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Emergency
     “911” Emergency

     In the United States, people dial 9-1-1 in case of an emergency.  You should dial 9-1-1 for emergencies such as fires or car accidents.  If you dial 9-1-1 from any telephone, your call will be sent directly to an emergency dispatcher.  The dispatcher will send officers to your location immediately.  The dispatcher will ask you the following types of questions.  

Dispatcher: “9-1-1…What is your emergency?”
Dispatcher: “What is your address?”

Dispatcher: “”What is the state of the injured person?  Is the person conscious?  Is the person breathing?”

Dispatcher:  “Would you please stay on this line until officers arrive?”

       Try to stay on the telephone until officers arrive.  If you are in danger, report this to the dispatcher and leave the area immediately.  

       9-1-1 is to be used for emergencies only.  It is against the law to dial 9-1-1 if there is no emergency!  

Non-emergencies:  

Findlay Police             419-422-3141

Findlay Fire                419-422-4242

University Security     419-434-4799   (On campus…4799)

If you use a university owned telephone to dial 9-1-1, university security will send an officer to your location immediately.

University Security
The university security office is located on the first floor of Lovett Hall.  Lovett Hall is located on the southwest corner of Frazer Street and North Cory Street on the Main Campus.

University Security provides the following services:

-Code Blue Emergency Phones
  If you have an emergency, use the “Red Push for Help” button on the blue light units.  This will automatically send a call to the security office.  A flashing blue light will accompany your call.

-Security Escorts 

 Security escorts are available to anyone who calls 419-434-4799.  

-Crime Alerts
 The security office will alert the university community in the event of campus crime.

-Crime Prevention
 The security office will provide tips and programs that can aid in preventing crime.

-Crime Reporting
 Incident reports are generated for all criminal acts that occur on campus.

-Cars and Parking
 All registered students are permitted to have a car on campus.  Cars must have a parking permit hanger.  In order to obtain a parking permit hanger, students should go on line to http://www.myfindlay.edu/ics and log in using their e-mail user name and password.  Click on the UF INTRANET tab.  Next, click on ONLINE PARKING PERMIT REGISTRATION.  Complete the form accurately and then click SUBMIT.  Students can then pick up their parking permit hanger at the security office during the first week of classes.  Students should display the parking permit hanger on the rear view mirror of their car.  

 All university parking lots are striped by color.  Yellow striped spaces are reserved for faculty and staff.  Green striped spaces are reserved for commuters.  White striped spaces are reserved for resident student parking. 

 IELP Faculty and Staff Contact Information

     Before visiting a faculty member, please consult the faculty member’s course syllabus for information on office hour times and on rules for making appointments.  Many faculty members also provide daily schedules and office hour times outside their office doors.  

     If an appointment is made, students should be polite to the faculty member in two ways.  First, students should arrive at the faculty member’s office on time.  Second, students should arrive prepared to quickly ask questions to gather necessary information. 
Name                                 E-mail                                  Phone      Office

Beck, Don                          dbeck@findlay.edu               4836       1114 Cory Rm. G

Donovan, Cathy                 donovan@findlay.edu           4711       227 Davis Lobby
Hammer-Baker, Sharon     sbaker@findlay.edu              4432       1114 Cory Rm. D   

Harper, Rosita                    harper@findlay.edu               4835      1114 Cory Rm. B

Kawamura, Hiro                kawamura@findlay.edu         4619      227 Davis Rm. E
Laverick, Erin                    knoche@findlay.edu              4831       1114 Cory Rm. A
Matanick, Phil                    matanick@findlay.edu           4437      1114 Cory Rm. C
Mott, Greg                         mott@findlay.edu                   4833      1114 Cory Rm. F

Romick, Susan                   romick@findlay.edu              4725       1114 Cory Rm. E

Walerius, Cindy                 cwalerius@findlay.edu          4830       1114 Cory Lobby

Welch, Jamie                      jwelch@findlay.edu              4834      1114 Cory Rm. H    
Suman, Judi   

  suman@findlay.edu
       4827
  1114 Cory Rm. I 

Academic Standards and Requirements

Placement and Promotion Standards for Level 2: Students who are placed in Level 2 must meet two requirements before they are promoted to Level 3.  First, Level 2 students must successfully complete all Level 2 IELP core coursework with a score of 73% or higher.  Second, students must obtain an ITP TOEFL score of 400 (32 iBT) or higher before they are promoted to Level 3.

