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Introduction
Welcome to Lehigh!

In this handbook, we would like to offer you a guide to various aspects of academic life at this
university. Wewill give you ideas about course planning, preparation, and management; tell you about
our library system and technology centers; discuss some career management issues; and point you
toward campus activities and places where you may spend some leisure time. An e-copy of this
document may be found on the Provost’s web page.

I. Course planning and preparation

Semester Schedules
The Regigtrar maintains the academic calendar for severa years ahead on hisweb page:
http:/Mmww.lehigh.edu/~inrgs/cad endar.htm

Rdigious halidays that you should be aware of are listed on the following web page:
http:/Aww.lehigh.edu/~incha/holidayshtml

Blackboard Course Management

Lehigh faculty have access to Blackboard, a web-based course management tool. Contact Margaret
Petrovich, 83830 or mjp3, to request Blackboard for your courses. Each college hasan in-house LTS
team that includes an ingtructiond design specidigt to assst faculty in using technology for teaching:

CBE: Sherri Yerk-Zwickl (shy2) tel. 8-4009
CAS: Bill Mitchdl (rwm3) tel. 8-3984
RCEAS. Robin Deily (rjd0) tel. 8-4988
COE: Grace Chiang (glc3) tel. 8-5045

On Blackboard, you may post course documents, such as your syllabus, handouts, and assignments.
Among other features, your students may hold discussions online on the Discusson Board, moderated
by you. You have an automatic e-mail list for dl studentsin each class available in Blackboard. To
learn how to use the Blackboard system, contact the Ingtructiond Technology divison of Library and
Technology Servicesfor alist of their ssminars for the coming academic yesr.

Multi-section Courses

In many departments, severd faculty members may teach sections of the same course; a times both full
time and adjunct faculty teach such courses. To befair to sudents, provide consstent student
preparation and qudlity, yet provide leeway for differences in teaching style, faculty find ways to achieve
the common learning and ingructiona objectives for dl sections. Similarities anong sections may
include a common syllabus, common individua questions on homework, quizzes, and midterms; videos
and other learning experiences, PowerPoint dides. In some cases, dl faculty who teach acommon
course work together to prepare questions for a common fina exam.



Preparing a syllabus

The syllabus for acourse is more than alist of assigned readings and the dates on which tests will be
given. Itisacontract between professor and students, setting out the expectations of the professor, and
what the students will be required to do for the course, dong with policies on such items as how grading
will be donein the course.

When planning your syllabus, start with the development of arationde for the course and the course
objectives within a specific program’s objectives. Decide what you want sudentsto be abletodo asa
result of taking the course, and how their work will be evauated and graded.

Asyou write the syllabus, it isimportant to include basic information, such as the name of the course,
semester taught, location of classroom, time of class, your own name and dl contact information (phone,
e-mail address, office place, office hours). Under “Objectives of the course” include your retionale for
teaching the course, and what you expect sudentsto learn from it. Under “ Resources’ write the name
and author of any textbooks, visud materids such as videos, and web stes. Under “ Format of the
course’ tell the students what specific assgnments they may expect, such as amount of reading materid,
journasto be kept, number of quizzes and midterms, whether or not there will be afind, and any other
assgnments.

Under “Poalicies for the coursg’ give students your policies on attendance, good reasons for an absence,
late assgnments, athletic excuses, class participation, and any other item. You may aso include ascae
that shows what is needed to get a particular grade in your course, and how much weight each
assignment for the course has for the final grade.  In order to counter the fact that a student taking a
course “Pass/Fail” may pass with a D-, you might want to add the line, “ Each assignment in the course
must be completed for a student to receive a passing grade.”

Because some students in your class may have learning disabilities, you might add a sentence smilar to
this, “If you have a documented learning disability, and will be requesting academic accommodation for
this class, please contact Dean Cheryl Ashcroft in the Office of the Dean of Students in her office, UC
212"

The body of the syllabuswill give an outline of the content of the course, with dates for reading
assignments, midterms, quizzes, and any other assgnments that you make for the course. This helpsthe
students plan their workloads for the semegter.

An excdlent resource for syllabus design is Judith Grunert’s The Course Syllabus: A Learning-
Centered Approach, liged in the bibliography.

Evaluation of Teaching

The College of Business and Economics and other colleges faculty evauate their teaching and course
using savera metrics. One of the most important methods for feedback is a student course evauation.
The University has sandard questions that the Psychology Department analyzes and reports to the
faculty member, department chair and dean’ s office. Other metrics used by many departmentsinclude
senior focus groups organized by the CBE Undergraduate Associate Dean, peer faculty class vidtations
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and teaching portfolios or dossiers for the promotion and tenure process. New ingtructors may wish to
elicit feedback from students about their courses at some point prior to the end of the semedter.
Vauable student ingghts about how to improve the course and changes that could be made may be
done with amid-semester evaluation. For help with this, contact Dr. DinaWills, Director of Faculty
Development.

Student Course Evaluations

Lehigh University, under the auspices of the Department of Psychology, providesloca course
evauations usng opticaly readable multiple choice answer sheets. In addition to multiple choice items,
there are three spaces on the back of the answer sheet for short essay answers to questions of the
ingtructor's/'Department’ s choice.

