60% Probationary Status

C > 60% Eligible to Continue
Schedule 2

Normally students who transfer from another university or college will be re-
quired to follow Schedule 2. Students who are readmitted to this University but
whose prior record renders them ineligible to proceed under Schedule 1 will be
required to follow Schedule 2.

Schedule 2 Regulations

Continuation of study is permitted provided the student meets the conditions
outlined below. In some instances, students not meeting the requirements may be
alowed to proceed on probation (see Student Type — Probationary). If these con-
ditions are not met, the student will be required to withdraw from the program for
aminimum of two semesters and may apply for readmission after that time.

The continuation of study regulations are based on the principle that students
must be maintaining a 60% average. The details of the continuation of study
model follow. The student’s cumulative average will first be reviewed. If it does
not meet the required level, the student will either be required to withdraw or
placed on probation. Students who are placed on probation will be required to
obtain a given semester average in subsegquent semesters. As aresult of thisre-
view, the student will either be required to withdraw, remain on probation, or
placed back on regular status. Students will be taken off probation once their
cumulative average rises above 60%.

Continuation of Study is assessed each semester. Students whose cumulative
average falls below 60% will be placed on probation for one semester, and then
assessed based on their semester average.

If Eligible to Continue

Cumulative Average (C) Status of Student

C <50% Required to Withdraw

C > 50% and C <60% Probationary Status

C>60% Eligible to Continue
If on Probation

Cumulative Aver age (C) Status of Student

Semester Average (S)

S<60% Required to Withdraw
S > 60% but C <60% Probationary Status
C > 60% Eligible to Continue

Note: Alternative course evaluations will not be included in the Continuation of
Study calculations [ Pass (P), Outstanding Pass (OP), Fail (F), Credit Sanding
(CRD) or Withdrawal with Failure (WF)]. Courses taken on a |etter of permis-
sion will also not be included in the calculations. Students negatively affected by
the omission of these courses in the Continuation of Study calculations may ap-
peal a continuation decision to the Academic Review Committee.
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| Cour se Sections

Students are advised of their section assignments when they receive their individ-
ual course schedules (WebAdvisor) at the beginning of the semester. Section
assignments indicate the meeting times and rooms for each course.

Students must stay in assigned course sections. In the event that a section change
is necessary the student must drop the old section and add the new one following
the add/drop process.

Department Chair’s Responsibilities

The department chair will designate the responsibility for the approving of sec-
tion changes during the add period. The approval of section changes may be done
by the department or the responsibility may be assigned to individual instructors.
Registrar’s Responsibilities

Undergraduate Program Services confirms with the students on their individual
course schedules (WebAdvisor) the course section in which they are enrolled.
Student’s Responsibilities

Students must stay in assigned course sections. In the event that a section change
is desired the department and/or instructor offering the course must be consulted.
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[ Cour se Selection |

Thisisthe procedure by which students indicate their course requests, including

the appropriate course section for upcoming semesters. Program approval may be

required as outlined in Section VII—Academic Counselling. Subject to the avail-
ability of a published timetable, students may select courses for more than one
semester. Students are cautioned that courses may be subject to listed enrolment
restrictions. In such cases, priority in the selection of studentsto receive the
course will be given to those who have selected courses prior to the start of the
semester. For further information, refer to Priority Access Coursesin this section
of the calendar.

New Students

In—Course Students

New Students
A booklet including course selection material will be forwarded to new students
by the Office of Registrarial Services. Consult this booklet to determine the pro-
cedures for course selection that pertain to the program to which you have ap-
plied. Students who are unable to return their course selection prior to the pub-
lished deadline date have an opportunity to make their selection on the day of
registration for new students.
In—Cour se Students
Course selection material for upcoming semesters will be available during the
semester to all registered students. Students who are not currently registered may
receive the course selection material by contacting Undergraduate Program Ser-
vices, Office of Registrarial Services, prior to the deadline date for submission of
course selection requests (refer to Section I11—Schedule of Dates). Course selec-
tion requests received after the deadline date will not be processed.

There is a scheduled course selection period each semester where students can

select courses for upcoming semesters (refer to Section 111—Schedule of Dates

for the exact dates).

Course selection isimportant for a number of reasons:

. ahilling is generated by Student Financia Services on the basis of the
course selection.

. course sections may be full after the course selection period and those who
have not selected courses may not be able to enrol in them.

. individual course approvals are not required whereas they may be during
the add period and lineups during the add period can be avoided.

Students are encouraged to select cour sesfor more than one semester at a

time, subject to the availability of an Under graduate Cour se Timetable.

Students are encouraged to select their courses using WebAdvisor, however, they

may choose to complete an “Undergraduate Course Request” form. A separate

“Undergraduate Course Request” form must be completed for each semester.

“Undergraduate Course Request” forms must be submitted by the course selec-

tion deadline date for the applicable semester. Students who miss the course

selection deadline must add their courses at the start of the semester (see Adding

Courses and Dropping Courses in this section of the Undergraduate Calendar).

Detailed Instructions

Normally, course selection on WebAdvisor resultsin a class schedule indicating

lecture and laboratory sections, room locations and examination schedules, as

applicable.

A copy of a student’s Academic Evaluation will be available after the first

week of classesin a semester to each registered student. Students are encour -

aged to select their courses early and for more than one semester at atime.

Student’s Responsibilities

1.  Complete the Course Selection process.

2. Obtain program approvalsif necessary (refer Section VII—Academic
Counselling)

3. Submit the request using WebAdvisor. If a student is required to submit a
form to Undergraduate Program Services he/she should complete the Gen-
era section (Section A) of the Undergraduate Course Reguest form.

When atwo-semester courseis selected, students must complete the course

selection process for each term during the appropriate course selection period.

These courses must be taken in consecutive semesters as outlined in the course

description.

All inquiries regarding distance education cour ses should be directed to the

Office of Open Learning.

To change your specialization, please use the “Undergraduate Schedule of Stud-

ies Change Request” form and submit it to Undergraduate Program Services.

It isthe student’s responsibility to ensure that the prerequisites have been satis-

fied for any course selected. Failure to do so will result in registration in the

course being denied unless a” Course Requisite/Restriction Waiver” form, show-
ing instructor approval, is presented to Undergraduate Program Services along

with the "Undergraduate Course Request” form. NOTE: Students who select a

course for a future semester and who fail or drop the prerequisite(s) for the course

in the current semester must drop the course. A replacement may be added during

the add period.

A student may not register for a course in which pass standing (or higher) has

been achieved on a previous course attempt unless so directed by the appropriate

Academic Review Sub—Committee.

Diploma cour ses are available only to studentsregistered in one of the Asso-

ciate Diploma programs. Degree students who register in Associate Diploma

cour seswill have the cour ses dropped from their record.

Students enrolled in the D.V.M. program are not normally sent an “Undergradu-

ate Course Request” form. However, where changes to the required schedule of

studies are necessary, students must indicate the course changes on an individual
basis with their program counselor and submit the change to Undergraduate Pro-
gram Services, Office of Registrarial Services.

Students not currently registered must contact Under graduate Program

Servicesprior to the deadline dates if cour se selection isto be possible. Stu-

dents missing the deadline dates will have to add their coursesduring the

add period.

Departmental Advisor’s Responsibilities

All advisors should be familiar with any course restrictions that apply to courses

in their department.

Advisors should be prepared to help students plan a course program with empha-

sis on meeting specialization and program requirements for graduation.

Advisors should approve the overall course program where appropriate.

Program Counselor’s Responsibilities

A counselor may withhold program approval if any of the following applies:

1. the student has not taken the necessary prerequisites or has not selected the
necessary corequisites,

2 theprogram requirements stated as such in the Undergraduate Calendar are
not observed;

3. theselection does not conform with decisions concerning the student that
have been reached by the Admissions and Academic Review Sub—Commit-
tees.

A student wishing to take more than the normal number of credits must have the

approval of the appropriate dean or designate.

Registrar’s Responsibilities

To coordinate and prepare all course selection kits for distribution to all in—course

students and to receive al completed “Undergraduate Course Reguest” forms.

To produce course counts based on the course selection material received and

distribute the information to the appropriate department chair for his’/her recom-

mendations, regarding enrolment management.
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Dean’sHonoursList

Effective Spring 1986, the University established a Dean’s Honours List for full—
time students which is recognized on students' transcripts. (Prior to Spring 1986
colleges used different criteria and the designation was not recognized on tran-
scripts.) In Fall 1996 the Dean’s Honours List procedures were revised to include
al undergraduate programs.

Effective Spring 1991 the Dean’s Honours List procedures were extended to

accommodate part-time study (see 2. below). Part—time students must contact

their College Dean’s Office to formally request that the Dean’s Honours List
designation be applied to their officia transcript. As part of the request, the stu-

dent must identify the semester to be considered for the listing (e.g. Fall 2000).

Approved requests will be forwarded by the Dean’s Office to the Associate Reg-

istrar, Undergraduate Program Services. The Dean's Honours List will include:

1. students taking full-time studies who have obtained a minimum semester
average of 80.0%.

2. students who in part—time semesters (which do not need to be consecutive)
attain a minimum cumulative average of 80.0% in a sequence of at least
2.00 credits. All credits will be counted and the designation will appear
under the last of the semesters making up the average, and in the graduating
semester of students who have maintained a cumulative average of 80.0%
since their last Dean’s Honours List Designation.

3. astudent with adeferred condition, or amark not received, or the first part
of atwo semester course in progress, will not be evaluated for placement on
the Dean’s Honours List until the academic record for that semester has
been completed.

4.  apart-time student who transfers from program to program within the Uni-
versity should consult the appropriate dean’s office about the eligibility for
the Dean’s Honours List.

Students who have consistently maintained a high average, but for whom a

change in program, in part-time status in the graduating semester, or other anom-

alies have prevented placement on the Dean’s Honours List, should consult the
appropriate dean’s office about eligibility for the Dean’s Honours List.

Students with a high level of academic achievement on exchange programs will

be considered for the Dean’s Honours List based on a recommendation to the

appropriate Dean from the exchange co—ordinator.

Note: The calculation of full-time and part—time status for students includes

courses with credit (CRD) standing or pass (P) standing. These courses do not

affect the calculation of the averages used to determine Dean’s Honours. Within
each period of consideration there must be at least one course with a numeric
grade for a student to qualify for Dean’s Honours List unless the student has been
on exchange for that period.
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| Deferred Privileges |

When students do not write arequired final examination, complete afinal assign-
ment, or complete awork term report by the deadline, they may be eligible for a
deferred privilege. A deferred privilege is the opportunity to complete the final
course requirements after the end of the semester. The nature of the deferred
privilege may take the form of either a deferred condition or a deferred examina-
tion. The Academic Review Sub—Committee grants deferred privileges on the
basis of medical, psychological, or compassionate consideration (see Academic
Consideration and Appeals). Deferred privileges are normally completed early
in the semester immediately following the semester in which the cour se was
taken.
If the Academic Review Sub—Committee assigns a passing grade or credit stand-
ing (CRD) on the basis of medical, psychological, or compassionate consider-
ation, a student may request a deferred privilege instead. The student must make
the request in writing to Undergraduate Program Services, Office of Registrarial
Services within 10 days of the release of the grades. The grade resulting from the
deferred privilege will become part of the student’s official academic record.
Instructorsdo not grant deferred privileges. They can only grant academic
consideration for work that is due during the semester and cannot grant
extensions beyond their deadline for submission of final grades. Theinstruc-
tor should note on the “Instructor’'s Recommendation” form any special
circumstancesrelating either to the student or to the way the cour se was
conducted (see Final Grades).
Undergraduate Program Services records the results of deferred privileges, and
re—evaluates the student’s academic record for continuation of study. If continua-
tion of study requirements have not been met the Academic Review Sub—Com-
mittee will revise the student’s academic standing.