Placement and Promotion Standards for Level 3: Students who are placed in Level 3 must meet two requirements before they advance to Level 4. First, they must successfully complete all Level 3 IELP core coursework with a score of 73% or higher. Second, they must pass their comprehensive exams in listening, grammar, reading, communication, and composition with grades of 73% or better. Important note: Students may have split schedules if they are proficient in some skills but not in others. For example, if a student fails the reading exam, but passes the other exams, s/he may advance to Level 4 for listening, grammar, communication, & composition but retake Level 3 reading. Students, who fail Level 3 but present a verified Level 4 TOEFL score, must retake Level 3. 
Placement and Promotion Standards for Level 4: Students who are placed in Level 4 must meet two requirements before they advance to their undergraduate courses or Level 5. First, they must successfully complete all Level 4 core coursework with a score of 73% or higher. Second, they must pass their comprehensive exams in listening, grammar, reading, communication, and composition with grades of 73% or better. Important note: Students may have split schedules if they are proficient in some skills but not in others. For example, if a student fails the reading exam, but passes the other exams, s/he may advance to Level 5 for listening, grammar, communication, & composition but retake Level 4 reading. Students, who fail Level 4, but present a verified Level 5 TOEFL score, must retake Level 4.
Placement Standard for Level 5: Students are required to present an iBT TOEFL score in the 61-78 range (500-547 ITP) or successfully complete Level 4 before they are admitted to Level 5. Students who are placed in Level 5 must meet two requirements before they advance to their graduate courses. First, they must successfully complete all Level 5 core coursework with a score of 80% or higher. Second, they must pass their comprehensive exams in listening, grammar, reading, communication, and composition with grades of 80% or better. Important note: Students may have split schedules if they are proficient in some skills but not in others. This will be at the discretion of the graduate directors. Students who fail Level 5, but present a verified TOEFL, must retake Level 5.

Test of English as a Foreign Language Information
The Test of English as a Foreign Language (TOEFL) is a commercial English test designed and administered by the Educational Testing Service (ETS) in Princeton, New Jersey.  International students may sit for two different types of English tests from ETS.  

1. ETS offers the internet Based Test (iBT) to international students at test centers by appointment.  The iBT is considered a universal test.  This means that a student’s score may be accepted by any institution of higher education in North America.  For complete information on the iBT, students should visit the web site http://www.toefl.org/.  

2. ETS also offers the paper-based Institutional Testing Program (ITP) TOEFL to international students.  The ITP is considered a non-universal test.  This means that a student’s score may be used only by the institution of higher education which has administered the test.  At The University of Findlay, the ITP TOEFL is administered twice each semester.  The first test is administered during the new student orientation and only new international students may sit for this test.  The second test is administered at the end of each semester on the final Friday before final examinations. Students placed in levels 1 and 2 are required to sit for this test.  Other international students, who wish to continue their studies at The University of Findlay, are also encouraged to sit for this test.  

For further information on either of these tests, please visit Mr. Don Beck in his office at 1114 N. Cory St. Room G.  Students may also call Mr. Beck at 

419-434-4836 or send e-mail to dbeck@findlay.edu.  Paper copies of the annual iBT Bulletin are available free of charge from Mr. Beck.

