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ACADEMIC HONORS

WSC POLICY

Williston State College shall establish appropriate rules and regulations for issuing term and degree academic
honors.

PROCEDURES

Students who have earned a 3.80 grade point average while enrolled in 12 or more semester hours of
coursework with honor points for the semester/term will be named to the President's Honor Roll. Students who
have earned a 3.50-3.79 grade point average while enrolled in 12 or more semester hours of coursework with
honor points for the semester/term will be named to the Dean’s List.

At the conclusion of each semester, the President of Williston State College shall recognize students for
academic achievement. If the change of a final grade impacts academic honors, the update will be reflected on
the student’s transcript. Students earning such designation are to be directly notified of an achievement from
the Office of the President.

Graduates who achieve an institutional academic average of 3.80 or greater will be graduated with high honors.
Those with an institutional average of and between 3.50-3.79 will be graduated with honors. Graduate honors
will be recorded on students’ transcripts.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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ACADEMIC STANDARDS

WSCPOLICY

The purpose of the Academic Probation and Suspension policy is to support a successful learning experience at
Williston State College. Itsintent is to alert students to a potential academic problem and to encourage early
corrective action.

Students who do not maintain minimum academic requirements will, at the end of the term in which they fail
to meet the minimum standards, be placed on academic deficiency as indicated in the procedure below.

PROCEDURES

Good Standing:

Students are expected to maintain a minimum institutional GPA of 2.00 (C). Students with a GPA of 2.00 or
greater remain in good standing and will be eligible to continue their studies and/or to graduate upon
completion of all required courses.

Students who do not maintain minimum academic requirements will, at the end of the term in which they fail
to meet the minimum standards, be placed on academic deficiency status as indicated below:

Academic Probation:
Academic Probation will be issued to students with an Institutional GPA below a 2.00.

Academic Suspension:

Academic Suspension will be issued to students on academic probation whose institutional GPA remains below
2.00 at the end of the next term in which he or she enrolls. Students suspended for academic reasons are not
eligible to enroll in classes for a minimum of one semester following the suspension.

Academic Suspension Appeal:

Suspended students must appeal an academic suspension by submitting a written statement of circumstance
to the Accessibility and Retention Specialist within seven days of suspension notice. After seven days, if the
appeal process has not been started, suspended students are dropped from courses for subsequent terms.

Students allowed to immediate re-enrollment through the suspension appeal process may be required to
repeat selected courses, enroll in Academic Success Center courses, and/or enroll in a limited number of
courses and credits.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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ADVANCED PLACEMENT FOR COLLEGE CREDIT

SBHE POLICY AND NDUS PROCEDURE

SBHE Policy 4£03.7 Common General Education Requirement and Transfer of General Education Credits

NDUS Procedure £03.7.4 Common Credit-By-Exam Guidelines

WSC POLICY

Williston State College will permit students to demonstrate college level competency and establish college
credits by successfully passing “credit-by-exams programs” as defined by SBHE Policy 403.7 (3)(C) and as
provided for in the following limits and regulations.

PROCEDURES

1.
2.

3.

Student requests scores to be sent from AP to WSC Academic Records Office

The Registrar reviews the scores to determine if they meet the minimum score requirements.

The Registrar will transfer the equivalent course onto the student’s transcript. A satisfactory grade
(S) will be used.

The Registrar will notify the student at their WSC email address upon completion of the transfer
evaluation.

Limits and Regulations

1.

9.

Students must be currently accepted into a degree seeking, certificate, or diploma program to be
awarded Advanced Placement (AP) credits.
A student must be enrolled in any WSC course during the term for which the request is made in order
for AP credits to be posted to the official WSC transcript.
Students should be aware that AP credits may not transfer to other colleges. Students are urged to
check the intended transfer institution for current transfer information. WSC is not responsible for
transferability of AP credits.
AP credits do not have letter grades assigned(S/U grading is used), thus, will not be used to compute
a student’s grade point average.
Student will not be granted AP credit for courses:

a. Inwhichthey have previously challenged OR

b. Inwhich they are currently enrolled OR

c. Inwhich they were previously enrolled (regardless of grade earned) OR

d. Inwhich they have earned transfer credit from any accredited institution OR

e. Inwhich they were enrolled but dropped with record on an official transcript
AP credits, once recorded on a student’s WSC transcript, become a permanent part of the academic
record.
A maximum of 15 semester hours of non-traditional college credit (i.e., AP, CLEP, DSST, military
training, WSC challenge examination credit, industry credit training, and courses covered under high
school articulation agreements) may be applied to an associate’s degree, diploma, or certificate at
WSC.
Credits earned through AP will count toward WSC graduation requirements; however, they do not
count toward the minimum institutional credit requirements.
Students must meet minimum score requirements to obtain college level credits at WSC.

10. Duplicate credit will not be awarded for overlapping exams.
11. The number of AP credits awarded is equal to WSC course credits.


https://www.ndus.edu/makers/procedures/sbhe/default.asp?PID=98&SID=5
https://www.ndus.edu/makers/procedures/NDUS/default.asp?PID=323&SID=56
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POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015

REFERENCES
NDUS Procedure 403.7.4 - Common Credit-By-Exam Guidelines
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AUDITING

WSCPOLICY

Students enrolled in college classes as auditors have a status and responsibility in class distinctly different from
that of those taking the course for credit. Auditors are not required to participate in the oral or written work of
the class. They take no examinations. They will receive no credit for the course. They are identified as auditors
on official class lists. Auditors may not later establish credit in an audited course by taking a special
examination; the course must be repeated in residence to earn credit.

Tuition is waived for senior citizens that are over the age of 65 and electing to audit courses. Senior citizens
utilizing this audit fee waiver will be still be responsible for all fees.

PROCEDURES

Students wishing to audit courses with Williston State College are required to do the following:
1. Apply for admission at Williston State College
a. Student must complete all admission requirements
Enroll in course(s) via CampusConnection
Students must inform the Academic Records Office in writing which courses they intend to audit no
later than the last day to add or drop for the specific course session. Last day to add or drop dates
may be found in the course syllabi. Students must email their course audit request to the Academic
Records Office (wsc.records@willistonstate.edu) using their Williston State email address.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015


mailto:wsc.records@willistonstate.edu
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STATE COLLEGE
CANCELLATION FOR NON-ATTENDANCE

WSC POLICY

Attendance and participation in class activities are considered integral parts of education. It is the WSC policy
that attendance in classes is expected of all students. If attendance and/or participation are required and will
impact grading, it is the responsibility of the instructor to clearly communicate the policy to students during the
first week of class in the course syllabus.

Cancellation for non-attendance occurs when WSC is unable to verify that a student is actively attending
classes or has engaged in activity through Blackboard. Reporting of students for non-attendance purposes is
vital for Financial Aid, Veteran, and Enrollment reporting purposes. It is the instructor’s responsibility to report
students who have no activity within their course(s) to the Registrar. Student information must be reported to
the Registrar by the set dates for the course sessions.

PROCEDURES

1. Non-attendance students are those who have not shown to class or have not participated in an online
course by the deadline.
a. Non-attendance reporting for a full term courses are to be reported during the reporting
period.
b. Forsessions less than 16 weeks in length non-attendance reporting dates are set
proportionately.
2. Definition of a no-show includes any of the following:
a. Not completing an activity in an online class
(required activity will be specified by the instructor)
b. Lack of attendance in an on-campus class or IVN class
3. The Registrar will send important dates for the upcoming term prior to the beginning of the term.
The Registrar will also include the link and this policy when these dates are sent out.
4. Every instructor must complete the online Non-Attendance reporting form for every course.
a. No-Show students for all classes must be reported via the Non-Attendance reporting form to
the Registrar. Emailed no-show reporting will not be accepted.
b. Inorderto find the PeopleSoft Course Number, please view our Class Schedule or visit your
Campus Connection Portal.
c. Ifyou have more than 15 students to report, please complete the form again for the same
course.
d. If you do not have any students to report for non-attendance purposes, you still must
complete the Non-Attendance reporting form with choosing | DO NOT have any non-
attendance students to report.

