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Michael Offerman, EdD
Interim University President

A Message from the President

Welcome to Capella University

Welcome to Capella University. The University Catalog is a comprehensive resource,
with detailed descriptions of our schools, program, and courses. It also contains
policies, procedures, and information that will be helpful throughout your

educational journey.

What the catalog cannot adequately express is the power of learning experience you
will find at Capella. As a member of the university community since 2001, I have
been privileged to witness the educational transformation of thousands of adult
learners. Many were the first in their families to participate in higher education;
others surmounted personal and professional obstacles on their way to a diploma.

I'm proud that Capella helped them achieve their purpose.

You will experience for yourself the power of Capella: building strong relationships
with faculty, fellow learners, and advisors. Learners often tell me that Capella’s
academic program is more rigorous than they could have imagined, and more

rewarding than they ever dreamed.
Thanks for joining us.
Best wishes,

Michael Offerman, EdD

Interim University President

e
-

WELCOME TO CAPELLA UNIVERSITY
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About Capella University

University Mission Statement

The mission of Capella University is to extend access to high
quality bachelor’s, master’s, specialist, doctoral, and certificate
programs for adults who seek to maximize their personal

and professional potential. This mission is fulfilled through
innovative programs that are responsive to the needs of adult
learners and involve active, engaging, challenging, and relevant
learning experiences offered in a variety of delivery modes.

Educational Philosophy

Capella University’s educational philosophy focuses on
developing scholar-practitioners through learning that
incorporates both theoretical knowledge and relevant
experience. Learners synthesize scholarship with practical
application appropriate to their level—as reflective-
practitioners at the baccalaureate level, as practitioner-
scholars at the master’s level, and as scholar-practitioners at
the doctoral level. Capella University faculty are themselves
scholar-practitioners or as appropriate, practitioner-scholars.
They guide and facilitate learner development through
dissemination of knowledge and the formation of learning
communities. They promote active learning, and they model
what it means to be scholar-practitioners and life-long learners.
Capella’s philosophy also emphasizes collaboration: learners
with their peers and learners with faculty. Learners and
faculty reflect together on their experiences, build and apply
knowledge, participate in communities of learning, and make
theoretical and practical contributions in their fields.

University History

In 1992, Stephen Shank, former CEO of Tonka Corporation,
provided the vision, leadership, and a portion of the

initial funding for the incorporation of a distance-learning
institution. Mr. Shank observed that adults were underserved
by traditional universities for several reasons. Most
significantly, attending classes is difficult or impossible for
working adults due to employment and family obligations,
and traditional curriculum often does not correspond with the
professional goals of mature adults. He envisioned a barrier-
free university that people could attend from remote locations
such as their homes. The Graduate School of America
(TGSA), eventually to become Capella University, was soon
established.

In 1993, Dr. Harold Abel, an experienced leader in higher
education and a former president of three universities, joined
Mr. Shank to serve as founding president and academic
leader of The Graduate School of America (TGSA). Dr.

Abel assembled a premier faculty, built graduate curricula,
and guided the university toward academic accreditation. In

1997, during the presidency of Dr. Bruce Francis, TGSA was
accredited by The Higher Learning Commission (HLC) and
became a member of the North Central Association (NCA).

The university’s accreditation was reaffirmed by the HLC in

2008.

The Graduate School of America (TGSA) initially offered
master’s and doctoral degree programs in Education, Human
Services, and Organization and Management. Two years after
receiving accreditation, TGSA became Capella University

and went on to establish the schools of Business, Education,
Human Services, Technology, and the Harold Abel School

of Psychology, the latter named after the university’s first
president. In 2001, Dr. Michael Offerman, formerly a leader
within the University of Wisconsin system, became president of
Capella University. Today, Capella University offers certificates
and bachelor’s, master’s, specialist, and doctoral degrees
across its five schools.