The standard set of questions, used during previous years, is reproduced below. If you wish to modify
some of the questions, add questions, or otherwise to customize the questionnaire the Department of
Psychology will try to accommodate you. However, please request only changes that are
consistent with your Department’s or Program’s policy.

A printed summary of the results, including means, standard deviations, and rating distributions for each
question will be returned to you, together with the answer sheets, some time after grades have been
turned in at the end of the semester. Students should be informed who will have accessto their

eva uations when the evauations are done. (Detalled instructions for adminigtration will be provided with
the rating forms).

In the College of Business and Economics, the Undergraduate Program Coordinator (xt. 8-
3400) automaticaly orders evauation forms for each course offered in the CBE.

In the College of Education, the department academic coordinator orders the evauations for
each class, and didributes them to the faculty. The evauations are returned to her, so that she
may send them to the Psychology department.

In the College of Arts & Sciences, each of the eighteen departments orders evauation forms for
the classes taught in that department.

In the College of Engineering, each department orders its own course evaluations.

Orders must be placed in a timely manner.

All fooms MUST be returned directly to Course Evaluation Service or to a Department
Office with explicit clearance from Course Evaluation Service. Ddivery mug be
consstent with the printed directions to Ingtructors and student volunteers. Instructors must
designate a student to collect and deliver the forms, and should leave the room while students
are completing the forms. These measures safeguard the confidentidity of the system.

Please direct any generd questions concerning the course evaluation service to the specid email address
inpsyev@lehigh.edu Course Evauation Service is currently supervised by Professor Padraig
O Seaghdha, Department of Psychology, who checks the email account regularly.
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Standard Set of Course Evaluation Questions

The standard Questionnaire form ingtructs the students to answer each question on afive-point scale,
ranging from "Agree Strongly" to "Disagree Strongly."

©oOoNOOOhAWDNE
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Overdl, the ingtructor's teaching was effective.

Overdl, the quality of this course was good.

The ingtructor stated clearly what was expected of sudents.
The course objectives were clear.

The ingtructor presented the materia clearly.

The ingtructor gave good examples of the concepts.

The ingructor answered questions clearly and concisdly.
The ingtructor knew the subject well.

The ingtructor was generaly well prepared for the class.
The grading procedures for the class were fair.

The textsreadings were vauable in learning course content.
The assignments helped me learn the subject metter.

Tests and papers were graded and returned promptly.

The amount of work was appropriate for the credit received.
The ingructor was enthusiastic about teaching.

The ingtructor was helpful when students were confused.
The ingtructor treasted students with respect.

Interaction between students and instructor was positive.
Theingtructor was available for conferences with students.

| learned a great ded in this course.

| would recommend this course to other students.

In addition, there are three write-in areas for “short-answer” responses to questions of the
Department’ s or Ingtructor’s choosing. Wording for these questions may optionaly be specified with
your Course Evaluation request.

II. Course management

Registration

All students using Lehigh University resources and facilities must be registered.

1
2.

All students register for courses on line using the “Web for Students’.

It is essentid for faculty to learn “Web for Faculty”, for example to generate class rosters and
to submit grades.

Consult your department head, department coordinator and Associate Dean for current policies
on enrollment management for course regidtration in your college.
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Students who do not register during the registration period may register on line using the “Web for
Students’ before the start of classes.

Faculty should check the “Web for Faculty” regularly during the first month of classesto verify that al
sudents attending class are officidly registered. If a sudent is not attending class, complete a“ Section 3
Report” as outlined on Pg. Xx.

Students of Lehigh Universty who are within afew hours of meeting the requirements for a

bacca aureate degree may, with the specia approval of the associate dean and the instructor, enroll for
alimited amount of work for graduate credit.

Drop/Add

Within thefirst 5 days of asemester (fal or soring), a student may add or drop a course using the “Web
for Students’. Between the 6™ and 10™ days, the student must use a paper drop/add form with the
instructor’ s and adviser's signatures. After the 11" day, a petition with the appropriate Associate
Dean’ s Sgnature (see page xx) must accompany the drop/add form. Both forms must be submitted to
the Regigrar’ s office.

Students with Disabilities
In the Office of the Dean of Students, Cheryl A. Ashcroft isthe Assstant Dean for Academic Support
Services (xt. 8-4152, email caad). She works in conjunction with faculty membersto provide
appropriate classroom accommodations for students with diagnosed learning disabilities and other
disabilities that may impact the learning process. Students requesting accommodations must give the
university a current, comprehensive psycho-educationd evauation. If a student in one of your classes
has a diagnosed learning disability, and is working with Dean Ashcroft, you will receive an e-mall
message giving you that information. The e-mail message will tdll you that the sudent has aletter from
Dean Asheroft outlining the approved academic accommodetions. The student will hand deliver the
accommodation notification letter directly to you. Please encourage students with specid needsto
contact you early in the semester. Some faculty put a disability notification satement on their syllabus.
An example of a disability statement may read:

If you have a documented disability and are in need of academic accommodations, please

notify me early in the semester and contact Dean Ashcroft at ext. 8-4152.
Some students never give their professors the letter, and do not ask for any accommodation, but most
will bring the letter to their professor’s office. Professors are encouraged to contact Dean Asheroft if
they have any concerns about the academic performance of a sudent, or if astudent with adisgbility is
having problemsin their class.
A few students may tdll their professor that they need accommodation, such as moretime on atest,
when the professor has recelved neither the e-mail form Dean Asheroft nor the letter. In this case, the
professor is not obligated to accommodate the student at that time, but might want to contact Dean
Ashcroft to seeif the sudent is digible for accommodations under university guidelines and section 504
of the Rehabilitation Act.
For more information on academic support services, access the university website at:



Late Registration Penalties

A late regigtration fee will be assessed of students who register between the second and tenth day of
class during the Fal and Spring semesters and the second and fifth day of class during the summer
sessons. Students who have not completed the registration process by the tenth day of the
regular academic semester or the fifth day of a summer session will not be permitted to attend
class.