POLICY HISTORY

Approved by Faculty Senate on February 22, 2016
Approved by Faculty Council on March 1, 2016
Approved by Staff Senate on March 15, 2016
Approved by Executive Cabinet on March 14, 2016


https://s.qualtrics.com/jfe5/preview/SV_ebAyuJWIA9Dy7gF
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WITHDRAW AND THE RETURN OF TITLE IV FUNDS

Student Withdrawal Policy

Class attendance is deemed an essential part of education at Williston State College. It is also a federal requirement for
financial aid recipients that class attendance is monitored.

Students who find that they are unable to continue attending classes should officially withdraw from those

classes. Obtaining and completing a Withdraw Form from the Academic Records Office will accomplish this.

Students cannot withdraw online or drop their last class online; attempting to do so may result in loss of refund and
increased processing times. Definition of withdrawal: Cancellation of Registration and Withdrawing from a term occurs
when a student wishes to withdraw completely from WSC for a term.

Dropping a course or withdrawing from a term can also affect future financial aid eligibility. Pursuant to Standards of
Satisfactory Academic Progress, students must complete 66.667% of attempted credits. Dropping a course or
withdrawing from a term can result in a student failing to meet the requirement.

Unofficial Withdraws

Any federal financial aid recipient who leaves the college without completing the official withdrawal procedure may
receive an F in all courses. Faculty will inform the Financial Aid Office of a student's last date of attendance in classes
where an Fis received. As required by law, either the provided last day of attendance or the mid-point of the term (50%)
will be used to calculate a refund for students who have unofficially withdrawn. This refund must be returned to the
appropriate aid program and will then become a tuition and fee charge to the student. The Business Office will email final
account statements to the students officially provided Williston State email address. Paper statements will also be mailed
to the home address on file. Enrollment in future terms will be denied until the students account statement is paid in full.

Dropping
Dropping occurs when a student wishes to discontinue enrollment in a particular class, but wants to remain enrolled in at
least one other class during the term.

To receive a 100% refund the class must be dropped before 9% of the class length has elapsed. A grade will not be
recorded for a course dropped during this time period.
e The class length calculation is based on the start and end date of the class dates listed on the Class Schedule on
Campus Connection and includes all calendar days, not just class days.

After g% of the class length has elapsed, no refund will be issued for a dropped class and student will receive a W grade for
the class.

Students cannot drop their final class online. Dropping the last class is considered withdrawing from the term and must be
processed using the Withdraw to Zero Credits Form.

Withdrawing

Definition: Cancellation of Registration and Withdrawing from a term occurs when a student wishes to withdraw
completely from WSC for a term.

Students cannot withdraw by attempting to drop all of their classes online.
e Campus Connection will not allow a student to drop their last class online.

To withdraw, a student must electronically submit the Withdraw to Zero Credits Form. Immediately after submission. This
confirmation serves as proof of the student's timely submission in accordance with WSC's published Dates and Deadlines.

10


https://www.ndsu.edu/registrar/forms/withdraw/
https://dmsforms.ndus.edu/iFiller/iFiller.jsp?fref=b0b02bd8-2763-4076-95a4-8ecc094ff060
https://www.ndsu.edu/registrar/dates/
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Students wishing to withdraw will not receive any academic credits for classes within that term.
e Thisincludes classes that have already been completed.
e Thisincludes classes that may start in a session that has yet to begin.

Once a withdrawal is processed the student cannot re-enroll for the term.

Students Reported as Non-Attending

Students who are reported for courses as non-attending based on the important dates rubric, will be charged 25% of the
tuition and fees for that course.

Refund Policy for Complete Cancellation

WSC follows the North Dakota State Board of Higher Education Refund Policy 830.2 and the North Dakota University
System Refund Procedure 830.2 Institutional costs at Williston State College include tuition, fees, and on-campus room
and board. Rates are determined based on the date of official withdrawal or in the case of unofficial withdrawal, the mid-
point of the term.

The state refund policy for tuition and fees for all students are based on the length of the class measured in calendar days
as noted below. The class length calculation is based on the start and end date of the class dates listed on the Class
Schedule on Campus Connection and includes all calendar days, not just class days.

Room and board contracts (meal plans) are refunded based on a weekly percentage. It is possible that classes withdrawn in
the same term could have different refund percentages if the class lengths are different.

Deadline Dates
Tuition and Fee Refund Schedule

Percent of Course Completed Dropping a Class **Withdrawing ***
0.000% - 8.999% 100% 100%
9.000% - 34.999% 0% 75%
35.000% - 59.999% 0% 50%
60.000% - 100.000% 0% 0%

**When eligibility for a refund is calculated WSC takes the number of calendar days that have elapsed since the class has
started and divides that by the number of calendar days in the class. As a result a class with fewer calendar days will have a
shorter deadline to receive a refund.

Distribution of Refunds

The dates used to calculate refunds are as follows:
A student who officially withdraws - the date of withdrawal

A student who unofficially withdraws — no institutional refund is given
Post Withdrawal Disbursements

A student may be eligible for a post-withdrawal disbursement if the amount of earned aid is less than the amount of aid
disbursed. Students will be notified at the point of withdrawal if they are eligible for a post-withdrawal disbursement as
determined by the Financial Aid office.

e Grants: If applicable WSC will credit a student’s account for current charges within 180 days of the date of
determination that a student withdrew. Students that have grant funds in excess of current term charges will have
them disbursed within 45 days of the date of determination that a student withdrew.

11
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e Loans: If applicable WSC will notify a student or parent (for Parent Plus loans) within 30 days after the date of
determination that a student withdrew. If the student/parent confirms that they wish to receive all or a portion of
a direct disbursement post withdrawal, WSC will disburse the funds no later than 180 days after the date of
determination that a student withdrew.

Distribution of Unearned Financial Aid

Federal law requires that the institution return a percentage of institutional charges to the appropriate aid program, which
is calculated based on a daily proration. This amount will differ from the actual institutional refund. The federally
calculated refund will be distributed to the Title IV programs in the following order: (1) Federal Unsubsidized Direct Loan,
(2) Federal Subsidized Direct Loan, (3) Federal Perkins Loan, (4) Federal PLUS Loan, (5) Pell Grant, (6) Federal ACG (7)
Federal SEOG, (8) Other Title IV Programs.

The amount of refund returned to a program may not exceed the amount received by the student from that program. No
portion of a refund is returned to the Federal Work-Study program. The refund allocated to the Title IV programs is
returned to the appropriate program account within 45 days of the date that the student officially withdrew, or the
institution determined that the student had unofficially withdrawn. If federal aid is not involved, refunds will be returned
to Williston State College administered scholarships first.

The dates used to calculate returns are as follows:
A student who officially withdraws - the date of withdrawal

A student who unofficially withdraws - the mid-point of the term or the reported last day of attendance if available.
Return of Financial Aid by Student

Students who withdraw from school and who have received federal funds may have to repay a portion of those funds. At
the time of withdrawal, through 60% of the term, the Financial Aid Office determines the amount of federal aid that the
student is entitled to or has earned. The amount that is not earned must be paid back to the federal aid programs. The
portion of funds that must be returned is calculated by dividing the number of calendar days that the student was enrolled
by the number of days in the term less any breaks of 5 consecutive days or more. If it is determined that a student owes a
repayment of a grant, that student must either pay that overpayment in full or make satisfactory payment arrangements
within 45 days from the date of notification of the overpayment. If no response is received within 45 days the student will
be unable to enroll at WSC, receive grade transcripts, and may be ineligible to receive further student financial

aid. Students are not obligated to repay a grant overpayment of $50 or less.

Additional Timelines:
e Determination of withdrawal date: WSC has 30 days after the payment period to determine the date of
withdrawal.
e Return of funds: WSC has 45 days to return funds after we have determined or should have determined that the
student withdrew.
e  Grant overpayments: WSC will notify a student if a grant overpayment is due within 30 days of the date of
determination

Approved by Faculty Council: April 24, 2019

12
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CLEP COLLEGE LEVEL EXAMINATION PROGRAM

SBHE POLICY AND NDUS PROCEDURE

SBHE Policy 4£03.7 Common General Education Requirement and Transfer of General Education Credits
NDUS Procedure £03.7.4 Common Credit-By-Exam Guidelines

WSC POLICY

Williston State College will permit students to demonstrate college level competency and establish college
credits by successfully passing “credit-by-exams programs” as defined by SBHE Policy 403.7 (3)(C) and as
provided for in the following limits and regulations.