Deferred Condition

Deferred Examination

Procedures
Deferred Condition
Theinstructor and/or the department determines the requirements and conduct of
the deferred condition. The deferred condition may be awritten test, an oral test,
an assignment, alaboratory practical, or any other method of evaluation. The
requirements for completion of the deferred condition are documented on the
“Terms of Supplemental/ Deferred Condition” form and a copy of the formis
retained by the instructor and the student. The department notifies the Schedules
Section of the results of a deferred condition, normally within 4 days of its
completion.
Students must normally complete a deferred condition within 15 class days of the
start of the semester immediately following the completion of the course. The
Schedules Section, Office of Registrarial Services, advises studentsin writing of
the deadline for the completion of a condition. In addition, the Schedules Section
sends the student a “ Terms of Supplemental/Deferred Condition” form. It isthe
student’s responsibility to contact the instructor and make arrangements for the
details of the condition.
The Schedules Section advises departments in writing of the students who have
been granted deferred conditions. The memorandum specifies the date for
completion of the deferred condition, and the deadline for the submission of final
grades to Undergraduate Program Services. It is the responsibility of the depart-
ment to advise the appropriate instructors of the deferred conditions that have
been granted.
If the condition is not completed by the required date, a grade is assigned based
on the term work completed as indicated on the original “Instructor’s Recom-
mendation” form. Students may be considered for an extension, or the assign-
ment of agrade based on incomplete work, if medical or compassionate reasons
prevail at the time of the scheduled condition. In this case, the student should
consult with their program counselor and may submit a*“ Request for Academic
Consideration” form with documentation to Undergraduate Program Services,
Office of Registrarial Services.
Deferred Examination
The Schedules Section, Office of Registrarial Services, schedules and supervises
deferred examinations that are two hours in length. The Schedules Section noti-
fies departments of the deferred examination schedule and advises the students of
the date, time and location of their deferred examinations. The Academic Review
Sub—Committees expect students to write deferred examinations during the de-
ferred examination period that follows the end of the semester (refer to Section
I11—Schedule of Dates).
Students may request an extension, or the assignment of a grade based on incom-
plete work, if medical or compassionate reasons prevail at the time of the sched-
uled examination. In this case, the student must submit a Request for Academic
Consideration with documentation to Undergraduate Program Services, Office of
Registrarial Services. When a deferred examination is scheduled, the department
must send one paper for each student granted a deferred examination in the

course, plus one extra paper for the course to the Schedules Section, Office of
Registrarial Services.

Procedures

Department Chair’s Responsibilities

To request a deferred examination from the individual instructor upon request
from the Schedules Section, Office of Registrarial Services and to inform instruc-
tors of students who have been granted deferred conditions.

To forward the examination papers to the Schedules Section by the date indicated
in the request |etter.

To distribute the completed examination booklets to the appropriate instructor for
marking.

In the case where the student is unable to make contact with the instructor to
determine the nature of a deferred condition, take necessary stepsto assist the
student in determining the requirements for the condition.

To initial all grades submitted by instructors and forward them to the Examina-
tions Clerk, Scheduling Section, Office of Registraria Services, by the date indi-
cated in the request | etter.

Instructor’s Responsibilities

In the case of a deferred condition, the instructor isto complete the “ Terms of
Supplemental/Deferred Condition” form, provide the student with a copy and
keep a copy. The instructor must adhere to the deadlines for the completion of the
condition and the submission of the final grades to the Schedules Section, Office
of Registraria Services.

Registrar’'s Responsibilities

Undergraduate Program Services informs the student and the Schedules Section
of the academic review decisions; eval uates the continuation of study status when
the deferred grades have been recorded; and updates the academic standing on
the file with the decision of the Academic Review Sub—Committee.

The Schedules Section informs the department that the Academic Review Sub—
Committee has granted a deferred condition or examination; informs students
who have been granted a deferred condition that it istheir responsibility to con-
tact the instructor to arrange the condition; specifies a deadline for completion of
deferred conditions; prepares a deferred examination timetable and notifies all
students who have been granted a deferred examination; requests the deferred
examination papers from the chair of the department; invigilates the deferred
examinations; forwards the completed examination papers to the chair of the
department; and collects the final grades.

Student’s Responsibilities

When the Academic Review Sub—Committee grants a deferred condition, it isthe
student’s responsibility to contact the instructor and present the “ Terms of Sup-
plemental/Deferred Condition” form upon notification. The student must contact
the instructor immediately in order to be able to complete the condition prior to
the deadline specified by the Schedules Section, Undergraduate Program Ser-
vices. The deadline is normally within 15 class days of the start of the semester
immediately following the completion of the course. The student should have the
instructor complete the form stating the exact nature of the deferred condition. If
the student cannot contact the instructor, he/she must contact the chair of the
department offering the course. If the student does not make the required contact
within the deadline specified by the Schedules Section, the University will as-
sume that the student does not intend to complete the condition, and cancel the
deferred privilege.

When adeferred examination is granted, it is the student’s responsibility to ap-
pear for the deferred examination on the date and time designated on the deferred
examination timetable.
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| Dropping Cour ses |

All course drops from a student’s program for a particular semester are to be
completed by the dates specified in the Schedul e of Dates (refer to Section [11).
Courses that are one semester long must be dropped by the end of the fortieth
class day; two—semester courses must be dropped by the last day of the add peri-
od in the second semester. The dropping of a course after the deadline is allowed
only in exceptional circumstances and requires the approval of the program coun-
selor or Academic Review Committee of the program in which the student is
registered.

Deadline Dates

In all cases, if course changes are made, using WebAdvisor or the “Undergradu-
ate Course Request” form, the changes must be made by the drop deadline (refer
to Section VI—Schedule of Fees for the refund schedule).

The deadline dates for dropping courses (i.e. the fortieth class day) are noted in
Section |1l—Schedule of Dates.

Instructor Notification

In some cases the instructor must be notified when a student is dropping a
courses, for example, where students care for laboratory animals, or where sup-
plies or books on loan must be returned. If instructor notification is required to
drop the course, thiswill be specified on the course outline and announced in the
first class meeting.

Refunds

Refer to Section VI—Schedule of Feesfor refund schedule. Normally, changesto
the effective date of dropped courses are only allowed for documented medical or
compassionate reasons and require the approval of the program counselor.

Regular Cour ses

Regular courses may be dropped from the start of the add period to the fortieth
class day without approval except where instructor notification is required (see
Instructor Notification above).

Two-Semester Cour ses

When dropping two—-semester courses, both semesters of the course must be
dropped. Students who wish to re-take a two—semester course must re-take both
parts of the course. The drop deadline for atwo—semester courseis the last day of
the add period in the second semester.
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Examinations |
uring the examination period, Saturday is considered a regular day. Examina-
tions may be scheduled on public holidays. Students are advised to note Section
I1l—Schedule of Dates. Students who encounter a conflict between a scheduled
mid-term or final examination and areligious obligation (see Academic Accom-
modation of Religious Obligations) must contact the instructor—in—charge or the
program counselor to request that alternate arrangements be made. A listing of
major religious holidays is available from the Office of Student Affairs.

Final Examinations

Mid-Term Examinations

Policy on Student Accessto Final Examination Materials

Mid-Term Examinations

Term tests must not be scheduled during the last five class days prior to the final

examination period. Exceptions may be granted by the Dean (or designates) for

practical evaluations such as Laboratory or Studio tests, with the scheduling of
such testsindicated in the course outline. Short quizzes which have been aregu-
larly scheduled part of the course and which are intended to review small
amounts of material are not considered term tests and may be held during the last
five class days.

Departments are urged by the Board of Undergraduate Studies to make every

effort to schedule term tests and examinations in regularly scheduled class time.

The Board recommends that faculty make every effort to accommodate students

representing the University in extra—curricular activities when there is a conflict

between those activities and scheduled tests or examinations held outside regular-
ly scheduled classes.

The directors of schools and department chairs must apply the policy having due

regard to the specia needs of courses over which they have jurisdiction.

The Board of Undergraduate Studies has reaffirmed the commitment to maintain

the 17:20 to 19:00 time slot free of academic activities as much as possible. How-

ever, from time to time approval may be given to scheduling classes or labsin
that time slot. Requests for scheduling out—of—class mid-term examinations
should also be restricted as much as possible to regular academic hours

(8:30-17:20 and 19:00-22:00). In the event that appropriate space is not avail-

able during regular hours, the use of the 17:20-19:00 time slot may be approved.

Instructors are cautioned that if there is a scheduling conflict between a scheduled

class for another course and the proposed time for the mid-term examination, the

scheduled class takes priority and students with such a conflict must be accom-
modated.

All roomsfor mid-term examinations are to be booked through the Reserva-

tions Clerk, Schedules Section, Under graduate Program Services.

Department Chair’s Responsibilities

Department chairs shall:

. be responsible for the conduct of all term examinations.

. appoint an adequate number of invigilators to assist the instructor—in
charge.

Instructor’s Responsibilities

Faculty members:

. are urged to exercise discretion when requiring certification of illness and,
in particular, are encouraged not to require certification of illness affecting
semester work when the assessment in question constitutes a small propor-
tion of the course grade, or when alternative means for carrying out the
assessment are available.

. shall take an attendance record at each term examination. The attendance
record is for the department’s use and is not submitted to Registrarial Ser-
vices.

Final Examinations/ Assignments and Final Week of Classes

Final Week of Classes

Final term assignments or papers may be duein the last five class days prior to

the final examination period. Due dates for these evaluations should be stated in

the course outline. Final assignments along with all necessary resource material
should be available to students no later than the end of the 9th week of classes.

Take-home examinations may not be due in the last week of classes.

Term tests must not be scheduled during the last five class days prior to the final

examination period. Exceptions may be granted by the Dean (or designates) for

practical evaluations such as Laboratory or Studio tests, with the scheduling of
such tests indicated in the course outline. Short quizzes which have been aregu-
larly scheduled part of the course and which are intended to review small
amounts of material are not considered term tests and may be held during the last
five class days.

Final Examinations (Regular, Take-Home and Other Format) and

Final Assignments

Where regular final examinations are to be given they must be given during the

examination period. All regular final examinations shall be two hours in duration.

The following guidelines for conducting final examinations have been approved

by Senate.

1.  Departments should indicate to ORS whether afinal examination time slot
isrequired for a course. Departments will indicate whether:

(8 theexamination will be aregular, sit-down examination for which a
room is required;

(b) the examination will be a take-home examination; or

(c) theexamination will bein some other format (orals; computer exams;
juried performance exams, etc.).

Unless approved by the Department Chair, examinations for 1000 level

courses will bein regular, sit—-down format only.

2. Thefina examination period should be scheduled so as to provide atwo
day break between the last day of classes and the first day of examinations.

3. Thefina examination period consists of eleven days, except in the Summer
semester, where it is eight days.

4.  The periods scheduled for final examinations which are to be written in
examination halls shall be all of two hoursin duration. No regular examina-
tion held during the final dates scheduled for final examination periods shall
be longer than two hours. (Note: Some DVM courses are exempted from
this rule and require three hour exams.)

5. Wherefina examinationsin either regular, take-home or other format are
to be given they must be given or due during the final examination period.

6.  The Office of Registrarial Services has determined the 9th day (6th day in
the 12-week format summer semester; 4th day in the 6-week format sum-
mer semester) of the examination period as the final due date that may be
assigned for take home examinations or exams given in other than regular,
sit—-down format. When using a take-home or other format final examina-
tion, departments will inform the Office of Registrarial Services whether
they are using the 9th day (6th day in the 12-week format summer semes-
ter; 4th day in the 6—week format summer semester) of the examination
period as the due date, or whether they are using an earlier date. Thisinfor-
mation must be provided to ORS before the beginning of the semester, and
the due date must be noted on the course outline distributed at the first class
meeting.

7. Faculty using take-home examinations will determine when the examina-
tion paper will be made available to students, but must allow students at
least 72 hours between the date of issue of the exam and the due date. The
date of issue of the examination and its due date must be included in the
course outline distributed at the first class meeting. If the examination isto
be handed out after the end of classes, the instructor will be responsible for
arranging distribution and for ensuring that students have the appropriate
opportunity to ask questions for clarification.

8. Final assignments or papers may be due either during the final examination
period or in the last week of classes. In either case, the assignments along
with all necessary resource materia should be available to students no later
than the end of the 9th week of classes and the due date and date of issue of
the assignment must be included in the course outline distributed at the first
class meeting. The Office of Registrarial Services has determined the 9th
day (6th day in the 12—week format summer semester; 4th day in the
6-week format summer semester) of the examination period as the final due
date that may be assigned for final assignments due in the examination
period. When afinal assignment used in lieu of afinal examination isto be
due in the examination period, the department will inform the Office of
Registrarial Services whether they are using the Sth day (6th day in the
12—week format summer semester; 4th day in the 6-week format summer
semester) of the examination period, or whether they are using an earlier
date. Thisinformation must be provided to O.R.S. before the beginning of
the semester and must be included on the course outline distributed at the
first class meeting. Instructors who opt for an assignment to be due during
the examination period, may not also include a final examination in their
COUrses.

The Office of Registrarial Services of the University is the final arbiter of the

manner of conducting examinations and receives general directives on policy

from the Provost and Vice President (Academic), and the Board of Undergradu-
ate Studies.