Disclaimer: International students should understand that iBT scores over 61 (500 ITP) for undergraduate students and iBT scores over 79/80 (550 ITP) for graduate students do not guarantee academic success at The University of Findlay.    
Keeping a Good Grade Point Average (GPA)

University Undergraduate Student Minimum Progress

Students are expected to make normal progress toward meeting degree requirements. Failure to do so will result in academic warning, probation, or suspension. Progress will be reviewed at the end of each semester, and students will be notified if they are not making adequate progress. A change in a student’s academic status will become effective at the point final grades are processed by the Office of the Registrar. The cumulative grade point average is based only on grades earned at The University of Findlay.

WARNING: A student will be placed on warning the first and second times a semester grade point average falls below 2.00 but is above the suspension level as indicated by the following table.  It is recommended that a student who registers for courses during a period of warning receive academic assistance from the Academic Support Center. It is mandatory that a student who registers for courses during a second period of warning receive academic assistance from the Academic Support Center. This mandatory academic assistance will include registration in ACAD 110.

A student on warning will remain on warning until he/she has successfully completed (i.e. with a semester GPA greater than or equal to 2.0) two semesters of academic course work, of which summer may be included (minimum of 18 semester hours). Upon completion of these two semesters, the student will be placed in academic good standing. If the student has another session grade point average of less than a 2.0 or his/her cumulative GPA falls below the acceptable level as indicated by the following table, he/she will be placed on probation.

PROBATION: A student will be placed on probation the third time a semester grade point average falls below 2.00 but is above the suspension level as indicated by the following table. It is mandatory that a student who registers for courses during a period of probation receive academic assistance from the Academic Support Center.

A student on probation will remain on probation until he/she has successfully completed (i.e. with a semester GPA greater than or equal to 2.0)  two semesters of academic course work, of which summer may be included (minimum of 18 semester hours). Upon completion of these two semesters, the student will be placed on academic warning. If the student has another session grade point average of less than a 2.0 or his/her cumulative GPA falls below the acceptable level as indicated by the following table, he/she will be suspended from the institution.

SUSPENSION: A student will be placed on suspension either the fourth time a semester grade point average falls below 2.00 but is above the suspension level as indicated by the following table or when his/her cumulative grade point average drops below the suspension level as indicated by the following table.

If the grade point average falls below the level required under suspension, students will be suspended from the University for a period of at least two semesters. The summer semester may count as one of the semesters. Students requesting early re-admission or to take course work elsewhere during the mandatory two-semester suspension must have the approval of the Student Academic Standards Committee with support from the Academic Support Center. Students requesting to return after the mandatory two-semester suspension only need approval through the Academic Support Center. 

A student who returns to the institution after a period of suspension will be placed on academic probation. If his/her session grade point average falls below a 2.0 or his/her cumulative grade average falls below the acceptable level as indicated by the following table, he/she will be suspended from the institution.

A student wishing to return to the University after his/her second suspension must appeal to the Student Academic Standards Committee for readmission.  

A student returning to the University after suspension must be advised by the Academic Support Center. 

SEMESTER HOURS

SUSPENSION
(credits attempted


(cumulative GPA)

plus transfer credits)

 0.50- 18.00



Below 1.5

18.01 30.00



Below 1.6

30.01 45.00



Below 1.7

45.01 60.00



Below 1.8

60.01 87.00



Below 1.9

87.01 




Below 2.0

Any student who earns a grade point average below 2.00 during the first semester at The University of Findlay will be enrolled in a required study strategies course the following semester.

Program Minimum Progress: Some programs at the University have set stricter minimum progress standards. These program minimum progress standards may include grades. However, minimum progress standards may also include other non-academic standards (e.g., fitness, professional behavior). A student’s failure to meet these stricter progress standards does not preclude the student from being eligible to register within another program at the University if he/she meets University minimum progress standards. 

Repeat Policy. If students register for a course not intended to be repeated, they will receive only the credit and quality points earned in the most recent registration. The credit and grade earned previously will remain on the student’s record but will not be counted in the grade point average. A course will count only once toward cumulative hours earned. Repeating a three-hour course means the student will receive only three hours for that course rather than three hours for each time he/she takes the course. 

The University retains the right to flag repeat courses and adjust grade point averages at its own discretion in adherence with the repeat course policy outlined above. The repeated courses will be designated as such at the end of each academic semester.