Williston State College awards credit for completion of College Level Examination Program (CLEP) subject
exams following the minimum requirements for CLEP test scores and credits approved by the North Dakota
University System. WSC does not award credit for CLEP general exams.

PROCEDURES

Limits and Regulations
1. Students must be currently accepted into a degree seeking, certificate, or diploma program to be
awarded CLEP credits.

2. Astudent must be enrolled in any WSC course during the term for which the request is made in order

for CLEP credits to be posted to the official WSC transcript.

3. Students should be aware that CLEP credits may not transfer to other colleges. Students are urged to

check the intended transfer institution for current transfer information. WSC is not responsible for
transferability of challenge credits.

4. CLEP credits do not have letter grades assigned, thus, will not be used to compute a student’s grade

point average.

5. Student will not be granted CLEP credit for courses:

In which they have previously challenged OR

In which they are currently enrolled OR

In which they were previously enrolled (regardless of grade earned) OR

In which they have earned transfer credit from any accredited institution OR

e. Inwhich they were enrolled but dropped with record on an official transcript

6. CLEP credits, once recorded on a student’s WSC transcript, become a permanent part of the
academic record.

7. A maximum of 15 semester hours of non-traditional college credit (i.e., AP, CLEP, DSST, military
training, WSC challenge examination credit, portfolio development, industry credit training, and

an oo

courses covered under high school articulation agreements) may be applied to an associate’s degree,

diploma, or certificate at WSC.

8. Credits earned through CLEP will count toward WSC graduation requirements; however, they do not

count toward the minimum institutional credit requirements.
9. Students must earn a score of at least the soth percentile to obtain college level credit at WSC.
10. Duplicate credit will not be awarded for overlapping exams.
11. CLEP exams can be repeated after 6 months using regular registration procedures.
12. The number of CLEP credits awarded is equal to WSC course credits.

REFERENCES

13


https://www.ndus.edu/makers/procedures/sbhe/default.asp?PID=98&SID=5
https://www.ndus.edu/makers/procedures/NDUS/default.asp?PID=323&SID=56
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SBHE Policy 403.7 — Common General Education Requirement and Transfer of General Education Credits
NDUS Procedure 403.7.4 - Common Credit-By-Exam Guidelines NDUS Credit-By-Exam Chart

14
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COURSE DROPS

SBHE POLICY AND NDUS PROCEDURE

SBHE Policy 830.2 Refunds
NDUS Procedure 830.2 Refunds

WSC POLICY
Williston State College follows SBHE 830.2 Refund Policy and 830.2 Refund Procedures.

It is the student's responsibility to make sure all enrollment transactions are completed. Students have the
ability to view accounts and class schedules online through Campus Connection 24/7 to verify transactions are
complete and accurate.

Students who are registered for classes at WSC are responsible for the balance due in full on or before
established deadlines. WSC Dates and Deadlines may be obtained at www.willistonstate.edu

PROCEDURES

Students have the ability to drop all but one course based on term date and deadline regulations. Students
must maintain enrollment in at least one course for the term. Students wishing to drop all courses would be
considered a withdrawal and should speak to the Academic Records Office.

1. Students must drop a course in CampusConnection prior to the final deadline.

2. More information is available online on our Office of the Registrar & Records website.

Limits and Regulations:

1. Students must drop a course in CampusConnection. Students must adhere to the Dates and
Deadlines schedule for each applicable term.

2. Failure to drop a course in CampusConnection, on or before the last day to drop, will result in earned
grades.

3. The date the student successfully completes the course drop in CampusConnection will determine
the transcript and refund outcome.

4. Courses where grades have already been earned or completed may not be dropped.

5. Forthe standard 16 week session in the common Fall and Spring terms, the last day to drop a course
without transcript record is the 10th calendar day for fall term, 11th calendar day for spring term.

6. Forthe standard 16 week session in the Fall and Spring terms, the last day to drop a course with
transcript record (“W” will be recorded) is 75% through the course.

7. Fornon-standard sessions, the last day to drop a course with or without transcript record will be
prorated based on the 16 week session.

8. Refunds are based on the course start and end date listed in CampusConnection.

9. Students receive a 100% refund up through 8.999% of the class. (No refund is given for courses
dropped after the 8.999% deadline)

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015

15


https://www.ndus.edu/makers/procedures/sbhe/default.asp?PID=34&SID=9
https://www.ndus.edu/makers/procedures/NDUS/default.asp?PID=296&SID=60
http://www.willistonstate.edu/
http://www.willistonstate.edu/Current-Students/Office-of-Registrar-and-Records/WithdrawDrop-Information.html
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WITHDRAW TO ZERO CREDITS

SBHE POLICY AND NDUS PROCEDURE

SBHE Policy 830.2 Refunds
NDUS Procedure 830.2 Refunds

WSC POLICY
Williston State College follows SBHE 830.2 Refund Policy and 830.2 Refund Procedures.

It is the student's responsibility to make sure all enrollment transactions are completed. Students have the
ability to view accounts and class schedules online through Campus Connection 24/7 to verify transactions are
complete and accurate.

Students who are registered for classes at WSC are responsible for the balance due in full on or before
established deadlines. WSC Dates and Deadlines may be obtained at www.willistonstate.edu

PROCEDURES

Students must withdraw to zero credits using the Withdraw to Zero Credits form located online before the final
deadline. More information is available online on our Office of the Registrar & Records website.

Limits and Regulations:

1. Students shall use the Withdraw to Zero Credits form to discontinue enrollment from all coursework
at Williston State College, if any grade(s) has not been earned in a course(s) and if ALL courses fall
within the Last Day to Drop/Withdraw deadline.

Withdrawals submitted after the deadline will be not processed and will result in earned grades.
Students who have received any grade(s) in any courses for a term are considered to have earned
college credit for those courses; therefore, are unable to withdraw to zero credits. The student must
complete the course drop process in CampusConnection for all courses that are not yet graded and
must follow all limits and regulations as established in the course drop policy.

4. Students who submit the Withdraw to Zero Credits form, and do not qualify for a withdrawal to zero
credits, will be contacted by the Academic Records Office concerning how to drop their remaining
courses with potentially no refund.

5. Student Withdraw to Zero Credits will not begin processing until the student speaks with a Student
Services staff member.

6. The withdrawal date will be posted on student transcript after the process is completed.

7. The date the Withdraw to Zero Credits form is received in the Academic Record’s Office will
determine the transcript and refund outcome:

100% refund up thru 8.999% of the class length

75% refund from 9.0% thru 34.999% of the class length
50% refund from 35. 0% thru 59.999% of the class length
0% refund from 60.0% thru 100% of the class length

8. Forthe standard 16 week session in the fall and spring terms, the last day to withdraw is the Friday of
the 12th class week of the term. Withdraw date will be noted on the transcript.

9. Fornon-standard sessions, the last day to withdraw will be prorated based on the 16 week session.

10. Refunds are based on class enrollment at the time the withdrawal is received. Prior classes that have
been dropped through the CampusConnection process are not a part of the withdrawal process.
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Academic Records Drop/Hardship Withdrawal Appeal

WSCPOLICY

This policy allows a student the opportunity to appeal a transcript record following a course drop, a withdrawal
to zero credits, or past the last day to drop/withdraw with record due to extenuating circumstances.

WITHDRAW TO ZERO CREDITS PROCEDURE:

Students must submit a Student Drop/Hardship Withdraw Form located online to drop a course, withdraw to
zero credits, or petition a drop/withdraw past the last day due to extenuating circumstances.

Limits and Regulations:

1.

The Student Drop/Hardship Withdraw Form must be submitted to the Academic Records Office
within four weeks after the end of term.

The Student Drop/Hardship Withdraw Form will be reviewed by the Hardship Withdrawal Committee
(consisting of the Registrar and two additional WSC Personnel) in addition to documentation
provided to the Academic Records Office for approval or denial. Additional documentation and input
from internal departments may be requested throughout the review process.

