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The following statements apply to each course offered in the
School for Professional Studies program.

ATTENDANCE POLICY

Because each course meets only five to eight times, it is important that students not miss class
unless it is unavoidable. To receive the full participation points students must arrive on time to
class with a working knowledge of each sessions assignments and they must actively engage in
class discussions.

Students who miss more than five class hours in any given course will automatically receive a
failing grade and need to retake the course to obtain a passing grade. If an instructor deems that a
student’s absence, beyond the 5 hours was under extremely unavoidable and unusual
circumstances (i.e. hospitalization, death in the family, major auto accident), the professor may
file an academic petition on behalf of the student to the Program Chair. If the academic petition
is approved, the instructor may give the student a “W” (Withdrawal) grade in place of a failing
grade. The student will be required to re-take the course.

Students who miss the first two class sessions, or the first five hours of a course, will
automatically be dropped and be required to retake the course.

ACADEMIC DISHONESTY (incl. Plagiarism)

Academic dishonesty, either cheating or plagiarism (presenting the words or opinions of others as
one’s own work), is regarded as a serious violation of both the academic and moral standards of
Vanguard University. Dishonesty in any class assignment can result in: loss of credit for the
assignment, loss of credit for the entire course, and referral to the Director and/or Provost. Itis
the prerogative and responsibility of the instructor to determine if academic dishonesty has
occurred and the seriousness of the infraction. The Office of the Provost is to be notified of
instances of academic dishonesty.

A student commits plagiarism if he/she submits as his/her own work:
1. Part or all of an assignment copied from another person’s assignments, notes, or
compulter file.
2. Part or all of an assignment copied or paraphrased from a book, magazine, pamphlet, or
website.
3. A sequence of ideas transferred from another source which the student has digested,
integrated, and reorganized, and for which he/she fails to give proper acknowledgement.

A student is an accomplice in plagiarism if he/she
1. Allows his/her paper or other assignments, in outline or finished form, to be copied and
submitted as the work of another.
2. Lends his/her computer disk to another student or otherwise allows his/her computer files
to be copied for the purposes of plagiarism.
3. Prepares a written assignment for another student and allows it to be submitted as
another’s work.
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DISABILITY SERVICES

For students with documented medical or psychological disabilities, please contact the
Coordinator of Disability Services to request reasonable accommodations. The Coordinator of
Disability Services is located in the Counseling Center on the second floor of the Scott Academic
Center and can be reached at extension 4489 or by email at disabilityservices@vanguard.edu

For students with a documented learning disability who would like to request appropriate
accommodations, please contact the Director of Learning Skills, located upstairs in Scott
Academic Center at extension 2540 or by email at disabilityservices@vanguard.edu

DIVERSITY STATEMENT

The School for Professional Studies intends to foster a Christ-centered community that promotes
appreciation and respect for individuals, enhances the potential of all members, and values
differences in gender, race, abilities, and generation. As such, we endeavor to communicate with
honesty, to speak with encouraging and edifying words, and to create a safe environment in our
classes and interactions.

GRADED HOMEWORK/ASSIGNMENTS

If an instructor chooses to submit graded papers or assignments to the SPS office, students may
pick-up their work at the SPS Office Front Desk. Graded work is not kept beyond 5 weeks of the
last class session. Please note: the SPS office is not responsible for unclaimed or lost papers or
assignments.

If a student chooses to submit their paper or assignment to the SPS office, this must be arranged
between the instructor and student prior to submission. The SPS Office will gladly forward the
completed paper or assignment to the instructor, however the SPS office is not responsible for
unclaimed or lost papers or assignments.

LATE WORK

No late work is accepted. Exceptions may be made between the instructor and student.
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