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ABOUT THIS HANDBOOK
This handbook is designed to provide students with a clear understanding of the

workings of University of the People — its processes, policies, guidelines and
regulations. It outlines what you can expect from the University and what the
University expects from students.

Inevitably, this means there are many “do’s and don’ts” listed within its content
aiming to ensure that the learning and working environment within the University is
of the highest possible standard at all times.

The handbook has been deliberately written in a direct and straightforward style.
This is to ensure clarity and avoid ambiguity. If there is anything you are unsure
about however, or need further clarification on, you should seek additional guidance
from the Student Services Department (student.services@uopeople.org) before

taking any further action.
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INTRODUCTION
PRESIDENT’S WELCOME

Welcome, students of University of the People. You are amongst the first to embark
on this unique journey and, together with your professors and student peers you are
the future of global education. As a student body, you represent more than sixty
countries and—for the next several years—you will share a virtual classroom. We are
eager to witness the thoughts that transpire, the knowledge you will gain and the
path you will carve for many students to follow. This Student Handbook will serve as
a useful guide to a positive experience at UoPeople.

Education at UoPeople is based on three fundamental principles. The first is
inclusion—access to higher education should be a right for all, not a privilege for the
few. The second is peer-to-peer teaching and the belief that we all have something
to learn and something to share. As a UoPeople student, you will be expected to
contribute, act responsibly and respect both your professors and classmates. The
third is that improvement of the world begins with the individual. UoPeople will not
merely provide you with a college education, but the building blocks to create a
better life, community and world. Success ultimately lies in your own hands and your
commitment to being an active participant at this pioneering institution.

With the opportunity to be part of this pioneering initiative, we ask for your
flexibility and patience as we face challenges and build UoPeople to be a great
academic institution. As with any organization in its initial stages, there will be room
for improvement but we are confident that the reward will be much greater than the
hurdles.

Good luck and much success,

Shai Reshef
Founder & President
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MISSION
University of the People is a non-profit organization devoted to providing universal

access to quality, online post-secondary education to qualified students. The mission
of University of the People is grounded in the following five principles:

Opportunity University of the People is committed to opening the gates of higher
education to qualified students from all over the world who are
interested in participating in college-quality academic programs. We
believe that education at a very minimal cost is a basic right for all
suitable applicants, not just for a privileged few.

Accessibility University of the People demonstrates its commitment to distance
learning by making it universally accessible and keeping it affordable
worldwide.

Community University of the People affirms its commitment to be an inclusive
community by making its academic programs, educational services,
and employment opportunities available to all qualified individuals.

Integrity University of the People endeavors to build an institutional culture
grounded in candor, transparency and best professional practices. It
expects all students, faculty, staff, administrators and volunteers to
uphold the highest standards of personal integrity, honesty and
responsibility.

Quality University of the People is committed to providing a quality online
academic experience, suitable in its scope and depth to the challenges
of the 21st century. UoPeople will assess and re-evaluate every aspect
of its academic model on an ongoing basis and will encourage its
students to study diligently and seriously.
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ACCREDITATION

At present, UoPeople is not an accredited institution. University of the People plans
to apply for accreditation and for authorization from recognized agencies and
authorities in accordance with the rules, regulations and relevant timelines of those
agencies and authorities.

Therefore, UoPeople does not currently confer degrees. At present, our programs
offer a new learning experience similar in their scope to academic studies towards
four degrees: An Associate and BS in Computer Science and an Associate and BS in
Business Administration. These programs may in the future lead towards
undergraduate degrees. However, no degrees will be granted until the university
obtains proper authorization from relevant authorities.

Please note: The acceptance of University of the People academic credits for transfer
is determined by the receiving institutions. Whether or not credits transfer is solely
up to the discretion of the receiving institution.

ADVISORY COMMITTEE
Ms. June Arunga

Professor Jack M. Balkin

Mr. Ryan Craig, J.D.

Professor Daniel Greenwood
Dr. Gabriel Hawawini
Ambassador M. Humayun Kabir
Dr. Abdul Waheed Khan

Dr. Mihai Nadin

Dr. Y.S. Rajan

Dr. David Wiley

Dr. Russell S. Winer

Ms. Esther Wojcicki
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DIVERSITY STATEMENT

University of the People does not discriminate on any basis. UoPeople is committed
to academic freedom, equality of opportunity, and human dignity. Any decision to be
taken by UoPeople in regard to students, faculty and staff shall be based on
individual merit and be free from discrimination. UoPeople will not engage in
discrimination or harassment against any person because of race, color, sex, religion,
national origin, ancestry, age, marital status, disability, sexual orientation including
gender identity, unfavorable discharge from the military or status as a protected
veteran and will comply with all federal and state non-discrimination, equal
opportunity and affirmative action laws, orders and regulations. This non-
discrimination policy applies to admissions, employment, access to and treatment in
the University programs and activities.

DISCLAIMER

University of the People reserves the right at any time, without prior notice, to make
changes to its policies, courses, their content, the schedule, programs offered
(including the modification or possible elimination of programs), academic
requirements, academic policies, rules pertaining to student conduct and discipline,
fields or areas of concentration, and other rules and regulations.

Every effort has been made to ensure that this handbook is as accurate and up-to-
date as possible; however, we cannot guarantee it is error-free at all times. Any
changes that occur with regard to any of the above will be incorporated, on a
periodic basis, within new editions.

UoPeople expects its students to regularly familiarize themselves with the most
recent version of any policy or procedure as they are published in the Student
Handbook.

