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Oklahoma City University
School of Adult and Continuing Education

~ AN OVERVIEW ~

The PetreeCollege of Arts and Sciences offers through Sohool of Adult and Continuing Educatiam
alternative way to achieve a Bachelor of Arts in Liberal Studies or Bachelor of Science in Professional
Studies. The School of Adult and Continuing Educatiavasdeveloped under a grant from the Fund for
Improverrent of PosiSecondary Educationjuly 19741976. The original program name was the
CompetencyBased Degree Program (CBDP). During this time, a committee of University faculty
representing the various divisie of the University worked together to design the curriculum and process of
this degree program.

In 1979, the faculty of the Petree College of Arts and Sciences voted to move the CBDP from experimental
status to regular continuing status as a degreerggmagCBDP was one of the first adult degree programs
offered in the state of Oklahoma and remains competitive in providing an alternative way for busy, working
adults to achieve a Bachelor of Arts or Bachelor of Science degree.

In 1995, the universitannounced the name chanfyjom CBDP to the Prior Learning + University Studies
(PLUS) programto the School of Adult and Continuing Education April of 2009 The new image
representsan updated concept of assessing prior learning while still requigngatademic study at the
university. The program is fully accredited by the North Central Association of Colleges and Secondary
Schools and the Oklahoma State Regents for Higher Educati@School of Adult and Continuing
Educationis fully approved by amerous government agencies, corporations, and companies for tuition
assistance.

While in every sense as rigorous as the traditi@al. or B.S. degree programs, tBehool of Adult and
Continuing Educationloes differ from the traditional degrstucture generally in the following ways:

1. The School of Adult and Continuing Educatiafiows, where applicable, the use of roaditional
course study or other advanced standing credits to fulfill degree requirements.

2. The School of Adult and Continng Educationallows the adult learner to develop academic
portfolios to document colleglevel knowledge and skills acquired from work, life experiences and
training outside of the college classroom.

There are benefits to being an O@gdhool of Adult ad Continuing Educatiostudent including an an
campus anail address, admission tmiversityevents, access to career counseling, etc.

The School of Adult and Continuing Educatioaquires a high degree of selifection and selfliscipline on

the partof the student. While the faculty and staff advise and assist the student, the student is responsible
for academic success within the program. The student is responsible for knowing the policies and
procedures as stated in t8ehool of Adult and Contiring EducatiorStudent Guide and tHeéndergraduate
Catalog.



ACADEMIC ADVISEMENT AND ENROLLMENT

Advisement

The School of Adult and Continuing Educatistaff provides guidance and counseling for admission,
course selection, and instruction. The staff offers support and encouragement, but the student must play an
active role in the degree planning process. Staff and faculty work in an advisory capaci#yeanot
responsible for the failure of the student to follow the requirements for graduation set forth in the degree
plan. TheSchool of Adult and Continuing Educatiadvisors/facultyare the final authority on interpretation

of requirements for gradtian.

Keep copies of all transactions with the university. (Receipts, grade reports, financial aid information, etc.)
Doing so will help prevent misunderstandings.

Degree Procedure

All prospective students receive an academic degree plan duringnitialrevaluation. The degree plan
worksheet will assist you in knowing which educational requirements to complete.

The following is a brief review of the degree attainment process:

1. Student selest an area of concentration and works with an advisordétermine degree
requirements

2. The School of Adult and Continuing Educatioffice determines transfer crediand assigns
courses to the studentOs degree plan.

3. Studentenrolksin at least one course.

4. Studentmust submit all portfolios within one yeaf completing the Adult Learning Semin&
course.

5. Studentmust contact th&chool of Adult and Continuing Educatiaffice for a final degree check
whenhe or she isvithin 15 credit hours of graduation.

6. Student must complete alkgree requirements in order to graduate.

Enrollment Procedure

I Go to www.okcu.edu, SelectStudent LogIn, and selectEnter Student Services Enter your
Banner ID numbeand PIN.

o Your initial PIN to this account is your birthdayan6 digit format For example, if your
birthday is January 1, 1980, then your PIN would be "010180". ®@gged in you will
be prompt to changgour PIN number that can only be identified by you

E-mailed statementsaresentto each stude®<OCU email accountto indicate the amourand due date of
each paymen(iSee pagd8on howto log on to your accouht



Textbooks for theschool of Adult and Continuing Educati@ourses are available at the OCU Bookstore.
The School of Adult and Continuing Educationdoes not furnish or send textbooks to any student
Out-of-state students canakearrangenents with the OCU 8okstore to have books shippéddis process
requires pgment with a major credit carde aware of the shipping time that is requir€bntact the
bookstoreat (405)208-5220 or on-line atwww . ocu.bkstr.com.

Enrollment at another University

Simultaneous enrollment at another institutimust have prior approval of yourSchool of Adult and
Continuing Educatioracademicadvisor. A completedRequest for Substitith to Degree PrograniSee
Appendix Apage 8) must be approved by tichool ofAdult and Continuing Educatioaffice before the
student enrolls at another institution. If you are receiving Veteran's Education benefits, the Registrar's Office
must be notified immediately to ensure thhe required documents are submitted to the \éatsr
Administration Regional Office. Approved courses taken at another institutibnot replace theninimum

30 credit hours of new courses taken at QCU

Transfer Credit/Advance Standing
PLUS will accept a maximum of 94 credits for transfer frooombination of the following:

Other regionally accredited colleges and universities

American Council of Education (ACE) approved military training
ACE approved nomcademic courses

Standardized tests

Portfolio-assisted assessment

KK K K K

Transfer credits are elmmted on a coursky-course basisA total of 60 credit hours are the maximum
number of hours OCU will transfer from naollege sourceOnly transfer credits of "C" or better can
be applied to the degree requirements.

¥ No more than 6&f lowerdivision (1000 or 2000) courses will be accepted from any source or
combination of sources

¥ A maximum of 30 credit hours will be accepted through portfolio assessment.

¥ No more than 30 credit hours will be allowed from standardized test scores (CLEP, DANTES, etc.)

