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Welcome to Southern Nazarene University’s College of Professional and Graduate Studies.  Since 1985, the university has provided individuals with opportunities to complete a baccalaureate degree program designed for working adults.  The five majors, Organizational Leadership, Family Studies and Gerontology, Network Management, Nursing, Business Administration and the pre-entry program, Bridge, have been accepted and recognized as quality academic offerings by students, employers, the community, and accrediting bodies.
     Unique to this system is the degree to which administration, faculty, and staff are committed to providing quality and excellence in curriculum, course delivery, and in operations.  All aspects of student services are offered with the working adult learner in mind.  Learners enjoy the hassle-free enrollment process and other services such as experiential learning and individual study which are also tailored to adult learners’ needs.
	A Christian world view pervades the work and planning of each activity of the University. Examination of values is an ongoing process integrating learning, living, and faith.  This process is highly visible in the mutual concern exhibited by learners, faculty, and staff.  We all attempt to live the University motto, Character, Culture, Christ, and in doing so, we believe we assist all learners who desire to enrich their knowledge, gain practical skills, improve integration skills, and enhance career opportunities.
	We are pleased to assist you in your academic learning journey.  The goal of Southern Nazarene University and the College of Professional and Graduate Studies is to equip learners to better meet the challenges and joys of life.

W. Davis Berryman, Ph.D.
Vice Provost, College of Professional and Graduate Studies
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Southern Nazarene University

A Brief History
At the end of the last century, numerous small religious groups around the nation coalesced to form the Church of the Nazarene.  The group began to rapidly expand in size.  In 1899, the first of several small colleges was founded to aid the mission of the church in the south-central part of the United States.  These schools merged to form Bethany-Peniel College in 1920. Bethany-Peniel College became Bethany Nazarene College in 1955, and in 1985, after 86 years of existence, Bethany Nazarene College became Southern Nazarene University.  

A liberal arts institution with all undergraduate and graduate programs accredited by the North Central Association of Colleges and Secondary Schools, Southern Nazarene University is committed to excellence in higher education in the modern world as it integrates faith, learning, and life.

The Mission
Our mission is to transform lives through higher education in Christ-centered community. As a Christian community of scholars, we model the hospitality of grace, the pursuit of truth, and the practice of discipleship, all within the Wesleyan-holiness tradition, as we prepare graduates who think with clarity, act with integrity, and serve with purpose. 

The Motto
Character*Culture*Christ 
The Southern Nazarene University motto expresses the conviction that sound moral CHARACTER is a pressing need in our world; true CULTURE makes moral character attractive and effective, and the transforming power of CHRIST is indispensable in the building of true personhood.

Standing in the Wesleyan tradition, the University subscribes to the statement of belief and practice given in The Manual of the Church of the Nazarene.  While Southern Nazarene University is an institution of the Church, it is not sectarian in doctrine or spirit.  Individuals who share its purpose, regardless of religious background and affiliation, are welcomed into Southern Nazarene University’s learning and worshipping community.




 Professional Studies:
Mission Statement, History, Beliefs, Goals and Objectives

Mission Statement 
 The mission of the School of Professional and Graduate is to build Christian persons. The School of Professional and Graduate is committed to honor our covenants to quality education, Christian values, and personal modeling in teaching and learning.  Further, we are committed to provide adults access to educational opportunities in order that they may be empowered to develop intellectually, emotionally, and spiritually.

History
Organized in 1985, Southern Nazarene University’s College of Professional and Graduate Studies campus location administers six academic programs: Alternative and Prior Learning (APL), Business Administration (BA), Organizational Leadership (OL), Family Studies Gerontology (FSG), Network Management (NA), Nursing (RN/BS) and General Studies (BRIDGE).

In 1991, the University opened Southern Nazarene University’s College of Professional and Graduate Studies Tulsa Center. The center provides the following academic programs to Tulsa and the surrounding area: Alternative and Prior Learning (PLA), Business Administration (BA), Organizational Leadership (OL), and Family Studies and Gerontology (FSG). 

Belief Statements
We believe 
· in the integration of our faith into our lives and into all the processes of our University.
· in the intrinsic worth of all persons.
· in broad, informed participation committed to our common values and goals as critical to our success.
· adult learners are unique and require all personnel in the College of Professional and Graduate Studies to maintain a commitment to professional growth to better meet the needs of the learner.
· the health and culture of the College of Professional and Graduate Studies is a major factor in influencing both our staff and learners.

Goals
Our goals are to continue to
· develop our knowledge bases and to articulate a concise summary of the knowledge base for each degree offered.
· develop our organization to promote and to practice flexibility and fluidity among our departments and staff roles.
· continually improve processes and structures which encourage and support shared decision making and open communication.
· continually improve processes to ensure the equality of internal and external communication services and delivery of our product.
· work to develop systems and processes which exemplify the values and practices of a learning and self-renewing organization.

Culture of Care
In our Culture of Care, people ….
· will EXPERIENCE personal respect and encounter a responsive system.
· are ENCOURAGED to achieve their maximum potential intellectually, emotionally and spiritually.
· feel EMPOWERED to meet personal goals and be transformed.

Learning Outcomes/Objectives
The multi-disciplinary nature of the programs addresses skill areas that are necessary for anyone assuming a college-level position in an organization.  The following is a list of those skill areas:
· problem solving and decision making skills
· communication skills
· research skills
· Christian world view in living and learning
· personal leadership
· knowledge base for the appropriate major.

























Professional Studies: Academic Programs and Services

Bridge: a pre-degree completion plan
Bridge is designed for adult learners, generally 23 years of age and older, with at least 12 transferable college hours (English Composition I, mandatory).  Bridge offers a means for completing the hours needed to enter a degree completion program.  Single courses are offered at various times through out the calendar year. Learners may enroll for Bridge by contacting the College of Professional and Graduate Studies admissions office.  Financial Aid is available for Bridge.

Business Administration
The Business Administration (BA) program leads to a Bachelor of Science degree.  The focus of this program is to provide a well-rounded introduction to all functional areas of business: accounting, economics, finance, management and marketing.  The program involves a core of thirty (36) hours plus nine  (9) hours of business prerequisite courses (Accounting I and II and Computer Applications) and six (6) elective hours (which may be earned through classes, prior learning and/or CLEP) for a total of fifty-one (51) business credit hours.  At least sixty (60) completed credit hours from a regionally-accredited college or university are required to begin this program.