UoPeople expressly disclaims that this Handbook or any other similar publication
constitutes a contract. However, according to your Enrollment Agreement with
University of the People, you are obliged to abide by the rules and regulations set
out in this Handbook.
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COMMUNITY STANDARDS

The way we conduct ourselves has a major impact on the quality of the university
experience for everyone. UoPeople has a strict code of conduct, designed to
maintain the quality of that learning experience. We ask that you read the following
Code of Conduct carefully and act in accordance with it at all times.

CoDE oF CONDUCT
University of the People expects that students conduct themselves in a respectful,
collaborative and honest manner at all times.

Conduct by students and staff that UoPeople considers to be unacceptable includes,
but is a not limited to, illegal activity, theft, disrespect, interfering with university
activities, and dishonesty, as described below:

e Students should act appropriately and not behave in a way that may be
perceived as offensive or inequitable. Students should show all other
students, university faculty, staff, volunteers and administrators respect at all
times. Harassment, threatening behavior, or deliberate embarrassment of
others will not be permitted.

e [t is not permitted for students to post, transmit or distribute content that
violates copyright or other protected intellectual property rights. Theft,
abuse or unauthorized use of any University asset or resource is not
permitted.

e Students must ensure they do not interfere with, obstruct, or disrupt

University courses, functions, and activities.

e Students must not intentionally provide false information, forged, altered, or
falsified documents.

e Students’ usernames and passwords are vital for the security of a student’s
work. The responsibility for all activities carried out under a student’s
username rests solely with that student. Please ensure you keep your
password secret and do not give it to anyone else.

Any conduct that interferes with the quality of the educational experience is not
allowed and may result in disciplinary action. This may include, but is not limited to,
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course failure, probation, suspension, or dismissal. The student concerned may also
face further academic consequences.

Members of the UoPeople community have a personal responsibility to integrate
this code into all aspects of their UoPeople experience.

AcADEMIC CODE

UoPeople is proud to be a pioneer in the creation of a global online education
community. As the first academic institution to follow this model, we are dedicated
to advancing knowledge, understanding and participation.

At UoPeople, we expect students to work hard and with academic integrity. All
assignments, exams or other course work submitted should be their own work,
unless specifically authorized. Collaboration is a key element to a positive UoPeople
learning experience. It is critical, however, that students acknowledge any
collaboration, and its extent, in all submitted course work. Information and opinions
drawn from any source (including the World Wide Web), should be properly
attributed to the relevant source and all students should learn and use the
appropriate forms of citation and reference. In addition, a student may not submit
the same or similar work for credit in more than one course. Any cheating is
unacceptable.

Examples of cheating include, but are not limited to:

e Having someone, other than the named student, sit an examination instead
of the named student

e Unacknowledged and/or unauthorized collaboration in submitted course

work

e Handing in a paper that was the result of someone else’s efforts but passed
off as the submitter’s own work

e Engaging in plagiarism, which is the unacknowledged use of another person's
work. Examples of Plagiarism include:

o Copying from books or other published or unpublished material without
properly citing sources (in papers as well as in comments on online
forums)

o Copying information from the Internet without proper citation (in papers

as well as in comments on online forums)
Page | 11
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o Failure to distinguish between ideas that are the students’ own and those
of others in all submitted work

Please note that for academic purposes all materials must be properly cited, even if they
appear to be public domain, licensed for use without an obligation to grant attribution,
or "open source". If you are unsure how to correctly cite sources you wish to use, please
seek guidance from your peers or instructors. Furthermore, the duty to grant proper
citation applies whether the material is quoted verbatim (in which case, proper
qguotation marks should be used) or paraphrased, or redrafted in the student's own

words.

The University takes cases of plagiarism very seriously. Students who deliberately
plagiarize threaten the values and beliefs that underpin academic work and devalue
the University’s integrity. Students suspected of plagiarism will receive a letter from
Student Services indicating the alleged plagiarized text. The student will have seven
days from the delivery of the letter to respond to the allegations. After reviewing the
student’s response, the University will decide whether disciplinary action is

appropriate or not.

The University retains the right to impose disciplinary measures in proven cases of
cheating and plagiarism and other forms of academic dishonesty. These may include,
but are not limited to, one or more of the following:

e Dismissal from the University

e Failing the course (grade F) and requiring the student to retake the course (if
a grade of F is awarded, the student is not allowed to remain in the class for

the duration of the term)

e A notation on the respondent’s permanent academic record specifying the
disciplinary measure(s) taken and indicating that the disciplinary measure is a
result of academic misconduct.

e Other appropriate sanctions depending on the severity of the violation

University of the People will be the final arbiter of any case of suspected cheating,
including plagiarism, and its decision in these maters will be final and binding.

All members of the UoPeople academic community, including faculty, students and
administration, are expected to assist in maintaining the integrity of the University
and have a responsibility to bring to light any incidents that violate academic

honesty.
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ACADEMICS
ACADEMIC CALENDAR

Academic Year 2009-2010

Academic Calendar
2009-2010"
Admissions to the

Term 1 Term 2 Term 3 Term 4 Term 5

,  Jun30,2009  Sep17,2009  Dec3,2009  Feb18,2010  Apr 22,2010
University cut-off day
Notice of adm'fs'on 420, 2009 Oct 29,2009  Jan 14,2010  Mar 25,2010  Jun 3, 2010
the University
Registration to courses Oct8,2009  Dec24,2009 Mar4,2010  May 13,2010
opens

Registration to courses

——————— Oct 29, 2009 Jan 14, 2010 Mar 25, 2010 Jun 3, 2010
closes

First day of Term Sep 10, 2009 Nov 19, 2009 Feb 4, 2010 Apr 15, 2010 Jun 24, 2010
Last day - course Drop Sep 17, 2009 Nov 26, 2009 Feb 11, 2010 Apr 22,2010 Jul 1, 2010

Last day- course Sep 24,2009  Dec3,2009  Feb18,2010  Apr29,2010  Jul8,2010

withdrawal
Final exam period starts Nov 5, 2009 Jan 21, 2010 Apr1,2010 Jun 10, 2010 Aug 19, 2010
Final exam period ends Nov 11, 2009 Jan 28, 2010 Apr 7,2010 Jun 16, 2010 Aug 25, 2010

Last day of Term Nov 18, 2009 Feb 3, 2010 Apr 14,2010  Jun 23,2010 Sep 1, 2010

Grades published Nov 25, 2009 Feb 10, 2010 Apr 21, 2010 Jun 30, 2010 Sep 8, 2010

! University of the People reserves the right to make changes at any time.