Apprentice Teaching

The gpprentice teaching program islimited to juniors and seniors who wish an opportunity to learn
about teaching to do so under the guidance of an experienced professor. Typicaly apprentices are
associated with a freshmen or sophomore level course and perform alimited amount of lecturing and
leading of discusson, assist in making up and evauating written assignments, and are available for
individual consultation with students. The regular or “master” teacher isresponsible for assgning all
grades given in the course. The duties performed by undergraduate apprentice teachers must in no way
be confused with those performed by graduate teaching assistants. To participate in the apprentice
teaching program a student:

(@D} Must have acumulative grade-point average of 2.8.

2 Should have a cumulative grade average of 3.32 and completed at least two coursesin
the mgor field in which the apprentice teaching is done.

3 Previoudy have taken for credit a course equivaent to the course in which the
apprentice teaching will be done.

Students may rogter for gpprentice teaching only once each semester, only once for agiven course, and
only twice in their college career. Students register for apprentice teaching by signing up for course
number 300 (a number set aside in dl departments for athree-hour course called “ Apprentice
Teaching”).

Apprentice teachers must submit awritten “contract” or agreement describing the duties the apprentices
will perform at regigtration. Forms are available for this agreement in the Department Offices and the
Dean's Offices. These forms must be signed by both the apprentice and the master teacher, then
submitted for approval to both the chair of the department in which the gpprentice teaching will be done
and to the Associate Dean of the College and attached to the regisiration form. The Registrar’ s Office
will refuse to roster the course for students who have not submitted the gpproved forms with the
required sgnatures on the regigtration form.

The Provost shall gppoint a central coordinator of apprentice teaching who, with a committee of
representatives of the three undergraduate colleges, will oversee and evaluate the program.

Alternative Cuts



When a student has two courses with conflicting meeting times, and the advisor fedls that they both
could be rogtered, a petition for “ dternative cuts’ should be filed within the first ten days of the
semedter. The student must outline how she expects to receive ingruction in both courses. The petition
should be approved by both instructors and the advisor, and then be submitted to the College Dean's
office.

Auditing and Vagabonding

A student in good standing (not on probation nor failing any courses during the previous semester) may
be admitted as an auditor in not more than one course. Application for such admission shal be by
petition within the first ten days of the semester. The petition requires the approva of the advisor, the
department chair concerned, and the course ingtructor. In no case shall a student who has atended a
course as an auditor be given an anticipatory or chalenge examination for credit. Any course audited
appears on the transcript with no grade and no credit hours. Occasiona visitation of classes
(vagabonding) by full-time undergraduates is dlowed at the pleasure of the instructor.

With the consent of the Associate Dean and the course ingtructor, a graduate student may audit one or
more courses which shall be outside the approved program of studies for the intended degree.

A student who has attended a course as an auditor shall not be given a challenge examination for
credit in that course and may not register for the course for credit in the future.

A graduate student desiring to audit a graduate course without credit should register for the course at
zero credit hours. If a graduate student wishes to attend selected portions of graduate courses, he or
she may do so with the prior gpprova of the course instructor.

The fee for an audit is the same as for taking the course for credit.

Requests for Special Scheduling

For unusud circumstances a student may request specid scheduling. This must be done at regigtration
time on aspecid form, to the following offices: (a) for hedlth and rdigious reasons, a the Regidrar’'s
Office; (b) for gainful employment, at the Financid Aid office; and (c) for athletics, a the Athletic
Department. Requests submitted through the Dean of Students office after registration have little change
of being honored.

Academic Standards and Grades

Grade Weights

Course grades and their weightings are as follows: A (4.0), A- (3.7), B+ (3.3), B (3.0), B- (2.7), C+
(2.3),C (2.0), C- (1.7), D+ (1.3), D (1.0), D- (0.7), F (0).

Note: An undergraduate student receiving agrade of C- is conddered to have displayed continuing
competency.
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A grade of D- is conddered passing for classes taken on a Pass-Fail basis.

Pass-Fail Grading
CBE undergraduates may only take courses outside the college pass-fall
CBE Graduate students are not permitted to take any courses with pass-fail grading.

Dropping a Course

A student dropping a course within the first ten days of the semester (five days for summer sessions) will
have no record of the course on the transcript.

A student who drops a course after the tenth day of instruction and before the end of the eeventh week
of ingtruction will have a grade of "W" assgned to the course. A student who drops a course &fter the
eleventh week of ingtruction and before the end of classes receivesa"WP' or "WF" at the discretion of
the ingructor. A "WF' isconsdered to be afailing grade. An Add/Drop must be submitted to the
Regigrar's Office before the deadlines noted above to be officia.

Note: Be prepared for students seeking your advice or sgnature just prior to these deadlines.