Students who attempt to drop all classes in CampusConnection and receive the following error
“*Unable to drop class, will drop below required minimum units for enrollment” must complete the
Student Drop/Hardship Withdraw Form and provide an estimated attempted drop date for the
semester. These dates will be verified in CampusConnection by the Academic Records Office prior to
any consideration.

Submitting the Student Drop/Hardship Withdraw Form does not guarantee removal of grade.
Submitting the Student Drop/Hardship Withdraw Form does not guarantee transcript record
removal.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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COURSE OVERRIDE

WSCPOLICY

Students must receive instructor consent to register for courses that are closed, courses in which a time conflict
may occur or courses in which requisites are required. This consent must be received by the Academic Records
Office so that the student is registered by the last day to enroll.

PROCEDURES

The student must complete the Course Override form with complete signatures and return it to the Academic
Records Office for processing.

To ensure accurate processing, submitted forms with incomplete or missing information will be returned to the
student for corrected completion prior to processing.

Time Conflict Override Request Form must be approved and signed by both
instructors of the courses that are conflicting
Requisites Required Form must be approved by the course

instructor and the department chair for the
requested course.

Maximum credit load increase Form must be approved by the course
instructor and the student’s advisor.

Students, as well as instructors, are required to use their WSC email account when requesting an email
override. Emails sent by outside vendors or unofficial servers will not be processed.

Email overrides should be directed to the Academic Records Office at wsc.records@willistonstate.edu from
the course instructor.

The student must also be copied (CC:) on the email to allow for them to receive the transactional
communication and provide the Registrar with the opportunity to respond once the override has been
processed.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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COURSE SUBSTITUTION

WSCPOLICY

A student is expected to complete all Williston State College program and degree requirements in effect at the
time a continuously enrolled student was accepted to the college or program or at the time a non-continuously
enrolled student returned to the college to finish their education. The College, under special circumstances,
may allow a course substitution.

General Advice:

Students should familiarize themselves with this policy. They should work with their academic advisor and
anticipated transfer institutions or employers to determine any negative impacts of the proposed substitution.
Students are reminded that any deviation from the prescribed course of study must be approved through the
process outlined below. Requests are evaluated on a case-by-case basis. Failure to enroll in a required course is
typically not sufficient reason to request a course substitution.

PROCEDURES

While each course substitution request will be judged individually on its merits, successful requests should meet
the following criteria. This list is provided to help the student and academic advisor.

1. Student must be currently active in CampusConnection in the program of study to which the
substitution applies.

2. Course Substitution request must be submitted after the student has been matriculated and the
course being used for substitution has been posted to their transcript. A student taking one or more
courses from another institution during their final semester needs to submit an in-progress transcript
along with their Graduation Application if any of those courses are to be proposed for substitution.

3. Courses to be substituted must be equal to or greater in credits than the required course and not
reduce the number of credits needed to complete the degree.

4. Course to be substituted should meet the content and outcomes of the required course.

5. Course to be substituted for a general education requirement must come from the same general
education category (e.g., math for math, or arts/humanities for art/humanities, but not math for
arts/humanities.)

6. Substitution of a course for a previously failed course will nearly always be denied.

7. Substitution of a transfer course identified as an elective must meet the usual requirements for
transfer (e.g., taken from a regionally accredited institution, ACE evaluated military credit, WES
evaluated foreign institution credit, etc.) A course description and/or syllabus of transfer courses
proposed as substitutes is required with the form.

8. New course substitution form must be submitted if a student has had a break in enrollment following
the first submission, even if the original substitution was approved.

9. All course substitution forms are submitted to the advisor for approval and reviewed for final
approval by the department chair of the requested course substitution.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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APPEAL OF DENIED COURSE SUBSTITUTION

WSCPOLICY

Williston State College allows for an appeal of a course substitution request that has been denied.

PROCEDURES

Course Substitution Request Procedure:

1.

The student, who must be currently enrolled in the college and active in the program, will discuss
course substitution options with an academic advisor.
The student will then complete the Course Substitution Petition form with their academic advisor.
Incomplete petitions will not be evaluated and will be returned to the academic advisor.
Petition for Course Substitution must be signed and approved by:

a. Academic Advisor

b. Department Chair

c. Director for Extended Learning
Attach a copy of the course description and/or syllabus.
Submit the completed Petition to the Academic Records Office after the credits being used for
substitution have been posted to the transcript. Consistent with the Family Educational Rights and
Privacy Act (FERPA) requirements, a scanned copy of the completed Petition can be sent from a WSC
email address to wsc.records@uwillistonstate.edu in lieu of signature on the Petition. Petitions sent
from other than WSC email addresses cannot be accepted.
Email notification of approval or denial of the Petition will be sent to the student and academic
advisor.

Course Substitution Appeal Procedure:

1.
2.

The student and academic advisor should discuss the course substitution denial.

The student will then complete the Petition Course Substitution Appeal form with their academic
advisor. Incomplete petitions will not be evaluated and will be returned to the academic advisor.
Submit the completed Petition to the Academic Records Office after the credits being used for
substitution have been posted to the transcript, but prior to the application for degree deadline date.
Consistent with the Family Educational Rights and Privacy Act (FERPA) requirements, a scanned
copy of the completed Petition can be sent from a WSC email address to
wsc.records@willistonstate.edu in lieu of signature on the Petition. Petitions sent from other than
WSC email addresses cannot be accepted.

The Registrar will forward the appeal along with the initial substitution petition to the Director for
Extended Learning.

Review of the appeal will be completed by the Director for Extended Learning. The Vice Director for
Extended Learning will forward the decision to the Registrar.

A final decision will be sent via email from the Registrar to the student, Department Chair, and
academic advisor.
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DSST — DANTES SUBJECT STANDARDIZED TESTS

SBHE POLICY AND NDUS PROCEDURE

SBHE Policy £03.7 Common General Education Requirement and Transfer of General Education Credits

NDUS Procedure £03.7.4 Common Credit-By-Exam Guidelines

WSCPOLICY

Williston State College will permit students to demonstrate college level competency and establish college
credits by successfully passing “credit-by-exams programs” as defined by SBHE Policy 403.7 (3)(C) and as
provided for in the following limits, regulations, and procedures.

PROCEDURES

Limits and Regulations:

1.

9.

Students must be currently accepted into a degree seeking, certificate, or diploma program to be
awarded DSST credits.
A student must be enrolled in any WSC course during the term for which the request is made in order
for DSST credits to be posted to the official WSC transcript.
Students should be aware that DSST credits may not transfer to other colleges. Students are urged
to check the intended transfer institution for current transfer information. WSC is not responsible for
transferability of DSST credits.
DSST credits do not have letter grades assigned, thus, will not be used to compute a student’s grade
point average.
Student will not be granted DSST credit for courses:

a. Inwhichthey have previously challenged OR

b. Inwhich they are currently enrolled OR

c. Inwhich they were previously enrolled (regardless of grade earned) OR

d. Inwhich they have earned transfer credit from any accredited institution OR

e. Inwhich they were enrolled but dropped with record on an official transcript
DSST credits, once recorded on a student’s WSC transcript, become a permanent part of the
academic record.
A maximum of 15 semester hours of non-traditional college credit (i.e., AP, CLEP, DSST, military
training, WSC challenge examination credit, portfolio development, industry credit training, and
courses covered under high school articulation agreements) may be applied to an associate’s degree,
diploma, or certificate at WSC.
Credits earned through DSST will count toward WSC graduation requirements; however, they do not
count toward the minimum institutional credit requirements.
Students must meet minimum score requirements to obtain college level credit at WSC.

10. Duplicate credit will not be awarded for overlapping exams.
11. DSST exams can be repeated after 6 months using reqular registration procedures.
12. The number of DSST credits awarded is equal to WSC course credits.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
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Approved by the Executive Cabinet on August 31, 2015

REFERENCES

SBHE Policy 403.7 - Common General Education Requirement and Transfer of General Education Credits NDUS
Procedure 403.7.4 - Common Credit-By-Exam Guidelines, NDUS Credit-By-Exam Chart
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DEGREES

SBHE POLICY AND NDUS PROCEDURE

SBHE Policy 409 Degrees Offered
NDUS Procedure 409 Diplomas and Certificates

WSCPOLICY

Students who are anticipating or have completed degree requirements must apply for graduation in order to
receive a graduation audit and receive a diploma.