If a student is registering for a course for the third time, he/she will be required to have academic assistance for this course. In general, students are limited to registering for an undergraduate course three times. If a student elects to register for a course more than three times, he/she is limited to taking only the course being repeated and he/she may see an impact on his/her visa status, eligibility for federal financial aid (i.e., loans/grants), tuition remission and/or athletics. A course is considered a repeat when a student is registered for the course after the last day to add a class.

A student has the right to appeal the repeat policy with the Student Academic Standards Committee.

Attendance in Classes

     As a principle of good campus citizenship, it is expected that students will attend all classes and laboratory courses for which they are registered.  Instructors are allowed to penalize students for inadequate work due to excessive absences. IELP students who miss more than 3 classes may be reported to their academic advisor, who may then report excessive absences to the Office of International Admissions and Services.  
Disability Services

     The purpose of the Office of Disability Services is to provide reviews and to determine appropriate services for students with disabilities.  In addition, the Office of Disability Services provides the framework within which specialized services are fulfilled and monitored.  The Office of Disability Services works closely with all offices on campus to coordinate appropriate services.  

The following statement concerning disabilities will appear on every course syllabus at The University of Findlay.

     “If you are a student with a disability, it is your responsibility to register with the Office of Disability Services and to notify your instructor one week prior to any needed service so that reasonable accommodations can be made for you.”  

Instructors are allowed to create course policies which address issues surrounding temporary student illness or temporary student physical concerns.                   
Faculty Advisers

      Faculty advising is an essential part of the personalized education at The University of Findlay.  When students enroll, they are assigned a faculty adviser who will guide them in developing an educational plan to their best advantage.  Faculty advisers counsel students each semester concerning choice of courses, future academic plans, and career goals.  Enrolled students will receive registration materials from the university about eight weeks into the fall and spring semesters.  The registration materials will contain a registration date.  On or shortly after this registration date, students should make an appointment with their faculty adviser to complete a course registration entry.  

Student Responsibility Statement
     The responsibility for planning academic programs rests largely with the student.  Students must study The University of Findlay catalog carefully and then arrange to take the required courses at the proper time.  In addition, students should pay close attention to all academic announcements made electronically and by regular mail from the university administration.  Faculty advisers, college deans, and the director of career planning are available to help students.  
Good Time Management

For academic success, please use these fifteen good time management and good study skills.

1. Buy and use an academic planner.  

2. Meet all deadlines

3. Arrive in class at least five minutes early.

4. Allow for two hours of study for each hour spent in class.

5. If you go to see a professor or faculty adviser for help, spend time preparing a list of questions before keeping an appointment.

Good Study Skills

1. Attend all classes.

2. Bring the textbook and all necessary supplies to class.

3. Participate in class.

4. When you do not understand, ask questions in class.

5. Do not hesitate to make and keep appointments with professors and faculty advisers.

6. Learn to express your own opinions by personalizing your journals and reaction papers.

7. Ask yourself questions and connect new ideas as you study

8. When writing a paper or giving a speech, follow all guidelines provided by your instructors.  Use the writing process and good reading strategies in all of your classes.

9. Learn how to use online resources and learn how to properly use materials found in Shafer Library. 

10. Know the rules of academic dishonesty.  Avoid dishonest practices.  

Student Complaint Procedure
It is important for all faculty and staff to work promptly, effectively, and fairly with student
complaints. A student may use the student complaint policy to voice any complaints and/or

problems concerns with an IELP policy and/or violation of teaching practices. In addition, if a

student believes the integrity of their program, instructor, and/or coursework are at jeopardy; the

student can choose to file a written complaint with the Director of the IELP, Dr. Laverick.

Please visit the administrative assistant, Cindy Walerius, to obtain a copy of the student

complaint procedure and form.

Prior to filing the written complaint it is important for the student to take the preliminary

measures in order to maintain a respectable level of communication.

