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NQSC POLICIES, PRACTICES, AND EXPECTATIONS

It's important that students in the Nido R. Qubein School of Communication model
professional behavior and attitudes. Accordingly, the NQSC faculty believes that
certain standards must be met in all communication classes and have adopted
the following policies, practices, and expectations consistent with this quest. These
represent minimum standards; faculty may adopt more stringent guidelines that
are detailed in their syllabi.

ACADEMIC PREPARATION, PLANNING, AND PROBLEMS. Communication about a
student’s academic preparation, planning, and problems, including scheduling,
grade disputes, and accommodations, will include the students. Parents who call or
want to visit a professor or academic advisor will be asked to schedule a fime in
which the student can come to the faculty member’s office to participate in the
conversation. Parents who email a professor or academic advisor should copy the
student. If the parent does not copy the student, the faculty member will include the
student on the reply.

To adhere to FERPA, any person who reaches out about a student's academic
preparation, planning, or problems must provide the student’s full name and
student ID number. If not provided, the faculty member will ask for the information.

ACADEMIC HONESTY:

High Point University values students’ learning experiences and that experience
requires that students submit their own original work. Please refer to the university
Honor Code for definitions of cheating, collusion, plagiarism, and other forms of
academic dishonesty https://www.highpoint.edu/community-standards/university-
honor-code

Academic dishonesty can take several forms, including but not limited to cheating,
plagiarism, copying another student’s work, and submitting false documents.
Dishonesty includes, but is not limited to, such acts as:

o Obtaining, distributing, or communicating examination materials prior
to the scheduled examination without the consent of the instructor;

e Providing information to another student during an examination;

e Obtaining information from another student or any other person
during an examination;

e Using any material or equipment during an examination without consent
of the instructor, or in a manner which is not authorized by the instructor;

e Aftempting to change answers after the examination has been submitted;

e Unauthorized collaboration, or the use in whole or part of another student’s
work, on homework, lab reports, programming assignments, and any other
course work which is completed outside of the classroom;

e Falsifying medical or other documents to petition for “excused”
absences or extensions of deadlines; or

e Any other action that, by omission or commission, compromises the integrity
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of the academic evaluation process.

The Honor Code relates particularly to the issue of plagiarism. Plagiarism involves the
taking and use of specific words, designs, and ideas of others without proper
permission or acknowledgement of the sources and presenting them as one’s own.
Students who commit an act of plagiarism, whether deliberately or accidentally, will
be held responsible. Ignorance of academic rules, or failure to fact check work,
sources, or citations, is not an acceptable defense against the charge of plagiarism.

Many students think it is okay to quote someone word-for-word without quotation
marks if they just cite the source in a reference list—they will insist this is not
plagiarism. This is plagiarism. Still others think it's okay to claim someone else’s video
or audio as their own if it was completed by working with another (uncredited)
student, submitted in another class, or already posted on the Internet. No.
Students cannot pay or request for anyone else (online resource, classmate, family
member, friend...) to complete their academic work. This prohibition includes
editing services unless the instructor has given permission to use a copyeditor or
editor for a final project.

Purchasing or “borrowing” a paper, project, presentation, or any other work from
an uncredited source violates High Point University’s Academic Conduct Code.

Using text, code, or images produced by a generation system as one’s own (e.g.,
entering a prompt into an artificial intelligence tool and using the output in a
paper) violates High Point University's Academic Conduct Code.

Double Dipping. Students are not allowed to “double dip” or repurpose
assignments without the express consent of all instructors involved. This
means that students cannot submit one paper/assignment or variations
of one paper/assignment to satisfy the requirements in two or more
classes, including if the student is retaking a course. Such practice is
considered plagiarism.

All instances of academic dishonesty will be reported:
https://cm.maxient.com/reportingform.php2HighPointUniv&layout id=1 If the
student accepts responsibility, the instructor can adjudicate this case directly by
completing the Resolution Form provided by the Office of Student Life. Second and
subsequent offences will automatically be brought before the Honor Court for a
hearing.

AFTER HOUR ACCESS TO THE NQSC. The NQSC building is unavailable from midnight
until 7 AM and on weekends. However, we will provide students in NQSC classes 24/7
access to the building as needed. After-hours access to the edit bays, production
studio, computer labs, game lab, and Esports arena is reserved for students in classes
that use those spaces or for students who are working on special projects. If you
need after hour access, your professor must send the request to the Dean of the
NQSC. Please make sure to carry your student Passport at all times when in the
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building after-hours.