PROCEDURES

1. Students must apply for graduation using the Williston State College Graduation Application.

a. Students are advised to apply for graduation at least one term prior to their expected
completion term. This isimportant to ensure that all courses have been met in order to
graduate the following term.

2. Graduation applications will be reviewed in the order they are received. Students will receive
correspondence regarding their application and its status to their WSC email address.

3. Graduation applications must be received by April 1* for commencement program printing purposes.

4. Final graduation audits will be completed following the complete submission of grades from
instructors. Students should allow at least 5 weeks after the end of the term for their diplomas to be
mailed and received.

a. Diplomas are not mailed out to students with negative service indicator hold. Diplomas will be
held until the hold is satisfied by the student.

5. Students applying for multiple degrees within one program will be eligible to receive all applicable
degrees upon completion of final degree.

6. Adegree cannot be conferred if a student is enrolled in coursework after the expected completion
term. Students who are enrolled in coursework following their completion term must reapply for
admission. Should a student choose not to reapply, confirmation of the degree will follow the end of
the final term of coursework with Williston State College.

7. Students wishing to earn a degree from Williston State College must be in a degree-seeking program.
Students who are non-degree seeking must reapply for admission into the program of choice before
the start of the degree-completion term.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015

24


http://www.ndus.edu/makers/procedures/sbhe/default.asp?PID=102&SID=5
http://www.ndus.edu/makers/procedures/NDUS/default.asp?PID=275&SID=56

W/ | SR G

FINAL GRADE CHANGES

WSCPOLICY

It is Williston State College policy to have rules and regulations governing the changing of final grades which
assure fairness and consistency.

Submitted grades, except grades of incomplete, are final and may only be changed by the instructor to correct
human error or fraud (plagiarism or cheating). Grades may not be changed for students submitting additional
work or materials past the last day of course.

PROCEDURES

1. Course instructors may change final grades, on their own authority, within the limits of this policy,
within four weeks of the close of the term. Reasons for the change must be documented on the final
grade change form or via WSC email.

2. Inthe absence of the course instructor, the Department Chair must complete the final grade change
form.

3. Fall, spring, and summer semesters are included for this policy.

4. Grades cannot be changed to a withdrawal (W) or an audit (AU) as those are not grade options. They
are administrative procedures initiated by the student, not the instructor.

5. If the change of a final grade impacts academic standing and academic honors, the update will be
reflected on the student’s transcript.

6. Inaccordance with the regulations provided above, instructors should provide final grade changes via
the Grade Change Form. This form is available by request from the Registrar.

a. Allinformation must be filled in and an instructor’s signature is required.
This form can be dropped off at the Academic Records Office or emailed to
wsc.records@willistonstate.edu

7. Due to FERPA regulations, Academic Records will only accept requests from a WSC email
account. A request from a non-WSC email account will not be honored. If you do not know your
WSC email account log-in information please contact the WSCIT Help Desk at 701.774.4593 and they
will assist you

8. Do notinclude the student in the email. This is in violation of FERPA. If the student would like to be
notified when the grade change(s) have been completed you can email them separately, after you
receive the confirmation from the Registrar that the grade change has been made. When emailing
the student, please instruct them to view their grade change within CampusConnection via their
unofficial transcript. Do not refer to any course or grade information in the email.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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GRADES

WSC POLICY
Williston State College shall establish appropriate rules and regulations for grading students.

DEFINITIONS

e Audit (AUD)- Indicates a student is not obligated to complete assignments and may not participate
in examinations and will not receive a grade or college credit. This grade basis will not carry honor
points or earned credit and will not count toward the student’s degree program.

Graded (GRD) —This grade basis may carry honor points and earned credit and may count toward the
student’s degree program. (A, B, C, D, F)

Grade Forgiveness (FRV) - Indicates that a student has not attended WSC for 5 or more years and
requests all earned grades in a selected full semester(s) be excluded from GPA. This grade basis will not
carry honor points or earned credit and will not count toward the student’s degree program.

Satisfactory/Unsatisfactory (SUS) — This grade basis will not carry honor points but the Satisfactory (S)
courses will count toward the student’s degree program, given the course is not developmental in
nature. (S, U)

Pre-College (PRC) - Indicates the need for college preparation work before enrollment in college level
courses. This grade basis will not carry honor points or earned credit and will not count toward the
student’s degree program.

Transfer (TRN) - Indicates coursework that is recorded on a WSC transcript from another regionally
accredited post-secondary institution. This grade basis may carry honor points and earned credit and
may count toward the student’s degree program.

PROCEDURES

Grades:

1. Course work is graded, A, B, C, D, or F. "A" indicates superior, "B" above average, "C" average, "D"
below average, and "F" failing with no credit granted.

2. Departments may use a Satisfactory (S) and Unsatisfactory (U) grading system for certain courses or
programs provided an appropriate new course/course change request form is submitted.

3. Withdrawal (W) and Audit (AU) are not grades.

4. Incomplete (I) is not a grade, but is assigned as a placeholder for a grade to be awarded at a later date
in accordance with WSC Policy—Incomplete Grading Policy.

Grade Posting:

Grade rosters are opened by the Registrar no more than one week prior to the end of the course.
Grade are entered by the instructor in Campus Connection. The instructor marks grades as approved
once grades are entered for all students in the course.

3. Grades for all students must be entered and approved by the instructor by the Monday at noon after
the course has ended.

4. Grades are posted by the Registrar once all grades are entered for the course in Campus Connection
no later than the Wednesday after the course ends.

POLICY HISTORY
Approved by the Faculty Senate on August 21, 2015
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Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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GRADE FORGIVENESS

WSCPOLICY

A currently enrolled Williston State College student may request to exclude all grades earned in selected full
semester(s) completed at Williston State College from GPA calculations if he or she has not completed an
associate degree, diploma, or a certificate and time has lapsed five or more years from the semester for which
Grade Forgiveness is requested. A student may only exercise the option of Grade Forgiveness once. Courses
completed in a semester granted Grade Forgiveness cannot satisfy academic requirements.

PROCEDURES

1. Students considering Grade Forgiveness will consult with the Academic Records Office to be
counseled on proper procedures.

2. Student requests Grade Forgiveness form from the Academic Records Office,
wsc.records@willistonstate.edu or Stevens 105C.

3. Student returns completed Grade Forgiveness form to the Academic Records Office.

4. Ifall elements of the request comply with policy, the Academic Records Office will record necessary
Grade Forgiveness information on student record. If not, the Academic Records Office will counsel
student on the appeal process. Grades will be excluded from calculating the student’s GPA, however,
the courses and grades will remain on the student's transcript.

5. Student appeals are made following procedures outlined in Section VIl of the WSC Student Code of
Conduct.

POLICY HISTORY

Approved by the Faculty Senate on March 19, 2018
Approved by the Faculty Council on April 20, 2018
Approved by Staff Senate on April 10, 2018
Approved by the Executive Cabinet on April 30, 2018
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HONOR POINTS AND GPA

WSC POLICY
Williston State College shall establish appropriate rules and regulations for issuing honor points and calculating
grade point average (GPA).

PROCEDURES

Honor Points:

A - 4 honor points per credit
B - 3 honor points per credit
C - 2 honor points per credit
D - 1 honor point per credit
F - o honor points

S - o honor points

U- o honor points

GPA:
1. Term GPA s calculated given only one term’s coursework.
2. Institutional GPA is calculated using only WSC coursework.
3. Cumulative GPA is calculated using only WSC coursework.
4. Total Cum GPA Including Transfer Credit is calculated using WSC coursework plus transfer

coursework.

5. Precollege (developmental) coursework is not used in calculating Term, Institutional, Cumulative, or
Total CUM GPA Including Transfer Credit GPA's.

6. Students should refer to the President’s Honor Roll Policy and to the Academic Probation,
Suspension and Reinstatement Policy to determine impact of GPA on these items.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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INCOMPLETE COURSE

WSCPOLICY

In accordance with the WSC policy regarding Student Academic Records and SBHE/NDUS Policy 440
(enrollment reporting), an Incomplete may be assigned to the student who has been in attendance and has
done satisfactory work within four weeks to the close of the course and whose work is incomplete as a result of
extenuating reasons.