Upon entering the program, you must provide official transcripts fthrimstitutions you have previously
attended(See Appendix Bpage 29-Transcript Request Folmregardless of whether or not you are
presenting courseork from one or more institution for transfer credithe transcripts must be sent directly
to the School of Adult and Continuing Educatiaifice from the institution itselfTranscripts that stat
"Issued To Student' will not be acceptedMail Transcripts to: Oklahoma City University
Attn: School of Adult and Continuing Education
2501 N Blackwelder
Oklahoma City, OK 73106

If you have less than 29 transferable hours, you must provide a copy of an official high school transcript
to theSchool of Adult and Continuing Educatiomffice.

Residency

Students must complete a minimum of 30 credit hours afew learning studies through OCU to meet
the residency requirement. Fifteen of these 30 hours must be the final credits earned toward the degree,
and 15 must be in the area of concentration. Theses hwaur be earned through-time, accelerated,



weekend and traditional classes on campus. Credits earned through poriwlicg apply toward the 30
hours residency requirement.

Changeof Address

The School of Adult and Continuing Educatioffioe must havecurrentresidential informatioron recordo
ensure that algrades, newsletters, and other specific informatitvich will aid you incompleting your
degreewill be received You shouldgo online to check and updatany of your personal informatioon a
regular basis

To change your personaiformation online:
I Go towww.okcu.edu, SelectStudent Log-In, andsign onwith your Sudent ID and PINSee page
16 for additional instructions)
I Update your personatmail addressrad your billing address.

Affirmative Action

Oklahoma City University, in compliance with federal laws and regulations, does not discriminate on the
basis of race, color, national origin, sex, age, religion, disability or status as a veteran in any of its policies,
practices or mycedures. This includes, but is not limited to, admissions, employment, financial aid and
educational services.

The AssistantVice-President foHuman Resources and Risk Managemetiose office idocated in Room
105 of the Administration Buildingtelephong405) 2085979 serves as the University's affirmative action
officer and coordinates the University's compliance with Title VI, Title VII, Title I1X, SectionT504 II,
the ADA and the ADEA.

Disability Concerns

Any student who has a dis#éity which requires special accommodation on the part of the University should
contact the office of Disability Concerns in Student Personnel or the appropriate Office of Admissions (i.e.
Graduate, Undergraduate, Law, International or PLUS)

The UniversityOs Committee on Disability Concerns meets each semester to review requests for special
accommodations and make recommendations as to what services are appropriate and available. The
Committee also serves as an appeals committee for cureznbens of the student body who feel they have

not been adequately accommodated. The Office of Disability Concannse contacted §405)208-5991

ACADEMIC REGULATIONS

General Requirements for Degrees

1. A minimum of 124 credit hours is required @ degree

2. You must complete a minimum of 30 semester credit hours in either weekend, accelerdites], an
traditional campus courses through Oklahoma City University

3. A minimum of 15 credit hours of your area of concentration musbbmpleted through OCU.

4. The last 15credit hours applied towargour degree requaments must be completed in néarning
throughOCU.

5. Enrollment at another institution simultaneously with an enrollment at OCU must have prior
8



approvalof the School of Adult and Continuing Educatiamd the Dean of the Petree College of Arts and
Sciences

6. If you withdraw from the Universitand reenterthe programat a later dateyou will be subject to the
degreerequirements in place at the time of readmission.

7. When you are within 15 credit hours of completing your degree,mustcontactthe School of Adult
and Continuing Education officder a final degree check to ensure that yane Oon trackO to meudit of
your degree requirements.

8. The School of Adult and Continuing Education offibérectoris the final authori in the determination
of the fulfillment of graduatiomequirements.

Second Baccalaureate Degree

A candidate for a baccalaureate degree must have a minimum of 124 semester hours. A candidate wishing to
receive a second baccalaureate degree must complete a minimum of 154 semester hours. The candidate mus
meetall additionalgeneral education requiremteandmajor requirements for the second degree.

One Baccalaureate Degre@wo Concentrations

A student can complete two areas of concentration within the sejoe All requirements must be met for
both areas, and this may requaeditionalcredit hous, but not necessarily an additional 30 credits. Only
one bachelorOs degiesting one majoiis awarded, but the official transcript will list both concentrations.
The School of Adult and Continuing Educatiadvisors will determine whickpecific creds are to be
earned in order to acknowledtfetwo concentrations.

Falsification of Records

You are personally responsible for tlecuracyand correctnessof all information supplied to the
University. If you knowingly givefalsified information to theUniversity, you are subject to disciplinary
action that may lead to suspension.

Academic Honesty

Oklahoma City Universitwas founded upon strong values and high standards. Honesty in academics is a
priority. Students should be advised that cheating and plagiarism are not tolerated.

Based on itsmission Oklahoma City Universityis strongly committed to academic excellence, truth,
honesty, and personal integrity. The University expects all students to maintain a high standard of ethics in
their academic activities. Hence, any form of academic dishonesty is considered ansatieus

In this context, forms of academic dishonesty include, but are not limited to: cheating on tests, examinations
or other class/laboratory work; involvement in plagiarism (the appropriation of anotherOs work and the
unacknowledged incorporation dfat work in oneOs own); collusion (the unauthorized collaboration with
another person); misrepresentation of actions; and falsifying information.

Sanctions for a studentOs academic dishonesty vary according to the nature and the seriousness of the
offene. Sanctions are at the discretion of the faculty member involved within the constraints of the course
in which the offense occurred. Sanctionsifistructorsor relevant university personnel may include but

are not limited to requiring a student to oed class/laboraty assignment; recording anHailure for a

particular test, examination, class/laboratory assignment which invalisbdnesty; or recording and F

Failure for a final course grade. Any student appeahmwinstructorimposed sanction nsti be mde in

writing to theDirector of theSchool of Adult and Continuing Educatiand thestudentOs Academi@an

within seven (7) days of notifying the student.



If the Dean of the StudentOs school believes that more serious sanctions such as auagension or
dismissal from the University or other appropriate actions are in order she/he will coordinate a formal
inquiry involving the Assistant VicePresident for Studemffairs and Dean of Studentshe University
Provost and Vice President focAdemic Affairsand the Academic Council. The Academic Council renders
afinal decision in the matter.

