copy of their transcript from the Registrar’s Office.

Assessment

In order for the University to improve its academic programs and student services, periodic surveys and
other assessments of student perceptions, student satisfaction, and student outcomes are conducted. All
students participate in a variety of assessment activities during their academic careers. The assessment
information obtained is used in the aggregate to improve the quality of the educational experience for
students.

Attendance

Students are expected to attend regularly and punctually all classes, laboratory periods, and other academic
exercises. Students are responsible for all work required in courses. The instructor shall determine the
effect of absences upon grades and may permit or deny the privilege of making up work, including
examinations, within the time limits of the semester.

In the event of a prolonged medical absence, a student is to bring medical note(s) with dates of illness and
diagnoses to the University Health and Wellness Center when he or she returns to the campus. The
University physician will write a note to the professors verifying absence, dates, and illness based on a
review by the Director of Counseling, Health and Wellness.

In the case of a death of a family member, a student should contact the Office of the Vice President of
Student Development with documentation and that office will issue notes to the professors.

Complaints about Grades or Student Academic Performance: Procedure for Investigating

Students who are dissatisfied with treatment by a faculty member in reference to grades or student
academic performance should pursue the following procedure. Due process must be followed at each step
of this procedure. No grade will be changed by anyone other than the faculty member who assigned it,
unless there is convincing evidence that the assignment of the original grade was inconsistent with
professional standards in the discipline.

Each step in the procedure must be initiated within 10 working days of the faculty, chairperson, or
departmental response. Dated, written statements are required at each step. Likewise, at each level, the
faculty member, chairperson or Department Executive Council (or other appropriate departmental
committee) must complete a review of all pertinent written materials prior to rendering a decision and
inform the student in writing of the decision within 10 working days of receipt of the complaint materials.
If the student can verify that she or he has not been able to contact the faculty member, it is understood that
the student’s right to appeal will not be jeopardized, and the deadline will be extended. A copy of all
materials submitted at each level of the appeal process should be retained by the student. If the student so
chooses, he/she will be allowed to appear before the appropriate committee or council at each level of the
appeal process.

1. The student must write to the faculty member within 10 working days of the receipt of the grade
or of the incident related to the student’s academic performance to request an appointment to
discuss the complaint. The letter must also include any pertinent documentation to substantiate the

student’s complaint.

2. At the meeting with the faculty, the student must present any additional pertinent documents to
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substantiate the complaint. The faculty member must make available for review at this meeting
material’s submitted by the student for evaluation and not yet seen by the student.

If the student is unsuccessful in making contact with the faculty member or, upon meeting with the
faculty member, is dissatisfied with the outcome and wishes to pursue the complaint further, the
student must write to the department chairperson and request an appointment to discuss the
complaint. A copy of all materials originally presented to the faculty member must be included.
The department chairperson will try to resolve the issue by reaching a settlement that is agreed
upon by both the student and the faculty member.

Each student who registers a complaint with a department chairperson must be given a copy of
this policy. A copy must be attached to the appeal and signed by the student to indicate that he/she
has been given a copy of this procedure, has read it, and understands it before the appeal can
proceed.

If the complaint is not resolved at the chairperson’s level, and if the student wishes to pursue the
complaint, the student must request in writing that the department chairperson convene the
Department Executive Council (or other appropriate departmental committee) to hear the appeal.
The committee must consult with the faculty member involved in the complaint and review the
documents provided by the student. The committee will then submit a decision to the department
chairperson. When the faculty member involved is the chairperson, the student may request that
the Dean of the College convene the Department Executive Council (or other appropriate
departmental committee).

If not satisfied with the Department Executive Council’s (or other appropriate departmental
committee’s) decision, and if the student wishes to further pursue the complaint, the student must
write to the Dean of that College requesting that the complaint be brought to the College Council
for a decision by the department chairpersons of the College concerned. The chairperson of the
department concerned will not take part in the final vote. This decision will constitute the
University’s final decision.

The faculty unequivocally have the final responsibility with regard to grade changes.

Course Drop Procedures

A student withdrawing from a course must use the Web. Please note the timetable at the following website

http://ww2.wpunj.edu/enrolled/reginfo.htm for registration/program adjustment dates and times. Failure to

attend classes does not constitute a withdrawal from classes and will result in an issuance of a grade of

“F”. For withdrawal/refund date please review the website at http://ww2.wpunj.edu/enrolled/reginfo.htm.

The Web must be used to withdraw from classes. Students should also verify their schedule for the

appropriate course attendance.

If a student wishes to drop all courses, he or she must take a Leave of Absence or request a formal
withdrawal from the University. Contact the Office of the Registrar at 973-720-2391.

Extracurricular Activities: Participation and Policy
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