After-hours access to the NQSC is a privilege. Misuse of the facilities or equipment or
disrespectful interactions with any HPU faculty or staff member will result in the
privilege being revoked. If an instructor raises a professionalism flag for you, after-
hours access will be revoked until the situation is resolved. Expulsion proceedings will
be initiated against any student who steals or purposely damages university
equipment or software.

Al POLICY. Use of an Al text generator when an assignment does not explicitly call or
allow for it without proper attribution or authorization is plagiarism.

APPEALS: Students who wish to appeal a grade awarded by a faculty member should
first discuss the matter with the faculty member. Such appeals must be based on
evidence that a factual or procedural error was made or that some significant piece of
information was overlooked. If a satisfactory resolution of the dispute is not reached, a
student may appeal the matter to the department chair. The decision of the
department chairis final. In cases where the faculty member is the department chair,
the appeal is routed to the appropriate dean.

Time Limitations

Appeals of grades by a student must be made within five (5) days of the time that the
action is made known to the student by the appropriate officer. If the University is notin
session at the time the decision is made, the time limitation will begin at the start of the
next regular session (fall or spring).

ATTENDANCE, PARTICIPATION, PROFESSIONALISM, AND DUE DATES

UNIVERSITY UNDERGRADUATE ATTENDANCE POLICY: High Point University values
highly the in-person learning experience where students and faculty engage in
the learning process on a consistent and regular basis. Attendance in all classes,
laboratories, and other appointments is expected of all students.

If for any reason, a student reaches a point at which they will not have attended
a minimum of 75% of the class’s scheduled meetings, the faculty will withdraw the
student from the course. If this occurs before the University’s official withdrawal
date, the student will receive a grade of W. If this occurs after the official
withdrawal date, the student will receive a grade of WF, which counts as a grade
of Fin the calculation of a student’s grade point average. This level of absence
indicates that the student has not received the full learning experience offered by
High Point University and is thus non-negotiable and will not be subject to appeal.

Course-specific absence policies, which may be more restrictive than the
University policy, are the prerogatives of each instructor. Specific standards for
aftendance and the penalties for lack of attendance will be documented in
course syllabi. Explanations for absences may be required by the instructor.
Students are responsible for all course material and content missed.
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Procedure
Procedure

1. Faculty, at minimum, raise a flag in Starfish after the student has
missed 10% of the class and then again after missing 20% as
warnings to a student that he/she may be in danger of violating
the afttendance requirements. The flag is received by the student
and their advisor(s), who should meet to discuss strategies for
success. Notfe that half-semester, 1-credit courses will only allow
two absences, meaning that after the second flag, a student
cannot miss any other classes.

2. Once astudent has missed 25% of a course, the instructor accesses
the Involuntary Withdrawal Form on the Office of Academic
Services webpage.

3. The Senior Director of Academic Services notifies the student,
adyvisor, registrar, and any other unit as appropriate (e.g. Athletics,
Business Office, Student Life) that the student has been withdrawn
from the course. If before the date of withdrawal (in the 9th week),
the student receives a grade of W; if after date of withdrawal, the
student receives a grade of WF, which has the same effect as an
F on the student's record.

4. There are no appeals other than those challenging procedure.

Note: Students approved for the absence accommodation through the Office of
Accessibility Resources and Services (OARS) should reference their Consideration
for Absences agreement; this agreement is not retroactive and does not
supersede the University’s attendance policy.

Maximum number of Absences

Course Schedule Full Semester Half Semester Summer (4 week)
3 days per week 11 5 5
2 days per week 7 3 -
1 day per week 4 2 -

PARTICIPATION. Participation is distinct from attendance and is also an
essential part of courses in the school of communication. In-class discussions,
participation in class activities, etfc. will be factored info your participation
grade. Engaging with the classroom space — including by helping to create
an environment where all of us can learn, helping others on productions, and
being an active and engaged audience for presentations — will also be
factored into participation. Please note that certain class meetings might be
required for you to earn points toward your participation grade. Missing these
required class meetings might result in your being dropped from the class or
your assignment/final project grade being reduced.



THE NQSC VALUES EXPRESSION, INTEGRITY, EXCELLENCE, ACCURACY, DIVERSITY, CURIOSITY AND AWARENESS

THE NQSC EMPHASIZES ANALYTICAL THINKING, COMMUNICATION SKILLS, INTERPRETATION OF CONVERGING INFORMATION, TECHNOLOGICAL
DEVELOPMENT, AND INTEGRATION OF THEORY & PRACTICE

It is important to remember that we all have different styles of expression. If
you have not been able to participate in a class discussion for any reason,
including being remote, but want to demonstrate your active engagement,
please send your instructor an email after class with a comment or an idea
you had that you would have liked to share but were not able to during class.