The undergraduate learning experience was enhanced by

a reorganization of schools in 2004 to form the School of
Undergraduate Studies and the School of Business and
Technology in addition to the existing schools of Education,
Human Services, and the Harold Abel School of Psychology.
In 2009, to better meet the professional needs of its learners
in public service fields, Capella formed a new school—the
School of Public Service Leadership. Capella’s most recent
school addition, the Harold Abel School of Social and
Behavioral Sciences, was established in 2010. The former
school of Human Services and the former Harold Abel School
of Psychology moved into the new school as the Department
of Counseling and the Department of Psychology, respectively.
The new school is also home to the Department of Social
Work.

In addition to its institutional accreditation with The Higher
Learning Commission (HLC), Capella University has attained
specialized program accreditations for several of its programs
and specializations. In 2003, Capella University’s Mental
Health Counseling specialization (now a degree program)
received program accreditation from the American Counseling
Association’s Council for Accreditation of Counseling and
Related Educational Programs (CACREP), and in 2005,
Capella’s Marital, Couple, and Family Counseling/Therapy
specialization (now a degree program) also received CACREP
accreditation. Most recently, in 2008, the Bachelor and

Master of Science in Information Technology specializations
in Project Management were accredited by the Project
Management Institute (PMI®) Global Accreditation Center for
Project Management (PMI-GAC), and in 2009, the Master of
Science in School Counseling received CACREP accreditation.

-
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As part of its commitment to outcomes-based education, Degree Options
Capella University has taken a leadership role in the Capella University offers graduate certificates, the Bachelor
national higher education consumer information initiative, of Science (BS), Bachelor of Science in Nursing (BSN),
Transparency by Design (TbD). In 2007, Capella joined 13 Bachelor of Public Administration (BPA), Master of Science
other ThD member institutions in a commitment to report (MS), Master of Science in Nursing (MSN), Master of Business

publicly, on a single Web site, their expected learning
outcomes by degree program level, the methods used to
measure their achievement and the results of those measures,
as well as other information to assist higher education
consumers as they decide where to pursue their education.
The College Choices for Adults Web site officially launched in
August 2009.

In 2009, Dr. Christopher Cassirer was appointed university
president, and Kevin Gilligan joined Capella as chief executive
officer of Capella Education Company. Dr. Michael Offerman,
president emeritus, is currently serving as interim university
president.

Institutional Accreditation

Capella University

Capella Tower

225 South Sixth Street, Ninth Floor
Minneapolis, MN 55402
1.888.CAPELLA (227.3552)
www.capella.edu

Affirmative Action

Capella University is an affirmative action employer.

Ownership of University

Capella University is wholly owned by Capella Education
Company, a Minnesota corporation.

Academic Freedom

Capella University is committed to freedom of expression
and inquiry and strives to promote an atmosphere in which
rigorous academic dialogue is maintained, while respect for
collegiality, civility, and diversity is embraced.

Administration (MBA), Master of Public Administration
(MPA), Master of Public Health (MPH), Education Specialist
(EdS), Doctor of Philosophy (PhD), Doctor of Business
Administration (DBA), Doctor of Education (EdD), Doctor of
Public Administration (DPA), Doctor of Psychology (PsyD),
and Doctor of Social Work (DSW).

Course Formats

Courses are offered online and in directed study formats.
Courses designated as directed study are available to

doctoral learners in the schools of Business and Technology
and Education and the Harold Abel School of Social and
Behavioral Sciences. Directed study courses, in which learners
work one-to-one with a faculty tutor, are offered quarterly.
Additional details and requirements related to these course
formats can be found in the University Policies section of this
catalog and on iGuide.

Residencies

Most doctoral programs, clinically focused master’s programs,
and post-master’s certificate programs require learners to
attend residencies offered in various locations. Residencies
provide opportunities for learners to become familiar with
Capella University resources, develop or affirm academic

skill sets, acquire clinical skill competencies, learn research
methodologies, and prepare for the comprehensive
examination and dissertation processes.

Through these face-to-face experiences, learners extend
participation in Capella’s learning community by networking,
focusing on academic success strategies, interacting with
peers and faculty, and developing academic competencies
that support program completion. Capella believes that the
sense of community developed during residencies will endure
throughout the program and become an essential part of a
successful learner experience. Additional details regarding
residency requirements can be found on iGuide.