Family Studies and Gerontology
The Family Studies and Gerontology (FSG) program leads to a Bachelor of Science degree, with an interdisciplinary major drawing from the fields of family studies, sociology, psychology, and communication.  The degree is designed to increase the learners’ understanding of family dynamics and relationships, highlight the processes of development and aging, and acquaint the learner with the social service resources available in contemporary society.  The FSG program is designed for adults who have sixty (60) or more transferable college hours. 

Network Management
The Network Management program leads to a Bachelor of Science degree, combining Microsoft network and Cisco routing training with organizational leadership education.  In addition to preparing for MCSE and CCNA certifications, students completing this program are equipped with skills supporting an entry level network or be a member of a network support team and hold management level positions in technology related fields.  The program combines hands-on technical training with lecture and seminar type coursework. The NM program is designed for adults who have sixty (60) or more transferable college hours. 

Nursing 
The RN to BS Program leads to a Bachelor of Science in Nursing. As health care changes, the need for baccalaureate-prepared nurses is on the rise.  The RN to BS Program is designed for associate degree and diploma nurses who wish to complete a bachelor’s degree. Registered nurses who have earned 60 or more transferable college semester credits with a minimum cumulative GPA of 2.75 may qualify for this fourteen month degree completion program. The program is accredited by the Commission on Collegiate Nursing Education of the American Association of Colleges of Nursing. 
Organizational Leadership
The Organizational Leadership (OL) program leads to a Bachelor of Science degree. The required coursework focuses on the necessary leadership, communication, human relations and decision-making skills to develop or increase effectiveness in working with people.  It is designed for adults who have already earned sixty (60) or more transferable college hours.  

Alternative and Prior Learning Assessment
In the degree completion programs (BA, FSG, NM, RN and OL), the College of Professional and Graduate Studies offers adult learners the opportunity to petition for college credits through prior learning assessment.  The assessment of learning follows the guidelines provided by the Council for Adult and Experiential Learning (CAEL).

Limitations on Credit Awarded
Learners are limited to a total of forty-five (45) semester hours earned through any combination of CLEP, advance standing placement testing and prior learning. 

Learners are limited to a maximum of thirty (30) semester hours earned through individualized prior learning assessment.  

Prior learning assessment credit is limited to college learning that applies to general education and elective courses at the undergraduate level.

Independent Study Modules
Independent Study Modules (ISMs) are courses offered in an individualized program of instruction and supervised by university faculty.  Courses require the same amount of work and carry the same amount of credit as traditional courses.  Grading standards established for the traditional setting are applied to ISMs.  With ISMs, the learner controls the pace of the learning activities.  Completion dates vary, depending on the learner’s individual plan of study.

Enrollment requires admission to the university and is completed through the Professional Studies’ office.  If approved by the supervising faculty member, an extension may be granted for an additional three months for a nonrefundable fee of $20 per credit hour.

Traditional students may enroll in ISMs through the student’s faculty advisor with approval from the Vice Provost and Dean of the Undergraduate College.  Enrollment is then processed through the Professional Studies’ Office.  Financial arrangements are made by the student with the University business office.  Students are required to complete the course during the semester in which enrollment is processed.






Professional Studies: Academic Policies

In establishing policy and procedures, the College of Professional and Graduate Studies considers the needs of all the participants in the learning experience.  This consideration can be thought of as three “I’s” of need.  They involve:

The Individual

Learners make significant commitments in order to complete a degree.  Meeting the needs of the learner is critical to insure success for both the individual student and the cohort group.  Attention is given to respecting and protecting the needs of the individual while respecting and protecting the rights and needs of the cohort group.

The Instructor 

Module instructors must facilitate academically sound, quality learning experiences designed to meet specific learning objectives.  The needs of the instructor must be met to insure instruction practices and outcomes are effective and productive.      

The Institution

Accreditation is a paramount concern of a college or university. Southern Nazarene University is regionally accredited by the Higher Learning Commission of the North Central Association of Colleges and Schools.  The Institution needs policies and procedures in order to meet its mission and to retain regional accreditation.  In addition to accreditation, Southern Nazarene University strives to up hold the university motto of Character, Culture, Christ in all polices and procedures.  Sound policies provide guidelines for operation within the context of the motto.

The three I's of need, woven throughout the policies and practices of Professional Studies, are inspired by principles for adult learning organizations as presented by Malcolm Knowles in The Modern Practice of Adult Education.  














ATTENDANCE
Attendance is required for all sessions of all programs. The attendance policy reflect the “I’s” of need for ensuring the quality of the classroom experience. The needs of the Individual, the Instructor, and the Institution are impacted by attendance policy.

The Individual
ITOne commitment the Individual makes to complete a degree is a commitment of time to attend class.  However, unplanned events or emergencies can happen which make it necessary to miss a class session.  The attendance policy allows learners flexibility for unplanned events or emergencies.

The Instructor
Instructors must facilitate learning experiences that are equivalent in nature to an 18 week semester course in a four to six week period of time.  Consequently, because of the accelerated structure of the programs and to insure that the goals and objectives of the courses have been met, the instructors need learners to be consistent in attendance.  The attendance policy assures that instructional goals/needs can be met.
	
The Institution
The Institution needs attendance policies to be adhered to in order to meet mission and to retain regional accreditation.  The attendance policy helps the Institution meet accreditation requirements.

Attendance is required for all sessions of all modules.   However, if an absence occurs, the learner is responsible to work directly with the module instructor for all assignments for the module, in addition to any makeup work. 

A module grade will be lowered one (1) full letter grade unless a make up assignment is completed.  Make up assignments will be determined at the discretion of the instructor.  Consequently, an instructor may determine that a make-up assignment is not applicable, which will impact the learner’s final grade.  In addition to the letter grade penalty, the absences will be evaluated by the program director and the student may be withdrawn for excessive absences.

Flagrant tardiness (10 minutes late or more) or partial attendance (leaving before the end of class) is not acceptable.  These will be treated as absences and are subject to the attendance policy.

If a learner misses two (2) sessions of any module, the learner is required to repeat the entire module, charged at the current rate of tuition. An automatic withdrawal will be processed for the course through the Program Director’s office and a grade of “W” will be given. 





Withdrawal
Withdrawal from any College of Professional and Graduate Studies’ Program is handled by a program director.  The withdrawal may be initiated by learner request or by recommendation from the College of Professional and Graduate Studies’ personnel.