Please note: It may be that iliness or other unexpected situations will
require you to be away for class in excess of the number of allowed
absences, necessitating that we consider the possibility of withdrawal.

PROFESSIONALISM. A key mission of the NQSC is to prepare students for their
eventual workplace experiences. Because we feel our responsibility strongly —
and because it is essential to the career growth of our graduates — the NQSC
takes professionalism seriously.
Professionalism in general is the expectation that you will abide by the
standards expected of your chosen profession. This means that you will:
e behave in an ethical manner;
o familiarize yourself with, and abide by the regulations that govern
this institution in general, and which govern your position as a
student in the School of Communication;
e will take responsibility for your own actions;
e work to the highest level of competence;
e treat all those with whom you interact in a collegial, respectful,
and professional manner;
o familiarize yourself with and abide by the regulations that govern
each course you take, as detailed in the course syllabus.
This includes but is not limited to things such as
o arriving to class on time
afttending mandatory components of the course,
reading assigned materials,
coming prepared for course activities,
submitting work in the format and medium designated
by the instructor

o
o
o
o

A positive learning environment relies upon creating an atmosphere where
diverse perspectives can be expressed, especially in a course that focuses on
pressing and controversial social and political issues. Though you might be
unfamiliar with or uncomfortable with some topics, ideas, and activities in
class, each student is encouraged to take an active part in class discussions
and activities. Your faculty’s job is to help you navigate through difficult topics
and challenging experiences— your job is to participate in the process.
Honest and respectful dialogue is expected. Disagreement and challenging
of ideas in a supportive and sensitive manner is encouraged. Hostility and
disrespectful behavior are not acceptable.

Just as we expect others to listen attentively to our own views, we must
reciprocate and listen fo others when they speak, especially when we
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disagree with them. In the school of communication, our emphasis is on
engaging in the mutual exploration of issues as presented in the course
readings as scholars rather than in defending points of view we have formed
outside the classroom.

Incidents of unprofessional behavior will be documented in Starfish and
might affect your participation grade in class or in group assignments.

DUE DATES: All assignments are due at the time directed by the instructor and in
the format required for that assignment. Unless noted otherwise by your
instructor, late work turned in within 24 hours will receive a full letter grade
deduction; work furned in between 24 and 48 hours will receive a two-letter
grade deduction; work turned in between 48 and 72 hours will receive a three-
letter grade penalty. After 72 hours from the original deadline, assignments will
no longer be accepted for credit. Dates and times must be verified by the
instructor, which means students must communicate with the instructor in order
to have the late work accepted. All work must be received by the instructor in
the manner requested (i.e., paper copy, Blackboard submission, etc.).

Unless otherwise noted by your instructor, exams start at the beginning of class
and end at the time indicated by the instructor (the entire class period is not
always allocated to exams). Students arriving late for an in-class exam—whether
online or on paper-- will be allowed to start and complete the exam in the
remaining fime (i.e., if the exam started at 1:00 and ends at 2:00, and you arrive
at 1:45, you will have 15 minutes to complete the exam). This exception to
allowing a late arriving student to use the remaining exam time is if a classmate
has already completed and left the exam. Once a student has left the exam,
late arriving students may no longer be allowed to start the exam.

Assignment deadlines can only be modified for the following reasons:

o University-sanctioned events (documentation required)

o lliness orinjury (documentation needed by student health
& by healthcare provider)

o Religious absences (prior notification required—within the first two
weeks of class so that presentation schedules and group projects
can be aligned)

o Deathinthe immediate family (documentation required)

If you know you will miss class for a university-sanctioned event or
religious observance reason, you must noftify the instructor before missing
class. In circumstances of health or loss of a loved one, you must talk to
the instructor at the latest on the first day you are back in class.
Documentation is required from the office of academic services or
student life before or at the time of absence (not after).

Requests to reschedule a final exam can only be approved by the Dean
of the School of Communication.

CLASSROOM USE OF ELECTRONIC MEDIA. Cell phone use during communication
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classes is prohibited. This includes voice, text, video, data or any other current or future
transmission technology.

Any audio, video, or photographic recording in the class, including the instructor’s
lecture/discussion, or other classroom activity, is strictly prohibited unless

authorized by OARS. This includes the unauthorized recording and screenshots of
online classes and discussions and online breakout rooms. Requests that are not
related to a learning accommodation require the permission of the instructor and
other students in the class.