The Office of Registrarial Serviceswill, in cooperation with the appropriate ex-

aminers, establish special examination procedures as and when needed, for stu-

dents who have temporary or permanent physical disabilities. Medical opinion
shall be sought whenever there is doubt about the extent of the disability.

Student’s Responsibilities

1. Students who drop and add courses are required to consult the examination
timetable in order to avoid conflictsin examination times. Written approval
must be obtained from the dean or director and the instructor—in—charge of
the course to register in courses that have conflicting examination times.

2. ACADEMIC CONSIDERATION ISNOT GIVEN TO STUDENTS
WHO MISREAD PUBLISHED TIMETABLES.

3. Students must consult the “Final Examination Seating Plan”, which is
posted in various | ocations throughout the University and available on the
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web via WebAdvisor one week prior to the commencement of final ex-
aminations, for seating locations.

4. Students must be seated on entering the examination hall. Until at least 1
hour after commencement of the examination, no candidates shall be per-
mitted to leave except under supervision. If acandidateis not present within
the first hour of the commencement of the examination, the candidate shall
not be permitted to write the examination.

5. No person shall be alowed in the examination hall during the course of
examination except the candidates concerned and those supervising the
examination.

6.  No book, paper, or other aids shall be used during the examination except
by permission of the instructor—in—charge. Students shall dispose of their
bags and knapsacks by placing them on the floor beneath their chairs, and
any books not classified as permissible aids shall be placed along the sides
of the room.

7. If provided, students must complete the examination attendance card at the
beginning of the examination and place it beside their University of Guelph
identification card at the front of the table. The card will be signed at the
time of collection.

8. Students who have completed the examination will be allowed to leave their
seats after the first hour has elapsed and after their examination books have
been collected. To minimize the disturbance to students who have not yet
completed their examinations, no student shall leave the examination hall
during the last 15 minutes of the examination. At the conclusion of the
examination period, students must remain seated until al papers have been
collected and they are dismissed by the instructor—in—charge or the co-ordi-
nator in the Athletic Centre.

9. No smoking shall be allowed in the examination hall.

10. When more than one book is handed in, students shall number each book
and indicate on the cover of the first book the total number of books used.

11.  Nowriting within the answer book is permitted after the instruction to stop
writing has been given. The instructor—in—charge may refuse to accept the
paper of any candidate who fails to observe this time limit.

12. Candidates shall not communicate with one another by writing, by signs, by
words, or in any manner whatsoever while examinations are proceeding.

Department Chair’s Responsibilities

Responsible for the security of the examinations printed in the department for the

instructor.

Printing the required number of copies for each examination.

Responsible for distributing the copies of the examination to the instructor on the

date set for the examination.

Distributing a copy of the “Final Examination Seating Plan” to each instructor

concerned. The timetable is sent from the Office of Registrarial Servicesin

course number sequence approximately one week prior to the final examinations.

Responsible for the conduct of all examinations held in their department by their

faculty. They shall be responsible for appointing invigilators. The instructor—in—

charge of the examination shall be the faculty member responsible for the course
and the setting of the examination or a designate.

To distribute the examination attendance records provided by the Office of Regis-

trarial Services.

To appoint invigilators for examinations under the direction of the Office of Re-

gistraria Services (2 invigilators for a class of 2025 students and 1 additional

invigilator for each additional 50 students in a class, thus a class of 125 students
should have 4 invigilators).

Completing the examination information sheets by the requested deadline dates,

and informing the Schedules Section, Office of Registrarial Services, regarding

any requests for changes.

Instructor’s Responsibilities

The faculty member responsible for the course and the setting of the examination,

or adesignate, shall be the instructor—in—charge for that course.

If it becomes necessary to change an examination time or to add a final examina

tion, the instructor—in—charge of the course is required to contact the Schedules

Section, Office of Registrarial Services, and once atimeis set, obtain the written

approval of all students.

To advise the Schedules Section, Office of Registrarial Services, prior to the

examination if an “open book” examination is to be written; otherwise, it will be

considered “closed book”.

To be present at the examination room thirty minutes prior to commencement of

the examination and to be responsible for distribution of examination papers,

attendance cards, if used, and other authorized materials.

To be responsible for the taking of attendance during the first hour of the ex-

amination period. (Attendance cards are used in the Athletic Centre and class lists

in other locations.)

To be responsible for arranging the pick—up of examination books and papers and

comparing the number of examinations collected to the number of attendance

cards or student signatures collected. These records should be retained by the
department for a period of one semester.

To ensure all examination books are securely packaged.

The instructor—in—charge and hi/her invigilators shall not allow any student to
enter the examination room after the first 60 minutes nor allow any student to
leave during the first 60 or last 15 minutes of the examination period.

Include all instructions regarding the examination on the examination paper, i.e.,
writing on every other line, writing on the right hand pages of the book. No ver-
bal instructions can be made at the examination hall with the exception of
correctionsto printed instructions and material.

Where a student does not write the final examination, the instructor shall follow
the procedures outlined under Academic Consideration in this section of the
calendar.

The instructors who wish to hold formal oral examinations should discuss proce-
dures with their department chair. The latter may, of course, refer to the Registrar
for guidance on University regulations.

Registrar’s Responsibilities

A “Departmental Final Examination” form is distributed by the Schedules Sec-
tion, Office of Registrarial Services, to al department chairs approximately six
weeks prior to the semester to which it applies.

The Final Examination Timetable is computer prepared and is based on student
course selections made during the course selection period. The Final Examination
Timetable is available to the students at least 2 days prior to the start of classes.
Approximately 6 weeks prior to the start of final examinations, a Final Examina-
tion Seating Plan Information Sheet is distributed by the Schedules Section, Of-
fice of Registrarial Services, to the department chair. The department chair is
asked to have the form completed by the deadline date in order that a seating plan
can be arranged. It ismost important that all information sheets be retur ned
by the deadline date.

Under normal circumstances, changes to the published examination timetable are
not allowed.

To provide each instructor—in—charge with an examination attendance record in
the form of a print—out of all students registered in the course or attendance cards
for those examinations being written in the Athletic Centre.

Examinations held in the Athletic Centre shall be under the direction of the Of-
ficeof Registrarial Services or designate who shall be the co—ordinator responsi-
ble for the conduct of examinations during the final examination period.

The co—ordinator will start and end the examination.

The co-ordinator shall assist the instructor—in—charge to ensure that no student
enters the examination room after the first 60 minutes or leaves during the first 60
minutes or the last 15 minutes of the examination period.

The Office of Registrarial Services shall prepare a set of guidelines for the
instructor—in—charge and invigilators which will assist them in carrying out their
duties in the examination rooms.

Students in distance education courses who live further than 170 km from cam-
pus will write their final examination at a selected off—campus examination site
close to where they live. For further information please contact the Office of
Open Learning at (519) 767-5000.

Policy on Student Accessto Final Examination Materials

Final examination papers and final assignments are to be retained by faculty
members for aperiod of one semester.

Printed or written materials directly related to examinations conducted in the
final examination time period published in the Undergraduate Calendar, or re-
lated to final assignments shall be made available to a student, upon submission
of awritten request to the department chair. The request shall be submitted by the
fifth class day of the next semester.

Printed or written materials to be made available include the examination ques-
tion paper, the marking scheme keyed to desired responses to questions, where
appropriate; the student’s response to the examination questions; and records
taken by examiners during oral or any other examination. Faculty members are
encouraged to discuss openly with the student any questions raised. The depart-
ment chair will make the necessary arrangements for student access to the materi-
a. When alarge number of requests are received in connection with a specific
course or when afaculty member is on leave it may be necessary for the depart-
ment chair to delay access and make specia arrangements, e.g., the posting of the
marking scheme on a bulletin board, the scheduling of a special meeting at which
the faculty member will review the examination, etc.
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Exchange Programs |
Exchange programs between the University of Guelph and other institutions are
defined by the terms of formal exchange agreements. A copy of each agreement
must be approved by the Associate Vice—President (Academic) and registered
with the Associate Registrar, Undergraduate Program Services.

Students participating in exchange programs pay full-time tuition fees at their
home university, but select their courses at the university they will be visiting.
The grades are recorded there and forwarded to the home institution at the end of
the semester or academic year. Each institution participating in an exchange pro-
gram designates a co—ordinator who will be responsible for arranging the details
of the exchange. Students are advised not to leave on exchange without the writ-
ten approval of the receiving university.

Students must pay their full-time fees and select their courses prior to leaving on
exchange. “Exchange Program Course Selection Request” forms are available at
the Centre for International Programs (C.1.P) Office or from Undergraduate Pro-
gram Services, Office of Registrarial Services. Details on specific exchange pro-
grams can be found in Section V—International Study.

Courses taken on exchange will appear on the transcript as non—specific Univer-
sity of Guelph courses and will be graded using the Outstanding/Pass/Fail format.
Grades will be determined by the Study Abroad Manager using an official tran-
script submitted by the host institution.

Informal exchange programs where aformal agreement does not exist must be
conducted by means of aletter of permission and tuition fees will be paid to the
receiving institution (refer to Section VV1—Schedule of Fees).
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Failed Courses |

n general, a student who is dligible for continuation of study in the program but
has failed to gain standing in one or more of the courses attempted will be re-
quired to repeat the course(s) or take an alternative credit. However, the Universi-
ty recognizes that there may be cases where it is unreasonable for the student to
repeat the course to make up for the lost credit.

Therefore, the Academic Review Sub—Committee may, if appropriate and feasi-

ble, and only under special circumstances, allow a student the opportunity to gain

credit standing in afailed course by granting a supplemental privilege. It isun-
likely that any student with afinal grade of less than 40% would meet the re-
quirements of the granting of a supplemental privilege. The decision to grant the
privilege will normally be made in consultation with the instructor and a review
of the student’s course performance during the semester.

The Academic Review Sub—Committees will consider granting a supplemental

privilege in the following special circumstances:

1. thecourseisfailed in the graduating semester (if a supplemental privilegeis
granted and successfully completed, convocation will most likely be de-
ferred until the following semester);

2. thefailed courseis not available to the student within the following three
semesters, or within atime period that includes the graduating semester;

3. thecourseis of such anature that thereis no permissible substitute or alter-
native available to the student within the following three semesters, or with-
in atime period that includes the graduating semester; or

4.  thecourseisarequired two—-semester course that cannot be taken and com-
pleted within the following three semesters, or within a time period that
includes the graduating semester.

The original failing grade will remain on the student’s academic record. A nota-

tion of “P” or “F" will be shown beside the original failing grade to show that a

supplemental privilege was granted and whether the outcome resulted in credit

(P) or not (F).

Multiple Failure Limitations

Students should note that some programs limit the number of times a student may

repeat failed courses. A student may not be permitted to continue in his/her major

and/or program should they fail the same course, or its equivalent, mutliple times.

Multiple failure limitations are noted in Program Requirements by Degree Pro-

gram in Chapter X—Degree Programs.
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| Grades |

Grading Procedures
Grading System

Release of Final Grades
Submission of Final Grades

Grading System

Two—-semester courses constitute two course attempts and will appear as such on
the student academic record. These courses are indivisible and the same grade
will apply for each attempt. A refined grading system was approved by Senate on
May 21, 1991 effective Spring 1992 as follows:

A+ 90-100% [ C 6366
A 8589 | C- 6062
A— 80-84 | D+ 57-59
B+ 77—79 | D 53-56
B 73-76 | D- 50-52
B— 70-72 | F 049
C+ 6769

Courses taken on exchange are graded using the Outstanding /Pass /Fall alternate
grading system (refer to Exchanges, Section V—Special Study Opportunities;
Exchanges). In addition, selected University of Guelph courses, approved by the
Board of Undergraduate Studies, will use this aternate grading system.
Alternate Grading System

OoP Outstanding (Pass)
P Pass
F Fail
Other Grade Notations

AUD Audit
CRD Credit
DEF Deferred Privilege
INC Incomplete
INP In Progress
MNR Mark Not Received
WF Withdrawn with Failure
WNP Withdrawn No Penalty
XXF Supplemental Privilege Failed
(XX denotes the original failing

grade)

XXP Supplemental Privilege Passed
(XX denotes the original failing

grade)

Grading Procedures
Feedback to students on work completed or in progressis an integral part of
teaching and learning in that it allows students to measure their understanding of
material and their progress on learning objectives. Feedback often goes beyond
grading—an indication of the standard achieved—to include comments on the par-
ticular strengths and weaknesses of a student’s performance. While the nature and
frequency of such feedback will vary with the course, the University of Guelphis
committed to providing students with appropriate and timely feedback on their
work. Particularly in 1000 and 2000 level courses, instructors are urged to pro-
vide some feedback prior to the 40th class day.
Resolution 1
That the assignment of grades at the University of Guelph be based on clearly
defined standards, which are to be published in the Undergraduate Calendar for
the benefit of faculty and students and that the definitions for each of the numeri-
cal grade range (letter grades) be as follows:
80 — 100 (A) Excellent. An outstanding performance in which the student
demonstrates a superior grasp of the subject matter, and an ability to go
beyond the given material in a critical and constructive manner. The student
demonstrates a high degree of creative and/or logical thinking, a superior
ability to organize, to analyze, and to integrate ideas, and a thorough famil-
iarity with the appropriate literature and techniques.
70— 79 (B) Good. A more than adequate performance in which the student
demonstrates a thorough grasp of the subject matter, and an ability to orga-
nize and examine the material in acritical and constructive manner. The
student demonstrates a good understanding of the relevant issues and a
familiarity with the appropriate literature and techniques.
60 — 69 (C) Acceptable. An adequate performance in which the student
demonstrates a generally adequate grasp of the subject matter and a moder-
ate ahility to examine the material in acritical and constructive manner. The
student displays an adequate understanding of the relevant issues, and a
general familiarity with the appropriate literature and techniques.