Incompletes

Anincomplete grade is used to indicate that one or more course requirements have not been completed.
It isthe obligation of the student to explain to the satisfaction of the ingtructor that there are extenuating
circumstances which justify the use of the "N" grade. If the instructor feds that the use of the "N" grade
isjudtified, he or she assigns agrade of "N" supplemented by a parenthetical |etter grade (eg. N(B)). In
such cases, the ingtructor calculates the parenthetical grade by assgning an "F' for any incomplete work
unless he or she hasinformed the classin writing a the beginning of the course of a subgtitute method of

determining the parenthetica grade.

Absent from the Final Exam

The grade "X (grade)" is used to indicate absence from the find examination when al other course
requirements have been met. The grade in parentheses is determined by including an "F" in the grade
cdculaion for the missing find exam. The"X" grade may be removed by a make-up examination if the
absence was for good cause. To be digible for amake-up examination, a sudent must file a petition to
the Regigtrar, and the petition must be gpproved. The ingtructor schedules and administers the make-up
exam. Parenthetical grades are not required for thesis or research courses.

The"Z(grade)" is used to indicate both absence from the fina exam and an incompletion of one or more
other course requirements. The ingructor calculates the parenthetica grade using an "F* for the find

11



examination and an "F" or a subdtitute method of caculation for the incomplete work. The"Z" grade
may be removed by the procedures described above for the removal of the " X" grade.

Grade Submission Procedures

Y ou will receive the grade rosters for each term for al gradable course sections. Ungradeable lectures
and recitations will not be included. These rosters will indicate dl students digible to be assgned grades
in the defined sections. Students not listed on the roster are not digible to receive agrade. All faculty are
expected to submit grades using Web for Faculty. If you have difficulty entering grades staff members
from the Regidrar's Office will be available to assst you during regular office hours.

“W” grades are pre assigned and may not be changed. “WF’ grades may be changed to “WP,” but
not to any other grade.

Only the primary faculty member assigned has web access to assign grades. If you do not have access
to a CRN that you need to assign grades for please call Carol Goss or Bruce Correll ASAP.

GRADE SUBMISSION POLICIES AND DEADLINES:

1) Grades must be submitted within 72 hours of the final exam. For sections that have final
papers, take home exams or term projects, grades are due at a subsequent date, determined
by the registrar’s office.

2) Courses with no scheduled final exam are due to be entered online according to the
schedule established by the registrar’s office.
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Symbolsto use:

Strai ght no symnbol
gr ade

Pl us +

gr ade

M nus =

gr ade

KEY TO GRADES:

A, A- Excel | ent
B+, B, B- Good

C+, C Conpet ent
C- Conti nuation conpetency
D+, D, D- Passi ng
F Fai |l ure

N (GRADE) | I nconplete
*

X (GRADE) | Absent from Schedul ed fi nal
*

exam
Z (GRADE) | Absent from final exam and
* i nconpl ete
W W t hdrawn during the first

ni ne weeks
(A "W grade cannot be changed if it appears on the
grade roster)

WP W thdrawn after the eleventh week — Pass grade
WF Wt hdrawn after the el eventh week — Fail grade

* Note: For undergraduates you must submit a default grade that would be the grade assigned to the
sudent if no further work was completed. This default grade is the lowest grade that may be
permanently assigned to the student for that course. An X, Z or N must include a parenthetical grade.
Fina gradesin such courses cannot be lower.

W, WP or WF are unacceptable as grades unless you have been notified by our office that the student
has officidly withdrawn from the course. Y ou may change aWF to aWP grade. A+, F+ and F- grades
may not be used.

Comments, in lieu of agrade are unacceptable, and an adminigtrative "F' will be assgned.

Writing Intensive Course instructors:

Pease indicate students passng the writing intensve requirement by writing a WIP after the letter grade
for the course on the paper roster supplied and sent to the Regigtrar’ s Office.  These are the only times
we will accept paper grade rosters.
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Instructions for entering final grades - Web for Faculty

From the Lehigh University homepage sdlect the "Regigtrar link :

http://www.lehigh.edu/~inrgs

Select - Login to Secure Area and follow the procedure to log on. Remember
that your university 1D isyour socid security number and your pinisthe
persond identification number you crested.

NOTE: In order to submit grades you must be assigned as the primary ingtructor of the course. If
you are not currently listed as the ingtructor, please cdl the Regigtrar’ s office and we will make the
correction. Y ou will have immediate access once the correction is made.

Follow the steps as listed below to enter grades:

1
2.
3.

After login select Faculty Services

At Faculty Services menu click on and select a semester

Click on select CRN and submit

Sdect thelink for Final Grades. Thiswill end the set-up procedure and you are ready to enter
grades

Y our sudents will be listed dphabeticaly and al you need to do is enter agrade in the grade
box. The form will show you 25 students per screen. NO ENTRIES SHOULD BE MADE IN
THE BOXESMARKED “LAST ATTENDANCE DATE” AND “ATTEND HOURS'.

Note: You can either use the TAB key (manudly typing in the grade) and tab from one grade
box to another or you can use the mouse. It is CRITICAL that you are aware that if you use the
tab method (keyboard) and manually type in the grades that the system will not accept more
than one character. Therefore it isimpossible to enter (+), (-), (X), or (Z) gradesin this manner.
It is easer to use the mouse and click on the drop down box and then just click on the grade
you warnt.