For courses completed, credit will be designated on the transcript.   

Learners maintain any financial responsibility outstanding at the time of withdrawal.  

For learner initiated withdrawals, learners should complete the following process:

1. obtain a Withdrawal Petition from the Administrative Office 
2. submit the completed form to the appropriate Program Director
3. complete an Exit Interview, if the learner is receiving Financial Aid  (Note: a hold is placed on the student’s account until the Office of Financial Assistance receives the Exit Interview)

The College of Professional and Graduate Studies’ administrative initiated withdrawals may occur when the learner: 
· is not demonstrating academic progress
· accumulates excessive absences
· submits incomplete coursework and/or unsatisfactory work 
· participates in academic dishonesty
· violates standards conduct
· fails to meet financial responsibilities

In the event of the College of Professional and Graduate Studies’ administrative recommendation for withdrawal, attempts will be made to contact the learner by phone as well as by letter.

Conditions for Re-admission
A learner who has withdrawn or been dismissed from a School of Graduate and Adult Studies’ program may file a petition for re-admission.  The petition is directed to the appropriate program director. 

Re-admission is allowed or denied on the merits of the petition and requires a personal interview.  The final decision is made by the Vice Provost of the College of Professional and Graduate Studies.  

A non-refundable charge of one-hundred dollars ($100.00) will be required for each re-admission petition.

Financial aid is NOT available for courses that are repeated.

ACADEMIC INTEGRITY
Academic Integrity is essential in meeting the needs of the Individual, the Instructor, and the Institution.

The Individual
The integrity ITof participants in a learning experience directly reflects the merit of the experience. Personal accomplishment and institution quality is assured when academic endeavors are approached with integrity. 

The Instructor
Instructors expect integrity in the performance of the learner and in the behavior of cohort groups to assure that effective learning results from teaching techniques and strategies.

The Institution
Fulfillment of the Institutional mission, Character, Culture, Christ, is dependent on integrity in all aspects of the educational experience.

Academic integrity is expected of all learners at Southern Nazarene University.  It is an integral part of the educational process where learning takes place in an atmosphere of mutual trust and respect.  Each learner is responsible to maintain high standards of academic ethics, personal honesty, and moral integrity.  Dishonest behavior will be dealt with fairly yet firmly.

Examples of infractions include but are not limited to:
· Plagiarism, using another’s statements or thoughts without giving the source appropriate credit
· Cheating on an exam
· Unauthorized multiple submissions of papers
· Submitting a borrowed or purchased paper for credit
· Defacing or unauthorized removal of course materials or equipment either from the classrooms, offices, or library
· Dishonesty in reporting completion of reading assignments
· Signing the roll for someone who is not present in class
· Submitting another’s work or allowing another to submit work as though his or her own
· Falsifying college records, forms, or other documents
· Unauthorized access of computer systems or files

Courses of Action

For an infraction of academic honesty, courses of action may include but are not limited to:
· Work may be redone for full or partial credit
· Alternative assignments may be given for full or partial credit
· Work may not be redone, and no credit will be given for that particular assignment
· Module must be repeated at current rate of tuition
· The learner may be dismissed from the university


ACADEMIC STANDARDS
Academic standards protect the needs of the Individual, the Instructor, and the Institution.

The Individual
ITAcademic standards assure the individual that each learner is held to articulated levels of performance. 

The Instructor
Academic standards provide guidelines for consistent and unbiased evaluation of learner performance.

The Institution
As the result of academic standards, the institution is able to measure quality academic accomplishment, vital to recognition and acknowledgement as an institution of higher learning.

Minimum Standards for Written Work
The College of Professional and Graduate Studies is committed to the development of effective writing skills.

The following criteria must be met in written work before passing grades can be given for that work:
· Clear thesis statements
· Development of thought through supporting evidence and relevant concrete details or examples
· Development between and within a paragraph, particularly through clear order and transition
· Clarity of statement and some variety in sentence structure and length
· Reasonable freedom from usage errors
· Reasonable accuracy in spelling and punctuation

Minimum Standards for Oral Presentations 
The College of Professional and Graduate Studies is committed to helping the development of effective oral presentation skills.  The following criteria for both content and presentation must be met before a passing grade can be given for oral work.

Content					Presentation

1. Ability to explain study			1.    Evidence of preparation
2. Explanation of concepts			2.    Preparation and use of visual aids
3. Documentation				3.    Material presented in interesting manner
4. Methodology				4.    Clarity of expression
5. Organization of main points		5.    Timeliness


Copies of Work
Learners should retain copies of all work submitted. This provides a failsafe method which protects the learner from any loss due to the complex logistics which is part of the adult education system.

Statute of Limitations
Learners have 6 (six) years (from the first week of the first enrollment) to complete the major requirements.  Otherwise, re-enroll and payment for the entire program is required.

Alternative and Prior Learning credit is available only during a learner’s current enrollment period on the designated due dates, specific to individual degree programs.

Due Dates for Prior Learning Evaluation
The following are the final due dates for the submission of prior learning materials.  

Family Studies and Gerontology Learners:

Week 19:  	Marriage and Family LLPs and/or professional/ technical training
Week 35:	Religion or Philosophy LLPs and/or professional/ technical training
Week 39:	Death and Dying life LLPs and/or professional/ technical training

Business Administration, Network Management, Organizational Leadership Learners:

First Night of Biblical Perspectives:	Religion or Philosophy LLPs and/or professional/ technical training

Nursing Learners:

	Week 30: 	Religion LLPs due
	Week 40:	All LLPs and professional/technical training due

All Learners:

	Beginning of 3rd semester:  All prior learning due for evaluation with the exception of:

	March 1:	Submission of all rewrites for May graduates
	June 1:	Submission of all rewrites for August graduates
	October 15:	Submission of all rewrites for December graduates

After the above due dates, earning credits through prior learning is not an option.











Grading Procedures
The following is used to calculate course grades:

A	= 4 points
A- = 3.7 points
B+	= 3.3 points
B	= 3 points
B- = 2.7 points
C+	= 2.3 points
C	= 2 points
D	= 1 point
F	= 0 points

Southern Nazarene University		College of Professional and Graduate Studies
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I	= Incomplete (is not used for GPA calculations) 
	W	= Withdrawn
	WF	= Withdrawn with failure 
(calculated as an “F” for GPA purposes)


	CR	= Credit
	NC	= No Credit
	PH	= Pass with honors
	P	= Pass


For programs other than Nursing, grades are based on a percentage of scores earned. 