Inappropriate use of a laptop, desktop or other electronic computing device during
class will result in you being asked to leave the room. An absence will be recorded
for that day's class and you will not be readmitted to class until you have met
individually with the Dean of the School of Communication.

COPYRIGHT. The use and manipulation of photos, graphics, text, audio and video files
and artifacts for assignments and performances in the NQSC must comply with
established US copyright laws and practices. As such, all work or portions of a work
must be original unless specifically exempted by the instructor in written instructions.
For example, if a given audio recording project accompanies a graphic, that graphic
must also be original even though the project was designed to test audio skills. If
you're not sure if something is copyright protected, ask your professor before using.

COPYRIGHT OWNERSHIP. Copyright is owned by whoever writes the material and
fixes it in a medium. Thus, you own the copyright of your projects even though the
assignment was given by a faculty member. Faculty own the copyright for their
classes and class materials, if they are already not copyrighted.

COUNSELING SERVICES. Students may sometimes experience a range of issues that
can cause barriers to learning. These might include strained relationships, anxiety,
high levels of stress, substance use concerns, feeling down, or loss of motivation.
Counseling Services is here to help year-round with these or other concerns you may
experience. These services are covered in your student fees and are confidential.
You may reach Counseling Services by calling 336-888-6352 or check out their
website

at www.highpoint.edu/counseling. Office hours are Monday-Friday from 8:00-5:00.
Follow them on Instagram (@pantherprevention).

COURSE EVALUATIONS. You are expected to complete course evaluations in the
week preceding final exams. These evaluations, which are delivered online, are an
important part of High Point University's assessment program, so your cooperation in
completing them is greatly appreciated. As the end of the semester or academic
session draws near, you will receive information from the Office of Institutional
Research and Assessment about how to complete the online evaluations. The
purpose of these evaluations is to assess faculty teaching preparation, delivery, and
effectiveness to improve student learning. It is appropriate to share information
directly related to teaching; however, it is inappropriate to comment on non-
teaching related items in the evaluation (ie. personal comments about the faculty
member).
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CREDIT HOUR EXPECTATIONS. High Point University's accrediting body, the Southern
Association of Colleges and Schools, defines a credit hour as follows:
A credit hour is an amount of work represented in intended learning outcomes and
verified by evidence of student achievement that is an institutionally established
equivalency that reasonably approximates:
1. Not less than one hour of classroom or direct faculty instruction and a minimum
of two hours out of class student work each week for approximately fifteen weeks
for one semester, or
2. At least an equivalent amount of work as required outlined in item 1 above for
other academic activities as established by the institution including laboratory work,
internships, practica, studio work, and other academic work leading to the award
of credit hours.

As such, you are expected to commit an average of at least eight hours per week
outside of class-on-class activities and all COM courses and grade expectations are
designed accordingly. In the summer, the schedule is condensed, so students should
plan for twice the weekly time commitment. If a student is taking one class, that
would be approximately 20-hours of coursework per week.

DISABILITIES. High Point University is committed to ensuring students with disabilities have
equal access to all services and benefits at High Point University in accordance with its
obligations under the Americans with Disabilities Act of 2008 and Section 504 of the
Rehabilitation Act of 1973. If you require accommodations due to a diagnosed
disability, you must register with the Office of Accessibility Resources and Services
(OARS) and submit appropriate medical documentation. Typically, following the
registration process, a student will engage in an interactive process with OARS to
provide a clear understanding of the student’s disability-related functional limitations
and how the requested accommodations will provide equal access. OARS staff (in
conjunction with HPU faculty members, at times) will determine appropriate
individualized accommodations to provide equal access to the student without
fundamentally altering the academic or professional standards of the program of study.

Accommodations are not retroactive; therefore, students with approved
accommodations should request notifications be sent to instructors at the beginning of
a course, or as soon as the student has been approved for accommodations. Students
must be able to perform the standards outlined in the course or program of study with
or without reasonable accommodations. If a student, with or without reasonable
accommodation, cannot satisfy the standards of the program of study, then the
student may be separated, discontinued, or dismissed from the program.

For more information regarding the process of requesting and implementing
reasonable accommodations, please visit www.highpoint.edu/oars. You may also
contact OARS at oars@highpoint.edu or by telephone at 336-841-9026, for additional
information. The Office of Accessibility Resource and Services is located on the 4th Floor
of Smith Library.