ABOUT CAPELLA UNIVERSITY
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About Capella University, continued

Capella’s Commitment to Learner Success Learners must submit a written request for release of their

Capella University is committed to helping learners academic record to a third party. Unless otherwise specified,

succeed. To that end, the university has developed a unique academic record information released to a third-party

combination of course work and support services intended to requestor includes only the official transcript, admission

facilitate a strong start for learners. New learners can expect applications, admission decisions, the final disposition of any

the following support:

The University Orientation Seminar provides all new
learners with the knowledge, skills, and advice they need
to be successful in Capella’s online learning environment.
Learners navigate Capella’s online courseroom, take a
virtual tour of university support services, and engage in an
online discussion with an orientation facilitator and other
new learners.

Learners begin with an outstanding first course that sets the
stage for the rest of their program.

Learner Services

For day-to-day needs, Capella’s learner support services are

available online through iGuide, via email, and through toll-
free calls within the United States.

iGuide—iGuide allows learners to access Capella’s services
in one convenient place. Learners can enroll in courses,
apply for financial assistance, view an unofficial transcript,
and access a variety of other convenient resources, including
the Learner Handbook and University Catalog. For questions
or concerns regarding enrollment, courses, access, financial
aid, billing, or technical problems that are not answered

on iGuide, learner support associates are available to assist
learners at 1.888.CAPELLA (227.3552) or LearnerSupport@
capella.edu.

Advisors—Academic advisors help learners make a
successful transition into their program and serve as an
ongoing source of support throughout their education.
Advisors communicate with learners on an ongoing basis,
providing academic and personal strategies and support,
clarifying university procedures, tracking and discussing
academic progress, and providing information about any
changes that may affect learners.

Academic Records—Records Processing and Operations
maintains confidential, accurate academic records of
learners as they progress through their program. Learners
may request official transcripts and view and print their
unofficial transcripts any time on iGuide.

disciplinary actions, and changes to enrollment status.

* Academic Success Resources—Capella’s academic success

resources help learners maximize their personal and
professional potential by offering engaging opportunities
through a variety of delivery modes, including math,
computer, and general study skills modules; free academic
tutoring; motivation and time management strategies;
effective online learning and degree planning tools;

and additional academic skills resources on topics such

as critical thinking and reading, scholarly writing, and
academic honesty. Learners can access these resources any
time on iGuide.

Alumni Association—Alumni benefit from networking
opportunities, professional and career services, alumni
grants, selected use of library resources, alumni newsletters
and communications, and other opportunities to stay
involved as a graduate of Capella University. More
information on the Capella University Alumni Association
can be found on iGuide.

Bookstore—Textbooks and software may be purchased
through the bookstore, which is accessible on iGuide.

Armed Forces and Veterans Support—Armed Forces

and Veterans Support services are available to Capella
learners who are affiliated with the armed forces. Armed
Forces and Veterans Support team members assist learners
who are experiencing an interruption in their program
due to military obligations with military leave of absence
requests and answer questions about military and veterans
benefits, including tuition assistance, military scholarships,
GoArmyEd, MyCAA, and VA vocational rehabilitation

and employment. For more information about the
resources and support available to servicemembers,
veterans, and their families, visit Armed Forces Support
on iGuide or email Armed Forces and Veterans Support at
ArmedForcesSupport@capella.edu.


http://campustools.capella.edu/redirect.aspx?linkid=1661
Mailto:LearnerSupport@capella.edu
Mailto:LearnerSupport@capella.edu
http://www.capella.edu/iGuidePA/programPlanning/advisor/advisor.aspx
http://campustools.capella.edu/redirect.aspx?linkid=1861
http://campustools.capella.edu/redirect.aspx?linkid=1862
http://campustools.capella.edu/redirect.aspx?linkid=1863
http://campustools.capella.edu/redirect.aspx?linkid=1624
Mailto:ArmedForcesSupport@capella.edu
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About Capella University, continued