6. When you are ready, click on submit grades and you are done.

FINAL NOTES:

Periodicaly hit the “submit grades’ button during your grade entry
The system will time you out after 30 minutes, so use the submit grades
button to avoid the auto logoff.

To enter grades for another course just go back and select the link for
sdlect CRN. The RESET button at the bottom of the page will reset all
grades that have not been saved to the NONE grade. Once grades
have been saved this button has no effect. The RESET button should
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only be used in the event you need to clear al unsubmitted (or saved)
grades.

Please remember to log off.

Do not hesitate to contact our office a (610) 758-3200 with any
guestions.

PIN and Web Access:

Part time faculty with access and PIN problems may call Bruce Correll, Emil Gnasso or Carol
Goss to have their access concerns addressed. Full time employees must go to Human
Resources to have PIN problems addressed.

Grade Change Issue:

Grade changes. Grades will be rolled severd times daily to academic history beginning on
December 16™. After agradeis rolled it may no longer be changed on the Web. After the roll
procedure is completed the University grade change policy isin effect.

WARNING and PROBATIONARY ACTIONS

Mid-semester Grade Warning Report

These reports are submitted for any student who appears to be failing a midterm.
Mid-semester Grades for FRESHMEN

Faculty of freshmen courses are strongly encouraged by the Provost to submit mid-semester grades
for their students.

Section 3 Report

Faculty are encouraged to use this form to secure help for students who are doing poorly in a course,
not atending, exhibiting behavior problems, or any concern. Advisees are required to meet with
ingtructors, advisors and the Dean of Studentsin the case of a Section 3 Report being filed.

“D” Grade

A grade of “D-, D, or D+" isdefined as unsatisfactory but passng. A student receiving this grade has
not, in the opinion of the ingtructor, acquired adequate proficiency to take the next course for which it is

aprerequisite.

Teaching Assistantships
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TA'splay avitd role in the College by assgting full-time faculty membersin conducting basic
undergraduate courses. Duties may vary by assgnment and may include but are not limited to
classroom teaching of recitation sections, grading, preparaion of exams, quizzes and homework
assignments and office hours.

TA'smust be regular full-time students and are required to work approximately 20 hours per week
during the academic semester including exam periods.

TA's mugt also demongrate satisfactory performancein their TA duties. Evauations from the
supervising professor and academic advisor as well as classroom evauations will be used to measure
satisfactory performance.

Graduate Assistantships

Graduate students may by appointed to graduate assstantships within the College to assg full-time
faculty with grading, class preparation, individua student assstance, etc. Tuition remisson and stipend
are dependent on duties assigned.

Degree Programs and Requirements????
III. Petitions and Forms

A registered student who seeks an exception to arule or regulation, or who requires forma approva for
unusud Stuations, must petition.  The petition process normally starts with the advisor and may require
the sgnature of the course ingtructor and/or college associate dean (UG or grad) as appropriate. These
people should not merely sign the petition, but should provide information to assist individuas on the
S.0.S. committee and the Dean of Students Staff to arrive at afair response to the petitioner’ s request.
Smply sgning the form without a recommendation or other essentid information about the merits of the
case can be a petition’s “kiss of death.” Do not hestate to recommend denid when appropriate.
Please advise the student to supply detailed, correct, and unambiguous information related to the
gtuation so that committee members will understand the reasons why they should gpprove the request.

The following petitions proceed through the advisor and go directly to the Registrar or Dean
of Students (as noted below) without the College Dean’s office being involved.

1. Change of Roster during a semester with a Drop/Add slip. \When a course is dropped from
the 11th day of ingtruction through the 11th week, both the course ingtructor and advisor must Sgn the
dip. Itisthen ddivered to the Registrar. Please advise the student to keep a copy of the dip in case of
clerica error or other mishap. The drop/add dip must be attached to any petition involving course
changes. (see petition below)
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2. Waiver of Prerequisite. A prerequisite(s) may be waived by presenting evidence on the petition
of substantiadly equivalent preparation that is satisfactory to the instructor in charge of the course and the
chair of the responsible department and the advisor. The petition should be submitted to the Registrar
at the time of regisration. In the College of Business and Economics, the Associate Dean for
Undergraduate Studies must also gpprove the petition.

3. Deletion of Grade. A student may repeat a course in which she received aC- or below. The
sudent must file a Repeated Course Declaration form at the Registrar’ s office, and must repeet the
identical course at Lehigh. If the course has been discontinued, the offering department may (but is not
required to) designate an equivalent course as an acceptable subdtitute. Advisors should ensure that the
same course is not counted twice for credit. Courses from other indtitutions, including those in LVAIC,
are not digible for this option.

The following petitions or actions proceed through the College Dean’s office.

Dropping or adding a course after the 11th week of instruction. Any course dropped &fter the
11th week receives aWP or WF, at the discretion of the ingtructor. A student must jugtify any
argument that the advisor could not be found or that the student was unable to see the advisor before
the 11" week. The student must complete a petition and obtain signatures of the instructor, advisor,
Associate Dean, Registrar, and Dean of Students office. The SO.S. committee will typically not
approve such petitions.