OARS ACCOMMODATIONS IN THE CLASSROOM.
If you have an OARS accommodation letter, you are required to do the
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following:

(A) Meet with your instructor/s privately during office hours or a scheduled
appointment as early in the semester as possible to discuss implementing your
accommodations. Your instructors are here to help you and want to make
sure you discuss how best to integrate your OARS approved accommodations
in a way that helps make you successful. Your accommodations will be
implemented only after you meet to discuss the best path for your success.

(B) Give your instructor/s reasonable notice (at least three business
days) fo implement your accommodations.

(C) If you have testing accommodations and you and your instructor
determine together that it would be best for you to take exams in the OARS
testing center, you must arrange through OARS with sufficient notice (3
business days for exams/quizzes and 6 business days for midterms and final). If
you do not arrange your exam with OARS, your instructor will not be able to
provide extended time, assistive technology, or a distraction free
environment, but you will be able to take the exam with the class.

(D) If you experience any access barriers in a course that are part of your
OARS accommodations, such as with printed content, graphics, online
materials, or any communication barriers; reach out to your instructor or
OARS right away.

NOTE: If a student has arranged to take an online exam at the OARS office—
proctored by them—the student cannot cancel the appointment and take
the exam elsewhere unless the professor has given explicit permission for the
student to take the exam without a proctor. The student can take the exam
with the class at the scheduled fime in the scheduled location.

DIVERSITY & INCLUSIVITY. High Point University is committed to fostering an inclusive
learning and living environment. We welcome and respect all students, faculty, and
staff of all races, ethnicities, religions, genders, sexual orientations, sexual identities
and gender expressions, abilities, classes, ages, and political ideas. Diversity in
identity, thought, belief and perspective enrich the academic experience and is
critical to your growth as a lifelong learner. It is our expectation that every member
of our university community uphold a standard of civility and respect both inside
and outside of the classroom. HPU Multicultural Affairs (Slane 319) is a campus
resource available to anyone seeking support or with questions about diversity and
inclusion at High Point University. If you experience or witness an act of bias at HPU or
would like to learn more about our Bias Reporting Process, please email
diversity@highpoint.edu.

The Nido R. Qubein School of Communication (NQSC) is committed to providing a
diversity of opinions and information to our students; creating a diverse and inclusive
faculty and student body and; providing a tolerant, inclusive atmosphere where
faculty and students are treated with respect and dignity in an environment free of
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discrimination and harassment.

EQUIPMENT CHECKOUT. You are responsible for assuring that any equipment checked
out from the School for production assignments is in working order before taking it
out of the building. You can check-out equipment for 24 hours and can renew it
online one time for an additional 24 hours (pending availability). If there has been
any delay in equipment return, you will have to meet with the Dean before checking
out equipment again. If you fail to return equipment for a second time, you will be
permanently prevented from checking out equipment. (A word of advice: do not
check out equipment for a friend as their failure to return the equipment may affect
your ability fo use equipment going forward.)

FINAL EXAMS. All students are expected to attend final exams. Do not schedule
events that will require you to miss final exams or expect a faculty member to move
a final to accommodate your plans. This includes attending vacations arranged by
parents (do not get plane tickets that depart before your last final exam) and
internship/job responsibilities that conflict with the exam.

The only person who can approve you to reschedule your final exams is the Dean
and she will only consider rescheduling for university sanctioned travel, medical
emergencies, or the death of a family member.

GRADE EXPECTATIONS--UNDERGRADUATE. The NQSC uses the following grading rubric
for undergraduate classes. Professors might choose to include a +/- system in grading.
A 2.0 is required to graduate with a BA degree.

A (superior). This is the highest grade given: it is reserved for those students whose
work is of a markedly superior quality.

B (excellent). Is the grade given for work that, although not notably superior, is
clearly above average.

C (average). Is the grade given for satisfactory work done by the average student.

D (inferior). Is the grade for work that, although not altogether satisfactory, is good
enough to entitle the student to receive credit for the course.

F (failure). Is the grade given for failure and indicates that no credit can be received
for the course except by repetition.

GRADE EXPECTATIONS-GRADUATE. The NQSC uses the following grading rubric for
graduate classes. Professors might choose to include a +/- system in grading. Note
there are no “D"” grades. Graduate students who earn below a “B-* will be placed
on probation. A second grade below a “B-" will result in the student being dismissed
from the program. All graduate students must maintain a 3.0 GPA (a 3.0 is required
to graduate with a MA degree).

A (Outstanding). This grade is reserved for those students whose work is of a

markedly superior quality.

B (Good). Is the grade given for work that, although not notably superior, demonstrates
a strong understanding of the material.