¢ Career Center—Career Center services are designed to

help learners successfully navigate the career planning

and development process as they pursue and complete
their degree. Although the Career Center does not
guarantee employment upon degree completion or provide
placement services, it provides career counseling, job
search advising, and career management support to all
Capella learners and alumni. Career Center staff interacts
with learners via email and telephone to assist with career-
related activities such as resume, CV, and cover letter
development; interview preparation; effective job search
strategy; and career advancement efforts. Career Center
resources are helpful to learners in gathering occupational
information and trends, accessing job postings, and viewing
sample job search documents. For more information about
these resources and services, visit the Career Center on
iGuide, and use the “Ask a Career Counselor” email feature
to connect with a counselor.

Disability Services—Capella University recognizes its
obligations to accommodate the needs of learners with
disabilities under the ADA Amendments Act of 2008,

the Americans with Disabilities Act (ADA) of 1990, and
the Rehabilitation Act of 1973. Capella is committed to
providing reasonable accommodations to qualified learners
with disabilities in university programs and activities. For
more information, visit Disability Services on iGuide or
email DisabilityServices@capella.edu.

Enrollment Services—Capella University’s Enrollment
Services team assists prospective learners from the point
of initial inquiry through the application, admission, and
enrollment phases. Call 1.888.CAPELLA (227.3552) for
assistance.

Faculty and Mentors—Learners work with faculty and
mentors who assist them during important phases of their
program. Faculty and mentor biographies by school can be
found on iGuide.

Financial Aid—Financial aid counselors help learners
explore the options available for financing their
education. Capella’s online financial aid resources
provide learners with information about federal loans,
federal undergraduate grants, military tuition assistance,
veteran’s benefits, special aid programs, and employer
tuition reimbursement. For more information, including
the Capella Guide to Federal Financial Aid, visit Financial
Aid on iGuide, call Learner Support at 1.888.CAPELLA
(227.3552), or email fao@capella.edu.

Learner Accounts—The Learner Accounts team is
responsible for ensuring accurate, timely billing of learner
accounts for tuition and fees, employer reimbursement, and
financial aid disbursements. For questions about statements
or billing, call Learner Support at 1.888.CAPELLA
(227.3552) or email LearnerSupport@capella.edu.

Library—Capella provides a full range of academic
library resources and services in an online environment.
The Capella University Library Web site, accessible on
iGuide, provides access to thousands of full-text articles,
citations, abstracts, technical reports, and electronic
books (e-books). Learners may also request books, copies
of articles, and other resources from university libraries
nationwide. In addition, Capella reference librarians

are available to assist learners and faculty with research
questions, help learners use library databases effectively,
and teach learners to successfully navigate the library Web
site. Learners may contact a reference librarian by calling
1.888.375.8221 or emailing Librarian@capella.edu.

New Learner Experience Team—Capella University’s New
Learner Experience team provides support to new learners
in adjusting to the Capella learning community and their
degree program through the facilitation of the University
Orientation Seminar. Learners may contact the New
Learner Experience team by calling Learner Support at
1.888.CAPELLA (227.3552) or by visiting iGuide.

Office of Research and Scholarship—Capella University’s
Office of Research and Scholarship supports the Capella
community to ensure all research conducted under its
purview meets the highest ethical standards. Researchers
can access information about research ethics and
compliance, including the federal guidelines for ethical
research, Capella’s Institutional Review Board (IRB)
application process forms and dates, and other resources.
The Office of Research and Scholarship also offers an IRB
blog, “Across the Board,” accessible at http://blogs.capella.
edu/theirb/. For more information, visit the Office of
Research and Scholarship on iGuide or email
ResearchandScholarship@capella.edu.