50-59 (D) Minimally Acceptable. A barely adequate performancein
which the student demonstrates a familiarity with the subject matter, but
whose attempts to examine the material in acritical and constructive man-
ner are only partially successful. The student displays some understanding
of the relevant issues, and some familiarity with the appropriate literature
and techniques.
0—49 (F) Fail. An inadequate performance.
Resolution 2
That instructors must use evaluation criteria which measure quality of perfor-
mance and not merely activity.
Resolution 3
That instructors are not to use predetermined, arbitrary distributionsin the assign-
ment of gradesin individual courses.
Resolution 4
Part A
That, by the start of the course selection period for the semester in which the
course will be offered, instructors will provide a course description for posting to
the department web site. This course description shall include a brief summary of
the course topics and requirements, the general format of the course, and the
methods of evaluation.
Part B
That, by thefirst class meeting of the course (by the end of the first week of
classes for distance education courses), the instructor must provide students with
awritten course outline that is a detailed description of course requirements, the
methods of evaluation, and the timing of the evaluations.
Resolution 5
That the methods and/or timing of evaluation as indicated on the course outline
should not be changed after the first class meeting except under strictly adhered
to conditions. Notice of proposed change and of the class at which consent isto
be sought, must be given at a previously scheduled class. Where the change is
supported by the instructor and is consistent with University policies and proce-
dures such change may be enacted with the unanimous consent of students. If
unanimous consent of the students has not been obtained, the change may be
enacted only with the approval of the chair of the department and only if aterna-
tive and equitable accommodeation is available to students opposed to the change.
Resolution 6
That all term tests, assignments, laboratory reports, etc., should be returned to, or
discussed with students, without undue delay and in any case before the last day
of the examination period. If the material is necessary for the preparation of the
final examination, it must be returned or discussed as soon as possible and in any
case no later than three days before the examination.
Resolution 7
That departments must coordinate multiple section coursesin terms of course
content, evaluation procedures and final grades.
Department also refers to schools and to colleges (where multiple section courses
are offered by, or coordinated by the Office of a College Dean).
Resolution 8
That each department must keep under continual review its grading procedures
and matters that relate to academic standards to make sure the University’s poli-
cies are being applied.
Resolution 9
That normally all courses at the 1000 and 2000 levels shall have final examina-
tions and that exceptions require the approval of the Chair of the Department.

The Board of Undergraduate Studies has by formal resolution undertaken to do as

follows:

. to specify clearly the administrative responsibility of chairs with respect to
the methods of evaluation, the setting of examinations and the determining
of gradesin coursesin their departments.

. to review the effects of the pass by course system on the academic stan-
dards of the University.

. to request each program to review its overall academic standards and, in
particular, its requirements for graduation.

. to examine whether the prerequisites at the secondary school level required
for admission to the University of Guelph are adequate.

. from time to time, to review and monitor the academic standards across the
University to ensure that there is consistency and that the regulations of the
University are being adhered to.

Resolution 10

Senate resolved on June 21, 1977 that in determining grades for written assign-

ments the instructor should take into consideration the student’s ability to use

correctly and effectively the language appropriate to the assignment.

Resolution 11

Senate resolved on March 21, 1978 that the chair should review, prior to the

commencement of classes, the manner in which a faculty member intends to

conduct a course and to determine final grades. If the chair disagrees with the
faculty member’sintention or subsequently with the implementation of the stated
intentions, the chair will discuss his’her concerns with the faculty member. If
agreement cannot be reached, the matter will be referred to an appropriate depart-
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ment committee which will advise the chair in reaching hig’her decision. The
advice may include a recommendation on examination procedures.
Submission of Final Grades
General Information
Undergraduate Program Services, Office of Registrarial Services, distributes the
“Grades Due Report” forms to the departments one week prior to the examina-
tions period for the semester. The “Grades Due Report” specifies the deadline
date for submission of grades to Undergraduate Program Services, Office of
Registrarial Services.
Instructor’s Responsibilities
Theinstructor (department) isto retain al final examination papers and term
assessments not returned to students for a period of one semester. The “Grades
Due Report” form distributed by Undergraduate Program Services, Office of
Registrarial Services, will carry the due date for grades for each course section.
The due dates are established in accordance with the regulations of the Senate.
Grades must be submitted to Undergraduate Program Services by the deadline
stated on the “ Grades Due Report”. The early submission of grades will assist in
their processing. Grades that are not received prior to the printing of student
grade reports are reported as “MNR” (mark not received).
Class lists are updated regularly on the Class List Web-site for departmental
download. Lists downloaded from the Class List Web-site list al officialy regis-
tered students in a class. The department must explain any changesto the list,
e.g., inthe case of:
1. A student whose name is not on the list, but who has been attending class.
2. A student whose name appears on the list, but for whom the instructor has
no record.
Instructors must not grant an extension of timeto any student beyond the
final date for submission of grades. Instructors should report students who
do not satisfy course requirements by assigning a grade of “INC” and noting
incompletework on an “Instructor’s Recommendation” form.
Instructor’s Recommendation Form
Instructors should only submit grades for students who have completed their final
work for acourse. If a student does not complete a final examination or final
assignment, the instructor must enter “INC” (incomplete) on the“ Grade
Report” form and complete an “Instructor’'s Recommendation” form for the
student. The “Instructor’s Recommendation” form is available from the chair of
the department. Departments must submit the " Instructor’s Recommendation”
form(s) along with the “ Grade Report” form to Undergraduate Program Services,
Office of Registrarial Services. The Academic Review Sub—Committee will con-
tact the faculty and/or department chairs at the time of meetings if this procedure
is not followed. The instructor’s recommendations assist the members of the
Academic Review Sub—Committee in making their decision. The instructor must
complete al sections of the form for each student reported.
Student’s Responsibilities
Students must have al final assignments completed and submitted to instructors
by the deadline dates indicated in the course outline. Instructors cannot grant
extensions beyond the deadline for submission of grades. Students who are un-
able to satisfy the submission deadlines established by the instructor and who
wish special consideration for medical, psychological or compassionate reasons
should request academic consideration (refer to Academic Consideration and
Appeals).
Department Chair’s Responsibilities
The chair of the department signs student grades in the designated area on the
“Grade Report” form. The department chair’s signature indicates that he/she
believes that the grades for that course adhere to the academic regulations of
Senate.
If the chair has reason to believe that the academic regulations of Senate have not
been adhered to, he/she will consult with the faculty member and, if necessary,
the college dean. If the chair, after such consultation, still believes that the aca-
demic regulations of Senate have not been adhered to, he/she must submit the
grades without approval through the college dean to the Provost and Vice—Presi-
dent (Academic). The grades must be accompanied by a complete report. The
Provost and Vice-President (Academic) will act to ensure that the academic regu-
lations of Senate are adhered to.
The department chair should be available for consultation during the meetings of
the Academic Review Sub—Committees.
The Board of Undergraduate Studies strongly encourages each chair, at his’her
discretion, to conduct a periodic review of the methods of assessment, class aver-
ages, distribution of grades and failure ratesin courses offered by that department
to ensure that grade abuse does not occur (refer to Final Grades).
Program Counselor’s Responsibilities
The program counselor reviews the list of “INC” (incomplete) courses, matching
medical documentation, requests for academic consideration, and counselling
files (refer to Deferred Privileges). The program counselor in conjunction with
the Academic Review Sub—Committee assigns deferred privileges where ap-
propriate and forwards decisions to Undergraduate Program Services, Office of
Registrarial Services.

Registrar’'s Responsibilities

Undergraduate Program Services records the examination results; notifies stu-
dents of their grades; notifies program counselors of incomplete grades; and
records deferred privilege decisions (refer to Deferred Privileges).

Release of Final Grades

University grades are official on the day that they are issued to students. It is the
responsibility of the Office of Registrarial Services to release the grades to the
student and to record the grades on the student’s official University transcript.
All grades are available through WebAdvisor. Students who require an official
copy of their grade report can request an official transcript upon payment of the
transcript fee.

Grade reports for students who have been advised by Student Financial Services,
Office of Registrarial Services, that they are on academic sanction will not be
released by Undergraduate Program Services until notification/authorization is
received indicating that the account has been cleared to the satisfaction of Student
Financial Services. To receive grades, students must clear their sanction by the
last day of classes.

Students who are required to withdraw will be notified at their mailing address.
Summer Session grades are released approximately two weeks after the conclu-
sion of examinations. The grades and the continuation of study status are consid-
ered to be unofficial until the end of the Summer Semester.
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| Grade Reassessment |

Calculation Errors or Omissions

Methods or Criteria Used in Establishing Final Grades

Misapplication of an Academic Regulation or Procedure
Grade re—assessment is the process of reviewing the calculation of grades, or the
methods and criteria used to establish final grades for a student in a course or
misapplication of an academic regulation. The outcome of a grade re-assessment
may be agrade increase, a grade decrease, or no change to the grade. The detec-
tion of errors or omissions in the calculation of final grades will result in the
assignment of arevised grade. Students normally initiate grade re-assessments,
but instructors may initiate this process. However, instructors must NOT use the
grade re-assessment process to:
. grant extensions for submission of work beyond the end of the semester

(see Academic Consideration and Appeals)
. change the student’s continuation of study status
. improve the student’s program or specialization average
. submit late grades (see Final Grades)
Calculation Errorsor Omissions
Students who believe there have been errors or omissions in the calculation of
their final grade for a course may request a grade reassessment. They must sub-
mit arequest in writing to the chair of the department offering the course no later
than the 10th class day of the succeeding semester. The request must pertain to
work completed during the semester. Students must also submit relevant assign-
ments or tests that have been returned to them.
The chair shall forward the student’s request to the instructor and the instructor
shall respond to the chair within five class days. The instructor has the responsi-
bility of ensuring that the calculation and totalling of marks is accurate. The
instructor must reply to the chair, in writing, giving assurance that the review is
complete.
Where there is a change in the grade, the chair signs the “ Grade Reassessment”
form and forwards it to Undergraduate Program Services, Office of Registrarial
Services. The Office of Registrarial Services will advise the student in writing of
the change of grade. If there is no change to the grade, it is the chair’s responsi-
bility to inform the student in writing.
Methods or Criteria Used in Establishing Final Grades
The course outline distributed to the class at the beginning of the semester de-
fines the methods and criteria used in establishing final grades for acourse. The
methods and criteria must conform to the grading procedures established by
Senate and be continually reviewed by the department (see Final Grades).
Students who believe that the methods or criteria used by an instructor in deter-
mining afinal grade have been unfair, unreasonable or inconsistent with the
course outline, should request the chair of the department offering the course to
review the methods or criteria used. They should submit the request in writing by
the 10th day of the subsequent semester and should state the reasons for the re-
quest.
The chair shall make an effort to resolve the matter to the satisfaction of both
parties as soon as possible. Bath the instructor and the chair are free to discuss
the student’s work with the student or another instructor in the department, but
are not obliged to do so.
If both parties are able to come to an agreement, the chair shall prepare a state-
ment of the agreement to be signed by both parties. If the agreement resultsin a
change to the grade of the student, the chair shall inform Undergraduate Program
Services, Office of Registraria Services.
If at any time the chair decides that he/she cannot resolve the matter informally,
he/she will terminate all efforts at reconciliation and notify both the student and
the instructor of this decision. The chair will advise the student to make an appeal
to the Senate Committee on Student Petitions. The student must appeal to the
committee within 10 days of being advised of the termination of the chair’s ef-
forts.
Misapplication of an Academic Regulation or Procedure
Academic regulations and procedures pertaining to grades can be found in the
subsection of the “ Grades” section entitled “Grading Procedures’. Students who
believe that the misapplication of an academic regulation or procedure has af -
fected their final grade in a course should discuss their concern with the instruc-
tor. If the concern is not resolved to their satisfaction they may submit a com-
plaint in writing to the chair of the department offering the course.
If the chair has reason to believe that the instructor has not adhered to the grading
procedures established by Senate (see Final Grades) or other academic regula-
tions of Senate, the chair should consult with the faculty member and, if neces-
sary, the college dean. Ultimately, the Provost and Vice President (Academic)
may have to take the necessary action to ensure compliance with the academic
regulations of Senate.
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Graduate Cour ses

Graduate courses taken by undergraduate students will not normally be credited
to agraduate program at the University of Guelph.