C (Adequate). Is the grade given for work that meefts the expectations.
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F (insufficient). Is the grade given for failure and indicates that no credit can be
received for the course. A student who earns a “F” grade will be dismissed from the
MA program.

GRADE APPEAL: If a student has a complaint or concern about a faculty member
regarding a grade, they should follow these steps.

1. Try toresolve the grade concern with the instructor in question. This will involve
meeting in person with the instructor.

This appeal must be made within 5 days from when the grade is posted or
shared with the student. If the grade is posted over a school break, the 5-day
timeline begins the first day school is back in session.

If a student seeks to formally appeal a grade, they need to write up the
appeal and include the submitted assignment, the feedback from the
instructor (if available), and notes about the areas of appeal. Be prepared to
include all supporting documents.

Mere dissatisfaction with a grade is not grounds for appeal. Such appeals
must be based on evidence that a factual, technological, or procedural
error was made or that some significant piece of information was overlooked.

2. If the complaint is not resolved through this interaction, the student should then
go to the department chair. If the instructor of the course also serves as the
chair, then the student should approach the Dean as the first step in the
process. The decision of the chair is final.

Only the student can appeal a grade.

GRIEVANCE PROCEDURE. If a student has a complaint or concern about a faculty
member regarding any matter other than a grade, they should first try to resolve it
with the instructor in question. If the complaint is not resolved through this
interaction, the student should then address the issue with the following—in this
order—until resolved or at the final step:

1. the Department Chair;

2. the Dean of the School of Communication; then

3. the Provost, which is the final step in the grievance process.
Bypassing any of these steps—going directly to the president, for example—will not
resolve the issue and will only delay resolution. Senior administration will not deal with
grievance issues unless it has been discussed at the appropriate level.

INCOMPLETE. An Incomplete "I"is a temporary grade that may be given at the
instructor's discretion when documented circumstances beyond the control of the
student prevent completion of course requirements. The instructor and student must
sign the Incomplete Grade Agreement indicating the remaining work and a date by
which all course requirements must be completed. The agreement shall also specify a
default grade to be received if the work is not completed by the date indicated. One
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copy of the agreement shall be retained by the instructor, one shall be given to the
student, and one shall be filed with the department chair or, for courses without
department chairs, the Dean's office.

Incomplete grades may be given only in the following circumstances:
e Attendance has been satisfactory through at least 75% of the term

o The student's work to date meets the required level of achievement to
pass the course.

e Aniliness or other extenuating circumstance legitimately prevents
completion of required work by the due date.

e Required work may reasonably be completed in an agreed-upon time frame
and does not require the student to re-take any portion of the course.

o The student initiates the request for an incomplete grade before the last
day of class.

Notes:

e Theincomplete is not given as a substitute for a failing grade.

e The incomplete is not based solely on a student's failure to complete work or
as a means of raising his or her grade by doing additional work after the
grade report fime.

o Completion of remaining coursework may be executed while the student
is not enrolled.

e If the course requirements are not completed by the end of the contract
period, the | grade automatically converts to the default grade established
by the instructor and indicated in the contract.

o The deadline for completion may not be any longer than the last day of
classes of the subsequent regular term (fall or spring). The completion date
cannot be extended for more than one additional semester and requires the
approval of the instructor, department chair, and dean. Even with an
extension, the incomplete grade may not continue for more than one
academic year

e Astudent cannot graduate with an incomplete grade on his or her tfranscript.

LIBRARY. HPU Librarians provide research and citation assistance to all sfudents in
any subject area. During regular semesters, experienced librarians are available at
Smith Library and the Wanek Center Learning Commons (open 24/5 with extended
weekend hours). You can also call, email, text, or chat online with a librarian anytime
the libraries are open. Visit our help guides for access to class and subject resource
guides. For more information about the library, or to schedule a research
appointment with a subject specialist, visit HPU Libraries’ website at
http://www.highpoint.edu/library/. Phone: 336-841- 9101 Text: 336-289-9974 Email:
reference@highpoint.edu

ONLINE TEST TAKING. Honorlock may be used to proctor your exams this semester.
You do not need to create an account, download software, or schedule an
appointment in advance. Honorlock is available 24/7 and all that is needed is a


http://www.highpoint.edu/library/
mailto:reference@highpoint.edu

THE NQSC VALUES EXPRESSION, INTEGRITY, EXCELLENCE, ACCURACY, DIVERSITY, CURIOSITY AND AWARENESS

THE NQSC EMPHASIZES ANALYTICAL THINKING, COMMUNICATION SKILLS, INTERPRETATION OF CONVERGING INFORMATION, TECHNOLOGICAL
DEVELOPMENT, AND INTEGRATION OF THEORY & PRACTICE

computer, a working webcam, and a stable Internet connection. To get started, you
will need Google Chrome and the Honorlock Chrome Extension. You can download
the extension at www.honorlock.com/extension/install.