Step One:

Students must discuss concerns with the instructor. Visit your instructor after class, during office

hours or e-mail to set up an appointment. Address your concerns directly with the instructor.

Faculty, staff, and students are co-responsible for maintaining communication with each other.

Step Two:

After unsuccessfully resolving a concern with an instructor, please visit your advisor. Visit your

advisor during office hours or e-mail to set up an appointment.  It is important to explain your situation with your advisor and to discuss earlier measure to resolve the concern.  
Step Three:

If the concern is not resolved in step two, please see the director of the program, Dr. Laverick.  Visit during Dr. Laverick’s office hours or e-mail to make an appointment to address your concerns.  Before contacting Dr. Laverick:

1. Please visit the administrative assistant, Cindy Walerius, and ask to fill out a formal complaint form.  

2. When the formal complaint for is complete, an appointment will be made with Dr. Laverick to discuss the concern and she will review your written complaint prior to the meeting.  

Step Four:

After a formal complaint form has been filed out with an appointment has been made with the Director, the student will have a meeting with Dr. Laverick.  The formal complaint form is a preventative measure to ensure the student has adequately expressed his/her concerns in writing.  

The steps listed above are to ensure the proper chain of command is properly communicated with for student concerns.  The IELP maintains respect towards all students, faculty, staff, and the objectives and goals of the Intensive English Language Program at all times.  

IELP Special Courses

   The IELP offers two special courses to enhance and enrich international students’ lives.  The following two courses are offered on a regular basis.

ENIN 352  TOEFL PREPARATION

This test preparation course is designed to enable students to perform to their potential on the Test of English as a Foreign Language (TOEFL).

September 17-18-19
Fall Weekend 
BLMC 270  CROSS-CULTURAL COMMUNICATION
This course is designed to introduce students to diverse cultures through direct interaction. This course is repeatable up to three semester hours.
FALL SEMESTER 2011
	 Aug. 15   
	 Meetings for academic program directors and department
 chairs

	 Aug. 16
	 President’s Breakfast and All-Campus Opening Activities

	 Aug. 17
	 Fall faculty meeting and faculty development workshops

	 Aug. 17
	 Residence halls open for students attending New Student
 Registration on Aug. 18

	 Aug. 18 
	 Final registration session for new students 

	 Aug. 18
	 Residence halls open for new students who registered in
 summer

	 Aug. 19-21          
	 New Student Orientation (Arch Ceremony on Aug. 19)

	 Aug. 20
	 Residence halls open for upperclassmen 

	 Aug. 22
	 Classes begin for standard semester session  

	 Aug. 22
	 Degree Completion Block I begins (i.e. online degree
 programs)

	 Aug. 29
	 Last day to add a class or section for standard semester 
 session

	 Sept. 5
	 Labor Day, no classes

	 Sept. 9-11
	 Fall Weekend College begins

	 Sept. 23-25
	 Fall Weekend College

	 Oct. 7-9
	 Fall Weekend College

	 Oct. 10-11
	 Mid Fall Recess: No classes for standard semester
 sections; degree completion continues online

	 Oct. 14
	 Degree Completion Block I ends

	 Oct. 18
	 Report grades less than “C” in standard semester session
 classes

	 Oct. 19
	 Degree Completion Block II begins

	 Oct. 21-23     
	 Fall Weekend College

	 Nov. 2
	 Last day to withdraw from standard semester session
 classes 

	 Nov. 4-6   
	 Fall Weekend College

	 Nov. 18-20
	 Fall Weekend College, final meetings of session 

	 Nov. 23-27
	 Thanksgiving Recess (No classes)  

	 Dec. 9
	 Deadline for seniors to apply for May 2012 Graduation

	 Dec. 9
	 Final class day for standard semester session 

	 Dec. 12-15
	 Final exams for standard semester session 

	 Dec. 16
	 Degree Completion Block II ends 

	 Dec. 17
	 Undergraduate and Graduate Commencement

	 Dec. 21
	 Final grades due for all sessions by 9 am
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