96% – 100%		A 
90% – 95%		A-
86% – 89%		B+
83% – 85%		B
80% – 82%		B-
75% – 79%		C+
70% – 74%		C
60% – 69%		D
59% and below	F

For Nursing, grades are based on the percentage of scores earned.
	
	94%-100%		A
	90%-93%		A-
	87%-89%		B+
	84%-86%		B
	80%-83%		B-
	75%-79%		C+
	70%-74%		C
	60%-69%		D
	59%-below		F



Temporary Grades:  Temporary grades are not awarded. All grades earned are based on completed work.  Learners needing grades for reimbursement purposes must have all work submitted two (2) weeks prior to reimbursement deadline.  It is the learner’s responsibility to inform instructors and submit work for timely processing to meet reimbursement deadlines.
 
Credit-No Credit Courses:  Hours count toward graduation but do not carry grade points or affect the grade point average.
	CR	- Credit (equivalent to an A, B, or C)
	NC	-No Credit (equivalent to D or F).  The work must be repeated in class to 
 receive credit.

Pass-Fail Courses:  Hours count toward graduation but do not carry grade point average.
	PH	- Pass with honor (equivalent to an A)
	P	- Pass (equivalent to a B or C) 
	NC	- No Credit (equivalent to a D or F).  The work must be repeated in class 
  to receive credit.

Transcript Designation
	Credits earned through prior learning are designated on the transcript as follows:
1. Professional/Technical Training.  A block of hours is awarded for each academic area petitioned.  Learning is designated by year(s) of completion, title, and number of credits earned. Example: 1994-95 Professional Training – Business 6 CR
2. Prior Learning Experience.  If the learning corresponds with a course listed in the current catalog, the learning has the departmental prefix, number, and title.  All others have the following course numbers: 1991-4, 2991-4, 3991-4, 4991-4.  The two center numbers “99” designate prior learning.  The other numbers correspond to academic level (freshman, sophomore, etc.) and the number of credits.  Grades for prior learning are designated as “CR”, indicating credit awarded.
Example: SP C 3993 Intercultural Communication 3 CR

Evaluation/Grading
Evaluation for each module is the responsibility of the instructor.  Generally, guidelines for appropriate assignments and evaluation checklists are provided for each course, but individual instructors may modify assignments and formulate their own evaluation criteria for a given module.

Grade reports are furnished to learners as soon as grades have been received from the instructor.  This process requires at least 3-4 weeks after all work for a module is completed.






Grades of “I”
Learners must complete all course work as scheduled. If learners find that due to extenuating circumstances, the coursework will not be completed by the due date, it is the responsibility of the learner to request a course extension from the instructor. Generally, late work will not receive full credit.

To request a course extension:
Dialogue with the instructor to obtain verbal approval for the extension and to determine due date (typically no more than two weeks) for outstanding assignment(s). Note: approval is not guaranteed.
If the course extension is approved by the instructor, the learner will:
1. fill out an extension form 
2. submit the form to the instructor when the final course work is due, in place of the actual work

A grade of “I” will be recorded and is considered a temporary grade until the extension due date is passed. At that time, a final grade will be recorded.

If a learner experiences difficulty in keeping up with assignments and/or cannot contact the instructor, he/she should contact the Program Director.  

If a learner receives two or more grades of “I” or “F” in a semester, he/she is subject to withdrawal.  The recommendation for withdrawal is made to provide the learner with a means to complete any outstanding work.
	
If a grade of “F” for a course is received, the learner must repeat the course, pay the current rate of tuition, and purchase the necessary textbooks for the course (if the textbooks have changed).  The original course with the grade “F” remains permanently on the official transcript.  The repeated course is added with the new grade.  While both grades remain on the transcript, only the new grade is figured into the grade point average.

Academic progress is monitored.  Learners must maintain a grade point of 2.0 in the major and cumulative grade point average (GPA).  A 2.0 GPA cumulative is required for graduation.

Grade Appeals
All decisions – including the assignment of grades and credit earned through submission of the portfolio – made by the College of Professional and Graduate Studies administrators, staff and instructors affecting learners may be appealed. 

Statute of Limitations for the appeals process
Grade appeals must be initiated within thirty (30) days from the date the grade is distributed to the learner.  After thirty (30) days, learners forfeit the right to an appeal process.

Note: Dates of grade distribution are recorded in the Professional Studies’ office.  Professional Studies’ records serve as official documentation.

Procedure 
LEVEL I

The learner should initiate the appeal with the College of Professional and Graduate Studies administrator, staff, or instructor who is responsible for the decision. For example, all course grade appeals should begin with the instructor who assigned the grade.  

The learner, along with the administrator, staff, or instructor should seek a resolution to the situation.

LEVEL II

If the learner is not satisfied with the initial appeal or if the College of Professional and Graduate Studies person responsible for the decision is not available, the learner may appeal to a College of Professional and Graduate Studies appeals committee.  This level of appeal is initiated with the respective group’s Program Director.  The Program Director notifies the College of Professional and Graduate Studies person responsible and convenes the appeals committee.  If the appeal is based on a decision made by the Program Director, the appeal should be initiated with the Provost of the College of Professional and Graduate Studies.

The appeals committee is comprised of the College of Professional and Graduate Studies Chair, the Program Director of the program in question, one impartial Program Director, one impartial faculty member and a student representative.  

If the appeal is based on a decision made by a member of the committee, an appropriate substitute is appointed by the Vice Provost of the College of Professional and Graduate Studies.

The learner must submit an appeal in writing and include sufficient documentation.  The person responsible for the decision submits written documentation and rationale for the decision being appealed.  The appeals committee is instructed to act only on the basis of the written materials submitted.

The appeals committee will record the nature of the appeal, action taken, and rationale.  The Program Director will give copies of the appeal record to the learner, the College of Professional and Graduate Studies person responsible for the decision, and the Vice Provost of the College of Professional & Graduate Studies.

This appeals committee is considered the highest formal level of appeal.  The decision of the appeals committee is final.  






Financial Assistance

The College of Professional and Graduate Studies Refund Policy (Return of Title IV Funds Policy)

As part of the Higher Education Amendments of 1998, effective at Southern Nazarene University on October 1, 2000, Federal law specifies the process for determining the amount of federal financial assistance that a learner earns if he/she withdraws*, drops out, is dismissed or takes an unreturned leave of absence prior to completing more than 60% of a payment period**.  