2 Prospective students may apply for admission for any of the five terms throughout the school-year.
A accepted students are automatically registered into UoPeople’s two mandatory orientation
courses.
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Administrative Holidays
UoPeople offices are closed on the following holidays.

Please note: Studies will continue as scheduled.

Administrative
Holidays

= L .

Labor Day

Columbus Day

Veteran's Day

Thanksgiving Recess
Begins

Thanksgiving Recess
Ends

Winter Break Starts

Winter Break Ends

Martin Luther King Day

President’s Day

Memorial Day

Sep 7, 2009

Oct 12, 2009

Nov 11, 2009

Nov 26, 2009

Nov 29, 2009

Dec 24, 2009

Jan 1, 2010

Jan 18, 2010

Feb 15, 2010

May 31, 2010
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ACADEMIC PROGRAMS

UoPeople currently offers four programs in two fields of study: Business
Administration and Computer Science. They are carefully structured, in-depth
programs designed to provide students with a full grounding and preparation for
future employment in those fields.

As part of the support UoPeople offers its students, before the core academic
programs begin, UoPeople runs two mandatory orientation courses to ensure that all
students are fully prepared for the start of their studies.

Business Administration

Business administration focuses on investigating how business theory works and
how it can be applied to solve real-world problems. Students are made aware of the
need for imaginative, innovative solutions to business problems that encompass
human needs and ethical objectives.

The Business Administration program offers a broad insight into business
administration and economics. Behavioral and quantitative sciences are studied in
both theoretical and practical contexts. Mathematics is used as a key tool in the
analysis of complex problems and data interpretation, and there is a strong

emphasis on effective written communication.

Our program offers a learning experience aligned to academic studies towards a BS
in Business Administration and this curriculum will provide you with a strong, broad-
based education in the fundamentals of business policy and procedure.

Computer Science

Computer Science focuses on investigating how computer software works and how it
can be used to solve real-world problems. The Computer Science Program will
enable students to become knowledgeable in the design of software and in the use
of modern mathematics theories that can be applied to all aspects of software
design, development, and testing. At the end of the program students will have
gained an appreciation of the foundations of computation, an understanding of the
structure of programming languages, the skills to put these concepts and
technologies into practice and sufficient knowledge about hardware to develop their
potential to the fullest.
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Our program provides structured learning to a BS level in Computer Science and will
give you a strong, broad-based education in computing as a scientific and
technological discipline.

ORIENTATION COURSES

UoPeople is a unique learning experience, based on the combination of peer
(collaborative) learning and information technologies (Internet resources) which
taken together create an affordable possibility to provide universal access to quality
higher education.

Inspired by the ‘learning by teaching’ or ‘peer-to-peer teaching' methodology, this
approach helps students to analyze, discuss and learn on a level they can relate to
and understand. The educational idea behind the project is that studying within
communities is more motivating than just reading alone or listening to online
lectures. The peer-to-peer method stimulates students, and they inspire and learn
from one another.

Additionally, UoPeople recognizes that many students may not have studied online
before or that English may not be their mother tongue. Consequently, UoPeople has
developed two orientation courses that are mandatory for all students — Skills for
Online Learning and English Composition 1.

During the first term of study at UoPeople all students are automatically registered
to the two mandatory orientation courses, aiming to ensure that UoPeople students
are fully prepared with regard to our online learning methods and processes and
that they have the required level of English to enable them to successfully study in
this environment. All students must complete the orientation courses with a passing
grade in order to advance in their studies at UoPeople.

Skills for Online Learning

This course provides the students with a basic introduction to the UoPeople Virtual
Learning Environment (VLE) in which students will study. It will take the student
through the way lectures are delivered, the classroom setting, the workings of the
forums, what the Student Journal is and how assessment will be managed online. A
passing grade in this course is a necessary condition to continue in any of the
University of the People’s programs.
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English Composition 1

All UoPeople’s programs and courses are conducted in English. It is therefore vital
that students have the necessary level of English to successfully complete their
studies at the University. The purpose of this course is to develop and enhance the
English reading and writing skills that are necessary for adequate performance in the
academic arena. A passing grade in this course is a necessary condition to continue
in any of University of the People programs.

Academic Support

Studying is not easy wherever or however you study — be it on campus or online —
and it is essential that adequate student support is provided to ensure a successful
learning experience. To provide a platform for this success, UoPeople has, in addition
to the orientation courses described above, built an academic community capable of
providing students with the support they require throughout their chosen program.

The Academic Community

Students at UoPeople enjoy the support of a community of dedicated educators,
who are responsible for the selection and development of learning materials. Our
community of educators is comprised of active and retired professors, masters-level
students and other professionals, who will participate in and oversee the assessment

process.

Volunteer academic experts and experienced business and computer networking
personnel, who have joined the community of educators, will be able to respond to
student needs on an individual basis and via participation in the forums.