Online Writing Center—To help learners improve their
written communication skills, Capella offers a variety

of writing resources, including writing courses, online
tutoring, writing self-assessment tools, and writing
guidelines and references. The Online Writing Center,
accessible on iGuide, also offers face-to-face writing
instruction at residential colloquia in school- and writing-
focused sessions.

e
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Review these requirements carefully; computer hardware, software, and an Internet connection are the primary means of

participating in courses and thus are significant contributors to academic success. Capella provides learners with the opportunity
to purchase Microsoft® Office, Visio®, and Project® at a significant discount (see Software Discounts in the Bookstore for exact

pricing). These requirements are subject to change. The most current requirements are published on iGuide and are reflected in

the Computer Check-Up tool, also available on iGuide.

Internet connection:

Capella University’s technical support staff strongly recommends a broadband (cable modem or DSL) Internet connection.
Though not required, subscribing to a broadband connection may be the most important investment learners can make to

improve their online learning experience.

ALL LEARNERS MINIMUM RECOMMENDED
Internet Connection*** 56KB modem Broadband (cable or DSL)
Email Capabilities Email client Microsoft® Outlook®

Unique email address
(not shared by others in a family or company)

10+ MB of email storage
HTML email capabilities

Hardware* 20GB of hard disk space 30GB of hard disk space

Software* Macintosh®: MS Office 2004 or higher Macintosh®: MS Office 2008
PC: Microsoft® Office 2003 or higher PC: Microsoft® Office 2007
Anti-virus software

Plug-ins** Windows® Media Player 10 Windows® Media Player 11

(free downloads)

Adobe Acrobat® Reader 8
Flash Player 9
Java 1.6.0

Adobe Acrobat® Reader 9
Flash Player 10
Java 1.6.0_12

Peripherals

Video card and monitor display
capable of 1024x768 resolution
Speakers

Sound card

Video card and monitor display
capable of 1280x1024 resolution or higher

*  Specific courses or programs may have additional requirements. Microsoft® Office 2007/2008 users may be required to save in 2003 formats.
**Capella University provides Computer Check-Up, a learner tool for verifying and correcting browser settings, including plug-ins.
*** Courses requiring the use of a webcam or headset will require a broadband connection with a minimum speed of 256kbps upload and 512kbps download.

PC+

MINIMUM

RECOMMENDED

Processor

1GHz

2GHz or higher

Operating System

Windows® XP SP2 Home
Windows® Vista Home
Windows® 7 Home

Windows® XP SP3 Pro
Windows® 7 Pro

RAM 512MB 1GB or higher

Browser** Microsoft® Internet Explorer® 7.0 Microsoft® Internet Explorer® 8.0
(only 1 needed) Firefox® 3.0 Firefox® 3.5

MACINTOSH* MINIMUM RECOMMENDED

Processor G4 1.25MHz Intel 2GHz or higher

Operating System 0OS X (10.4) 0OS X (10.6)

RAM 512MB 1GB or higher

Browser** Firefox® 3.0 Firefox® 3.5

(only 1 needed) Safari® 3.0 Safari® 4.0

* Capella recommends that new learners use or purchase a computer with the recommended standards listed above at the beginning of their program and review
these technical standards on a regular basis.
** While other browsers and platforms may perform adequately, Capella cannot provide technical support for browsers other than those listed above. Browsers
listed first are Capella’s first choice for best performance.

Information technology courses and some MBA courses also require:

¢ Windows® XP Pro, Vista Pro, or 7 Pro or higher is required for IIS functionality
® Macintosh® users will need a Windows® install or Windows® set-up with Parallels

¢ Backup storage device

* 30GB of free hard disk space
* 1GB or greater of RAM highly recommended

Adobe Acrobat is a registered trademark of Adobe Systems Incorporated in the United States and/or other countries.
Macintosh and Safari are trademarks of Apple Computer, Inc.
Microsoft, PowerPoint, Project, Outlook, Visio, Internet Explorer, and Windows are registered trademarks of Microsoft Corporation in the United States and/or other

countries.

Firefox is a registered trademark of Mozilla Corporation.
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University Policies

Capella University policies apply to all Capella learners. Since some policies may be updated after publication, learners, faculty, and
staff should refer to iGuide for current policies and procedures. Learners are responsible for understanding and following the most
current version of all Capella University policies.

