University-Transfer Division
Grading and Makeup Policies*
General Policies Regarding All Classes and All type of Assignments
· The instructor owns the copyright to all original material, and this material may not be duplicated without permission from the instructor.
· Computer/technical problems (printer ran out of ink, computer locked up, flash drive was stolen, etc.) do not constitute an excuse for turning anything in late.
· No late papers or assignments may be turned in during the last week of the semester.
· Being late or not attending class can negatively affect your grade. You are responsible for all missed material due to any absences.
· In case of a documentable emergency, the policies may be adjusted at the discretion of the instructor.
Classroom Etiquette

· Cell phones must be turned off or put in vibrate mode.  Texting, chatting, tweeting, and browsing various other social media sites is not allowed during class unless the activity is a part of the daily class activities and is assigned by the instructor.  Failure to adhere to this policy could result in a loss of in-class activity points.
· Children under 16 are not allowed in the classroom.
· You must gain permission from the instructor before you can tape any portion of the class.
· Laptops are to be used as the instructor determines.  The instructor reserves the right to ask that they be stored away during class.
· Everyone deserves to be respected for their opinions.  This includes your instructor, your classmates, and yourself.
Homework and Assignments
· Homework and assignments are to be submitted via blackboard and are due at the beginning of class on the due date unless otherwise indicated by the instructor.
· If you are absent from class it is still expected that you will turn your homework or assignment, via blackboard, on time. 
· Late homework and assignments may be turned in within one week of the due date if permitted by the instructor, but the late homework or assignment will be given only half credit.  Certain types of homework or assignments may not be turned in late for any amount of credit.  These are clearly identified in the class syllabus.
· After one week an assignment or homework will no longer be accepted for credit.
Papers and Projects
· Papers and projects are to be submitted via blackboard and are due at the beginning of class on the due date unless otherwise indicated by the instructor.  
· If you are absent on the due date it is your responsibility to make sure the paper or project is still turned in on time.  
· The instructor reserves the right to reject any paper that is not completed according to directions given or that fails to meet general college-level standards.
· The responsibility for proof regarding the originality of a paper rests with you, not the instructor.
· In the absence of clearly stated guidelines within the course syllabus, late papers and projects may be accepted with the following late penalties as a one-time exception.  Certain types of papers or projects may not be turned in late for any amount of credit.  These are clearly identified in the class syllabus.
· If it is turned in within 24 hours of the due date there will be a 10% reduction.  
· After 24 hours and up to one week there will be a 50% reduction.  
· After one week the paper or project will no longer be accepted for credit.
Quizzes and in-class assignments
· Quizzes and in-class assignments can not be made up. 
· If you are absent for any reason on a day with a quiz or in-class assignment you will receive 0 points for it.  

Tests & Major Assignments
· Only one test or major assignment (i.e. speech) a semester may be made up.  
· If you know you will have to miss a test or major assignment, you must make arrangements with the instructor before the due date in order to take the test or turn in the assignment at an alternate time.
· In an emergency situation (i.e. flat tire, emergency room visit) you must contact the instructor via means outlined in the syllabus to make arrangements to make up the test or major assignment.

· Arrangements to make up a test or major assignment must be made with the instructor within one week of the original date of the test. 

Labs
· Labs can not be made up under any circumstances. 
· Proper safety guidelines must be followed at all times.  Failing to follow safety guidelines will result in a score of 0 on the lab, and the student will be asked to leave the classroom during the lab.

· A score of 0 will be entered for any labs that are missed.  

Grading
· If questions about class policies and procedures or grades arise during or after the semester, you must meet with your instructor to discuss this first prior to speaking with a program chair or any other college representative.
Midterm
· Midterms may not be made up.
Final Exam
· There is no make-up for the final exam.  
End of Semester
· The last class meeting is the end of the semester. Nothing may be turned in or completed after that date. All graded assignments should be picked up by the end of this meeting or they will no longer be available.
*Students must use the instructor’s syllabus as their primary source for course guidelines.  This document is a secondary source, to be used in the event that a particular policy is not covered in the instructor’s syllabus.
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