The Course Instructor
Each study unit will have a course instructor. The instructors are a central element
in the student support system, facilitating learning through:

e Providing access to information resources such as online libraries and additional
learning materials

e Monitoring portfolios and the student’s ongoing work program

e Monitoring course forums to ensure that this important learning tool is properly
utilized

The instructors work together with Academic Director and the Academic Committee
to ensure that all students receive the support they need to succeed in their studies.
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Together with the students, the Academic Leadership will continue to develop
UoPeople’s educational model.

The Study Process

UoPeople courses take place over a 10-week term. Each term has eight weekly
learning units, one week for preparing for, and sitting, the final exam and one week
of test processing, final assessment and grading by the Instructors.

The Learning Week starts at midnight between Wednesday and Thursday (more
precisely, on Thursday at 12:05 am) and ends on the following Wednesday (at 11:55
pm). The weekly study units will be made available one week at a time at the start of
the new learning week. Students will always have access to the reading material and
the learning guide for the completed units.

Please note: All reference to time in the study process and schedule is according to
University of the People Time — (GMT-5 time zone). University of the People time will
be visible on your learning screen.

The student community will be divided into sub-groups (classes) of approximately 20
students, all participating in the same course. Students will be expected to fully
comply with the instructions given in the course syllabus, to actively participate in
different forums by posting questions, responding to questions posted by other
students, or commenting on discussion questions designated in the readings or
lessons. It is especially important that students get in the habit of seeking
clarification from their fellow students on topics and issues they find difficult.

The Learning Environment & Student Responsibilities

Each Learning-Unit is comprised of several elements, including a Learning Guide,
assignments, quizzes and discussion-questions. Students should read the syllabus to
fully understand the components and requirements of every course.

The Learning Guide

The Learning Guide provides a framework directing the students through the study
material and tasks for that week. The Learning Guide includes instructions on how to
approach the weekly tasks. The guide might consist of a lecture intended to enrich
and update the existing reference material, or a list of further reading references
and activity sources, or a combination of both.
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Reading Assignment

The reading assignments will be text-based, freely available electronic resources
such as open textbooks, articles, tutorials and links to open courseware, all with the
proper licensing agreements allowing us to use the materials. In some cases, there
will be optional links to animations, simulations and audio and video lectures that we
suggest you access should your network connection be sufficient to do so.

Participation

Our goal is to provide students with learning experiences that will assist them in
reaching their dreams of a higher-education and a career. In order to reach this goal
it will require students to take a professional approach to their studies — being
present, active and involved. Research has shown that student attendance is directly
related to success within a course. Students who actively participate in the required
and in the voluntary activities are more likely to succeed.

The Classroom Forum: Studying takes place in small groups or classes of
approximately 20 students. The majority of the peer and collaborative learning will
occur on this level. In this forum the students can discuss the course material with
their classmates. It is exclusively for use by students in the particular class and the
instructor.

The Course Forum: In addition to the Class Forum there is a larger, open, Course
Forum where all students in all groups of the course, as well as the instructors, will
participate in discussion of questions and issues related to the course.

Participation in the Classroom Forum and Course Forum are voluntary but is highly

recommended.

Discussion Forum

Participation in the Discussion Forum is an integral part of the student’s learning
experience and grade. There is a minimum expectation in terms of students’
involvement in the Discussion Forum as outlined:

e Post a minimum of one comment to the ‘Discussion Topics’ every week.
Students’ postings and responses should be well thought out and researched
and must consist of the student’s original thought.

e Post a minimum of three comments per week in the discussion threads in the
Discussion Forum (e.g., providing feedback to another student’s posting,

etc.).
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e Students must participate in at least six out of the eight discussion forums in
a given term. Failure to do so may result in the student receiving an
Unsatisfactory or failing grade (“F”) for the given course.

Weekly Assignment

Each week, all students should submit their response to a weekly assignment. All
assignments will be evaluated by the student’s peers who will respond to a specific
set of instructions regarding how, and according to what criteria, to perform the
assessment. Each assignment will be assessed by peer assessors and each student
will be required to fulfill their peer assessor responsibilities fairly, non-competitively
and professionally. A small component of each student’s overall grade for the course
may be based on his/her performance as an assessor.

Solutions to the weekly assignment are posted during the following weekly unit.

Learning Journal

Students are required to maintain a Learning Journal in which they record what they
have accomplished during the learning week. The Learning Journal forms part of
formal final grade assessment. The Journal is to help the students organize,
consolidate and record their thoughts, activities and accomplishments. It is also for
the course instructor to get a sense of how the students learn and what they did in
addition to the defined activities.

Entries to the Journal should be brief, direct sentences indicating:

e When students have completed each step in the Learning Guide

e A record of search for additional material (the Internet, libraries)

e Any problems or unexpected events that occurred during the week

e Any other noteworthy points

It is highly recommended that the entries to the Learning Journal are made on a
daily basis.

The Learning Journal is evaluated at the end of the term by the instructor and it
contributes to the final grade.

Quizzes

A student self-completed quiz is included in some of the units of instruction and is
delivered within the course platform. Students can evaluate their understanding of
each unit topic by answering true/false or multiple choice questions. The quizzes do
not impact course grades, but are available for students to gauge their own learning
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progress and are proved to be an important learning tool in preparation for the final
examination.

Reading Period and Final Examinations

UoPeople established a Reading Period between the end of classes and the final
examinations in order to provide a period of up to six (6) days during which students
may prepare for final examinations.

The assumption underlying the inclusion of a reading period was that no additional
assignments would be required during the reading period for any course that has a
reading period. However, students should use the reading period in their own way to
consolidate and augment the work of the course.