Southern Nazarene University and the learner are required to return to the Federal aid programs the amount of aid received in excess of the aid earned for the time period enrolled.

The percentage of the semester completed is the percentage of aid earned, calculated by the number of days attended divided by the number days in the payment period (i.e. semester). Federal financial assistance is directly proportional to the number of days attended in the semester.  If more assistance than earned is distributed to Southern Nazarene University on behalf of the borrower, the unearned excess funds must be returned to the Department of Education.

Funds returned to the Title IV aid programs, may result in a university account balance that is the responsibility of the borrower.  The account balance is based on the withdrawal date and the amount returned to the federal financial aid programs.  Federal programs may also require the return of funds released for personal expenses.

Unearned Title IV aid shall be returned to the following programs in the following order:
1.  Unsubsidized Stafford Loan				4.  Federal Pell Grant
2.  Subsidized Stafford Loan					5.  Federal SEOG
3.  Parent Loans to Undergraduate Students (PLUS)		6.  Other Title IV Grant Programs

*The withdrawal date is determined by SNU as 
· the date of official notification of the intent to withdraw
· lacking notification, the midpoint of the module when attendance ceased 
· last date of attendance at an academically-related activity as documented by SNU.
**The payment period is considered the current semester from which a withdraw is processed.

Due to frequent changes in Federal and State regulations, contact the Professional and Graduate Studies Financial Aid office for details of current policies.

Third Semester Financial Assistance
To apply for financial assistance for the third semester, a new application must be submitted to the Financial Assistance Office four to six weeks before the third semester is to begin.  

Contact the Financial Assistance Office at (405) 491-6685 for details.  To receive a Pell Grant, students must re-apply every fiscal year which begins on July 1 each year.

Refund Policy
When a student withdraws, tuition & fees is retained only for those modules that have actually had their first class.  If a student attends any part of a module, the full amount of tuition and program fees for that module is non-refundable.  A pro-ration for degree completion programs (Bridge excluded) is calculated for module one only, based on the following percentage:
                       Withdrawal date is after:  	Week 1         100 %
                                                             	Week 2          60 %
                                                             	Week 3          40 %
                                                            	Week 4          No refund
Exit Interview
For all financial aid recipients, an exit interview must be completed and returned to the Office of Financial Assistance prior to receiving a diploma or an official transcript.
























Curriculum Acquisition: Bridge

Once you have completed the enrollment procedures through the Professional Studies admission’s office, your computer account will be activated in 48 hours.  At that time, you will have access to download all necessary Bridge Student Guides.  If you have any questions, please call 491-6331, the Professional Studies Administrative Office.  

Your login will be the first initial of your first name and up to seven characters of your last name.  Your password will be the last 5 digits on your student ID. 
Example: LOGIN = jdoe	PASSWORD = 87654		

For your protection and ours, please do not share your password with anyone.  You will be held responsible for your account, regardless of who is logged on to your account.  

This account is available to you from off campus locations, as well as in the library, science building, or Royce Brown computer labs.

Bridge students access the course syllabi through the MySNU on the internet at http://my.snu.edu
Log in to MySNU
· Enter your User Name (first initial last name)
· Enter your Password 
· Select Login or Enter on the keyboard


The first time you log in to MySNU you will be asked to 
· Read and agree to the Computer Use Policy select            I Agree
· Complete a series of ‘preferences’ to personalize your MySNU page.  The Welcome to MySNU screen has 5 steps.  Read through the various options and personalize your page.  Changes can also be made at a later time through the MySNU page.

You are now on the My.snu.edu screen.  On this page, a bar with various pull down menus is displayed horizontally across the screen.  There are 4 pull downs with numerous options under each:  
	My Stuff: Account, Blackboard 6, Contact Information, Email, Grades, Library Acct, NetStorage, Network Acct, Schedule
	Services:  OKC Entertainment, Publicity Request, Red Pages, Resources, SBC Yellow/White Pages, Virtual Market, Weather, Work Orders
	Links:	Bookstore, Course Schedule, Forecast, Job Search, Library, SNU Website, The Echo, Webstatistica 

	Options:	Password, Preferences


The Current Syllabi are viewed from My.SNU through NetStorage.  
· Click on MyStuff and then click on NetStorage.
· This will open a new screen and require you to log in again.
You are now at the NetStorage screen.
· Select the DriveG@Group under Folders on the left of the screen.



· Select BRIDGE MODULES – This folder contains syllabi files for the Bridge program.
· Click on the appropriate module folder  
· Double click on the file name to open a file, 

· A pop up box will ask “Would you like to open the file or save it to your computer?” make a selection
· All Bridge students have READ ONLY access.  Since the files are READ ONLY, you can save to your hard drive or print but you CANNOT make changes to these files.

Note: Professional Studies is in process of converting all Bridge courses to the electronic delivery format in Moodle. If the course is in the Moodle format, you will find instructions posted in the file folder to direct you to the Moodle site.

Curriculum Acquisition: Degree Completion Programs- BA, FSG, OL, RN and NM.

Curriculum for degree completion programs will be delivered through the electronic delivery system, Moodle.  Curriculum for each course is made available a minimum of 7 days prior to the beginning of a module; generally the material is available 2 weeks before the first session of the course.  If you have questions regarding access to course material, please call 491-6331.





Adult Studies: Campus Life 

Appearance and Dress
Learners at all College of Professional and Graduate Studies locations are expected to be accountable for maintaining a standard of dress designed to be in harmony with generally accepted guidelines for good taste and modesty and in keeping with the motto of Character, Culture, Christ.

Class Representative
Each cohort group, in the degree completion programs, will select one member to be the class
representative for each semester.  The representative receives a small stipend which is applied to
the individual’s account. This person serves as the class contact and is responsible for
representing the group at any meetings with the Program Director and/or Vice Provost.

Responsibilities of the class representative include but are not limited to the following:
· taking attendance
· coordinating refreshments and clean up after eating
· leaving classroom furniture in same arrangement as found
· contacting class members for newsletter information
· routing communication with the College of Professional and Graduate Studies office
· call administration for instructions if professor is more than 30 minutes late for class

Late Instructor
If an instructor is more than thirty (30) minutes late for class, the class representative should call the Faculty Development Coordinator at 308-1030.  If the class can not meet, the class representative should collect any assignments that are due.  The class session will be rescheduled.