PROCEDURES

1.

0

9.

Anincomplete is not a grade, but rather is a placeholder issued by the instructor to a student who is
unable to complete the course within the normally scheduled time frame.

An incomplete may only be granted to a student, at the instructor’s discretion, if all of the following
conditions are met:

a. The studentisin good academic standing for the course through the final date to drop the
course.

b. Astudentis unable to complete all assigned requirements before the last day to drop the
course due to significant reasons beyond their control (i.e. medical, military, death of
immediate family, or personal or natural disaster).

¢. The student and instructor have agreed that the incomplete grade is acceptable.

An Incomplete Grade Reporting Form must be completed by the instructor and the student. The
instructor will submit the form to the Academic Records Office by the grade submission deadline
where the “|” will be entered into the student’s academic record in lieu of a grade. The Academic
Records Office will then send the form through the approval process with the Department Chair.
An incomplete must be completed within four weeks of the close of the semester in which it is
awarded. Extensions beyond the standard maximum require approval from the Director for
Extended Learning and may not exceed two incomplete conversion cycles (8 weeks total).

a. Developmental courses may be allowed additional time to complete incomplete work, up to 8
weeks initially and extendable (as above) up to a total of 16 weeks.

A Grade Change Form to change the grade must be submitted by the instructor prior to the
administrative conversion deadline set by the College.

a. When anincomplete is changed to a grade by the course instructor, that grade becomes the
final grade. Any required work not completed within the approved time will be assigned zero
credit and a final grade computed.

b. If a Final Grade Change form is not submitted by the course instructor, the incomplete will
convert to a final grade of failing (F) or unsuccessful (U). The Academic Records Office will
change the incomplete and send correspondence to the student.

Students should be advised that accepting an incomplete in a course that is a prerequisite for another
course could prevent them from starting that second course as long as the incomplete is on the
record. If the student has already enrolled in the second course, the instructor could administratively
drop the student.

Students are not allowed to graduate with an incomplete on their WSC academic record.

Failure to complete all incomplete requirements for the degree within 30 days of the end of the
semester of graduation will delay the awarding of the degree until the following semester.

Students who were issued incompletes that later converted to failing (F) or unsuccessful (U) may
appeal disputed grades in accordance with WSC Student Policy — Student Grievance and Appeal. 22

10. Itis the student’s responsibility to communicate with the instructor and ask for an incomplete to be
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issued. It is at the instructor’s discretion to request the appropriate documentation (see examples
below).

Reason Documentation that may be requested by instructor
Medical Letter from the Medical Physician on official letterhead
listing specific dates, conditions, and ability to complete
and/or attend class(es).

Military Orders listing dates of activation or other paperwork
detailing activation information

Death of Immediate Family Funeral Service Bulletin showing relationship to deceased.
Immediate family members include husband, wife, son,
daughter, father, mother, stepparents, brother, sister,
grandparents, grandchildren, stepchildren, foster parent,
foster children, brother-in-law, sister-in-law, son-in-law,
daughter-in-law, mother-in-law, and father-in-law.

Natural Disaster (personal) Official newspaper article from area in residence.
Natural Disaster (work Letter on official letterhead from employer’s human
related) resource department.

POLICY HISTORY

Policy and Procedure were approved by Faculty Senate on 5/2/17.
Policy and procedure were approved by Faculty Council on 5/3/17
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READMISSION FROM ACADEMIC SUSPENSION

WSCPOLICY

Students seeking readmission or admission to Williston State College from academic suspension must sit out
for at least one semester (includes summer session). Williston State College honors suspensions of other
institutions.

PROCEDURES

The readmission procedures are outlined below:
1. Complete and submit a WSC Application for Admission
2. Complete the Academic Suspension Readmission Request form. The form is available online.

3. Submit the form to the Academic Records Office at wsc.records@willistonstate.edu to have your

request reviewed. Requests are reviewed by the Accessibility and Retention Specialist in order to
determine the best Student Education Plan for the student.

4. Students should complete the above process at least two weeks prior to the beginning of an
academic semester to be considered for readmission.

5. Ifthe requestis approved, the student may register and may have contingencies placed on their
readmission.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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REPEATING A COURSE

WSCPOLICY

Williston State College shall establish appropriate rules and regulations for repeating a course.

PROCEDURES

General Advice:

Students may repeat courses at Williston State College in order to improve grades or to update knowledge of
the course content. Students who are receiving financial aid must consider the impact of repeating a class (es)
on their eligibility for financial aid. Students should seek academic advisement before deciding to repeat a
course.

Repeating a Course:
1. Theinitial grade and the new grade for the repeated courses will appear on the student'’s official and
unofficial transcript.
2. The grade earned during the last enrollment will be used in calculating grade point averages and
degree requirements, even if that grade is lower.
3. Theinitial grade will continue to be calculated in grade point average and in degree requirements, if
the repeated course is dropped or withdrawn.
4. Students who have earned a degree may re-enroll in a course but the repeat policy will not apply.
Both courses will be included in calculation of GPA and total credits.
5. The repeat policy is applicable to transfer credit as long as the course is deemed equivalent to a
Williston State College course.
6. Courses that Williston State College has inactivated or discontinued may not be repeated.
Repeats are not calculated on Pre-College courses. (Academic Skill Courses (ASC))
Repeats of a course occur only if subsequent enrollment is on the same basis of grading as the first.
(ex. A course initially taken for a letter grade must be repeated for a letter grade.)
9. Repeats applied to courses within a given semester will not change as a result of Academic
Forgiveness.
10. Repeating a course may improve the student’s academic standing. However, prior academic
standing, as it has been recorded on the official and unofficial transcripts, will remain unchanged.
11. If a student previously passes a class but is not satisfied with the grade received or needs a higher
grade per degree requirements, the student may repeat that class ONLY one time and count that
class towards enrollment status for federal financial aid eligibility. Once a student receives a passing
grade for a class, the student can only receive federal financial aid for one repeated course. Below is
an example that may provide further clarification:
a. Student A takes English 110 in the fall semester and earns a “"D” grade
b. Student A repeats English 110 in the spring semester and earns a "D” grade
c. Student A repeats English 110 the following fall semester — CANNOT receive federal financial
aid to pay for this class
12. The initial repeat of any of the specific courses that allow multiple enrollments will not count as a
repeat (ex. HPER 101, MUSC 117, etc.). Further repeats may or may not count due to the nature of the
course. Please contact the Academic Records Office or your academic advisor for clarification.

0 N

POLICY HISTORY
Approved by the Faculty Senate on August 21, 2015
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Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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REQUESTING AN OFFICIAL TRANSCRIPT

WSCPOLICY

Williston State College has authorized the National Student Clearinghouse to provide official transcript
ordering online. This service allows students to order official transcripts securely via the web.

General Information:

1.

A transcript will not be issued if a negative service indicator hold has been placed on a student’s
account for outstanding balances. The hold must be satisfied within 60 days of the receipt of the
request. After 60 days, the order will be automatically cancelled and a new order will need to be
placed.

Cost per transcript is $7.25 per copy ordered.

Transcript requests of academic coursework completed at other institutions must be directed to the
respective institutions.

Faxed transcripts are not considered official. Verify the type of transcript needed before requesting a
copy to be faxed.

Delivery and Fee Options

1. Regular First Class Mail -$7.25/transcript
e Once your order is received in our office, your transcript will be mailed via reqgular US mail

within 3 - 5 business days of the order.

2. Hold for Pick Up - $7.25/transcript

e Once your order is received in our office, your transcript will be available for pickup at the
Academic Records Office two business days after receiving the transcript order. Photo ID is
required for pick-up.
PROCEDURES

1. GotoWILLISTONSTATE.EDU

2. Click REQUEST TRANSCRIPT [top of page]

3. Click START

4. Fill out fields for PERSONAL INFORMATION

5. Select RECIPIENT

6. Enter RECIPIENT DETAILS

7. REVIEW ORDER

8. Enter CREDIT CARD

9. Sign CONSENT

10. An order number will be provided when the transaction is complete

11. An email will be sent when the order is received and when order is sent.

12. Official transcripts can also be requested by paper. For the official transcript request form, email the

Academic Records office at wsc.records@willistonstate.edu

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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REVERSE TRANSFER POLICY

SBHE POLICY AND NDUS PROCEDURE

SBHE Policy 407.0 Reverse Transfer
NDUS Procedure 407.0 Reverse Transfer

WSC PROCEDURE

1. Students who have completed at least 24 semester credits at Williston State College and who have
transferred to a NDUS institution or a regionally accredited institution may qualify for reverse
transfer for graduation purposes.