ACADEMIC POLICIES

Course Registration

Students are required to register for the courses online before the opening of each
term. This has to be done by the date designated in the calendar for the academic
year. Whilst all students admitted to the University are automatically registered for
the two mandatory orientation courses, registration for other courses usually needs
to be done by the students.

Dropping and Withdrawing from Courses

Each UoPeople program is made up of a number of different courses, both core and
elective. Students are responsible for managing their time at the University and how
this fits in with the rest of their non-University commitments. However, there is
some flexibility to enable students to manage their workload. There may be
circumstances and occasions when it is necessary for a student to change their
University activities by dropping a course or withdrawing from a course. Should a
student need to do that, they should understand the process and implications that
are outlined in this section.

Dropping a Course

A. Students may feel the need to drop a course for several reasons, such as if they
have taken on too great a workload at any given time. A course drop applies to
one course at a time and does not assume withdrawal from the University. A
course drop should not be confused with a leave of absence, which refers to a
student temporarily ceasing attendance at the University, and all associated
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courses, for a specific, agreed period of time. The student's official transcript

does not reflect a course drop. Students are responsible for executing course
drops. Students should note the following: Course drop requests should be sent
by e-mail to Student Services and include:

e Student’s full name (First and last name)

e Student ID

e Course name and number

B. A student may drop a course during the first week of the course session without
academic penalty (you can use the calendar for the academic year in order to
verify the exact last date for course drop). A course drop during this time does
not appear on the student's transcript and does not affect grade point average
(GPA).

C. The student is responsible for making sure that the request was accepted, by
receiving a return mail from Student Services within 7 days from the date of
delivery. If no reply is received within 7 days, the student should contact Student
Services (student.services@uopeople.org)

Course Withdrawal

Course withdrawal refers to students formally removing themselves from a course
roster within the first two weeks of the course session. A course withdrawal relates
to only one course at a time and does not assume withdrawal from the University. A
course withdrawal differs from a course drop - it is reflected on the student's official
transcript and is included in attempted credits when satisfactory academic progress
is monitored. Students should note the following:

A. A course withdrawal may be requested within the first two weeks of the course
session (please refer to the academic calendar in order to verify the exact final
date for course withdrawal).

B. Course withdrawal requests should be sent by e-mail to Student Services and
must include:
1. Student’s full name (First and Last name)
2. StudentID
3. Course name and number
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The student is responsible for making sure that the request was accepted by

receiving a return mail from Student Services within 7 days from the date of
delivery. If no reply is received within 7 days, the student should contact Student
Services (student.services@uopeople.org).

C. The following consequences apply to a student who withdraws from a course
within the first 2 weeks of the course session:

1. The student receives a grade of "WD" for the course

2. The grade of "WD" appears on the student's transcript

3. The grade of "WD" does not affect GPA, but course credits are included in
attempted credits when monitoring academic progress

D. Students who do not participate in a course and who neither drop nor withdraw
from the course will receive a Failing ("F") or Unsatisfactory (“UN”) grade on their
transcript.

Late Course Withdrawal

The instructor has a mechanism to assist students to remedy situations where
personal or other circumstances mean they are irretrievably behind in a course. In
exceptional circumstances only, students may request to withdraw from a course
after the first 2 weeks provided the request is made by the last day of classes in the
relevant term. This request should be directed to their course instructor. The course
instructor has the authority to approve such requests if the circumstances warrant
approval of an exception to the normal withdrawal deadlines. A late course
withdrawal is reflected on the student's official transcript and is included in
attempted credits when satisfactory academic progress is monitored.

Withdrawal from the University

Many students who begin classes at the University successfully complete their
education. However, sometimes conditions or circumstances beyond the control of
students and the University require that students withdraw from the University.
Students who determine the need to withdraw from the University prior to
completion must send an email to Student Services including:

1. Student’s full name (First and last name)
2. StudentID
3. Reason for Withdrawal from University

Students who have withdrawn from UoPeople but wish to return to study in the
future will be required to apply for re-admission.
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Course Repeat

Occasionally, a student may need or want to repeat a course for which they have
already received a grade, for instance to improve the grade or to improve their
understanding of the course subject matter. This is possible subject to the following
guidelines:

A. When a course is repeated, the grade considered for credit and grade point
average (GPA) calculations will be the highest grade earned.

1. Each attempt at the course appears on the transcript and, for
evaluation of satisfactory academic progress, all attempts are
considered.

2. Only one course attempt is included in the GPA calculation.

B. For a course to be considered a repeat of a previous course, the student must
complete the same course, as defined by the title and course number. For
purposes of this policy, if a new course has been designated by the University
as the original course's equivalent, it will be considered an identical course. If
the University stops running a particular course, it will no longer be possible

to repeat the course.

C. Any single course can only be repeated once without prior approval from
UoPeople Administration. If a student believes that there are circumstances
that would support a second repeat, he or she must petition the Student
Services Department (student.services@uopeople.org) via e-mail for
permission to do so. The petition must include a detailed explanation of the
request and the special circumstances. The Academic Coordinator will consult
with the student’s course instructor to render a final decision.

D. The University considers a grade of D (60%) to be the minimum passing
grade. Students earning a grade below the minimum must repeat the course
in order to complete the program.
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Course Load

Students who wish to register for more than two courses concurrently should seek
permission from the Academic Coordinator of their program. The request should be
sent by e-mail to student.services@uopeople.org and must include:

1. Student’s full name (First and last name)

2. StudentID

3. Current courses and additional course name and number and reason for
taking the extra course.

The student is responsible for ensuring request was accepted by receiving a return
mail from Student Services within 7 days from the date of delivery. If no reply is
received within 7 days, the student should contact Student Services
(student.services@uopeople.org).