If the graduate course is used for credit toward any undergraduate program re-
quirement, it cannot be considered subsequently for credit toward a graduate
degree at the University.

Undergraduate courses taken while registered in the Faculty of Graduate Studies
cannot be used toward a baccal aureate degree program.
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| Graduation |

Academic Residence Reguirements

Conditions for Graduation

Calendar

Certificates and Diplomas

Graduation Fee

Granting of Baccalaureate

Honours Equivaent

Procedures

Second Degrees

Specidlizations

Standing on Graduation

Time Limitations
Academic Residence Requirements
1. Atleast 5.00 of the credits required for graduation by the student’s program

must be taken at the University of Guelph.
2. Atleast 60% of the 3000 and 4000 level courses required for graduation

must be taken at the University of Guelph.
University of Guelph courses include courses taken on exchange and on study
abroad programs. Letter of permission courses are not included.
Calendar
Students must satisfy the schedule of studies requirements for the calendar
(http://www.uoguel ph.ca/undergrad_calendar/) in effect at the time of their last
admission to the program or at the time of any subsequent change in the follow-
ing declared specializations: specialized honours, majors, or areas of concentra-
tion. Where students select minors or areas of emphasis, the calendar used to
determine the schedule of studies is the same as the calendar used for the major.
Changes in minors or areas of emphasis do not necessarily affect the calendar
used to determine the schedule of studies. Students may declare a schedule of
studies from an alternate calendar if program approval is obtained.
Certificates and Diplomas
To be granted a Certificate or Diploma, the conditions outlined in Section X1—
Certificates and Diplomas must be satisfied using the calendar that isin effect at
the time of admission to the General Studies program or the Non-Degree catego-
ry, or at the time of declaration of the Certificate or Diploma. Students who are
granted a Certificate or Diploma do not convocate, but have the designation
shown on their transcript.
Conditionsfor Graduation
The conditions for graduation are regulated by the degree programs. Program
specific conditions for graduation are outlined in Section X—Undergraduate
Degree Programs.
Graduation Fee
A degree and graduation fee is assessed to students in the following manner:
. Associate Diploma: upon first registration in semester 4
. B.A. and B.Sc.: upon first registration in semester 6
. All other programs: upon first registration in semester 8
Students who receive more than one degree are assessed a graduation fee for each
degree awarded at convocation. The fee in effect at the time of the application is
the amount assessed.
Student’s Responsibilities
A student must submit aformal application in order to be considered as a candi-
date for adegree or diploma at a specific convocation ceremony. Convocation
ceremonies are held on three occasions throughout the year—early October,
mid—February, and early June. Applications for a ceremony must be submitted by
the student no later than the deadline for that ceremony as specified in Section
I11—Schedule of Dates (see Applications for Graduation).
Following submission of the application to graduate, the student will receive
confirmation of the application, along with information on subsequent proce-
dures. An additional late fee will be assessed in those cases where changes are
requested by the student after the deadline date as this will affect the printing of
the degree/diploma parchment.
Although the Office of Registrarial Serviceswill attempt to provide an “ Applica-
tion for Graduation” form to every potential graduate, it is the student’s responsi-
bility to ensure that an “ Application for Graduation” form is completed and re-
turned to Undergraduate Program Services, Office of Registraria Services by the
published deadline dates in Section I1l—Schedule of Dates.
Chair’s Responsibilities
The department chair receives both the Academic Progress Reports for al stu-
dents who have applied for a degree with a specialization administered by that
department and alisting of those students. The department chair (or designate)
must review these records to determine if each student has satisfied:
1. genera University requirements,
2. overal program requirements and

3. specidization requirements.

Each check is to be reported on the form supplied, and the form is to be for-
warded to the program counselor by the date specified on the accompanying
memorandum. If an applicant satisfies the requirements for the degree, or diplo-
ma sought, Registrarial Services will report the name of the student to the Board
of Undergraduate Studies. If an applicant fails to satisfy any requirement(s),
Registrarial Serviceswill inform the student of that decision.

Registrar's Responsibilities

Undergraduate Program Services, Office of Registrarial Services prepares an
“Application for Graduation” form for the appropriate group of regular and spe-
cial students.

Undergraduate Program Services processes those applications received prior to
the deadline and forwards a confirmation of both the receipt of the application
and the information supplied by the student and advises students of the date and
time of the convocation ceremonies and the procedures to obtain guest tickets.
Undergraduate Program Services forwards Academic Progress Reports and check
sheets to department chairs to obtain decisions on eligibility of the applicants.
Undergraduate Program Services informs students not approved by the depart-
ments of the rejection and the reasons for it.

The Registrar will present alist of all recommended graduands to the Provost and
Vice—President (Academic) for approval.

Granting of Baccalaureate

A student normally must be registered as a degree student in the program for the
degree being awarded. However, a student registered in an honours program may
apply to graduate from a general program in the same degree or a different de-
gree, provided that all of the conditions for graduation for that degree have been
satisfied using the calendar that isin effect at the time of application. A student
with a non—degree program type is not considered for graduation; however, the
student should check with his’her program counselor for information.

Up to 50% of therequirementsfor a degree—credit certificate can be applied
towar ds a degree program specialization in order to hold both a degree with
a specialization and a specialized certificate.

Honours Equivalent

Students from the University of Guelph or another university may upgrade a
degree from the general program to the honours program to obtain an Honours
Equivalent recognition. Students may also upgrade a degree from the honours
program by the completion of an additional specialization to qualify for the Ho-
nours Equivalent recognition. These students are categorized as continuing stu-
dents and must be readmitted to the program. All previous University of Guelph
credits may be utilized toward the equivalent degree from the honours program.
To be granted an Honour s Equivalent, students must satisfy the University of
Guelph residence reguirements. | n addition, students must satisfy the condi-
tionsfor graduation for the specified honours program using the calendar
that isin effect at the time of admission into the continuing category.

The students who are granted the Honours Equivalent designation do not receive
a second degree parchment and do not participate in a convocation program, but
have the designation shown on their transcript. Graduation standing is not as-
signed for the Honours Equivalent designation.

Procedures

Application for a Certificate or Diploma

A student who isregistered in the General Studies program or the Non-Degree
category and who expects to complete the requirements as set down in Section X|
of the calendar for one of the certificate or diploma programs, should submit an
“Application for Completion of Certificate or Diploma” form available from the
Convocation Clerk, Undergraduate Program Services, Office of Registraria
Services.

Application for Graduation from Degree Programs

An “Application for Graduation” form will be sent to each student registered at
the University in the sixth semester of general degree programs, the eighth se-
mester of honours degree programs. All other students who wish to apply for
graduation must contact the Convocation Clerk, Undergraduate Program Ser-
vices, Office of Registrarial Services, Level 3, University Centre to request the
appropriate application.

Applicationsfor each convocation ceremony must be submitted by the dead-
line dates specified in Section |11—Schedule of Dates. L ate applications will
be accepted with the submission of a late fee (refer to Section VI—Schedule
of Fees).

Students who have not received an “ Application for Graduation” form one week
before the final date for submission of applications should contact the Convoca-
tion Clerk. It is the responsibility of the student to submit the completed form
prior to the deadline date.

Official transcripts from the University of Guelph will not show that a degree has
been conferred until after the convocation ceremony.

Application for Honours Equivalent

A student who is registered as a Continuing student and who expects to complete
the requirements as set down in the calendar for one of the honours programs,
should submit an “Application for Completion of Honours Equivalent” form
available from the Convocation Clerk, Undergraduate Program Services, Office
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of Registrarial Services. The same deadlines for applications to graduate apply to
the applications for honours equivalent.

Second Degrees

Students from the University of Guelph or from another university may graduate

with a second undergraduate degree from the University of Guelph. If they have

graduated with their first degree, they must apply for admission to the program

for their second degree. However, only 10.00 credits may be transferred from the

initial degree program. The course content of the second degree program must be

substantially different from that of thefirst. If University of Guelph students

apply to graduate with two different degrees at the same convocation, only 10.00

credits may be transferred from the registered program to the undeclared pro-

gram. Note: A second degree is judged to be substantially different if:

. the specializations are in different subject areas as listed in Section
X1l—Course Descriptions; or

. the schedule of studies requirements are substantially different (no more
than 25% overlap).

Specializations
In order for a student to graduate with a specialization in a program, the special-
ization must be completed as listed in the calendar specified for graduation.
Standing on Graduation
Standing on graduation is noted only for graduates from the honours programs as
follows:

Degree with Distinction — Cumulative average of 80% or higher.

Degree with Honours — Cumulative average of 70-79%.

Degree with Standing — Cumulative average of less than 70%.
Standing on graduation is based on the average of the marks received for those
courses completed after admission to the program. Standing is only based on the
internal University of Guelph academic record.
Time Limitations
Students who do not register in a program of study for six or more consecutive
semesters are required to apply for readmission. Students who are studying on
exchange programs, study abroad, or work terms are considered to be registered
at the University.
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[ Letters of Confirmation of Enrolment |
A student who requires aletter confirming attendance at the University in agiven
semester should make this request to Undergraduate Program Services, Office of

Registrarial Services.
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| Letters of Confirmation of Graduation |

A students who requires aletter confirming graduation from the University
should make this request to the Convocation Clerk, Undergraduate Program Ser-

vices, Office of Registrarial Services.
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| Letters of Permission |

A student at the University of Guelph who wishesto enrol in a course for credit
at another institution and have that course considered as a credit toward a Univer-
sity of Guelph degree, must complete a“Reqguest for Letter of Permission” form,
available from the program counselor, and obtain the appropriate approvals as
indicated on the request form, prior to applying for admission to the other institu-
tion.

Credit for successful completion of such courses will be granted at the University
of Guelph if aletter of permission has been presented to the Office of Registra-
rial Services prior to the student’s enrolment at the other institution. A student
taking a course on aletter of permission is responsible for ensuring that the other
institution forwards the official transcripts directly to Undergraduate Program
Services, Office of Registrarial Services. If the transcript for the course taken on
aletter of permission is not received by the 20th class day of the semester follow-
ing completion of the course, agrade of “000” will be entered on the student’s
internal academic record.

Students are required to complete the courses specified on the “Letter of Permis-
sion” during the semester(s) specified on the “Letter of Permission”. If the stu-
dent registersin additional semesters or courses that are not approved by the
University of Guelph, the student must apply for readmission.

Withdrawals or non—registration in courses taken on aletter of permission must
be verified by official documentation from the other institution. Any changesin
the courses taken must have the appropriate approvals from the University of
Guelph.

All courses for which letters of permission have been granted (and the grades
attained), will be included in al internal academic records, but not in the official
transcript of the University of Guelph. These courses will not count as course
attempts under the continuation of study regulations. Courses taken on a L etter of
Permission will not count in the semester average or the overall academic aver-
age.

Studentsdo not normally qualify for aletter of permission in the final semes-
ter of their degree program.