2. Qualified students must complete the following in order to initiate the Reverse Transfer Degree
audit:

a. Complete the Reverse Transfer application at www.willistonstate.edu/reversetransfer

b. Complete the Graduation application at www.willistonstate.edu/graduate

c. Submit all final post-secondary transcripts being used for the purpose of Reverse Transfer to:

Williston State College
Academic Records
1410 University Ave
Williston ND 58801

d. Students who have credits for the purpose of Reverse Transfer from an NDUS institution need
not submit an official transcript request. The Registrar will formally request the transcript on
the student’s behalf per NDUS Procedure 407.0.

3. Following completion of necessary steps, the Registrar will complete a graduation audit to determine
if all degree requirements have been met.

a. Students who are currently in progress of coursework at a post-secondary institution outside of
the NDUS must submit final official transcripts following completion of the term in order to
complete the degree audit.

b. Students who are eligible for degree confirmation will be awarded their degree for the term in
which they initiate their intent to earn a Reverse Transfer degree.

c. The Registrar will term activate the student for the expected graduation term only for the
purpose of transfer evaluation and degree confirmation.

REFERENCES

SBHE Policy 407.0 — Reverse Transfer
NDUS Procedure 407.0- Reverse Transfer
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STUDENT CREDIT LOAD

WSCPOLICY

At Williston State College students of documented ability may petition to enroll in more than the prescribed
class load limit.

PROCEDURES

Class Load Limit:
The class load limit for all full-time students is 20 credit hours per semester. During summer session the class
load limit is 12 credit hours.

Petitioning for Extra Class Load:
1. Astudent who wishes to attempt an extra class load must file a completed Course Override Form
located on the Academic Records Office webpage on/by the end of the second (2nd) day of classes

during the semester for which the overload is requested. The Petition for Additional Class Load form

must be approved by the instructor of course that is being requested and the student’s advisor.

2. The student will be notified of the status of their petition on/or before the published deadline to add

classes via WSC email address.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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TRANSCRIPT CONDUCT NOTATION

WSCPOLICY

WSC places transcript notations on unofficial and official transcripts for any student who receives any type of
Student Code of Conduct disciplinary suspension and for any student who withdraws from the institution while
a conduct proceeding is pending final decision.

PROCEDURES

Upon receiving a Student Code of Conduct violation report for which suspension of any type is deemed a
reasonable sanction, the Vice President for Student Affairs or designee will direct that the following notation be
placed on the student’s transcript: “Conduct charges pending, Notice of Investigation Sent Date, Student
Affairs.”

After the conduct sanction has been decided, the Vice President for Student Affairs or designee will direct that
a notation be placed on the student’s transcript:
1. Where the sanction is an emergency suspension, the following notation will be listed: “Emergency
Suspension Issued for a Student Code of Conduct investigation, Dates that Sanction is in Effect,
Student Affairs”
2. Where the sanction is a temporary suspension, the following notation will be listed: “Temporarily
Suspended for a Student Code of Conduct violation, Dates that Sanction is in Effect, Student Affairs”
3. Where the sanction is an indefinite suspension, the following notation will be listed: “Indefinitely
Suspended for a Student Code of Conduct violation, Date Indefinite Suspension was issued, Student
Affairs.”

If a student withdraws from WSC while a conduct investigation is pending for allegation(s) related to a Student
Code of Conduct violation(s) for which suspension of any type is deemed a reasonable sanction, and the
student declines to complete the student conduct process, the Vice President for Student Affairs or designee
will direct that the following notation to be placed on the student’s transcript: "Withdrew With Conduct
allegation pending, Notice of Investigation Sent Date, Student Affairs.”
1. Students who withdraw from WSC and decline to complete the student conduct process may forfeit
any right to resume the conduct proceedings at any point in the future.
2. Conduct charges are considered “pending” once a student is informed in writing that there are
allegations that the student may have violated WSC’s Student Code of Conduct for which suspension
of any type is deemed a reasonable sanction.

Withdrawal from Institution/Transcript Notations
Should a student be found in violation of WSC’s Student Code of Conduct and sanctioned with an indefinite
suspension, the Vice President for Student Affairs or designee will direct the following:
1. Completion of an Administrative Withdrawal form requiring the student be withdrawn from
coursework for the current and/or subsequent terms, if deemed necessary.
2. Revisions of notations for the student record, if deemed necessary.

Conduct Process Appeal

Students sanctioned for violations of WSC’s Student Code of Conduct may appeal the decision and sanctions
according to section 8.1 of the Code.
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If the appeal is found in the student’s favor, the notation is removed.

Appealing a Conduct Transcript Notation
A student may appeal a Conduct Transcript Notation in writing to the Student Review Committee. Students
must include rationale to request notification removal or amendment.

The Student Review Committee will review the written request and consider factors such as:
1. The nature of the violation
2. Any harm orinjury that resulted from the violation
3. Time passed since the violation’s occurrence
4. The behavior of the student since the violation

The Student Review Committee will make a decision regarding the request and communicate the decision to
the student and the Vice President for Student Affairs within 14 calendar days of receipt of the student’s written
request. A student may appeal the decision of the Student Review Committee according to section VIlI, 8.5.4 of
the Code.

Additionally, decisions regarding sanctions and/or appeal outcomes will be promptly communicated by the Vice
President for Student Affairs or designee to all appropriate College administrators, faculty, and staff via WSC
email to allow for general communication, suitable arrangements or updates to prior arrangements.

Admission Process for Incoming Student with Conduct Notation
Within ten calendar days of receipt of a transcript with a conduct notation for an incoming student, the
Enrollment Management Review Committee will meet to decide the parameters of enrollment for the incoming
student. When considering these parameters, the Enrollment Management Review Committee will consider
such factors as:

1. The nature of the violation

2. Any harm orinjury that resulted from the violation

3. Time passed since the violation’s occurrence

4. The behavior of the student since the violation

The Enrollment Management Review Committee will make a decision regarding parameters for enrollment and
communicate the decision with the student within five calendar days of the committee’s meeting. A student
may appeal the decision of the Enrollment Management Review Committee according to section 8.1 of the
Code.

FERPA

Students may provide consent to release information regarding their transcript and conduct records to
designated third parties by completing a FERPA Release Form available online. The release remains in effect
as indicated by the student on the FERPA Release Form.

POLICY HISTORY

Approved by WSC Executive Cabinet — October 2, 2017
Approved by WSC Faculty Senate — August 15, 2017
Approved by Faculty Council — August 16, 2017
Approved by WSC Staff Senate — August 1, 2017
Approved by WSC Student Senate — September 20, 2017
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REFERENCES

Transcript Disciplinary Notations: Guidance to AACRAO Members, June 2017
http://www.aacrao.org/docs/default-source/TrendTopic/Disciplinary-Notations/transcript-disciplinary-
notations-quidance.pdf?sfvrsn=0
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TRANSFER CREDIT

SBHE POLICY
SBHE 402.4 Admission Policies — Transfer Applicants

WSCPOLICY

Students who wish to transfer to WSC from another college or university must complete all of the admissions
requirements and must provide the Enroliment Services Office with official and complete transcripts, showing
all courses attempted and grades earned, from all colleges attended.

PROCEDURES

1.

10.

11.