Extension of Deadline for Incomplete Grades. A student who incurs an incomplete gradein a
course must complete that work no later than the 5th day of classesin thefirg full semester in resdency
(except summer) following receipt of the incomplete grade. A student may petition for an extension of
that deadline. The petition is submitted to the Registrar after being signed by the indtructor, advisor, and
Associate Dean.

Final Examination Change. A fina exam will be changed (other than for very extraordinary
circumstances) only if astudent has three finals on one calendar day. (Thisisachange from the
previous “3 exams within 24 hour” rule) The SOS committee closely adheresto this new rule.

Make-up Final Examination. A make-up examination may, upon petition, be granted in a case of
unavoidable absence from afind. The student should petition immediatdy after missing the exam.
Make-ups are scheduled by the Regigtrar; and no feeis charged if the origind exam was missed through
no fault of the sudent. If, however, the student misses the regular make-up exam as scheduled, a $10
feeis charged for subsequent examination. If a student failsto petitionfor a make-up exam during the
scheduled time, the grade will be converted to the parenthetical grade at the end of the 10th day of
indruction of the following semedter.

If astudent isill during afind exam, encourage that advisee to go to the Hedlth Center, or the Dean of
Students office. The student should also be evaluated by aphysician. If apersona catastrophe
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occurred prior to the exam, the student should see the Dean of Students office before taking the exam.
The petition must provide a complete explanation of why the examination was missed, and be sgned by
the ingtructor and advisor (preferably after the student has had any illness verified by the Heath Center).
After being Signed by the Associate Dean, the petition is submitted to the Regidtrar.

Senior Reexamination. Senior reexamination may be granted (on petition) for not more than one
failed course, provided:
the course is the only current deficiency for graduation,
the course is needed for graduation,
the senior had a passing average, as determined by the ingtructor, when entering the
find exam,
in the case of afird-semester senior, thereis no possbility of repeating arequired
course or finding a suitable subdtitute in the fina semegter.

These petitions are normaly granted if dl four conditions are met. The re-exam feeis $10; and no re-
exam will be given earlier than 30 days after the close of the semester’ s exam period.

IV. Academic Services

Library and Technology Services (LTS)

The exponentia growth and increasing sophidtication of information technology offer new and exciting
opportunities for enhanced teaching, learning, and research. At the same time these changes blur
traditiona boundaries between previoudy digtinct academic functions such aslibrary reference and
computer consulting services. At Lehigh, one merged organization cdled Library and Technology
Searvices (LTS) deivers communications, computing, library and media services to capitdize on these
new opportunities. LTS services are provided by cross-functiond teams organized to facilitate an
integrated gpproach to computing, information retrieva, and the use of indructiona technology.

International Multimedia Resource Center (IMRC)

Within the IMRC, which islocated in Maginnes Hall, are a multimedia computer lab dedicated to
foreign language multimedia gpplications and the World View Room providing aregular daily schedule
of foreign language news and feature programming received via internationa satdllite TV networks. The
multimedialab features a network of IBM computers with laser disk players, VCRSs, CD-ROMs
designed for use with multimedia software. 1n addition, the World View Room festures a comfortable
lounge with alarge screen rear projection televison, an assortment of foreign newspapers, journdls,
magazines and short-wave radio. For more information, contact the IMRC in 535 Maginnes Hall or
call 758-6067/6134.

Facilities and Collections
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With the opening in 1985 of the EW. Fairchild-Martindde Library and Computing Center, the
combined information center merged more than 500,000 volumesin the socid sciences with a 200,000
volume collection in the naturd and physica sciences, mathematics, and dl branches of engineering.
The facility also houses government documents and business collections. The higtoric Linderman
Library, part of which was built in 1877, is dedicated to dl branches of the humanities. A collection of
400,000 volumes encompasses strengths in British colonid higtory, and American and English literature.
The Bayer Galleria of Rare Books, which opened in 1985, embraces the universty libraries Specid
Collections Divison, estimated to include about 24,000 volumes.

The Chryder Library on the Mountaintop Campus serves as an eectronic access point for the
convenience of the academic departments located there.

Resources & Services

The“virtud dectronic library” a Lehigh isjust asimportant as the print-based one. Lehigh has
available afull range of eectronic indexes, reference works, full text databases, and image databases, dl
of which are accessible to Lehigh students from any computer on campus (including those in the
residence facilities) or off campus viamodem. A single Web-based interface alows the student to
move seamlesdy from Lehigh's own online cataog (named ASA dfter Lehigh founder Asa Packer) to
databases of citations, abgiracts, articles or book reviews to the full text of many of these resources.
The Lehigh virtud library dso identifies for sudents the most important scholarly and governmenta Web
gtes and connects them easly to these Stes and to collections in other libraries, throughout Pennsylvania
and around theworld. There are easy ways to borrow books from other academic libraries including
direct borrowing from other academic librariesin the Lehigh Valey, and interlibrary loan for use of
collections throughout the world.

Networking and Voice Communications

Lehigh Universty isa“wired” campusin every sense of theword. A high-speed fiber optic backbone
network ties together al maor classroom and adminigtrative buildings, the libraries and the computer
center, the new ZodIner Center for the Performing Arts, and dl student residences, including fraternities
and sororities. This same extensive wiring plant and associated networking hardware and software
connect the university to the globa resources of the World Wide Web. Electronic communication isa
way of life for sudents, faculty, and gaff & Lehigh. Lehighisdso initiating new projects to incorporate
wireless connectivity in some library and classroom settings. A sophidticated digital telephone system
managed by Information Resources supplies telephone, voice-mail, and some ancillary data servicesto
the entire campus.