Course Completion and Extension Policy

Each course must be completed in the prescribed time for the individual term of
registration. Failure to complete a course within the allotted time frame will result in
a grade of | (Incomplete) being entered on the scheduled last day of course.

Students may request a two-week extension so long as the request is submitted and
approved before the last week of the course's scheduled end date. Extension
requests should be sent by e-mail to the instructor and must include:

1. Student’s full name (First and last name)
2. Student ID

3. Course name and number.
The instructor has full discretion in determining whether to grant a course extension.

If an extension is requested after the deadline, it will not be approved. Students will
be limited to three extensions per calendar year.

The student is responsible for ensuring the request was accepted by receiving a
return mail from the course instructor within 7 days from the date of delivery. If no
reply is received within 7 days, the student should contact Student Services

(student.services@uopeople.org).

If a student fails to submit all coursework by the end date of the course extension,
an F (Fail) or UN (Unsatisfactory) will be entered as the final grade. Students
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receiving an F or UN will be required to re-register and pay the fees again to retake
the course. The grade of F will be factored into the overall GPA.

Grading Policy

Criteria for Awarding Grades

The University awards letter grades in recognition of academic performance in each
course. Grades are based upon the course instructor’s academic judgment that the
student has demonstrated a specified level of performance based on objective and
subjective evaluations. Students are graded according to their individual
performance in the course and not on a curve.

Criteria for awarding grades for achievement may include, but are not limited to:
1. Preparation of assignments, including accuracy and legibility
2. Sufficient contribution to discussion forums (a minimum of 6 out of 8
discussion forum postings)
3. Performance on final exam
4. Maintenance of the Learning Journal

Study Hours

Students should expect to study a minimum of four hours per course credit per week
in order to successfully complete their studies at University of the People (i.e. a 4
credit class should require a minimum of 12 hours of studying each week).

The Grading System
Letter Grades

At the end of each course term, a letter grade (A, B, C, D, and F) will be given by the
course instructor for the registered course, based on the student’s performance.
Only letter grades earn grade points towards the GPA calculation.

The University considers a grade of D to be the minimum passing grade. Any student
not achieving this minimum grade will be required to repeat the course in order to
complete the program.
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The University has established the following grading scale. All faculty members are

expected to comply with this scale:

Grade Scale
A |90-100
B |80-89
c |70-79
D |60-69
F |Below 60

Non-Letter Grades

e Satisfactory and Unsatisfactory: Satisfactory/Unsatisfactory grades (S and UN)
will be given by the course instructor for some UoPeople courses, including but
not limited to the University’s introductory courses Skills for Online Learning and
English Composition I.

Satisfactory (S) indicates completion of the course duties with academic work
equivalent to a D grade or better.

Unsatisfactory (UN) indicates completion of the course duties with academic
work equivalent to a grade of F.

Satisfactory and Unsatisfactory grades do not contribute to the calculation of
GPA.

e Incomplete (I): An Incomplete grade may be granted by the course instructor.
Final work must be completed two weeks after the original course end-date, if so
directed by the instructor. An incomplete grade is not included in the student’s
GPA. It counts toward attempted credits but not earned credits. When the
student completes the final necessary course work prior to the stated deadline,
the student will receive the appropriate grade. If the final course work is not
completed prior to the stated deadline, the student will have been deemed to
have failed the course and will be graded accordingly.

e Dropped (DR): Dropped course during the add/drop period (first week of the
course session). Dropped courses will not appear on the student’s transcript.
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e Withdrawal (WD): Withdrawal from a course within the withdrawal period (the
first two weeks of a course session). A course withdrawal is reflected on the
student's official transcript and is included in attempted credits when monitoring
satisfactory academic progress.

e Late Withdrawal (LWD): Approved withdrawal from a course after the normal
withdrawal deadline. A late withdrawal from a course is reflected on the
student's official transcript and is included in attempted credits when monitoring
satisfactory academic progress.

Grade Point Average (GPA)

Only the required number of credits is considered in calculating student’s average
grade. The grades included in the calculation, however, must include the required
courses for the program in which the student is enrolled. If a student has earned
more than the required number of credits, the extra electives in which he or she
earned the weakest grades will be dropped from the GPA calculation.

The grade-point average (GPA) is determined by dividing the number of grade points
earned by the number of units attempted. The total grade points earned for a course
equals the number of grade points assigned times the number of course units. For
example, if a student takes three four-unit courses and receives grades of A, B, and
C, then the GPA for the term equals the total grade points ((4*4)+(3*4)+(2*4)=36)
divided by the total course units (12). The GPA is 3.

As a reminder, students are required to have a minimum average of 2.0 (C) to
complete a program.

Grade Appeal

UoPeople permits students to appeal a final grade they have received if they feel
that it has been unfairly or unjustly graded. As the initial step in the Grade Appeal
Procedure, the student must initiate an online discussion with his or her course
instructor. This must be done within seven days of the grade being published. This
discussion is intended to provide the instructor a chance to explain the basis upon
which the grade was assigned as well as to provide the student with the opportunity
to point out possible errors or misjudgments in assigning the grade. Oftentimes, a
discussion with the course instructor resolves misunderstandings regarding why a
particular grade was assigned.

Note: Students may only appeal a final grade.
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If the course instructor and the student agree to change the grade, the course instructor
will recommend the corrected grade to the Academic Leadership, which will decide
upon the matter. If following the discussion an understanding has not been reached
and the student still believes that an unfair grade has been given, the student can
then begin the formal Grade Appeal Procedure.

A student wishing to begin the formal Grade Appeal Procedure needs to complete a
written Grade Appeal Form. The Grade Appeal Form must be submitted no later
than fourteen days of the final grade being published, or it will not be accepted and
the grade will remain as originally recorded.