Caution: when selecting courses to take on Letter of Permission you should be
aware that you may not be able to get into the courses selected. For instance,
courses may be full, may have been removed from the schedule, or may conflict
with other courses. For this reason, you are encouraged to select more courses
than needed but indicate clearly on the Request for Letter of Permission formthe
number of courses that will be taken. If you need to take a course not listed on the
form, you should make every effort to contact your program counselor in ad-
vance of registering in another coursein order to obtain approval for the equiva-
lent credit. Departments reserve the right to deny credit equivalency to a course
taken without prior approval.
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[ Petitions

The Senate Committee on Student Petitionsis comprised of students, faculty and

arepresentative of the Office of Registrarial Services. It isresponsible for assess-

ing and disposing of cases submitted to it by any undergraduate or graduate stu-

dent of the University. The Senate Committee on Student Petitions will consider

petitions and conduct hearings on requests which fall under one of the following:

1. Appesalsof decisions of Academic Review Sub—Committees involving
medical, psychological or compassionate grounds. Petitions has the same
options for consideration available to it as the Academic Review Sub—Com-
mittee (see Academic Consideration).

2. Appeals of academic misconduct decisions.

3. Petitions concerning the methods and criteria used by an instructor in as-
signing a grade. The Committee does not consider appeals for grade reas-
sessment unless the request concerns the methods and criteria used by the
instructor.

4. Appeds of an Admissions Committee decision regarding readmission to a
program. The Committee will consider appeal's concerning readmission
provided the appeal is on the grounds of procedural unfairness or bias on
the part of the Admissions Committee.

Petitions Concer ning a Cour se Grade(s) Involving Medical,

Psychological or Compassionate Grounds

A student may appeal any decision of the Academic Review Sub—Committee to

Petitions. The appeal must be submitted to the Office of the Judicial Officer with-

in 90 days of receiving notification of the decision. Requests submitted after this

deadline will not normally be considered.

Students should speak to the Judicial Officer before submitting a petition to en-

sure proper completion of the form.

The Committee will not normally consider a petition concerning an illness or

incident that occurred at some time in the past unless there is a reasonable ex-

planation for the delay in submitting the petition.

Petitions Concerning M ethods and Criteria Used by an

Instructor in Assigning a Cour se Grade

Before submitting such a petition the student must have submitted a written ap-
peal to the chair of the department of the instructor assigning the course grade
and have received from the chair of the department a written statement that every
effort has been made at the department level to resolve the issue. The student
must provide the Judicial Officer with a clear and concise statement of the allega-
tions.
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Priority Access Cour ses |

n cases where enrolment demand habitually exceeds course capacity and thereis
demonstrated need to restrict accessto a particular cohort of students on a prior-
ity basis, departments may request the implementation of course restriction rules
to ensure priority access to the appropriate student group(s) during the course
selection process. The system will provide a message at the time of course selec-
tion for students who do not meet the enrolment criteria. In special cases the
department may override the restriction by authorizing entry to the course with a
signature on a“ Course Requisite/Restriction Waiver” form.

Departmental requests for course restriction rules must be directed to the Co—or-
dinator of Undergraduate Curriculum who will determine if the request is accept-
able and will then work with the department or school to develop the appropriate
enrolment criteria and confirm that the restriction can be monitored. In general,
course restrictions should be clearly defined in the calendar course listings so that
students are advised in advance of the intended audience for the course.

New restrictions or changes to existing restrictions must be approved prior to the
cour se selection period in which they areto beimplemented.
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Prior Learning Assessment |
ior Learning Assessment (PL.A.) isamechanism whereby students who have
acquired substantial experience in a non-traditional environment have an oppor-
tunity to challenge whether such learning is equivalent to a course(s) offered at
the University. Note: PL.A. will only be available to a student if sufficient evi-
denceis provided that the course material was acquired outside a degree program
at aUniversity. A request to challenge a course that has already been attempted at
university will not normally be granted.

PL.A. is not open to students who simply wish to challenge a course. Students
will be required to sign a contract stating that the learning occurred other than in
auniversity course. Not all courses are appropriate for challenge. Each depart-
ment has the responsibility of determining which of its courses may be subject to
aPL.A. chalenge. The challenge process could include one or more assessment
methods, including standardized tests, written and/or oral examinations, perfor-
mance evaluations, interviews, and portfolio assessment. All these assessments
require that the individual demonstrate, to a qualified faculty member(s), that
pre—determined knowledge and skills have been acquired.

The maximum number of credits a student can challenge is 5.00 for degree pro-
grams, or 30% of the certificate requirement for open learners. Credits acquired
through PL.A. will be assigned credit status (CRD) and will be on the official
transcript.

Students wishing to challenge a course(s) should contact Undergraduate Program
Services to obtain an application form. A request must include a clear statement
as to the course(s) the student wishes to challenge, an explanation of how the
knowledge necessary for the course was gained, and any relevant supporting
documentation to validate the claim. Requests will be forwarded to the appropri-
ate department(s) for evaluation. Upon receipt of the response from all the de-
partments concerned, Undergraduate Program Services will inform the student
which, if any, courses have been approved for challenge.

If a challenge has been granted, the department will determine the nature of the
assessment and the deadline by which time the work must be complete. It isthe
student’s responsibility to contact the department with respect to the details of the
assessment within three weeks of being informed by Undergraduate Program
Services of being granted the privilege. Upon completion of the assigned task(s),
the department will inform the Office of Registrarial Services asto the student’s
success or failure of the challenge.

Those students (a) whose application for achallenge is reviewed by the faculty
members of the department concerned, and who are subsequently denied the
opportunity to challenge, or (b) who fail a challenge examination, may appeal the
decision first to the chair of the department, and subsequently, if necessary, to the
dean of the college.
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Readmission |
eviously registered students must apply to Admission Services for readmission
under any of the following conditions:

1. If they wererequired to withdraw from their program for a period of 2 or
more semesters.

2. If they were suspended from the University for academic misconduct.

3. If they have graduated from this University and wish to register in order to
take additional courses.

4. If they registered in a program at another post—secondary institution and
wish to return to the University of Guelph.

5. If they have not registered at the University of Guelph for 6 or more con-
secutive semesters.

6. If they are attending the University of Guelph on aletter of permission and
wish to continue past the term of the letter of permission agreement.

Readmission to a program at the University of Guelph is not automatic. Sudents

who are required to withdraw must apply for readmission to the University after

completing the minimum two semesters of rustication. Students should consult

Section 1V — Admission Information regarding appropriate admission require-

ments and deadline dates. Applications for readmission should include a state-

ment which outlines the basis for readmission. Criteria used for readmission may
differ by academic program. Sudents considering readmission should consult
with the appropriate program counselor regarding procedures and criteria for
readmission to that program.

Students requiring readmission must apply to Admission Services, Office of

Registrarial Services, University Centre, Level 3. Applications for readmission

must be submitted by the deadline date established for each semester (see Section

111—Schedule of Dates). An application fee is payable at the time the application
is submitted (see Section VI—Schedule of Fees).

On December 19, 1995, the University Senate approved the following policy for

the granting of credit while on rustication:

1. Students who have been required to withdraw, and who take university
credit courses during their rustication period, will be eligible for up to 1.00
credit (one full-year course) provided they meet the criteria for readmission
and the criteriafor the transfer of credit.

2. Students who take university courses after the two—semester rustication
period may transfer al these credits provided the student meets the criteria
for readmission and the criteriafor the transfer of credit.

3. Students who have been suspended for academic misconduct will not re-
ceive any credit for courses taken during the suspension period.

Note: This policy appliesto any university credit course taken during the rustica-

tion period, be it distance or on—campus, taken in open learning programs from

either our university or at another university.

2003-2004 University of Guelph Under graduate Calendar



— 74—

V1I1—Undergraduate Degree Regul ations and Procedures

VIII1—Under graduate Degree Regulations and
Procedures

| Registration |
A student is considered as registered for a particular semester only when courses
to be attempted for that semester have been reported to the Registrar no later than
the third class day and financia arrangements, satisfactory to Student Financial
Services, have been made for the associated tuition and other fees. Coincident
with the registration process, students may complete other business arrangements
with the University such as reporting of address information, receipt of post of-
fice box keys, residence payments, meal card contracts, parking permits, and
receipt of identification cards.
New Students
In—Course Students
New Students
A day is set aside for the registration of new students prior to the commencement
of classes, and it is the student’s responsibility to attend at the appropriate time as
required. The schedule for “New Student Registration” is published in the
Course Selection booklet.
In—Cour se Students
All in—course students must compl ete the registration procedures prior to the
deadline dates as published in Section |11—Schedule of Dates.
While advance billings will be forwarded, or available on WebAdvisor, to
studentswho haveindicated an intention to register in a particular semester,
it istheresponsibility of all in—course and returning studentsto ensure that
satisfactory arrangements are made with Student Financial Services prior to
the deadline. Students who have not received the advance billing should
contact Student Financial Servicesin order to make payment. Arrangements
for registration after the deadline date will be assessed an additional late
registration fee.
Students who are readmitted will be advised of registration procedures. Questions
should be directed to Undergraduate Program Services.
Note: In—course students who complete the registration procedures are advised
that this registration is conditional on their eligibility for continuation of study
into that semester. A student who is required to withdraw will not be allowed to
attend classes, the registration will be cancelled and an appropriate adjustment
automatically will be applied to the student’s account (see also—Withdrawal).
The procedure is asfollows:
1. Approximately 2-3 weeks before the deadline, a billing statement is for-
warded, or available on WebAdvisor, to students who have selected courses.
2. Students must make payment to Student Financia Services by the deadline.
Payments received after the deadline will be assessed a late registration fee.
Students who are on campus are advised to use the designated campus mail drop—
off boxes.
General System | n—cour se Students (Fees)
The registration procedure is conducted by through WebAdvisor. The registration
procedure will alow all in course students to complete their financial arrange-
ments with Student Financial Services before the upcoming semester. The billing
form will reflect the course selection data, also your accommodation and meal
plan status if available, and is to be returned with suitable arrangement to Student
Financial Services. The deadline for payment isindicated in Section I1l—Sched-
ule of Dates, of this calendar. Failure to meet the deadlines will result in an addi-
tional fee adjustment. Mailings by the University will be made to the University
email account, the on—campus P.O. Box, and/or the mailing/home address per the
University’s student address policy.
Registration is conditional on being eligible to continue in your program of study.
Students who are required to withdraw will not be allowed to attend classes as
their registration will be cancelled immediately and a full refund of fees will be
made as soon as possible. Studentsrequired to withdraw who subsequently
arere-admitted or who transfer to another program or who become eligible
to proceed through appeal must report to Undergraduate Program Services,
Office of Registrarial Servicesto havetheir registration status confirmed
and add their cour ses.
Registration may be completed by one of the following methods:
. On receipt of payment. DO NOT SEND CASH IN THE MAIL
. An approved “ Staff Registration and Tuition Waiver Request” form (for
qualified full-time University employees only).
PAYMENTSRECEIVED THROUGH THE MAIL MUST BE POST—
MARKED ON THE DEADLINE DATE OR EARLIER TO AVOID THE
ASSESSMENT OF A LATE REGISTRATION FEE.
Parking Payments
Students wishing to pay for aparking permit are asked to include the appropriate
payment in accordance with the schedule in Section VVI—Schedule of Fees with
their total payment submission. Students who comply with this procedure will
receive their parking decals in the mail prior to the commencement of classes.

Changesto Preprinted Calculations

Students who have changed their mind concerning the number of credits they
wish to take are advised to write the correct amount on the billing form. Please
refer to the fee schedule included with your billing form.

Changes to residences calculation, including meal plans, must be cleared through
the Student Housing Services or Hospitality Services.
Cancellation/Withdrawal Procedure

If you have paid and wish to cancel your registration before classes begin please
call the Academic Records Section, Office of Registrarial Servicesand afull
refund will be arranged. Students are advised that there is awithdrawal procedure
as of thefirst day of classes (see Withdrawal).

Once the payment has been submitted, please do not put a stop payment on
your cheque. This does not constitute cancellation and will only resultin a
cheque refusal fine being charged.

Hospitality Services, OSAP, Parking

Each of these departments have information which will be distributed to students
for the semester in question under separate cover, e.g. location for picking up
meal cards, location to pick up OSAP grant/loan cheques, procedure to use for
payment of parking decals.

Return Mail Box L ocations (Internal Mail)

The University has on—campus mail boxes which may be used to return registra-
tion payments. All mail is picked up daily and is post-marked by Mail Services.
L ate Registration

Students who do not register by the time designated as the registration deadline
for the semester in question are subject to additional fee adjustments. Exceptions
will only be made for acceptable reasons with documented evidence. The fee
schedule for lateregistration ispublished in Section VI—Schedule of Fees. A
student will not normally be allowed to register after the Friday prior to the start
of regular classes. Appeals against the additional fee adjustments must be made
in writing to the Secretary of the Appeals Committee, by contacting the Under-
graduate Program Services, Office of Registrarial Serviceswithin 10 class days
of the commencement of classes. Appeal forms are available from Undergraduate
Program Services.