Computing

Information Resources provides computing servicesto al university departments and research centers,
serving the needs of students, faculty and adminidtrative users. IR staff are assisting in the indalation of
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magor new adminigrative sysemsthat will bring more interactive and convenient Web-based servicesto
dudents. A variety of computing facilities are available: an Information Commons at the Fairchild-
Martindale Library, alarge site at the Fairchild-Martindae Computing Center, many additional
decentralized computing sites with workstations or microcomputers, computer classrooms, computer-
equipped lecture rooms, and related printing and plotting devices. Library and Technology Services
offers the latest technology to al students and faculty across the entire campus.

The Fairchild-Martindale Computing Center houses a multiprocessor Silicon Graphics compute server
and severd IBM RISC System 6000s configured for campus communications including eectronic mall,
campus-wide electronic bulletin boards, the World Wide Web and file storage. The compute server
provides computing cycles for compute-intensive gpplications, induding avariety of programming
languages, mathematica and statistical software packages, and graphics packages.

The Media Center (Fairchild Martindale Library)

The Media Center resources include audio, video, and € ectronic mediaand the equipment and viewing
gpaces needed for their use. More than 6,000 units, including audio cassettes and CDs, videos, dides,
DVDs, and related materids are available. The Center coordinates the purchase, rentd, and
reservation of films and videos for usein support of ingruction. Slide, overhead, and video projectors,
aswell aslaptops, are available at the Media Center for presentations on campus. A supply of laptops
for short-term rental by students, faculty, or departmentsis housed there as well. Assstance with built-
in classroom technology is available there. The Media Center aso houses abasic sHif service
production facility with scanners, color printers, and facilities for making transparencies.

Technology Resource Learning Center (TRLC)

The Technology Resource Learning Center, anew part of the Media Center, opened in fal semedter,
2002. The TRLC has atechnology laboratory for faculty and a new media classroom for
demondtration of innovations in presentation technology. Ingtructiona designers schedule office hoursin
the TRLC to work with faculty. A Faculty Fellow who has much experience using technology in
teaching will dso be available to confer with faculty.

Media Production

Media Production is located in Room 10 of Linderman Library, on the ground floor. Thisisafull
service professond production facility, with resources for studio photography, video recording, editing
and duplication, graphics production, and preparation of awide range of digital media Assgtanceis
available for gudents wishing to use extensive saif service resources aswell. Some equipment is
avalablefor loan.

Student Services

20



Thelibraries, Information Commons, and most distributed computing facilities are open seven days per
week and for extensive evening hours during the fall and spring semesters. For most of these hours, a
help desk located at the Fairchild-Martindae Library provides generd help for students and faculty on
gte and for telephone inquiries relating to both library research and computing. Help desk staff refer
difficult or more specidized questions to experts as needed. There are dso help desks located at
Lindermen Library, the Computing Center, and at some distributed Sites.

Students may aso take advantage of virtual help desks where they enter the questions or problems
relating to library research, computing hardware or software, or telecommunications at any hour of the
day or night for reponse & alater time, usualy within one working day. Mogt library and computing
sarvices are available dectronicaly; for example, requests for books to be recdled, film rentd requests,
frequently asked questions (FAQ) files, and seminar regidrations.

Each semedter Library and Technology Services Client Services divison offers an extensve program of
seminars and course-based ingtructional sessons for students. Attendees learn to use software
applications, the extensve print and eectronic library resources, and the World Wide Web. Students
learn how to creste their own “home pages’ as part of seminars on authoring documents for the Web.

Orientation to technology used with teaching [a description of the seminars offered by LTS |

V.  Adjuncts
CAS, CBE, COE & RCEAS

VI. Academic Career Management

Rules and Procedures of the Faculty

This comprehendgve collection of the rules at Lehigh, as composed by faculty over the years, isavailable
on the Lehigh web stea [URL]. Itisin the process of being revised extensvedy, but in the meantime,
what you find on the web is your guide for academic behavior a Lehigh. Revisonsto R&P are passed
at the university faculty meetings that happen three times each semedter.

Time management

The mgor question that al academics must answer, congtantly, is, “How do | manage my time to keep
a baance among research, teaching, service, and my family and socid life?’

Each fal Faculty Development and the three undergraduate colleges plan a series of sessonsinwhich
new faculty may explore this question. One session is pecificaly on academic time management
drategies. A mgor resource on this question is the senior faculty in your department and discipline,
and faculty in other disciplines who seem to have found a satisfactory balance.
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Committees

Asanew faculty member searches for balance, she or he may receive advice from colleagues about
whether or not to serve on committees—in the department, in the college, and at the university level. To
some extent, the decison on this should be guided by department colleagues. Serving on afew
committees is one way to meet people outside one' s own discipline, and to fed connected to the larger
Lehigh community.

A complete list of universty committees may be found by clicking “Adminigration” on the left Sde of
the Lehigh home page, then clicking “P’, “ Office of the Provogt,” “Faculty Information,” and
“Univergty Standing Committees” Some of the committees are Educationd Policy, Faculty
Compensation, Faculty Financia Planning and Operations, and Faculty Steering Committee,

In each college, there are committees such as the Promotion and Tenure Committee, Nominations, and
one on Course and Curriculum. Thislast one has different namesin the colleges.  In the department,
committees on such issues as course and curriculum changes will be part of every faculty member’slife.