Grade appeals will be reviewed by a Grade Appeal Committee and its decisions will
be final and binding.

The Grade Appeal Committee may conclude that the assigned grade should stand, or
that the grade was assigned unfairly or unjustly, in which case the Committee will
determine the appropriate mechanism for awarding the final grade.

Students filing a Grade Appeal Form will be informed in writing of the University’s
decision on their appeal within seven days of receiving the Grade Appeal Form.

A record of the final decision and all related materials will become part of the student’s
official academic record.

Students appealing their grade should note the following:

1) For a change in grade to be recommended, a student must make the case
that the grade originally given was unjustlyor unfairlyawarded.

2) The Grade Appeal Committee reviewing the appeal will not place its
judgment over the instructor except inclearcases

3) The burden of proof in challenging a grade rests on the student.

Academic Performance

Satisfactory Academic Progress

As one of UoPeople’s goals, support mechanisms have been put in place to ensure
that there is ongoing monitoring of academic progress. Students will need to
maintain satisfactory academic progress toward completion of their overall program
and should meet the following criteria to ensure satisfactory progress is being
maintained:
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e All students must maintain at least a "C" average (or 2.0 GPA) to meet graduation
requirements.

e All students must complete at least 67% of the total number of the credit hours
attempted with a minimum passing grade.

e All students must complete their program within the maximum allowed time, as
described below.

Satisfactory academic progress will be evaluated for all students on a term-to-term
basis. To achieve this, the University has established a continuous enrollment policy
detailed below. To maintain continuous enrollment status students must start and
complete 4 courses per calendar year.

Continuous Enrollment

In order to receive a degree, University of the People students must complete all
coursework within 8 years (Undergraduate Bachelor’s Degree or 4 years from an
Undergraduate Associate’s Degree) from the date of enrollment in their first course.
To achieve this, University has established a continuous enrollment policy. To
maintain continuous enrollment status students must start and complete 4 courses
per calendar year. Continuous Enrollment is University of the People's equivalent of
"full-time" enrollment. If a student does not complete 4 classes in a year, he or she
will not be continuously enrolled, and thus, part-time. If a student does not complete
a minimum of 1 class per calendar year he or she will be dropped from the program.
If a student is dropped they will be required to reapply, pay the application fee and
submit all applicable admission documents before being allowed to return to the
program.

When calculating time elapsed for this policy, periods of suspension are to be
included as a period of study but periods of approved Leave of Absence are
excluded.

While UoPeople is keen to support students as much as possible,
Probation/Dismissal, due to lack of satisfactory academic progress, may be invoked
where necessary. Students may appeal probation/dismissal.

Academic Probation

Students with less than a 2.0 grade average in any term may be subject to academic
probation for a period of one term. At the end of the probationary period, if the
academic record still is unsatisfactory, the student may be suspended for a minimum
of one term.
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Leave of Absence

The University may grant, on a limited basis, a leave of absence to students when the
student is experiencing such extenuating circumstances as to prevent attendance
and/or endanger academic success..

A request for a leave of absence must be made in writing, and be e-mailed to

student.services@uopeople.org, including:

a) Student’s full name (First and last name)

b) StudentID

¢) Program name and registered courses

d) Reason for the request

e) Date of requested leave and the date of return

f) Supporting documentation from the relevant official authorities

1. A request for a leave of absence may only be for the first day of the following
term. Students cannot return from a leave of absence in the middle of a term,
but rather only at the beginning of a term.

2. The total number of days on leave of absence cannot exceed 180 days within a
12-month period. The 12 month period begins on the first day of the student’s

initial leave of absence.

3. Students who fail to return to class by the scheduled date (the end of their leave
of absence) will be dropped from their program.

4. The time granted for a student’s leave of absence will not count against the total
time allowed for the program completion.

5. The University of the People's decision on a request for leave of absence will be
final and binding.

Term Deferral

Students may defer up to two terms each school year without the University’s
approval. The period of deferral will count against the total time allowed for the
program completion.

Notification for Term Deferral should be sent by the student to
student.services@uopeople.org and include:
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Student’s full name (First and last name)
Student ID
Program name and registered courses

> w b e

Term of return

Grievance Procedure
University of the People supports the right of students to a review of decisions made
or actions taken that they consider unfair or an impediment to learning at the

university.

University of the People does not discriminate in its educational or employment
programs, policies, practices, or procedures on the basis of race, religion, gender,
sexual orientation, color, creed, age, ethnic or national origin, disability, or veteran
status. In addition, harassment related to any of these areas is prohibited. Students’
claims of harassment or discrimination are appropriate grounds for initiating a
grievance complaint.

University of the People will not subject students to unfair or retaliatory action as a
result of initiating a grievance complaint. If informal grievance procedures such as
making a good faith effort to resolve the grievance with the individual(s) involved are
not satisfactory, the student may initiate formal grievance procedures by taking the
following steps:

Step 1: The student is encouraged to resolve the problem informally with the faculty

or staff member involved.

Step 2: If Step 1 does not resolve the problem, the student is encouraged to
communicate informally with the faculty or staff member's supervisor.

Step 3: If Step 2 does not resolve the problem, the student should submit a written
letter to Student Services at student.services@uopeople.org, explaining the

situation; any supporting documentation must be attached to the letter. This letter
must be submitted within one month of the grieve-able action. The student has the
right to forego the first two steps of this process and submit a letter of grievance
directly to Student Services.

Step 4: After reviewing the grievance, Student Services shall attempt to resolve the
situation directly to the mutual satisfaction of all parties.
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Step 5: If such resolution is unsuccessful, the University Grievance Committee shall
conduct a hearing and render a decision. The Committee shall review the grievance
and render a final decision no later than 30 days after the letter is submitted.