Department Chair’sand Dean’s Responsibilities (New Student Reg-
istration Only)

In the event that new students will be delayed for registration because of Univer-
sity sponsored trips or courses the department chair concerned should forward a
list of participating students to the dean/director of the college/school for approv-
al. The approval list should then be forwarded to the Associate Registrar, Under-
graduate Program Services, and specific procedures for late registration will be
arranged.
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Schedule of Studies |

f students have not done so upon entering a degree program, they must declare a
major by entry into semester 3 of their degree program. The University monitors
the student’s progress toward a degree using both the degree program require-
ments and the schedule of studies requirements. Students must satisfy the require-
mentsin effect at the time of the initial declaration of a schedule of studies or at
the time of any subsequent change in declarations. When degree program re-
quirements or schedules of studies are altered by the University, a student may
elect to satisfy the requirements in effect when the student entered the degree
program, or its equivalent, or a subsequent schedule within a degree program.
Students wishing to alter the schedule used to monitor their progress should seek
assistance from a program counselor (refer to Section VI1—Academic Counsel-

ling).
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[ Scheduling |

Changes to the Published Undergraduate Course Timetable
Undergraduate Course Timetable

Under graduate Course Timetable

The scheduling of all undergraduate courses is the responsibility of the Associate

Registrar, Undergraduate Program Services.

The preliminary edition of the Undergraduate Course Timetable lists the courses

scheduled for the full academic year (Summer, Fall and Winter Semesters). The

preliminary edition of the Undergraduate Course Timetable along with the Un-
dergraduate Calendar is available to all studentsin early March through WebAd-
visor.

Chair’s Responsibilities

The chair, through the designated department timetable advisor, is responsible for

the following:

. Notifying the Associate Registrar, Undergraduate Program Services, no
later than the published deadline, of the details regarding the department’s
course offerings in the subsequent academic year.

. Approving the department’s course schedule before publication. Thisin-
volves checking to ensure that no conflicts exist in faculty or student sched-
ules.

Instructor’s Responsibilities

Instructors are responsible for communicating to the department timetable advi-

sor prior to the published deadline any information relevant to the scheduling of

courses in the subsequent academic year.

Registrar's Responsibilities

The Associate Registrar, Undergraduate Program Services, uses the following

criteria when creating the course timetable:

. No course conflicts exist in core courses as published in the schedule of
studies in the Undergraduate Calendar.

. The number of requested elective courses available to students is optimized.

. Classroom space is alocated to all scheduled courses on the basis of ex-
pected enrolments.

. No instructor conflicts exist based on department information.

. Departmental requirements requested by the chair or timetable advisor are
met, when possible.

Changesto the Published Under graduate Cour se Timetable

Course Offerings

If additions or deletions are required to the courses listed in the published Under-

graduate Course Timetable, the dean is responsible for obtaining the approval of

the Associate Vice—President (Academic), who will consider written requests and
if approved, will notify the appropriate dean and the Associate Registrar, Under-
graduate Program Services.

Approval must aso be obtained to replace aregular 12-week Summer Semester

course with a 6-week session course.

Scheduled Meeting Times

Prior to the commencement of classes changes in scheduled meeting times are

approved only for conflictsin student or instructor schedules. Any requests for

time changes are to be submitted by the departmental timetable advisor to the

Associate Registrar, Undergraduate Program Services. These changes will appear

in either the course selection edition of the Timetable or in the final edition of the

Course Timetable depending on the date of receipt.

After the commencement of classes changes in class meeting times are normally

not made during the first 10 class days unless the change is to accommodate

students who would otherwise be unable to register in the course. Requests for
time changes and room allocation are to be submitted through the chair, timetable
advisor or secretary responsible for coordinating the department schedule, to the

Scheduling Co—ordinator, Office of Registrarial Services. The instructor isre-

sponsible for ensuring that all students can attend during the new meeting time(s)

and for informing the students of the new time(s) and room allocation.

Additional Hour g/Sections

Prior to the Commencement of Classes if it becomes necessary to schedule addi-

tional sections, either lecture, laboratory or seminar, based on the course selection

numbers of students in a course, the request isto beinitiated by the chair or time-
table advisor to the Associate Registrar, Undergraduate Program Services.

After the commencement of classesif additional sections become necessary the

instructor is responsible for

1 reguesting through the chair, timetable advisor or secretary responsible for
co—ordinating the department’s schedul e, the appropriate classroom space
and

2. assigning the students into the newly created sections. Under no circum-
stances should this result in:

a) making it impossible for students with courses selected to attend
classes because of a conflict with another selected course and/or
b)  requesting students to change section assignments in other courses.

Classroom Changes

Prior to the commencement of classes the Associate Registrar, Undergraduate
Program Services, automatically re-assigns classroom space for all courses as-
signed insufficient space based on the course selection figures. Notification to
both students and faculty is sent out in the final edition of the Undergraduate
Course Timetable avail able through WebAdvisor prior to the start of classes. The
chair is responsible for informing instructors of these changes.

Instructors desiring room changes are to forward the request through the chair,
timetable advisor or secretary responsible for co—ordinating the department
schedule to the Scheduling Co-ordinator.

After the commencement of classes instructors desiring room changes are to for-
ward the request through the chair, timetable advisor or secretary responsible for
co—ordinating the department schedule to the scheduling co—ordinator.
Cancellation —if classroom space assigned to a course is no longer required
instructors are requested to inform the scheduling co—ordinator, Office of Regis-
trarial Services, as soon as possible. Please do not hold space to be used on an
occasional basis. Rather, make temporary bookings through the Reservations
Clerk as required.

Classroom bookings, for non—regularly—scheduled classes — faculty, staff and
students desiring classroom space for meetings, conferences, tests, etc. are to
request space from the Reservations Clerk, Schedules Section, Office of Registra-
rial Services.

Section Changes

Students desiring to change a section within a course must do so using the add/
drop process.
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| Semester Abroad |

Students participating in semester abroad programs are subject to the normal

rules and regulations of the University of Guelph. This includes dates and proce-
dures associated with registration, academic conduct, academic consideration,
and grades. Students who are contemplating participation in a semester abroad
program should contact the co—ordinator for the program. The co—ordinator will
arrange to enrol the participating students through Undergraduate Program Ser-
vices, Office of Registrarial Services.

Students must pay their fees to the University of Guelph and select their courses
prior to leaving for the semester abroad program. Details on specific study abroad
programs can be found in Section V—International Study.

2003-2004 University of Guelph Under graduate Calendar



—78—

V1I1—Undergraduate Degree Regul ations and Procedures

VIII1—Under graduate Degree Regulations and
Procedures

| Staff Registration and Tuition Waiver

Those staff who are eligible for tuition waiver must complete a“ Staff Registra-
tion and Tuition Waiver Request” form and submit it to Human Resources.

It isessential that staff follow the normal proceduresfor contacting Under -
graduate Program Services, Office of Registrarial Services, Level 3, Univer-
sity Centre, regarding their selection of cour ses.

If the “ Staff Registration and Tuition Waiver Reguest” form is not submitted and
approved by Human Resources you will not be officially registered for the term.
In addition to completing the “ Staff Registration and Tuition Waiver Request”
form, you also must add your courses using WebAdvisor or submit an “Under-
graduate Course Request” form outlining the course(s) you wish to take. The
“Undergraduate Course Request” form can be submitted during the official
course selection periods or during the “Add” process at the beginning of each
semester.
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Student Type |
Each fulltime or part—time student is registered as one of the following:
Regular

A student with student type “Regular” is registered in the regular course require-
ment for a program.

Special

A student with student type “ Specia” is admitted to a program and is required to
complete course deficiencies necessary to proceed under the “Regular” student

category.
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| Supplemental Privilege Procedures |
A student must apply to the Academic Review Sub—Committee for a supplemen-
tal privilege no later than the fifth day of classes of the semester following the
failure (see Failed Courses in this section). In considering the request, the Aca-
demic Review Sub—Committee will consult with the course instructor to obtain
information on the student’s performance during the course, the instructor’s rec-
ommendation concerning the appropriateness and feasibility of a supplemental
privilege, and the nature of the supplemental privilege. If the Academic Review
Sub—-Committee approves the request, the department (instructor) responsible for
the course will determine the nature of the privilege, which could be awritten
exam, an oral exam, an assignment, alaboratory practical, or any other method or
combination of methods of evaluation.

Note: Studentsin the B.Sc.(Eng.) Program should refer to the B.Sc.(Eng.) Pro-
gram regulations under Conditions for Continuation of Study in Section X.

Note: Studentsin the D.V.M. Program should refer to the D.V.M. Program regu-
lations under Conditions for Continuation of Study in Section X.

Student’s Responsibilities

The student must request a supplemental privilege by submitting the request to
the Academic Review Sub—Committee and the fee for the privilege (refer to
Section VI—Schedule of Fees) no later than the fifth class day. Students are
encouraged to submit their request before classes begin to alow for receipt of a
decision within the add period. The granting of the request is normally limited to
the described special circumstances having due regard for the student’s perfor-
mance in the course. Course requirements and the student’s previous performance
may play asignificant role in determining whether a privilege is appropriate
and/or feasible.

In the case of an examination supervised by the Office of Registrarial Services, it
is the student’s responsibility to appear on the correct date and time as designated
by the Office of Registrarial Services.

If the requirement is beyond an examination supervised by the Office of Regis-
trarial Services, the student must contact the instructor within 5 days of notifica-
tion in order to clarify the details of the condition. Students are advised to have
the instructor complete aform indicating the exact nature and due dates of the
supplemental requirements, which may also include the satisfactory completion
of an examination supervised by the Office of Registrarial Services (refer to
Section I1l—Schedule of Dates). If the student is unable to make contact with the
instructor, the chair of the department offering the course must be contacted. If
the reguired contact is not made the University will assume that the student does
not intend to compl ete the requirements, and the supplemental privilege will be
cancelled.

Academic Review Sub—Committee’s Responsibilities

The Academic Review Sub—Committee, upon receiving a request from the stu-
dent, and after consulting with the instructor and reviewing the student’s course
performance, will determine whether a supplemental privilege should be granted.
When a supplemental privilege has been requested, but not granted, Undergradu-
ate Program Services, Office of Registrarial Services, will inform both the stu-
dent and the instructor. When a supplemental privilege has been requested and
granted, Undergraduate Program Services will advise the Schedules Section,
Office of Registrarial Services, of the decision aong with the instructor’s recom-
mendation concerning the nature of the supplemental privilege. The Schedules
Section will inform the instructor that the supplemental privilege has been
granted, and will aso inform the student, clearly indicating the nature of the
supplemental privilege.

Instructor’s Responsibilities

An instructor should not proceed with any supplemental privilege for a stu-
dent until official notification of the granting of the privilege has been re-
ceived from the Academic Review Sub—Committee or the Office of Registra-
rial Services. Upon request from the Academic Review Sub—Committee, the
instructor will provide the performance record of the student for the course,
make a recommendation asto the appropriateness and feasibility of a sup-
plemental privilege, and indicate clearly the conditions that would be neces-
sary to ensurethat the requirementsfor the course are fulfilled (see also
reference to examinations, immediately below).

If the Academic Review Sub—Committee grants consideration, and upon request
from the student, the instructor will complete aform advising the student of the
exact nature and due dates of the requirements for the supplemental privilege. If
the requirement includes, or takes the form of, the satisfactory completion of a
two—hour examination supervised by the Schedules Section, the instructor will
have indicated this on the recommendation to the Academic Review Sub—Com-
mittee, and by the Wednesday of the third week of classes shall send to the
Schedules Section, Office of Registrarial Services an examination for each stu-
dent granted such a privilege, plus one extra copy per course. If the examissig-
nificantly different from another two hour exam aready completed by the stu-
dent, the instructor must make this clear on the form provided to the student. For

example, if the student had originally been assessed on afinal exam covering
only the last four weeks of the semester, and is now to be assessed on a compre-
hensive two hour exam, the nature of the new examination needs to be communi-
cated directly to the student at the time the supplemental privilege is granted.
Within ten days of completion of the supplemental privilege requirements, the
instructor will forward to the Department Chair an indication as to whether the
student has passed or failed the supplemental privilege. The supplemental privi-
lege should be completed by at |east the thirtieth class day of the semester follow-
ing the failure.

Department Chair’s Responsibilities

In the case where the Academic Review Sub—Committee or student is unable to
make contact with the instructor to determine the details of the supplemental
privilege, the chair should take the necessary steps to assist in determining the
requirements for completing the supplemental privilege.