Computer Access:
 For all Professional and Graduate Studies learners, once you have completed the enrollment procedures through the Professional Studies admission’s office, your computer account will be activated.  

Your login will be the first initial of your first name and up to seven characters of your last name.  Your password will be the last 5 digits on your student ID card. 
Example: LOGIN = jdoe	PASSWORD = 87654		

For your protection and ours, please do not share your password with anyone.  You will be held responsible for your account, regardless of who is logged on to your account.  

This account is available to you from off campus locations, as well as in the library, science building, or Royce Brown computer labs.





Program Directors:
	Bridge: Sheila Stout
	Cell: 820-5663
	

	Business Administration: Jeff Seyfert
	Cell:  623-6726
	

	Family Studies & Gerontology:  Delilah Joiner
	Home: 354-3046
	

	Network Management:  Cathy Hutchings Wedel
	Cell: 408-9148
	

	Organizational Leadership:  Cathy Hutchings Wedel
	Cell: 408-9148
	

	Tulsa Center: Linda Miner
	Home: 918/481-6100
	

	RN/BS: Mary Hibbert
	
	


	
Commencement:
The University maintains three graduation dates per year:  mid-December, mid-May, and mid-August.  However, there are only two commencement exercises each year, one in December and one in May.  Graduates are encouraged to participate in the commencement activities.  

In order to participate in the December or May commencement, graduates must:
· successfully complete all requirements for the degree by the graduation date 
· submit an application for graduation, provided by the faculty of the College of Professional and Graduate Studies Assessment Office 

Mid-August (summer graduates) may participate in the May commencement provided:
· required coursework for the major is completed
· all prior learning is completed 
· candidates are within six (6) hours of completing all outstanding coursework.  
· a plan for completing outstanding coursework (six (6) hours maximum) is approved by the academic advisor

Graduation Receptions:
Tulsa Graduation Reception:  All members of Tulsa graduating groups are invited to attend.  Time and place will be announced in an invitation that will be mailed approximately one month in advance.  Caps and gowns for those participating in the commencement exercises will be distributed at this reception.
	
OKC Graduation Reception: All members of the graduating groups are invited to attend.  Time and place will be announced in an invitation that will be mailed approximately one month in advance.  Caps and gowns for those participating in the commencement exercises will be distributed at this reception.

Commencement, Announcements and Class Rings:
To order announcements and/or class rings, contact the SNU University Bookstore at 405-491-6366.  SNU Tulsa Center learners can call the Center and asked to be transferred. 

Commencement Seating:
Tickets are not required.  Commencement is held in the Sawyer Center on the campus of Southern Nazarene University. Please advise guests that smoking is not permitted in any of the buildings or grounds of the university.  
Diplomas:
Diplomas will be mailed after the graduation date or can be picked up in the Registrar’s office.  To receive a diploma accounts must be paid in full.  If there is any question regarding account status, please call Financial Assistance office for Professional Studies at 405-491-6685.

Official Transcripts:
Transcripts must be requested from the Registrar's Office.  To receive a transcript, accounts must be paid in full and the request must be in writing.  For further information, call the Registrar’s Office at 405-491-6386.

Alpha Sigma Lambda Honor Society:
Alpha Sigma Lambda is a National Honor Society.  The Chi Alpha chapter at SNU sends invitation for membership to the top ten percent of each graduating class (excluding nursing students) based on cumulative GPA.  Lifetime membership dues consist of a one time payment of $75.00.  Invitations go out in April and November each year.  

Distinguished Achievement Awards:
At the end of each program, the class nominates learners to be considered for the Distinguished Achievement Award.  The nominees are then voted on by the program directors and faculty. Awards are presented to the recipients at the Graduation Reception and recipients are announced at the Commencement ceremony.

Graduating with Honors:
The following academic honors are awarded:

Cum Laude:	A learner whose cumulative grade point average for the entire college program is at least 3.50 shall be considered eligible for graduation with the honor Cum Laude.

Magna cum Laude: A learner whose cumulative grade point average for the entire college program is at least 3.75 shall be considered eligible for graduation with the honor Magna Cum Laude.

Summa Cum Laude: A learner whose cumulative grade point average for the entire college program is at least 3.9 shall be considered eligible for graduation with the honor Summa Cum Laude.

Sigma Theta Tau: A learner in the field of Nursing who is in the top thirty-five percent of each graduating class, based on cumulative GPA, may be invited by the Beta Delta Chapter-at-Large at SNU for membership.  Membership dues are paid annually. Induction is held in April. 

Reactivating Graduation Applications
Learners, who applied for graduation for a specific graduation date but did not graduate, must reactivate graduation applications by contacting the academic advisor no later than three (3) months prior to the anticipated graduation date.

Diplomas are prepared for the initial graduation date and are not automatically prepared again until all degree requirements are met.  Questions about diplomas should be addressed with the academic advisor or the SNU registrar’s office.

Conduct
Learners are expected to conduct themselves in a professional manner conducive to maximizing the classroom experience.  Behaviors that are disruptive to the learning experience include excessive absences, tardiness, leaving class early, a pattern of leaving class for cell phone usage, using the computer during class for inappropriate activities, and disruptive classroom behavior.

Repeated behavior that interferes with the learning experience will be addressed by the instructor and may result in disciplinary actions by the program director.
   
The use of tobacco of all forms and alcohol is precluded during any class or university activity, whether on or off-campus.  

Southern Nazarene University, in agreement with civil laws, forbids the use, possession, or distribution of mood-altering chemicals including (but not limited to) amphetamine mixes, barbiturates, hallucinogens, marijuana, cocaine, PCP, ecstasy, and LSD.  Other dangerous and illegal substances are also forbidden.  The medical use of drugs may be permitted when prescribed by a licensed practicing physician. Trafficking in chemicals will result in immediate expulsion from the university.  (Appendix B)


Confidentiality of Student Records
Southern Nazarene University is the custodian of many types of personal records and recognizes a duty to protect the confidentiality of the information therein.  The university reserves the right to notify the general public of general information about learners, such as address, telephone number, college major, and classification and graduation date, if applicable.  

Records are available to authorized personnel who demonstrate a need to such records.
 
A request for confidential information such as grades must be submitted, in writing, providing the following information:
· FULL name
· Signature
· ID # or date of birth
· Group #
· Type of specific information documentation 
 
Requests may be faxed to the College of Professional and Graduate Studies office at: 	
(405) 491-6302 campus
	                                                                                         (918) 832-9431 Tulsa 
Identification Card
An ID card is furnished to each learner.  The ID card is required to check out books from the library and to attend sporting and cultural events on campus.  Tulsa Center students use ID’s to access their building.