Every student is expected to observe the highest standards of conduct, both on and off the campus. The
University cannot accept the responsibility foe education of any student who is not in sympathy with the
purposes and the regulations of the University.

The University reserves the right to exclude any student whose conduct or academic standing it regards as
undesirable, and without assigning dnyther reason therefore; in such cases the fees due or which may
have been paid in advance to the University will not be remitted or refunded in whole or in part. Neither the
University na any of its officers shall be under any liability whatsoever farthsexclusion. Any student

under disciplinary suspension shallfersona non grat@n campus except for official business.

The entire judicial structure of the University is set forth in the Student Handbook, available in the Office of
the Assistant Vie President for Student Affairs amkean of Students. Students are responsible for all
information contained in the Oklahoma City University General Bulletin and all class schedules. Copies of
these documents can be obtained in the Office of the Register

Students should be familiar with all requirements for a degree and the academic regulations of the
University. Responsibility for meeting graduation requirements lies with the student.

Whistle-Blower Policy

We at Oklahoma City University affirm ouedication to the highest standards of ethical conduct,
professionalism and high quality in our education, administration, research and service activities. These
concepts are constant priorities that are upheld in the behavior of each individual assathatddahoma

City University.

The university welcomes and encourages the reporting of policy compliance concerns. Reporting assists us
in our obligation to embrace the concepts noted above as well as to maintain compliance with all laws,
regulations, ®ndards, policies and procedures. This policy applies to all university trustees, faculty, staff,
students, volunteers, or those doing business with the university. Any such individual is encouraged to, in
good faith, report anything he or she beliegelences a substantial and significant (1) violation of law, (2)
violation of University policy, (3) mismanagement, (4) waste of university funds, or (5) an abuse of

authority, collectively referred to herein as Oalleged wrongful conduct.O

REPORTING: ldlividuals should make a prompt and timely disclosure after becoming aware of the alleged
wrongful conduct. In order to allow the university an opportunity to review alleged wrongful conduct and to
take necessary internal corrective action, individualeao®uraged to report in writing a disclosure of

alleged wrongful conduct to the university president, provost, a vice president or dean so that a university
investigation can be initiated. Because anonymous reports of violation are potentially uthiaipéoson

charged and are difficult to investigate and resolve, the written report should ordinarily be signed by the
reporting individual. If an employee is unwilling or unable to put an oral disclosure in writing, the

University official who investigats the disclosure will prepare a written summary of the employeeOs
disclosure and provide a copy to the employee, who may edit the summary for accuracy and completeness.

If in doubt about whether to report a concern, answer the following questions:

- Do I suspect or know substantial and significant illegal or improper conduct has occurred?
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- Have | talked with my supervisor or department head, or is the supervisor or manager part
of the issue?

- Do the issues or concerns remain unresolved or ignored?

CONFIDENTIALITY: Individuals who report in good faith possible compliance issues will be accorded
confidentiality and/or anonymity to the extent possible under the law. The reporting individualOs identity
may become known during the normal course of the iryestin and this possibility will be discussed with
the individual by the universityOs legal counsel.

INVESTIGATION: The investigation of compliance issues is the ultimate responsibility of the office of the
universityOs counsel, am his/her absencehe chaiperson of the universityOs audit committee. In some
cases, e general counsel or the chparson of the audit committee may delegate investigations to more
appropriate units such as human resources, or the provost or vice president oversspiggjftb@rea of
concern. The universityOs general counsel or chair person of the audit committee, of in his/her absence
his/her designee will be responsible for:

- Ensuring all investigations are carried out in a fair and unbiased manner.

- Ensuring thathose making complaints and/or reporting compliance concerns are treated
fairly, their confidentiality is protected to the extent the law allows, and no retaliation takes
place.

FALSE ALLEGATIONS OF WRONGFUL CONDUCT: Any employee who knowingly makesefals
allegations of alleged wrongful conduct shall be subject to discipline, up to and including termination of
employment, in accordance with university rules, policies and procedures.

FINANCIAL INFORMATION

Tuition rates for the current academic yearsmrblished separaly in a Tuition and Ees announcement.
Ask the PLUS Office for #st of current fees and tuition

Rules Governing Payment of Tuition

Tuition chargs and fees are due on the &y of official registration, which immediately proceeds the first
day of classes. Students, at the discretion oStident Account®ffice (CashierOs Office located on the
Third Floor of the Clara E. Jones Buildingnay be allowed to contract for @efed payment arrangements,

provided all prior charges have been paid in full.

If tuition charges and fees are to be paid by someone other than the student or finaneiasittai,
authorization from the third party must be presented at the time of enrdment; otherwise the student
will be required to meet the financial requirements listbdve. Veterans attending theiversity under the
Gl Bill are asked to comply with the same rules governing avederan's financial obligations.

No student will beallowed to enroll in any semester or term if the student's account is past due.

A statement of honorable dismissal, transcript, or diplevilanot be administered to a studeutil all
financial obligations to the Universityavepaidin full.

Financial Assistance
Oklahoma City University is committed to making the utmost effort to assist students who are seeking an

education at OCU. Every student, regardless of his or her income, is probably eligible for some form of
11



financial aid. No studensincerely interested in attending our quality university need allow financial
circumstances to stand in the way of applying.

For more information on financial aid please refer to the "Financial Assistance" section of the OCU General
Bulletin (catalog) ocontact the OCU Financial Aid Office @05) 2085820

Veterans Benefits

A Veterans Service Office is operated by Oklahoma City Univeestya service to the veteran student. It
neither sets policy nor administers VA programs. University personnel have been assigned the responsibility
of processing VA forms as a service to the student who is claiming VA educational benefits and of acting as
the University liaison between the student and the Veterans Administration Regional Office. Students who
wish to receive benefits must report to the OCU certifying official in the Registrar's Office each semester to
fill out a Request for Certification dnto notify the certification officer of all changes madehe original
enrollment (i.e.;add/drop or withdrawal). For further information, please call the @E&tertifying
representative ithe Registrar's Officat(405)208-5266

Book Bucks

If you have verifiable financial aid in excess of your charges already posted to your account, you may be
eligible to participate in the BOOK BUCKS program. If you choose an amount to go on your OCU Student
ID card, the funds will be available immediately for ase¢he bookstore. You may also use the funds at the
OCU Cafeteria, AlvinO€afe the library for copy jobs, and the computer labs for print jobs. Any funds
placed on the card will remain on your card for use throughout the semester and will oefyrioed to

you when you leave the University. If you choose your direct deposit account, there is a three business day
delay for the money to be in your account.