POLICY
1.01.08 Course Numbering

ADMISSION
2.01.01 Admission

2.01.02 Maximum Time to Degree Completion

UNIVERSITY AND COURSE ENROLLMENT
2.02.01
2.02.02
2.02.03
2.02.05
2.02.07

Academic Year

Course Enrollment

Multiple Program Enrollments
Directed Study Enrollment

Changing Degree Program, Specialization,
Certificate

2.02.08
2.02.10

Leave of Absence

Separation from the University

ACADEMIC STANDARDS
3.01.01
3.01.03
3.01.04
3.01.05
3.01.06
3.01.07
3.01.08
3.01.09

Academic Honesty

Academic Honors

Academic Standing

Financial Aid Satisfactory Academic Progress
Comprehensive Examination Requirements
Dissertation Requirements

Academic Degree and Certificate Requirements

Degree and Certificate Conferral

RESEARCH
3.03.01
3.03.02
3.03.03
3.08.05

Human Research Protections
Publication of Dissertations
Use of Confidential Information

Conflict of Interest in Research

ASSESSMENT, CREDITS, AND GRADING
3.04.01
3.04.02
3.04.03
3.04.04

Academic Readiness
Credit for Prior Learning
Transfer of Credit

Application of Capella University Credits
Toward Certificate and Degree Programs

3.04.05
3.04.07
3.04.08
3.04.09

Attendance at Residencies
Grading
Incomplete Grades

Appealing a Grade

RECORDS AND DOCUMENTS
4.01.01
4.01.03

FERPA and Learner Directory Information

Retaining Learner Work Products and
Grading Records

4.01.06 Official Learner Name of Record

RIGHTS AND RESPONSIBILITIES
4.02.01
4.02.02
4.02.03
4.02.04
4.02.05
4.02.06
4.02.07

Learner Disability Accommodations
Learner Code of Conduct

Learner Grievance

Discrimination, Harassment, and Assault
Drugs and Alcohol

Consensual Relationships

Nondiscrimination

TUITION AND FEES
4.03.01 Tuition and Fees
4.03.02 Tuition Refunds

ACADEMIC SERVICES
4.04.01 Interlibrary Loan
4.04.02 Licensure

e
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University Policies, continued

POLICY

1.01.08 Course Numbering

Each Capella University course is identified by a unique
number consisting of three sections: a subject area up to

four digits in length, a designator code if applicable, and a
four-digit catalog number. These numbers are established

and maintained by the Records Processing and Operations
department and reflect the general subject area of the course,
a specific designator code, if applicable, and a catalog number
reflecting the level of the course. The catalog number reflects
the following information:

Catalog Number

Each catalog number represents a unique education
experience and is an indicator of the level of learning
(learning outcomes) for that course, as follows:

® Numbers beginning with 1 and 2 represent lower-level
undergraduate courses.

® Numbers beginning with 3 and 4 represent upper-level
undergraduate courses.

* Numbers beginning with 5 and 6 represent master’s-level
graduate courses.

e Numbers beginning with 7 and 8 represent doctoral-level
graduate courses.

® Numbers beginning with 9 represent comprehensive
examination and dissertation courses.

ADMISSION

2.01.01 Admission

Capella University was founded with a commitment to extend
access to high-quality higher education and is dedicated to the
success of its learners. As a part of the admission process, the
university seeks to assess an applicant’s potential to succeed in
its online environment. Applicants must meet the program-
specific admission requirements outlined in the accompanying
table to be offered admission to Capella University. Although
particular emphasis is placed on the applicant’s academic
history, non-academic factors may also be considered

when evaluating an application for admission. Therefore,
additional information and/or application materials may be
requested and considered on an individual basis. Exceptions
to admission requirements for graduate programs may

be granted by the school dean or designee. There are no
exceptions to admission requirements for the Doctor of
Psychology program.