Parking
All motor vehicles driven to campus at any time must be registered through the Business Office and have an SNU decal properly attached.  Registration cards and decals are provided at the first class meeting for all Professional Studies programs.  To receive additional or replacement decals, contact the College of Professional and Graduate Studies Offices.  Parking is available in the university parking lots as indicated on the campus map (see Appendix A).  Street parking does not require a decal.

Office Hours
Campus College of Professional and Graduate Studies Offices
Monday through Thursday:  8:00 a.m. to 6:00 p.m.
Friday:  8:00 a.m. to 4:00 p.m.

Tulsa College of Professional and Graduate Studies Offices
Monday through Thursday:  9:00 a.m. to 6:00 p.m.
Friday:  9:00 a.m. to 5:00 p.m.

Traditional holidays are observed.  Any special temporary changes in hours will be posted on the voice mail system.
						

General Information

In Case of Bad Weather
University policy is that all classes will meet even in inclement weather.  However, students are advised to use their own discretion in attending.  If safety would be at risk, please do not attend.  Refer to the attendance policy for information regarding missed classes.

In the rare event that the University campus does close due to weather, announcements will be made through local media. 

Campus Bookstore/ Class Rings/ Graduation Announcements
Although textbooks are included in the program costs, the University Store, located in the Commons building, offers a variety of Study supplies, novelties, stationary, gift items, clothing,
and personal items.  Normal business hours for the bookstore are Monday-Friday, 9:00 a.m. – 5:30 p.m., and Saturday 10:00 a.m. – 2:00 p.m. (subject to change).  

Class rings and graduation announcements are also handled through the University Store.  Call 491-6366.



Professional Studies Telephone Directory
Main Campus Numbers and Information	(405) 491-6332
	Main Campus FAX number	(405) 491-6302
	Emergency night number to reach students (Del City)	(405) 677-1657
	Emergency night number to reach students (campus)	(405) 491-6668
	Security	(405) 491-6385 Dial 009 at tone
Tulsa Center and Information	(918) 664-4100
	Tulsa FAX number	(918) 832-9431
	Emergency night number to reach students (Tulsa)	(918) 664-4351

Vice Provost, College of Professional & Graduate Studies
	Dr. W. Davis Berryman	(405) 491-6680

Other University Services

Graduate Programs
	Education: MA/MAEL	(405) 491-6317
	Business: MSM/MBA (Campus)	(405) 491-6358
	Business: MSM/MBA (Tulsa)	(918) 664-4999
	Psychology: MSCP/MAMFT (Campus)	(405) 491-6360
	Religion: MA/M. Min.	(405) 491-6368
	Nursing:	(405) 491-6365

Subject									Phone No.

Alumni Activities	(405) 491-6312
Athletic Events	(405) 491-6339
Bookstore		(405) 491-6366
(Class Rings, Graduation Announcements, General Supplies)
Campus Network Services		(405) 491-6647
Career Center		(405) 491-6684
Chaplain		(405) 491-6608
CLEP Testing	(405) 491-6323
Counseling (personal)		(405) 491-6335
Health Services (Campus)		(405) 491-6336
Library Services		(405) 491-6350
Other Univ. Numbers/Switchboard	(405) 789-6400

Tulsa students: Call the Tulsa Center at (918) 664-4100 and ask to be transferred to any on-campus extension.





APPENDIX A
Alcohol and Drug Use Standards of Conduct
And Levels of Assistance at SNU

This document provides information on the issue of alcohol and drug use and is in compliance with the requirements of Federal law, mandated by the Drug-Free Schools and Communities Act Amendments of 1989.

The document is divided into five segments.

I. Standards of conduct at Southern Nazarene University pertaining to the possession and use of alcohol and illicit drugs by students and employees.
II. Levels of intervention and disciplinary sanctions for the possession and use of alcohol and illicit drugs.
III. A description of drug/alcohol counseling and treatment programs available to students and employees.
IV. Description of health risks associated with use of chemicals.
V. Description of legal sanctions under State and Federal law for the unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees.

I. Standards of Conduct at Southern Nazarene University pertaining to the possession and use of alcohol and illicit drugs by students and employees.
A. Alcohol – The University recognizes the danger to health, the potential danger to the health and safety of others, and one’s ethical responsibilities resulting from the use of alcoholic beverages, and therefore insists that members of the university community abstain from their possession and use.
B. Drugs - Southern Nazarene University, in agreement with the civil laws, forbids the use, possession, or distribution of illicit chemicals including (but not limited to) amphetamine mixes, barbiturates, hallucinogens, marijuana, cocaine, PCP, ecstasy, and LSD.  Other dangerous and illegal substances are also forbidden.  The medical use of drugs may be permitted when prescribed by a licensed practicing physician, with proper prescription identification.

II. Levels of Intervention and Disciplinary Sanctions for the possession and use of alcohol and illicit drugs.
A. Students or employees found to be in violation of the policy regarding chemical abstinence are required, at a minimum, to enter a process which includes the following levels of intervention:
1. Participation in a chemical awareness – educational series.
(Upon first violation)
2. Assessment counseling with a certified chemical dependency counselor.  (Upon second violation or as recommended by the Executive Director of Student Development or Director of Counseling Services.  Placed on disciplinary probation.)
B. The student/employee who participated in assessment counseling may receive a recommended program of intervention.  The student/employee will then be accountable for participating in the recommended program while abstaining from the possession of alcohol and drugs.  Such programs include:
1. Participation in chemical abuse support groups as recommended as a result of the chemical use assessment. (e.g., participation in meetings of Alcoholics Anonymous, Narcotics Anonymous.)
2. Referral to more extensive chemical dependency treatment programs. (e.g., hospital centered treatment programs.)
C. A student or employee found in violation of the policy must complete the required intervention program in order to remain enrolled in, or employed by, the University.  A student failing to do so will be expelled from the university while an employee’s job will be terminated.
D. Any further violation of the chemical abstinence policy beyond the second offence will result in suspension, expulsion from the university and/or termination of employment.
E. Trafficking in the distribution of illicit chemicals will result in immediate expulsion from the University and/or termination of employment.
F. An individual involved in unlawful activity will be subjecting themselves to accountability for state and federal laws.  (See Section V.)