Withdrawal Refund Schedule

A student withdrawing from the Universitpust obtaina withdrawal form fromthe School of Adult and
Continuing Educationftice. When this is properly filled out and processed through the Registrar's Office as
well as theStudent AccourstOffice, the withdrawal is then completed. The withdrawal becomestizec

on the date on which isivalidated in Student Accounts Offick W-Withdrawal will be assigned for each
course.

If you are unable twemain at the University to complete your courses for the semester or term, you may be
entitled to a tuition adjustmentiepending on the date of official withdrawalThe withdrawal form,
(available in theschool of Adult and Continuing Education offjcevith all required approvals, is validated

in the Student Accounts OfficeThe amount of adjustment is figured from the official date of registration to

the date the withdrawal is processed in Btedent Accounts Offigeaccording to a refund schedule
pubished in the current semester course schedule or in the OCU General Bulletin. Any questions should be
directed to th&tudent Accounts Office

Whether a student has attendgassis not a determining factor in figurirtge tuition adjustmenihe date
on which the student officially withdraws from the University determines the amount of the tuition
adjustment, if anyAll fees are nonrefundable

Withdrawal Information for Financial Aid Students

At the end of the drop period, refunds for financial aidstudent accounts in excess of charges may be

requested from th8tudent Accounts OfficeNo refunds are made against financial aid, until after the drop

period has passed. Such aid would include Perkins loans, scholarships, Pell grants, SEOG gramys, and
other aid, which is canceled upon student withdrawal.
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Adding/Dropping Courses
Students wanting to add/drop an accelerated, weekertheoar traditional course, must contact ®ehool

of Adult and Continuing Educatiorfface either by email oin personto complete an add/drop form. The
form is filled out, signed by the advisor and processed through the RegistraBtudadt Accounts Office

EVALUATION AND SUBMISSION OF ACADEMIC WORK

Evaluation

The School of Adult and Continuing Education offieeses the traditional (A F) grading systemin
evaluating thestudent course workEvaluation of student work, both new learning and prior experiential
learning, is done by OCU futime and adjunct faculty.Portfolio assessment ssa CRCreditNCR-No
Creditgrading system.

Grading System
The followingpoint systenis used for computing GPA:

A=4.00 A-=3.75 B+ =3.25 B =3.00 B-=2.75 C+=225
C=2.00 C-=1.75 D+=1.25 D=1.00 D-=0.75 F=0.00

A studen@ grade point average will be determined by dividing the total number of grade (deitetsnined

by multiplying the grade point by the credit hours for each course and totaling the grade points for each
course)by the toal number of hours attempted with the exception of courses in which wia@&-Credit,
W-Withdrawal, WAAdministrative Withdrawal, NENo Credit anddincompleteare received.

Grade Reports

Grades cannot be given out over the phone under the guidelines of the Family Educational Rights and
Privacy Act of 1974. Grades can be accessed on the Internet usiBtleat log-in procesgSee paged
for additional information)

Submission of Acadenic Work

One year after your degree has bgmsted;your School of Adult and Continuing Educatidilie of
portfolios will be purged. Since you should have duplicates of this work, you are responsible for providing
that material to employers or institutions that may inquire about the content. Your grades on your transcript
may be sufficient.

Incomplete Courses

When a course is not completed by the end of the semester or summer session because of circumstances
beyond the studentOs control, dndompletemay be assigned by the profesaohis or her discretionThe
student must be performing at aspig level and have a legitimate reason to receive an OI.O

Students cannot be assigned an OIO because of excessive unexcused absences or becausiadhié are fai
course. Academic umsitand faculty members may establish tlevn policiesregardinglegitimate reasons
to assign the OIO grade.

At the time the incomplete is issued, a copy of an incomplete report(foyellow cardQyvhich specifies
what must be done to remove the OIO and the grade to be assigned if the work is not completed by the

13



instructor. This form must be submitted to the RegistrarOs Office no later than the date grades are due for
the term that th®I0 is assigned.

The student is responsible for completing éssigied workby the deadlinessigned by the instrumt not
to exceed one yeailf the OIO is not completed by the specified deadline, the grade will convert to the grade
assigned on the incomplete farm

In the event that a faculty member is no longer available, appropriate faculty shall be assigned by the dean
or department chair to determine the grade

GRADUATION PROCESS ANDPROCEDURE

Graduation Application

Generally, a senior completingeir requiremats in December should file arpplication forGraduation no
later thanmid-September. A senior graduatimgMay or August should filan applicatiorby thebeginning
of March. Contact theSchool of Adult and Continuing Educatioffioe for the application.

Seniors must be within one semester of completing all degree requireientsler to submit thée
Application for Graduation or tbe able tgarticipate in the graduation ceremony.

It is the studentOssponsibility for meetingll graduatiorrequirements

The graduation date recorded on tligloma is the final day of the semester or summeraegsiwhich the
student is enrolled arftas completedll requirements for thiedegree. If you order a diploma for the wrong
graduation date, yotnen becomeesponsible for the rerder fee.

Feesfor the Application of Graduatiomnd diplomaare includd in the hourly tuition package.
Your cap and gown and graduation announcements may be ordered at the bookstore for a nominal cost.

The Diploma

All students who graduate throughe School of Adult and Continuing Educati@me graduates of
Oklahoma Ciy University underthe PetreeCollege of Arts and Sciences. The diploma states thahgwa
earned either a Bachelor of Ads a Bachelor of Science degree. Yousjor and areas abncentratiorare
staed on the official transcript buiot on thediplomaitself.