WSC accepts transfer credit earned from regionally recognized accredited institutions of
postsecondary education.
Courses approved for transfer must be comparable in nature, content, and level and match at least 8o
percent of the content and goals of the course for which the student is seeking equivalent credit.
Upon acceptance to WSC, the Registrar will perform an evaluation of all official college transcripts.
The official evaluation process usually takes up to three weeks.
Students accepted to WSC four weeks or less prior to the start of a semester will not be guaranteed
an official transcript evaluation in time for registration.
The evaluation by the Registrar will determine which credits will transfer as well as how those credits
will be applied toward the College’s general education requirements. Courses accepted for a specific
technical program will be determined by the individual department.
All college-level credit attempted will be posted in transfer by WSC. There are certain exceptions to
this rule, and these exceptions include, but may not be limited to the following:

a. Remedial courses* by definition of the transferring institution or equivalent to a remedial
course taught at WSC.
Graduate level by definition of the transferring institution legend.
Continuing education courses
Institution-based credit by examination
Credit granted for life experience by other institutions
All collaborative credits attempted/earned at provider institution(s) with "W" will be recorded at
students’ home institution.

*Remedial course work may meet pre-requisite requirements.
The number of credits which are transferable depends upon the calendar system of the transfer
institution (semester, trimester, quarter system) and the classroom (contact) hours of the class.
Grades associated with transfer credits are calculated in the student’s WSC cumulative grade point
average (GPA).
A course-by-course evaluation by World Education Services (WES) or Span-Tran of non-U.S.
postsecondary credentials is required if credit is intended to be used as transfer credit. Only one
course-by-course evaluation service can be used for all transfer work.
A student who was suspended from another institution must have a lapse of at least one semester
prior to the term in which he/she is seeking admission to WSC.
Courses that are repeated are counted only once in total credits earned. Students may repeat a
course at WSC; however, the first grade earned in the repeated course is never removed from the
transcript. The GPA is computed using the last grade received, even if the last grade is lower than the
first.

mo o0 o
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12. Students have the right to appeal transfer credit decisions. The student must contact the Academic
Records Office to initiate the appeal process. Additional documentation may be required of the
students before the appeal is reviewed. The student will be notified of the decision rendered.

13. Transfer credit earned after completion of a degree at Williston State College will only be posted to a
student transcript when the readmission process is complete. Transfer credit will be posted to the
term of remittance.

14. Transfer credit posted after a degree is awarded at Williston State College will not impact calculated
GPAs prior to degree completion.

15. Upper-level undergraduate coursework, typically numbered with 300 and 400 level markings, will be
evaluated and transferred in as general transfer coursework. Requests can be made from the student
to the Registrar for a departmental review of individual coursework for equivalency.

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015

REFERENCES
SBHE 402.4 Admission Policies — Transfer Applicants
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VERIFICATION OF ENROLLMENT REPORTING

WSCPOLICY

WSC monitors and updates the enrollment status of students who receive Title IV aid and sends updates to
NSLDS via the National Student Clearinghouse. These reports are sent monthly by the Office for Academic
Records to ensure student statuses are updated within the allowable 30 day timeframe.

PROCEDURES

The WSC Office for Academic Records, produces monthly reports using the PeopleSoft platform. These reports

are sent monthly no later than the 5 of each month.

Student statuses are updated in the following situations:
1. Enrolled less than half time

Reductions or increases in attendance levels

Withdraws

Graduates

Leave of absence

Changes in permanent address

OV H W N

Students unofficially withdrawing from WSC are monitored by the WSC Financial Aid Office. These students
are manually updated in NSLDS to reflect their date of last attendance as withdrawn.

WSC supplies students with Enrollment Verification information on their website at the following location:
http://www.willistonstate.edu/Current-Students/Academic-Records/Enrollment-Verification.html

POLICY HISTORY

Approved by the Faculty Senate on August 21, 2015
Approved by the Faculty Council on August 21, 2015
Approved by Staff Senate on September 8, 2015
Approved by the Executive Cabinet on August 31, 2015
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ACADEMIC CALENDARS

SBHE POLICY
SBHE Policy 406.1 Academic Calendars

1. Except for the School of Medicine and Law, University system institutions shall operate under a common
academic year calendar approved by the Chancellor. The Chancellor shall approve academic year
calendars at least two years in advance and may approve a perpetual calendar.

2. Academic year calendars must include at least 160 class days, including test days, but excluding class
holidays and days reserved for orientation, registration and commencement. Institutions may
designate one class day before finals each semester as a reading/review day.

3. Academic year calendars are subject to the following additional guidelines:

a. Class holidays are Labor Day, Veterans' Day, Thanksgiving Day and the Friday following, Martin
Luther King Day, Presidents' Day, and the Friday before and Monday following Easter Sunday;

b. Fall semester ends before Christmas;

c. Thereis at least a two week break, including Christmas and New Year's Day, between Fall and
Spring semesters;

d. Thereis a one week Spring semester break beginning the Monday following 4o class days;

e. Finals week begins on a Monday unless a campus identifies the penultimate Friday of the
semester as a reading/review day, in which case final exams may begin on the Saturday
following the Friday reading/review day;

f. Campuses may identify programs that shall continue to hold class meetings during finals week;
and

g. Forastandard 16 week semester, the last day to add or drop a course without a record is the
1oth calendar day in the fall term and the 11th calendar day in the spring term. For course drops
or institutional withdrawals after the 10th calendar day in the fall term or 11th calendar day in
the spring term but not later than the last business day of the 12th week of class, a "W" shall be
recorded. Add, drop and withdrawal dates for summer terms or other sessions not 16 weeks in
length shall be proportionate to the standard 16-week term. Registration day is the first day of
a standard 16-week academic term. Grades reported at the end of the term shall include those
of students who fail to drop the course or withdraw from the institution according to the dates
listed above. Requests for reconsideration or appeals and exceptions to these requirements,
based on hardship or other good cause, shall be addressed following established institutional
procedures.

4. Campuses may adjust course meeting schedules when the holiday schedule differentially affects courses
that meet once a week.

POLICY HISTORY

New policy. SBHE Minutes, June 8-9, 1983, page 5143.
Amendment SBHE Minutes, September 24-25, 1987, page 5632.
Amendment SBHE Minutes, September 12-13, 1989, page 5891.
Amendment SBHE Minutes, April 17, 1998, page 6874.
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Amendment SBHE Minutes, February 21-22, 2002.
Amendment SBHE Minutes, June 19, 2008.
Amendment SBHE Minutes, Sept. 16, 2010.

REFERENCES

Williston State College publishes their academic calendar in the Academic Catalog in accordance with SBHE
Policy 406.1.
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RIGHTS OF STUDENTS CALLED TO ACTIVE MILITARY
SERVICE

SBHE POLICY
SBHE Policy 510 Rights of Students Called to Active Military Service

1. Astudent not on active military service at the beginning of an academic term who is called or ordered
to active military service for fourteen consecutive days or longer during the term shall have the right,
at the student's option:

a.

To withdraw from any or all classes in which the student is enrolled, even if after the established
deadline for withdrawal, and be entitled, subject to applicable laws or regulations governing
federal or state financial aid programs and allocation or refund as required under those
programs, to a full refund of tuition and mandatory fees. The student shall not receive credit or
a grade for classes from which the student withdraws. A student in good standing at the time of
exercising this right shall have the right to be readmitted and reenroll, without penalty or
redetermination of admission eligibility, within one year following release from active military
service;

To request an incomplete under the institution's incomplete policy; or

Except for science labs, internships and other classes for which attendance or in-person
participation is an essential part continue and complete the course for full credit if, in the
opinion of the faculty member teaching the class, the student has completed sufficient work
and has demonstrated sufficient progress toward meeting course requirements to justify the
award of credit and grade. Upon a student's request and at the discretion of the faculty
member, this option may be made available for a science lab or internship.

2. Astudent called or ordered to active military service during a term shall have the right to a refund of
fees other than mandatory fees for that term as follows:

a.

d.

A refund on a pro rata basis for a housing contract and a traditional term board contract, and a
full refund of any unused balance for a "declining balance" board contract, or a board contract
by which a student purchased a specified number or dollar value of meals;

A refund on a pro rata basis of parking fees and other optional fees;

No refund is due for course challenge or similar fees for classes for which the student is awarded
full credit;

No refund is due for flight training or similar fees for specialized training.

3. The chancellor may adopt procedures implementing this policy.

POLICY HISTORY

New policy. SBHE Minutes, November 21, 2002.

REFERENCES

SBHE Policy 510 — Rights of Student Called to Active Military Services

46


http://www.ndus.edu/makers/procedures/sbhe/default.asp?PID=200&SID=6