The department chair will initial all decisions submitted by instructors upon the
completion of a supplemental privilege by individual students (i.e. pass or fail).
These decisions will be forwarded to the Examinations Clerk, Schedules Section,
Office of Registrarial Services, by the thirty—sixth class day of the semester fol-
lowing the failure.

Registrar’s Responsibilities

The Schedules Section, Office of Registrarial Serviceswill prepare an examina-
tion timetable for those students granted a privilege that includes, or takes the
form of, atwo—hour examination to be supervised by the Schedules Section. The
Schedules Section will inform the student and instructor of the date, time, and
location of any examination to be supervised by them. Examinations supervised
by the Schedules Section as part of the supplemental privilege process are nor-
mally scheduled during the fourth week of classes (refer to Section 111—Schedule
of Dates). The Schedules Section is also responsible for invigilating these ex-
aminations and forwarding the examinations to the instructor for evaluation.
Undergraduate Program Services, Office of Registrarial Services, will inform
students of the results of the completion of the supplemental privilege and update
the student’s record where appropriate.
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[ Transcripts

An officia transcript may be ordered by submitting the “Request for Transcript”
form along with payment to Undergraduate Program Services, Office of Registra-
rial Services. The order can be placed by mail, by facsimile or in person:
Mail (cheque or money order): Undergraduate Transcripts, Undergraduate
Program Services, U.C. Level 3, University of Guelph, Guelph ON N1G
2w1
Facsimile (credit card number with expiry date): 1-519-763-6809 Attn.
Undergraduate Transcripts
The transcript feeislisted in Section VI—Schedule of Fees. Students must have
met al financia obligation to the University before official transcripts can be
released for any purpose.
Transcripts are normally prepared within three to five working days, however,
during busy periods (e.g. common application deadlines) preparation time may
be as long as seven to ten days.
Official transcripts from the University of Guelph will show that a degree has
been conferred only after the convocation ceremony.
NOTE: Graduate Program transcripts (e.g. Master of Science) must be ordered
by submitting the “ Request for Transcript” form along with payment to Graduate
Program Services. The order can be placed by mail, facsimile or in person.
NOTE: Official Open Learning program transcripts must be ordered by submit-
ting the “ Request for Transcript” form along with payment to the Office of Open
Learning. The order can be placed by mail, facsimile or in person.
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Transfer of Program |
University of Guelph students wishing to transfer from one degree program to
another (e.g. from B.Sc. to B.Sc. (Eng.) or from B.A. to B.Comm.) are required
to submit an application form to Admission Services. Forms are available from
Admission Services, third floor of the University Centre.
To clarify possible conditions or requirements for transfer, students are encour-
aged to consult with the admission counselor for the program to which they wish
to transfer before submitting their application. In cases where the student’s per-
formance has been inconsistent, the applicant must also submit a comprehensive
support letter outlining the reasons for transfer as well as any factors contributing
to the previous academic performance.
1. Proceduresfor Currently Registered Students
Course selection should be completed for the new program. The admission
decision will be made after grades from the current semester are available
and after the deadline date for course selection. The drop and add procedure
must be used if the application is submitted after the course selection dead-
line date and if course selection has been completed for the current pro-
gram.
Fee changes necessitated by the change of program will be calculated auto-
matically by Student Financial Services.
The admission decision will be sent to the student’s Campus Post Office
Box during the first week of the following semester.
Students who have received an offer of admission which they wish to de-
cline must contact Admission Services within the first 10 class days and
complete the Cancellation of Program Transfer form. Students who fail to
decline the offer will remain registered in the new program. All students
must verify their course selection with their departmental advisor to ensure
compatibility with their program of study.
2. Proceduresfor Studentswho are Not Currently Registered
An admission decision will be reached as soon as possible after receipt of
the application and any supporting documentation.
Admission decisions will be mailed to the mailing address, if in effect, or to
the permanent address. Information on mail registration and instructions
concerning course selection will be sent under separate cover by Under-
graduate Program Services.
Note: Students who wish to transfer from one specialization to another in the
same program (e.g. from Biologica Science to Chemistry in the B.Sc. Program
or from Dramato Sociology in the B.A. Program) are not required to apply to
Admission Services. Such students should contact the departmental advisor for
the specialization in which they wish to register. Students wishing to change
specializations within the B.A.Sc. or B.Comm. Programs should consult with
their program counselor.
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Verification Notice |

uring the second week of classes Undergraduate Program Services, Office of

Registrarial Services, will send to each student registered at the University a copy

of his’her current academic record. Thiswill indicate the personal and program

information that is currently on file in Undergraduate Program Services, Office of

Registrarial Services. Thisreport isto be used to advise students of their current

status and to correct any errorsin reported information. Corrections or amend-

ments to that information may be made upon presentation of appropriate docu-
mentation to Undergraduate Program Services, Office of Registrarial Services as
follows:

. Changes to specialization information or course information must be sub-
stantiated with your copy of either the class schedule or the “ Undergraduate
Change of Studies Request” form.

. Changes to personal information may require presentation of appropriate
documentation.

Note: Report missing or corrected itemsonly.

Student hardcopy files are destroyed after 7 years of inactivity (e.g. no registra-

tions) or one (1) semester after a student has graduated. In these cases the tran-

script is the only official file available from the Office of Registrarial Services
that can be referenced during an appeal.

Students should familiarize themselves with the proceduresregarding Aca-

demic Consideration, Grade Reassessment and Petitions.
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| Withdrawal |

This section provides a summary of rules and regulations with respect to various
types of withdrawal from the University. In some instances other sections of the
calendar are referenced and these also should be consulted to ensure that afull
understanding of the regulationsis obtained. There are two types of withdrawals:
voluntary or required.

Voluntary Withdrawal

Students who complete the procedure for registration by mail and who subse-
quently decide not to attend that semester may cancel their registration by notify-
ing Student Financia Services up to but not including the first class day. Student
Financial Serviceswill arrange for the appropriate refund of fees paid. Com-
mencing with the first day of regular classes the formal withdrawal procedure
from the University is required and outlined below.

A student intending to withdraw from the University must notify Undergraduate
Program Services, Office of Registrarial Services in writing and complete the
Notice of Withdrawal procedure. Students contemplating withdrawal are urged to
meet with their program counsellor to discuss the implications of withdrawal. A
student receiving financial assistance through the Ontario Student Assistance
Program is strongly advised also to contact Student Financial Services regarding
the status of that award upon withdrawal .

The timing of the withdrawal and the reasons for it may have academic and fi-
nancia implications. Up to the 40th class day, a student may withdraw without
academic penalty. However, unless the withdrawal isfor illness or compassionate
grounds, students will be liable for fees payable in accordance with the refund
schedule (see Section VI-Schedule of Fees regarding Refunds). Students seeking
arefund on grounds of illness or compassionate circumstance must provide docu-
mented evidence related to the grounds to Undergraduate Program Services,
Office of Registrarial Services, within thirty days of the withdrawal.

Do not put a stop payment on any cheque that has been presented to Student
Financial Services as settlement for tuition fees. This does not constitute notifica-
tion of your intention to cancel/withdraw from the semester and resultsin the
assessment of a chegue refusal fee (refer to Section VI1—Schedule of Fees).

A student who withdraws from the University after the fortieth class day of the
semester, other than for illness or compassionate reasons will be considered to
have failed the courses for which the student is registered at the time of with-
drawal. Students seeking academic consideration on grounds of illness or com-
passionate circumstance must appeal to the Academic Review Subcommittee for
their program (see Academic Consideration in this chapter). Depending on the
timing and circumstances students may be able to obtain a fee refund after the
fortieth class day. Students should consult with Undergraduate Program Services
or their program counsellor.

A student who withdraws from the University must return all outstanding loans
from the Library immediately upon withdrawal regardless of the original due
date. Any items not returned will be declared "lost” and charged to the student’s
account.

Students who do not register in a program of study for six or more consecutive
semesters are required to apply for readmission. Students who are studying on
exchange programs, study abroad, or work terms are considered to be registered
at the University (see Time Limitationsin this chapter).

Required to Withdraw
Students may be required to withdraw for reasons of academic performance or
academic misconduct.

(a)Academic Performance (please refer also to the section on Continuation of

Study for detailed requirements)

A student whose cumulative or semester average is below the level for

probationary status at the end of the fall semester has two options:

(i)  The student may choose to accept " Required to Withdraw” status
effective with the beginning of the subsequent winter semester. This
means that the two—semester rustication period will begin immediate-
ly; or

(if) the student may register and continue in his’her program on probation-
ary status for the winter semester. Failure to achieve the required
semester average for probationary status at the end of the winter se-
mester will result in the student’s being required to withdraw. In this
case, the two—semester rustication period will begin effective the
summer semester. Note: If a student registers and subsequently with-
draws from the winter semester, the required to withdraw status will
apply immediately.

Students who do not meet the continuation of study requirements for
at least probationary status at the end of the winter or summer semes-
terswill be required to withdraw and the two—semester rustication
period will begin effective the subsequent semester.

Students who are granted a deferred privilege (examination or condition)

will have their Continuation of Study Status assessed once the deferred

privilege is complete. At that time an assessment of required to withdraw
could have an impact on the student’s current registration.

(b) Academic Misconduct (refer also to the full Academic Misconduct Policy
in this chapter)
One of the penalties that may be assessed against a student found guilty of
academic misconduct is suspension from the University for a period of
between two and six consecutive semesters. The effective date of such a
suspension is determined by the dean responsible for the case.

(c)Appeals (refer also to the sections on Academic Consideration and Academic
Misconduct for full details of appeals processes)
Students who do not satisfy the program requirements for continuation of
study and are required to withdraw may appeal for probationary status to
the Academic Review Subcommittee, and subsequently the Senate Petitions
Committee, on medical, psychological, or compassionate grounds. Students
are not permitted to attend classes until such time that the appeal is granted.
Students who are suspended from the university as aresult of academic
misconduct, may appeal to the Senate Petitions Committee with respect to
either the appropriateness of the penalty or the finding of guilt.

Readmission (refer also to the section on Readmission, earlier
in Chapter VIII)

Students who meet one of the following 3 criteria must apply to Admission Ser-
vices for readmission:
(a)were required to withdraw from their program for a period of 2 or more semes-
ters;
(b) were suspended from the University for academic misconduct; or
(c)have not registered at the University of Guelph for 6 or more consecutive
semesters
Readmission to a program at the University of Guelph is not automatic. Students
should consult Section 1V—Admission information regarding appropriate admis-
sion requirements and deadline dates. Applicants for readmission should include
a statement which outlines the basis for readmission. Criteria used for readmis-
sion may differ by academic program. Students considering readmission should
consult with the appropriate program counselor regarding procedures and criteria
for readmission to that program.
Students who withdraw without academic penalty after the termination of the
official drop period for medical or psychological reasons must clear their re—
entry in a subsequent semester through the dean of the college concerned. Stu-
dents who withdraw on more than two occasions may be required to meet with
the dean in order to clear their re—entry into a subsequent semester. At the discre-
tion of the dean, the condition of re-entry may be a recommendation of either
Student Health Services or the Counseling Unit of the Counseling and Student
Resource Centre that re—entry is advisable. Students who wish to appeal the deci-
sion of the dean have recourse to the Senate Committee on Student Petitions.
A student who wishes to be considered for readmission following a suspension
for academic misconduct must make an application that will be judged on the
basis of dligibility to continue. A student who is suspended for academic miscon-
duct and also fails to meet the continuation of study requirements will normally
be required to serve the associated penalties consecutively.
A student who has been expelled from the University for academic misconduct is
not eligible for readmission to the University for at least five years. A student
who wishes to be considered for readmission must petition the President to have
the expulsion status removed (please refer to the Academic Misconduct Policy
for detailed procedures).

Granting of Credit while on Rustication

Senate’s Policy on granting of credit for work done while on rustication is out-

lined below. It applies to any university credit course taken during the rustication

period, beit distance or on—campus, taken in open learning programs from either
this university or another university.

a)  Students who have been required to withdraw for reasons of academic per-
formance and who take university credit courses during their rustication
period, will be eligible for up to 1.00 credit (one full-year course) provided
they meet the criteriafor readmission and the criteria for the transfer of
credit.

b)  Students who take university courses after the two—semester rustication
period or after aperiod of suspension may transfer all these credits, pro-
vided the student meets the criteria for readmission and the criteriafor the
transfer of credit.

c)  Students who have ben suspended for academic misconduct will not receive
any credit for courses taken during the suspension period.
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