Graduation Honors

The university recognizes the academic achievements of its candidates for degrees by the following honor
awards:

SummaCum Laude-a cumulative GPA of 3@ with a minimum of 80 hours gfraded coursegaken at
oCcu

Magna-Cum Laude-a cumulative GPA of 3.750 with a minimum of 60 hourgEded coursesaken at
oCcu

Cum Laude-a cumulative GPA of 3.500 with a minimum of 60 hourg@Eded coursetaken at OCU

Courses that are nagraded or graded as credit/nedit may not be included in the minimum hour

requirements. To determine honors candidates for the actual commencement ceremony, the GPA and the

hours accumulated through the semester prior to commencement will be calculated. For the official honors
14



designation Miich is placed on the transcript and the diploma, the final semesterOs hours and grade points
are included.Only the GPA of hours completed at OCU will be used in the calculation of graduation
honors eligibility.

The School of Adult and Continuing Eduicet gudents with a minimum of 24 graded OCU credit hours
and a 3.750 GPA are eligible for membershig\ipha Sigma Lambda This honor society is a nerofit
organization devotedtthe advancement of scholarship and to the recognition of nontraditional students
continuing their higher education. The Society was established in4®4& honor superior scholarship

and leadership in the adult students. For thetnaditional studenthe ®ciety stands as an inspiration for
continuing scholastic growth, a builder of pride through recognition, and an invitation to associate with
similarly motivated students.

UNIVERSITY SERVICES

Family Educational Rights and Privacy Act of 1974

Oklahoma City University makes every effort to comply with the Family Educational Rights and Privacy
Act of 1974. This act is designed to protect the privacy of your educational records, to establish your right to
review and inspect your records, and to provilédelines for the correction of inaccurate information
through informal and formal hearings. The policy permits disclosure of educational records under certain
limited circumstances and routine disclosure, at the University's discretion, of informefiiored to as
directory information: name, local address, phone number, major, participation in sports, current and past
class schedule, height, weight, degrees, honors, and major, dates of attendance, and previous colleges
attended. A student has the tigh prevent the disclosure of directory information by filing a request in the
Registrar's Office on a form provided by that office.

The complete policy and procedures are printed in the Oklahoma City University Student Handbook.
Alcohol and Drug Educaton Program

Oklahoma City University recognizes that drug and alcohol abuse diminishes the strength and vitality of
human resources. The Office of Student Personnel coordinates programs to inform and educate students
regarding the harmful aspects of alobland substance abuse and provides referral services for counseling
and treatment. All students are asked to sigorm in acknowledgment of aagreement with OCU's Drug

and Alcohol Abuse Policy.

No Smoking Policy

The OCU Community thanks you for respecting and observing a new policy that will create a healthier
learning and working environment.

Under the policy, beginning May 18th 2008, tobacco use will be prohibited both indoors and outdoors,
including all comma areas, building entrances, athleticdi&lsidewalks, and parking lots, collectively
referred to as Othe OCU campusO.

In light of mounting research including the latest U.S. SurgeeneralOs report, OThe Health Consequences
of Involuntary Exposure tdobacco Smoke,O which concludes that there is ndreiskevel of exposure to
secondhand smokthe university has taken the next step and n@@& completely tobacctree.

The OCU Tobaccdéree Campus policy enables students, faculty, staff, andngisa preserve their health
by providing an environment where people can learn, teach, and work without receiving any risks associated
with tobacco use.
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Office of StudentHealth

Campuswide edicational and screening proceduae offered that focus on a variety of health related
issues. Individual health counseling and teaching is also available upon request. Service is provided on a
limited walk-in basiswhile priority is given to students with appointments. Thiccefhous are Mondayp
Friday8:00 am to 5:00 pmFor further details ca405)208-5090Q

Disability Services

Students who wish to receive accommodations for leanr@laged or physical disabilities should contact
Student Health and Disability Services,dted in the Panhellenic Quadrangle, north of Centennial Hall
dormitory. Hours are 8 a.m. to 12 noon and 1 p.m. to 5 p.m. Monday through Friday.

Documentation of the disabling condition is required. Details may be found in the Disability Brochure
located ahttp://www.okcu.edu/students/studenthealth/disability.aspxy contacting the office by phone at
405-208-5090.

Bookstore

The University Bookstore is located on the lower level ofTtbm and Brenda McDaniel Universi§enter.
Textbooks, school supplies, current paperbacks,amiags, gift items, and toiletriemmong other items
which areavailable for purchase during the meyosted. You may order your textbook via the web. Go to
www.ocu.bkstr.edu  or call(405) 208-5220for information.

Campus Security

In the event of a medical emergency, suspicious person, danger or in neednomediate police, fire or
rescue attention on campus, dial ®11.

University programs exist to inform students, faculty, and staff about campus security and to educate them
regarding methods of crime prevemti Contact the campus polidepartment at405) 2085001 for further
details.

Students who are on campus in the evening or on weekends may use the Campus Escort service to
escort them to and from their cars. Gd5) 2085001to make arrangements for a security escort.

Parking

All students andaculty are subject to the parking rules and regulations of C83ldlents who drive motor
vehicles on campus are requiretptachase parking permits whielne issuedby the Security Officdocated

on the Third Floor of the Clara E. Jon&dministration Building All School of Adult and Continuing
Educationstudens must present a signed voucher whiadn be obtained from th&chool of Adult and
Continuing Education officandwill be exchanged for theparking decal.

Parking permitOsot displayed on vehicleafter the first dayof September L will be issueda ticket by
campus securityFines for violations are payable at Students Aco8getvices If tickets are not paid prior
to the end of the semester a hold will be placed esttidentOsccount preventing the student from viewing
gradesandbr graduating ifapplicable.

Temporary parking permits are available for-ofsstate or oubf-town stidents visiting the University and
can be obtained in the Securityfioe.

OSTARSOdentification Cards
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The OSTARSIdentification Cards areavailableat the Student Accounts Service€gshierOs Offigén the
Clara E. Jones Administration Buildiran the Third Flooand must be validated every semesdtiurs of
operation arédMonday through Friday 8:00am-5:00pm. The StarsCard identifies the student and allows
participation in student activities and electionsaldo admits the student to all home basketball games,
various student activities, University drama productions, concanks much more For additional
information call(405) 2085092 The Stars @rds argpermanentind areissued for as long as the student is
enrolled in the University However, they must be validated each semester and presentedegpest to
establish official university status Lost or stolen cards must be reported immediately to the Student
Accounts Office.