When you are ready fo test, log into Blackboard, go to your course, and click on
your exam. Clicking "Launch Proctoring" will begin the Honorlock authentication
process, where you will take a picture of yourself, show your ID, and complete a scan
of your room. Honorlock will be recording your exam session by webcam, as well as
recording your screen. Honorlock also has an integrity algorithm that can detect
search-engine use, so please do not attempt to search for answers, even if it's on a
secondary device.

Good luck! Honorlock support is available 24/7/365. If you encounter any issues, you
may contact them via live chat.

PROFESSIONAL CONDUCT AND COMMUNICATION

In the NQSC, we want you to be successful after college and work to prepare you for
the norms of conduct that will be expected of you. Therefore, during your study within
the NQSC, faculty will require you to adhere to the professional standards described
below:

Email: This is one of the most common ways we communicate, so it is
important that we follow proper etiquette with everyone we email. This means
our messages should always include a clear subject line; should begin by
addressing the target recipient appropriately, using correct fitles; briefly
explain the issue or ask the question; and be sure to start and end the email
with a proper salutation (for example: Good morning & thank you). Also,
unless this is someone you know well, avoid using slang (“totes”, “facepalm”,
etc.) and text language (LMK, TBH, etc.), and always read your email to
make sure you are using proper grammar, spelling, and punctuation.

Forms of Address: The way we address others is important. In professional
settings, including university, you want to make sure you use the correct form
of address when speaking to or emailing someone. Generally, when
communicating with someone who is in a different role than you, you should
use the person’s specific title and last name (Dr., Professor, Mr., etc.). Unless
invited to do so, it is not appropriate to address them by their first name or
nickname. Your instructors will work very hard to call you by the name you
prefer and to pronounce it correctly. If you don’t know how to address the
person, it's OK to ask.

Presentations Dress Code: You will likely be asked to give presentations in front
of an audience. This includes in-class presentations in your various courses on
campus. It is important that you demonstrate that you understand the norms
of presenting in public and give thought to how you dress and present
yourself. To do that, adhere to a business casual attire, unless you are
instructed otherwise by your supervisors (professor, director, boss, etc.). Refer
to your specific discipline’s dress code guidelines to make sure you are
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dressed appropriately for your presentation. (And if you have questions, visit
career services for tips and suggestions).

Conduct. All students using NQSC facilities and equipment are expected to
demonstrate professionalism and courtesy. Misuse of or carelessness with
equipment or facilities or disrespectful interactions with faculty, staff, or other
students will result in a professionalism flag in Starfish. When the professional
flag is raised, the student will lose after-hours access to the NQSC and
equipment until the situation is resolved.

REMOTE LEARNING.
Unless otherwise noted, face-to-face attendance in classes, laboratories, and
studios is required. A student may attend approved classes remotely ONLY if*:

(a) They are approved by the Office of Accessibility Resources and Services (OARS);

(b) They have an approved Title IX accommodation;
(c) They are approved by Jennifer Grider, Senior Director of Academic Services.

Short-Term Remote Access to NQSC Classes

A key component of the HPU experience is the student and faculty engagement
that happens daily in and out of the classroom. For this reason, remote learning is
reserved only for select situations and should not be considered the same as in-
person learning. Similarly, class attendance is critically important to your success.
Please be aware of the attendance policy listed in your class syllabi. These are not
to be viewed as “free absences.” These policies are infended to cover iliness or
other emergencies. If you choose to attend a family member’s birthday, wedding,
anniversary or other type of trip, then you should plan to count those as part of
your absences during the semester. The request for short-term remote learning
may still be counted as an absence per your class policies.

Students may request a short-term exception to the remote learning policy for
extenuating circumstances that prevent attending class (e.g., extended illness or
injury; university sanctioned fravel). In addition, it is important that the students
are in a physical condition that is conducive to learning. If a student is too ill to
attend class, then the University encourages them to rest and recuperate, not
attend classes remotely. Exceptions can only be granted by Karen Naylon,
Assistant Dean of Academic Services (knaylon@highpoint.edu).

Remote learning is only available for students with university approval.