Unfair treatment

Lehigh has a comprehensive palicy that covers many forms of unfair trestment, such as sexud
harassment; discrimination because of gender, race, and other factors; and procedures to follow when
you find yoursdlf in aStuation that calsfor action. This policy was revised in 2001-2002, and may be
found on the Lehigh web Ste & [searching for it].
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VI. Other activities at Lehigh

ZodIner Arts Center  Look under “Popular pages’ on the Lehigh web ste for the Zodl Iner page.
Performances in Baker Hall and the Diamond Thesater each year include plays, dance ensembles, jazz
groups, symphony orchestras, choral music performances, and Edge Events. The Arts Center so
houses art exhibitsin atwo-levd gdlery.

Taylor Gym and Fitness Center  In addition to the Fitness Center, Taylor Gym has two svimming
pools. Dressing rooms contain saunas, showers, and lockers.  Spouses and families are welcome to
use these fadilities.

Chora Union Directed by Professor Steven Sametz (83833), this 150-200 member chorusis
composed of students, faculty, staff, and townspeople. Professor Sametz often combines the Chora
Union with the Univergity Choir and other chora groups, to present such works as Verdi’s Requiem,
Beethoven's Ninth Symphony, and evenings of opera sdections. The Chord Union dso sings origind
Sametz compositions. No audition is necessary.

Universty music and thester programs Both the Music Department and the Thegater Department
welcome participation by faculty. Faculty membersjoin sudents and staff to play in the Jazz Ensemble
and the Lehigh Symphony. Tryouts for theater productions are open to all.

Women's Center Directed by Kristin Handler, the Women's Center islocated on the second floor of
the University Center. Besides sponsoring many specia programs, the Center is a good place to meet
others for brown-bag lunches. Books and magazines are available for reading or lending.

Humanities Center Located at 224 W. Packer Avenue, the Center sponsors a wide range of programs.

Each year there is a series of gpeakers on that year’ stopic. Students and faculty meet there informally
every Friday afternoon for food and conversation. The Center’ s director is Philosophy Professor
Gordon C. Bearn, 83777.

Vigting Lecturers series 1n 2001-2002, feminist Gloria Steinum was one of the speakersin thisfree
university lecture series, for which the speskers are booked by a committee of faculty and students. In
addition to this series, specia endowed lecturesin law, philosophy, and other disciplines take place
each year.
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Sources of Help

Y our department coordinator can help with questions regarding copying, word processing,
departmentd policies, office supplies, mail and other office tasks.
Referras should be made to one or more of the following individuasiif circumstances warrant:

Academic Support Services

University Center #29

Susan Lantz, Associate Dean (8-4159)

Cheryl Asheroft, Coordinator of Learning Disability Services (8-4152)

Bursar
Alumni Memorid Building #27
Michad King, Bursar (8-3160)

Career Services
Rauch Business Center, 4™ floor
Donna Goldfeder, Director (8-3712)

Chaplain Services

Rev. Lloyd Steffen, Chaplain (8-3877)

Fr. Wayne Killian, Newman Center (8-4148)
Rabbi Allan Juda, Brith Shaom (866-8009)

College of Arts and Sciences

223 Maginnes Hall #9

Carl Moses, Associate Dean (8-3301) of Undergraduate Studies
Ingrid Parsons, Dean of Graduate Studies

College of Business and Economics

105 Rauch Business Center #37

Therese Maskulka, Associate Dean (8-3400) of Undergraduate Studies
Kathy Trexler, Dean of Graduate Studies

College of Education
lacocca Hall #111
Sdly White, Dean (8-3221)

College of Engineering and Applied Science

308 Packard Laboratory #19

Richard Weisman, Associate Dean (8-4025 or 8-3557) of Undergraduate Studies
John Coulter, Dean of Graduate Studies
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Counseling Service
Johnson Hall #36
lan Birky, Director (8-3880)

Dean of Students
University Center #29
Sharon Basso, Dean of Students (8-4159)

ESL
Tim Bonner, Interim Director

ESL Learning Center

Financial Aid
218 West Packer Avenue #194 (8-3181)

Health Center
Johnson Hall #36 (8-3870)

International Students
343 Whitaker Laboratory #5 (8-4859)

Learning Center (Center for Writing, Math, and Study Skills)
110 Drown Hall #35
Edward L otto, Director (8-3097)

Lehigh Abroad Program
344 Whitaker Laboratory #5 (8-3351)

Library and Technology Services College Teams
CAS : Roseanne Bowerman (8-3053)

CBE : Sherri Yerk-Zwickl (8-4009)

COE : Jean Johnson (8-4889)

RCEAS : Robin Deily (8-4988)

Pre-professional Advisor (pre-law and pre-med)
484 Rauch Business Center # 37
Donna Kosteva (8-3712)

Registrar
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Alumni Memorid Building #27
Bruce Corréll, Registrar (8-3200)

Residence Life

Universty Center #29 (8-6598)
Faculty Development
Universty Center B8a
DinaWills, Director (8-3638)

Student Handbook

www .l ehigh.edu/~indost/handbook/hbcontents.html
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