III. A description of drug/alcohol counseling and treatment programs available to students and employees

The following is a listing of counseling resources available to students and employees seeking help with chemical abuse/dependency issues:
A. Confidential counseling with the Director of Counseling Services.
B. Alcohol/Drug Education Series – typically a six-session utilizing professional counselors trained in issues of alcohol/drug abuse.  (Held on campus each semester.)
C. Referral by the Director of Counseling Services to local meetings of Alcoholics Anonymous/Narcotics Anonymous.
D. Evaluative assessment counseling available through chemical dependency treatment centers at metro area hospitals or private chemical counseling centers.  Referral may be initiated by the Counseling Services of the University.
E. Educational programs and literature concerning alcohol and drugs are provided through the Office of Student Development.

Detailed information is available by contacting the Director of Counseling Services, 491-6335.

















APPENDIX B
Southern Nazarene University
Computer Use Ethics Statement

Computer facilities operated by the University are available for the use of students, faculty and staff for research and instruction.  The following guidelines are established for students, faculty and staff to facilitate the ethical and responsible use of computers. Instructors or departments may impose additional requirements or restrictions in connection with course or departmental work.

1. General Principles
Respect for intellectual labor and creativity is vital to academic discourse and enterprise.  This principle acknowledges the right to privacy and right to determine the form, manner and terms of publication and distribution.

Because electronic information is so volatile and easily reproduces, respect for the work and personal expression of others is especially critical in computer environments.  Violations of authorial integrity, including plagiarism and copyright violations, may be grounds for sanctions against members of the academic community.

2. Academic Dishonesty in a Computer Assignment
Academic dishonesty in a computer assignment will be suspected if an assignment that calls for independent work results in two or more solutions so similar that one can be converted to another by a mechanical transformation.

The Offices of Student Development and Academic Affairs will be notified of occurrences of academic dishonesty.

The following are examples of academically honest practices:
· Turing in work done alone or with the help of the course’s staff.
· Submission of one assignment for a group of students if group work is explicitly permitted or required.
· Getting or giving help on how to style minor syntax errors.
· Discussion of assignments to clarify what to do and how to do it.

The following are examples of academically dishonest practices:
· Turing in someone else’s work as your own (with or without his or her knowledge).
· Allowing someone else to turn in your work as his or her own.
· Several people completing an assignment and turning in multiple copies, all represented either implicitly or explicitly as individual work.
· Using any part of someone else’s work without proper acknowledgement.
· Stealing a solution from an instructor.


Ethical and Responsible Use of the Computer
The use of University computers for commercial purposes requires prior approval by the chairperson of the Computer Planning Committee.

Computer communications systems and networks promote the free exchange of ideas and information, thus enhancing teaching and research.  Computer users should not use electronic communications systems such as E-mail to harass others or interfere with their work on the computer.

Students, faculty and staff who use the computer have the right to privacy and security of their computer programs and data.  Computer users should not tamper with files or information that belong to other users or to the operating system.

United States Code Section 2701 makes it a federal offense to read someone else’s electronic mail.
System administrators are excluded for technical reasons.  They are, however, prohibited from disclosing your e-mail traffic to anyone, unless you (or the other party to the traffic) give permission.

It is against federal law and University policy to violate the copyrights or patents of computer software.  It is against University policy and is a violation of state and federal law to violate software license agreements.  Making you own copies of software having a restricted license is theft.

The number of copies and distribution of copies may not be done in such a way that the number of simultaneous users in a department exceeds the number of original copies purchased by that department.

Students, faculty or staff may not load programs obtained from commercial sources or other computer installations onto the network servers without the assistance from a network administrator.

All files and programs obtained from commercial sources or other computer installations should be scanned to prevent infecting the entire network with a virus.

Computer users must not attempt to modify system facilities or attempt to crash the system, nor should they attempt to subvert the restrictions associated with their computer accounts, the networks of which the University is a member, or microcomputer software protections.

Students may not share accounts with other students for the purpose of providing E-mail or web access.
Title 18 of the United States Code makes it a federal offense to access a computer system without authorization.

Loopholes in computer security systems or knowledge of a special password should not be used to damage computer systems, obtain extra resources, take resources from another user, degrade the performance of a computer system, gain access to systems or use systems for which proper authorization has not been given.

University computing resources cannot be used to intimidate or create an atmosphere of harassment based upon gender, race, religion, ethnic origin,  creed or sexual orientation.  Fraudulent, threatening or obscene e-mail or graphical displays used to harass or intimidate are prohibited.  Chain letters, mass mailings, and repeated sending of e-mail after being requested to stop are also examples of inappropriate uses of University electronic communications resources.

Online communications and behavior standards include but are not limited to the following:

· Any use of the University’s computers or network (laboratories, dormitory rooms or off-campus) to handle materials at odds with the standards embraced by Southern Nazarene University’s Christian community, be it racist, obscene, or otherwise harmful to the people and spirit of the community, is unacceptable;
· Where conflicts or resources arise, priority will be given to academic and administrative work over all other uses.  Recreational use of laboratory computers may be restricted to certain times and laboratories; and,
· Acts wasteful of computing resources or equipment are unacceptable.  These acts include but are not limited to use of laboratory printers for unnecessary non-academic printing or printing of exceptionally large amounts of research materials, creating unnecessary multiple jobs or processes, or creating unnecessary network traffic.

3. Violations
An individual’s computer use privileges may be suspended immediately upon the discovery of a possible violation of these guidelines or other campus policies.  Such suspected violations will be confidentially reported to the appropriate University staff, faculty, supervisors, Department Chairs, or Deans.

The system administrator will judge an offense as either major or minor.  A first offense will normally be dealt with by a senior staff and/or appropriate Departmental Chair/representative.  Major or additional minor offenses will be forwarded to the appropriate Dean.  The account may be removed or de-activated or privileges removed from one or all University computing systems permanently or until the matter is completely resolved.

Violations of these policies will be dealt with in the same manner as violations of other university policies and may result in disciplinary review.  In such a review, the full range of disciplinary sanctions is available including, but not limited to, the loss of computer use privileges, dismissal from the University, and legal action.  Violations of some of the above policies may constitute a criminal offense.  Criminal offenses may be subject to a fine of not more than $5,000 or imprisonment for not more than six months, or both.

	**The University reserves the right to examine computer files if necessary.**


									Adopted 5-28-97
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