FINANCIAL INFORMATION

University of the People is the world’s first tuition-free, online academic institution
dedicated to the global advancement and democratization of higher education. As a
non-profit institution, our aim is to provide accessible and affordable higher
education. The University does not charge students to take classes.

In order to do this in a sustainable manner, UoPeople may in the future have to
apply modest charges for application and assessment processing. The cost of
studying in a University of the People program will be only a fraction of the cost of a
comparable degree from a public university.

Currently, we have decided to waive all fees but we reserve the right to change our
policy at any time. Students currently admitted to the University should be aware
that once the University begins to charge, assessment fees will apply to them as well,
but never in a retroactive manner.

Application Fee
Upon activation of the Application Fee Policy, the Application Fee to the University
of the People will range from $15 to $50.

Assessment Processing Fee
Upon activation of the Exam Processing Fee Policy, a fee ranging from $10 to $100
will be charged according to the terms of the policy.

STUDENT AFFAIRS
Student Records

Student Records provides a service to students throughout the duration of a
student’s time at UoPeople and works diligently to maintain and preserve the
integrity of a student’s University record.
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Privacy Statement

University of the People maintains student records and is responsible for their
maintenance and release. This information includes, but is not limited to, social
security numbers (whenever applicable), personal and financial information,

academic transcripts, academic records at this University, e-mails, etc.

Official Transcripts

A transcript is a permanent academic record of a student at the University. It reflects
all coursework and grades per term. Upon request, UoPeople provides official
written certification of current enrollment, dates of attendance, or degrees
awarded.

Official transcripts are not necessarily free of charge, and payment may have to be
made at the time of order.

Student Support Resources
Student Services is dedicated to providing students with support in all areas of
UoPeople student life.

You can access Student Services via e-mail at student. services@uopeople.org

Please be sure to include the following information in the e-mail:
1. Your student ID number in the subject line of the e-mail.

2. A brief description of your request / inquiry

Disabilities

University of the People is committed to equal opportunity in employment and
education for persons with disabilities, and complies with the requirements of the
Americans with Disabilities Act of 1990 (ADA). .

University of the People aims to provide students who have disabilities with the
opportunity to participate fully in University life. However, as a very young, newly
developed online institution, we are currently in the process of reviewing and
implementing reasonable accommodations for students with disabilities.

As part of its vision, it is the intention of University of the People to establish various
technological facilities to enable individuals with disabilities, whether mental or
physical, to become students and enjoy UoPeople services.
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If you suffer from any disability, please do not hesitate to contact us for further
information regarding our policy.

COMPUTING AND NETWORKING RESOURCES

Access to Learning Resources

University of the People recognizes the need to provide limited access to the course
forum and to other learning resources to persons other than students, alumni,
faculty, and staff.

Course Forum Access

For regulatory, accreditation, and other administrative purposes, the Course Forum
may be accessed and observed by persons other than students, faculty, and staff.
Access to the course forum will be authorized only after the review of such a request
and the determination that access is necessary and appropriate, does not infringe on
the activities of students and faculty, and does not threaten the academic integrity
of the course forum. Although the course forum is not open to public access, it is
neither a private nor confidential domain; neither students nor faculty should

assume privacy within the course forum.

Contact Information for Students

Students are responsible for keeping their contact information accurate and current.
Students’ contact information is the information they submitted upon initiating the
application process. Student information may be updated at any time. Students
wishing to wupdate any of their contact information should contact
student.services@uopeople.org and include:

1. Student’s full name (First and last name)
Student ID

3. Details to be updated and the reason for requesting their update.
Students should include supporting official documentation when
relevant.

The primary form of official communication from University of the People is through
e-mail. Students are required to maintain active e-mail addresses and inform the
University of any change of address according to the process described above. To
ensure receipt of important communications, students should make sure that spam
filters are set to receive e-mail from University of the People.

Page | 35

Fourth Edition 2010


mailto:student.services@uopeople.org

UNIVERSITY
ofF THE PEOPLE NN .

Students should note: any change of contact information on the Virtual Learning
Environment of UoPeople (VLE) on my.uopeople.org is not a formal change of
contact information.

Browser Requirements
In order to study online with UoPeople you will need access to a computer with an
Internet connection as well as the ability to save documents and files.

You need a web browser to access www.uopeople.org. We recommend an up-to-

date, popular browser, such as Microsoft Internet Explorer, Mozilla Firefox or Google
Chrome as your standard web browser. Currently, UoPeople is fully compatible with
Internet Explorer.

Should you encounter any difficulties while browsing, please confirm that:
1. The medium security level (default settings of MSIE) has been selected
2. Then change your web browser settings to;
a. Java: Enabled
b. Java Script: Enabled
C. Cookies: True

Student Login Username and Password

Each student is assigned a designated username and password to log into UoPeople
online platform and courses. Please contact Technical Support at
support@uopeople.org for assistance if any login problems occur.

Students are responsible for all assignments /exams submitted under their username
and should ensure they keep their log-in details safe.

Technical Support

Technical Support is available through email at support@uopeople.org

Please include the following information into the e-mail along with your student ID
number (user name) so we can troubleshoot your issue:

1. Write a brief description about what you were doing (or trying to do) when
the error occurred.
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2. Include any error message that you may have received or press the ‘print
screen’ (on the upper right corner of your keyboard) button, and copy and

paste the image into the body of the email.

CONTACTS

If you have other questions, please email:
Student Services: student.services@uopeople.org
Technical Support: support@uopeople.org

If you want to become a student at University of the People, please fill out our online
application at www.uopeople.org or contact our Admissions Department at

admissions@uopeople.org for more information about the admissions process.
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