Library Access

Your OSTARS(@D Card must be presented each time you borrow books or other resource material from the
Dulaney-Browne Library. You may also use your Stars ID Caropy and printobs in all open access
computer labs, DulaneBrowne Library and Law Library. A print allowance will be provided each
semester and will not rollover from semester to semester.

To contact the library: Information:(405) 2085065 Circulation: (405) 2085068

Library Hours:
Mon-Thurs 8:00amb11:00pm Friday 8:00amb 6:00pm
Saturday 10:00amb 6:00pm Sunday 1:00pmb11:00pm

L earning EnhancementCenter

I The Learning Enhancement CenteEC) is located inthe Walker Center (Petree College) for Arts
and Sciences, Room 235. Contacttk«C Help Deskat: (405) 2085040

LEC Hours
Mon-Thurs 8:00amb 9:00pm Saturday Closed
Friday 8:00amb5:00pm Sunday Closed

Public AccessComputer Labs

I OCU Campus Technology has 3 Public Access Computer Labs on campus. All Computers are
equipped with Windows XP Professional and Of¥3 There are CERW/DVD drives in all 3
labs. The Student/Faculty Lab has 3 scannergldhtha@ available for use.

o Student/Faculty Center Lablocated in théower level of theTom and Brenda McDaniel
University Center.Lab is open for all students, faculty, stafiild approvedisitors and
guest during reguldab hours(See pagé8 for a list of lab hours

o Stars Lablocated inthe Meinder's School of Busineg&om 104
Labis scheduled for classes, so it is not open at all times.

o Centennial Lab located inthe Meinder's School of Busines&om 201.
Lab is scheduled for classes, so it is not open at all times.
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Lab Hours

Student/Faculty CenterlSunday 1:00 PMMidnight Saturday ‘00 AM - 6:00 PM

Lab Fall/Spring Terms Summer Terms
Mon-Thurs.  8:00AM - Midnight
Friday 8:00 AM - 6:00 PM Mon-Thurs. 9:00 AM - 6:00 PM
Saturday 1:00 AM6:00 PM Friday 9:00AM - 6:00 PM

*Currently the hours of operation are Mon-
Fri 9:00 AM-5:00 PM, Saturday and Sumnlay
are the same as above.

Sunday 1.00 P®R6:00 PM

Stars Mon-Thurs. 8:3 AM - 10:00 PM Open for classes andhining onl
Friday 8:30 AM- 6:00 PM P gonly.

Mon-Thurs. 8:00 AM- 10:00 PM

Centennial Friday 8:30 AM- 6:00 PM

Open for classes and trainiogly.

STUDENT EMAIL ACCOUNT

Each student is givem university email address be utilized as the official method of communication.
OCU has provided each student 50MBOs of disk space as well as security monitorspgnanti
software and hardware to secure and reduce the amount okesparimg the system.

Your usernaméias leen created by usirte firstletter of your first name and yotull last name
followed by ".stu". For example, if your name is Joe Smith, your usemesmuld be jsmith.stu"”.
Last namesuch as SmithJones,Johnson etcare common and in such cases you may Yimar
usernamavill be followed bya number such as1 or 2. Information for accessing yourraail
account go tdnttp://stuweb.okcu.edu

When you lognto your Student Email &countyour passwordvill be yourBannerID number The
computerwill promptyou to change your password for secuptyposes If this doesn't happen, it

is a good idea to change your password to something more personal and less easy to obtain by
others.Your new password must be at least 6 charaédbeig To change your password, you can

log on to any lab computer, press Control, Alt, and Delete at the same time and choose "Change
Password" located in the bottom left corner.

If you have forgotten yaupassword, you must bring your Student 1.D. card to the IDagk
located in thdower level of the Tom and Brenda McDaniel University Ceimieorder to have it
reset. The Helesk isprohibited from changing passwords over the phor¥ou must have
verification of your identity beforeahe Help Deskcan change/our password. The Helpesk is
open fromMonday-Friday 8:00am-5:00pmand can be reached(@05)208-7777.
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SECTION I
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GENERAL EDUCATION RE QUIREMENTS

The General Education portion of the degree plan reqaimsmimum of45 credit hours. The five areas of
general education provida breadth of understanding and skills that typically represent arawided
education from a liberal arts institution. The student will meet wigckool of Adult and Continuing
Educationadvisor to determine which method of earning credit is avail&@#eeral options are available to

meet these requirements: accelerated courses, weekend courses, portfolios, traditional courses, standardizec
tests and welbased courses. The five areas are:

Communication Skills

A college graduate should be able taneounicate to others effectively orally and in writing. Students
should be able to demonstrate an understanding of the dynamics and connection between language and the
learning process, and should be able to critique their own and othersO written arebentdions.

Math, Science and Technology

Adult learners should be able to understand how they fit in the natural world around them using the
scientific methods. This area includes concepts in the sciences, technology and mathematics, the method of
inquiry and quantitative and critical thinking skills that gite learner the ability to measure, reason and

apply those skills to problem solving.

Social and Behavioral Sciences

Courses of study in this area explore various cultures throughout the wadult learners should have an
understanding of US history, U.S. government and political systemidalsodemonstrate an awareness and
appreciation of cultural diversity. Studies in human behavior also lead to a better understanding of
relationshipgegarding gender, race and class.

Humanities

A college education should direct learners to appreciate works of visual art, dance, theater, music and
expression in literature. Humanities also include philosophy, comparative religion and fargigage.

This area also provides an opportunity to compare cultures through creative processes.

Wellness

TodayOs adults should have an understanding how personal health and wellness is maintained and how the
environment in which they live affects ovétrhealth. Personal lifestyles, community health issues and
decision in health and safety can be addressed in this area.
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AREA OF CONCENTRATION REQUIREMENTS

The area of concentration is the student's chosen arealepth academic studyhis portion of the degree

plan includes knowledge and skills necessary to demonstrate a level of expertise in a specific area of
learning. The area of concentratisroughly! of the total 124 credits required for the degreach area

of concentratiorhas a minimum number of credits to be earned.