For regular meetings of online or remote synchronous class meetings, faculty

may ask (and sometimes require) students to turn on their webcams. Students
attending remotely should respond regularly to questions, participate in class
discussion, and otherwise engage in class activities via audio.

Faculty may record synchronous online class sessions. These recordings might be
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shared with students but will only be viewed by the faculty member and students
enrolled in the class during the semester in which they are enrolled.

Faculty may ask students to activate their webbcams during online proctored
tests and exams.

STARFISH:
STARFISH SYLLABUS STATEMENT (UNDERGRADUATE)
High Point University Cares About Your Success! Our university uses Starfish to help
signal to you and others on campus when you may need additional support to
achieve academic success in your courses. As your professor, when | observe
situations in which you are struggling with assignments or tests, seem disengaged
from class, or even in distress, | will raise a Starfish flag to notify you of my
concern. | may also refer you to your academic adyvisor, or another support
resource on campus. Raising flags and connecting you to others at HPU is
important in helping ensure your academic and personal success as a student.

If you receive a notification (text or email) that | have raised Starfish flags, it is
time for you to take action!

Flags do not directly affect your grade or carry any punitive consequence, but
they are intfended to signal that you need to make some changes in how yo are
approaching your coursework. Please pay attention to these emails and texts
and take action by seeking assistance and support from others. Some possible
next steps, are to meet with me (the professor), schedule an appointment with
your Academic Advisor of Success Coach, or sign up for HPU tutoring.

I may also periodically raise congratulatory Starfish kudos when you're doing
really well. Starfish can be accessed by logging into
https://mysuccess.highpoint.edu/ . Overall, Starfish is a useful and easy way to
communicate and connect with me, your other professors, your Academic
Adyvisor or Success Coach, and support staff or resources on campus!

STARFISH SYLLABUS STATEMENT (GRADUATE)

Graduate courses DO NOT utilize Starfish Connect. Rather, we are confident
that, as a graduate student, you will manage your course obligations and
track your progress. If you have questions about your progress or how to be
more successful in your studies, please talk with your instructor.

TARDINESS. Instructors may adopt any reasonable policy regarding student tardiness.
This may include not allowing students in class, recording absences for students
arriving late, or other penalties.

UNIVERSITY HONOR CODE. Each of you signed the HPU Honor Code. To refresh
your memory, it is at the following site:
hitp://www.highpoint.edu/studentconduct/university- honor-code/
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It is your responsibility to abide by the Honor Code.

REPORTING SEXUAL ASSAULT, HARASSMENT, AND MISCONDUCT

High Point University faculty are committed to supporting students and upholding
the university's non-discrimination policy. Under Title IX, discrimination based upon
sex and gender is prohibited. If you or someone you know experiences stalking,
partner violence, sexual assault, or sexual harassment we encourage you to report it.
Please know that you are not alone.

While faculty want you to feel comfortable coming to them with issues you may be
struggling with or concerns you may be having, please be aware that they have some
reporting requirements that are part of their job requirements at High Point University.
As “required reporters” of High Point University, all faculty and staff must report to the
university's Title IX Coordinator what you share. For example, if you inform a faculty
member of an issue of sexual harassment, sexual assault, or discrimination, he/she will
keep the information as private as they can, but they are required to bring it to the
attention of the institutions’ Title IX Coordinator.

If you would like to speak with someone who may be able afford you privacy or
confidentiality, you can contact the minister of the university (Mr. Preston Davis,
pdavis@highpoint.edu or 1 (336) 841-9241) or the manager of chapel programs, (Ms.
Andria Williamson, awillias@highpoint.edu or 336-841-9132). You can also get
confidential support at the campus counseling center (336-888-6352 or
counseling@highpoint.edu).

If you would like to talk to the Title IX Coordinator directly, call (336) 841-9138 or
email at TitleIX@highpoint.edu. Additionally, you can also report incidents or
complaints to law enforcement (High Point Major Crimes 336-887-7820 or High
Point Non-Emergency 336- 883-3224).

WRITING CENTER. The Writing Center provides writing assistance for students at any
level of study — from freshman to graduate — at any stage in the writing process, from
invention through revision. Visit hitp://www.highpoint.edu/academicservices/writing-
center/ to learn more. Go to hitps://highpoint.mywconline.com/ to make an
appointment.

Appointments can only be made through the online portal. Writing Center tutors do
not proofread or edit students’ papers for them, but they do work with students to help
them develop strategies for improving their writing in light of their respective
assignments, instructors, and writing styles. For more information, contact Writing
Center Director, Dr. Justin Cook at jcook3@highpoint.edu or (336) 841-2841.
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