BACHELOR OF ARTS WITH A MAJOR IN LIBERAL STUDIES
Concentrations
Liberal Arts -This concentration allows for expanded intellectual inquiry into the general
areas of study required of alhiversity students. A liberal arts educatistimulates life
long learning by stressing th@éevelopmentof learning skills, such as communication,
aesthetic awareness, analytical abilities, and professional judgments that one needs
throughout life.

Organizational Communication-This concentration is designed for employees and
managers who depend on strong communication skills in the business environment on a
daily basis. It provides the opportunity for adults to have a better understanding of the
people with whom they worklts focus is on interpersonal skills, problesolving skills,

study of group dynamics, and adult behavior.

Mass CommunicationsA student entering a communicatieosented career must be
broadly educated to understand tlastantly changing society in which he or she functions
professionally and to interpret those changes for readers, viewers, and clients. He or she
must also have a high skill level in alleasof mass media

BACHELOR OF SCIENCE WITH A MAJOR IN PROFESSIONAL STUDIES
Concentrations

Business School of Adult and Continuing Educatioffers a Professionalt&ies major
with a concentration in business. Curriculum is designed to provide students with-a broad
based view of management: a vidvat emphasizes ethics, entrepreneurship, and social
responsibility in the workplace; a view of management that will enable students to work
effectively in the challenging global business environment. Course work features practice
as well as theory ancklps to provide students with the management skills necessary for
effective leadership. Theoretical foundations are balanced by practical applications.

BACHELOR OF SCIENCE WITH A MAJOR IN BEHAVIORAL STUDIES
Concentrations:

Behavioral ScienceThe tehavioral science concentration emphasizes acquiring a firm
knowledge of the influences on human behavior discovered in the fields of psychology,
sociology, practical science, and history. You will study what people say and do by
analyzing the behavior @fdividuals and the social and political structures in which they
live and interact. You will learn to clarify, describe, and predict behavior, as well as
analyze changes in behavior due to individual and societal factors

PsychologyPsychology is thecsentific discipline that seeks to describe and explain our
thinking, emotions, and behavior. PsychologyOs intellectual roots are in biology and
philosophy, origins reflected in our curriculum. The psychology curriculum is designed to
foster skills congwent with the liberal arts tradition of the university: oral and written
expression reflecting a critical consideration of the data, issues, and concepts gained in the
classroom and through the reading of original sources. The general goal of thewmrricul

is for students to attain a better understanding of themselves and others, an understanding of
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the nature of psychological research, and an ability to apply research findings for solutions
to theoretical and practical problems in the psychological realm

Some of these concentrations may not be available to all students based on specific course requirements and
availability of alternative studies. Tt8chool of Adult and Continuing Educatioffioe has a requirement

sheet for each area of concentratigou and your student advisor can discuss the area that would be most
appropriate for you

Methods of earning credit for the area of concentration are the same as those in the general education areas
Although you may develop a portfolio in the area ofigentration, you must earn a minimum of 15 credit

hours of new learning through OCU. Because of this 15 credit hour minimum, some areas of concentration
may not be available to long distance students.
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METHODS OF EARNING CREDIT

A. Transfer Credit
Awarding Credit for NorAcademic College Credit
Approved Standardized examination Programs

B. Prior Experiential Learning Assessment
C. On-Line Courses

eCollegePlatform
D. In-class Courses

Accelerated courses
Weekend courses
Regular 16week campus courses

A. TRANSFER CREDIT

Maximum of 94 semester credit hours are accepted as transfer/prior learningTransfer/prior learning
can be any combination ofgionally accredité higher education credit hours:

Transcript(s) from other regionally accredited educational institutions.
American Council on Education (ACE)edit recommendations
Standardized testing

Portfolio assessmemf prior experientialearning

KK K K

Transfer credits must be a OCO or better and are evaluated on -dycotsse basisSchool of Adult and
Continuing Educatiorwill accept a maximum of 68 hours from junior colleges. No more than 30 credit
hours will be accepted from standiet] tests. A total of 60 credit hours is the maximum allowed from all
nortcollege sources.

¥ Credit transferred from other regionally accredited educational institutions requires official
transcripts sent directly from the institution granting creditsghte Office of the Registrar at
Oklahoma City University. Forms for requesting transcripts can be found in the Appendix this
document.

Awarding Credit for Non -Academic College Credit

The School of Adult and Continuing Educatiamvards credit for certaiprograms o courses which
have been evaluated and recommended for credit by the ACE. To obtain an ACE transcript for the
training or education you have receivieain theseprograms:

1. Contact your company ACE Registrar or Instructor of Record for vetiditaof course
completion and Registration Packet for Training.

OR

2. Contact the American Council on Education to request a transcript:
American Council on Education
Transcript Service
One Dupont Circle
Washington D.C., 20036
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Credit for Training Programs(202) 9399434 mileval@ace.nche.edu

Military Evaluations Progran(202) 9399470 credit@ace.nche.edu

Approved Standardized Examination Programs

CLEP-College Level Examination Program
www.collegeboard.com/clep

DSST-DANTES Subject Standardized Tests
www.getcollegecredit.com

EXCELSIORCollege Examinations
www.excelsior.edu

Upon entering theSchool of Adult and Continuing Education students must have official
transcripts sent directly tothe School of Adult and Continuing Educationfrom each institution.
Transcripts that have been stamped Olssued to StudentO will not be accepted as official.

B. PRIOR EXPERIENT IAL LEARNING ASSES SMENT

A maximum of ® credit hours may be earned through portfolio assessment. The portfolio is a formal
written communication presented by the student to the university requesting credit fecoliryate
learning. Each portfolio usually represents one course, and ieslegdmpetency statements, narrative, and
evidence.

Students must successfully complete theee credit houraccelerated cours€Adult Learning Semina®
before submitting any portfolios for credit. Credits earned through portfolio are counted aseadva
standing and do not apply toward the 30 hour residency requirement.

Enroliment in thedAdult Learning Semindallows students to understand experiential learning and identify
learning and knowledge gained outside the academic environment. Students will develop one model
portfolio to demonstrate understanding of portfolio process, and can later submit the dontbat
appropriate discipline area for credit request.

Portfolios are assessed by faculty members in the appropriate academic areas and credit is awarded on the
basis of the evaluation. It is possible the credit the credit actually awarded will tbdasthe student
requested. It is also possible, in extremely rare cases, that faculty evaluation will determine that no college
credit is to be awarded.

C. ON-LINE COURSES

These courses are deliverei an online platformin eight (8) andsixteen {6) weekmodulesduring a
semester or summer term. Students will complete assignments, communicate with the irstcuotber
studentssubmit work and/or take tests within a structured time frame that will still allow for flexibility.

The currenbr-line platform used by OCU is OeCollege.O
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These studies ar@srigorous as traditional classes and are not necessarily easier. They are alternatives to
classroom learning. Seffhotivated adults who are comfortable with taking responsibility fovadgéiarning

on their own are the most successful at complatimgine studies. Oklahoma City University expects you

to havean honest intention to complete enrolladstudies by the semester deadline. You are responsible
for knowing the established dulate every semester.

eCollegeGuidelines for Online Classes

The following information will assis  t you in accessing your GDCUonline Ocourse sites. OCU offers
two types of online course sites: 1) eCompanions which accompany classroom based courses and
2) eCourses which are full online web -based (WB) courses. Both types of online course sites look
and work identically from the student view point .

1. Go to the @CUonlineGCourses page through the OCU homepage or directly at: http://www.ocuonline.net

2. Classes are available to students from two days before classes begin until about 2 days after final exams
(fall, spring terms) or the last day of classes (summer, accelerated terms).

3. The login is standardized for everyone. Your username is the same as your Star Access # and your
password is automatically generated. You will receive an email in your OKCU email account from eCollege
(helpdesk@ocuonline.net) to inform you of the appropriate login information and your registration for
eCollege courses.

Example User ID: B12345678
Example Password: EX23Fe45 (automatically generated password is case sensitive)

4. Your password and email address can be reset after the first login by clicking on My Profile on the right
top corner from the Home or Courses page.

5. Click on Courses tab and then click on the link for the course name you wish to view. View the SOT
Student Orientation Tutorial to learn how to use eCollege and the Help button in your courses for quick
reference guides.

6. Use the Exit Course button at the bottom left side of the window to close your current course and switch
to another course.

7. When you are completely finished, remember to click on the Logout button at the bottom left side of your
course or Signoff in the top right side of the Courses or Home tab window to exit eCollege. Then, close your
Internet browser window. This will protect your password especially in a public computer lab environment!

When you need help with your eCollege course(s), contact:

¥ eCollege Helpdesk for technical assistance or general course question available 24
hours/7days @
I OKC Local 208-6100 or Toll Free800-240-2798 (option 0)
I From the Course page click on Help and then onContact Help Desk
to send an email.
¥ Your course instructor for specific course questions.
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D. IN-CLASS COURSES
Accelerated Courses

In acceleratedcoursesstudents attendlass, take rtes, do homework, and complete exgos as

in any traditional college course. However, each class meets one night per week (usually from 5:30
p.m. to 9:00 p.m.) for an eighteek module for the spring and fall semesters. For Summer | and
Summer |l sessions, classes will meetither six-week or eightweek modules. A schedule of
accelerated courses is printed in 8&hool of Adult and Continuing Educatiddewsletteras well

as posted on thechool of Adult and Continuing Educatiarebste.

Weekend Courses

Weekend courses are much like a traditional course, and will fit within the wiggit module
Times and dates will be posted in tBehool of Adult and Continuing Educatitdvewsletter. These
courses will meet within a specific terframe typically on Friday evenings and Saturdays from
9:00 a.m. to 4:00 p.mtotaling approximately 280 contact hours.

Traditional Day and Evening Courses

Thesecourses are those courses listed in the traditional semester schedule printed two times each
calendar year. Campus courses are scheduled in a typiemeelé term for spring and fall
semesters and two sieek terms in the summer semesters. You may &akempus course
whenever you want, or you may be required to take a campus course if no other means of meeting a
particular requirement is available.
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REQUEST FOR AMENDMENT OR SUBSTITUTION TO
DEGREE PROGRAM

Appendix A
Name: SS#
Address:
City: State: Zip:
Phone: Home: Work:

Instructions: The student will be notified regarding approval or denial of the requesstudent is still
responsible for completing 30 hours of new learning through Oklahoma Citiniversity.

NOTE: This form must be filed and approved by OCU before enrolling at another institution.
1. What OCU requirement do you want to fulfill/substitute?

Requirenent:

Credit Hours:

2. Please provide the requested information below on the proposed institution and course.

Institution:

Semester: Sumen Fall Spring Year:

Course Title:

Catalog/Course Number:

Semester Credit Hours:

3. Attach a course descriptioa this form. (NOTE: If there is no course description provided with this
form, your request will be denied.)

Enrollment at another Institution does not satisfy active enroliment at OCU.

Director Approval Date

Denial Date
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Appendix B

TRANSCRIPT REQUEST FORM

Name of School, College or University:

Student Name: Maiden or Other:

Social Security Number: Dates Attended School:

Please send an official copy of my transcripts to the address below:
Oklahoma City Universyt
School of Adult and Continuing Education
2501 N. Blackwelder
Oklahoma City, OK 73108493

TRANSCRIPT REQUEST FORM

Name of SchoolCollege or University:

Student Name: Maiden or Other:

Social Security Number: Dates Attended School:

Please sendn official copy of my transcripts to the address below:
Oklahoma City University
School of Adult and Continuing Education
2501 N. Blackwelder
Oklahoma City, OK 731061493

TRANSCRIPT REQUEST FORM

Name of School, College or University:

Student Name: Maiden or Other:

Social SecurityNumber: Dates Attended School:

Please send an official copy of my transcripts to the address below:
Oklahoma City University
School of Adult and Continuing Education
2501 N. Blackwelder
OklahomeCity, OK 73106- 1493

30



31