-

International Applicants

International applicants must have attended an internationally
recognized institution. All applicants are expected to read,
speak, write, and understand the English language fluently.
Those whose language of instruction is not English are
required to take one of the following tests: the Test of English
as a Foreign Language (TOEFL), Michigan English Language
Assessment Battery (MELAB), International English Language
Testing System (IELTS), or the Pearson Test of English
(PTE). The only exception to this requirement is reserved for
learners who have earned a postsecondary degree from a U.S.-
accredited university. The minimum acceptable TOEFL score
established by the university for admission into all programs is
550 for the paper-based test, 213 for the computer-based test
with a score of 4.0 or higher on the Test of Written English
(TWE), or a score of 79 for those completing the Internet-
based examination. The minimum acceptable MELAB score
established by the university for admission into all programs

is 80, the minimum acceptable score for the IELTS is 6.5, and
the minimum acceptable PTE score is 59.

Equal Opportunity and Nondiscrimination

Capella University prohibits discriminatory practices and
pledges to seek out and minimize all forms of discrimination
in all of its activities and programs. The university supports
federal and state legislation prohibiting discrimination against
any person based on race, color, creed, religion, sex, national
origin, age, marital status, disability, sexual orientation,

or status with regard to public assistance. Further, it is the
university’s policy to assure equal opportunity to all persons
with disabilities, disabled veterans, and veterans of the Vietnam
era. The university complies with Title IX of the Education
Amendments of 1972, Titles VI and VII of the Civil Rights Act
of 1964 and regulations, Section 504 of the Rehabilitation Act
of 1973, the Americans with Disabilities Act of 1990, and the
ADA Amendments Act of 2008.

PROCEDURES
I.  Application Materials

A. Graduate applicants must complete the admission
application and submit an official transcript for the
highest degree conferred, as well as any post-degree
course work.

B. An evaluation of work history and achievements as
demonstrated by a resume, statement of purpose
and—when required by the program—Ietters of
recommendation, and/or other relevant material may
also be considered for applicants who do not meet
minimum admission standards.

Continued on page 18
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Responsibilities Acknowledgement

Certification of Teaching Experience
Form

PhD, EdS, and MS
Leadership in Educational
Administration
specializations;

PhD Special Education
Leadership specialization

Certification of Licensed Teaching
Form

MS Curriculum

and Instruction, Early

Childhood Education,
K-12 Studies

in Education, Reading

and Literacy, and Special
Education Teaching

specializations

Cohort Auto-Registration Form

EdD Educational
Leadership and
Management
specialization

DSW General Social Work
specialization

* Tennessee residents applying for admission to undergraduate degree programs must submit an official high school transcript as part of their application materials.

e
Cy ‘ >
University Policies, continued
ADMISSION COMPONENTS
. . . Harold Abel School
School Und;;g;?:suate B.I.‘z:';:ﬁfl’:nd Education Ptgla'g:;:’i'ce of Social and Behavioral
gy P Sciences
Acknowledgement Agreement 4 v 4 v v
Official Transcript from Previous D(-:B:rEeRyc;tr:\,;)BIZt’;lon y y y y
AT
Institution specialization
International Applicants: Proof of
English Equivalency 4 4 4 4 4
PhD General Counselor
Education and Supervision
specialization; PsyD Clinical
Psychology specialization;
MS General Addiction
Counseling, General Career
Letters of Recommendation Counseling, General Marriage
and Family Therapy, General
Mental Health Counseling, and
General School Counseling
specializations;
MS School Psychology
specialization
PhD General Counselor
Curriculum Vitae Education and Supervision
specialization
PhD General Counselor
Education and Supervision
. specialization; PsyD Clinical
Writing Samples Psychology specialization;
MS School Psychology
specialization
MS General Addiction
Counseling, General Career
Counseling, General Marriage
Extended Goal Statement and Family Therapy, General
Mental Health Counseling, and
General School Counseling
specializations
PsyD Clinical Psychology
. specialization;
Faculty Interview MS School Psychology
specialization
MSN Nurse
RN License Verification and Work D BSN RN-to-BSN Educator and Nurse
. egree Completion .
Experience Acknowledgement Form specialization Educator Bridge
P specializations
DBA Business
Intelligence, Global
DBA Course Registration Operations and Supply
Acknowledgment Chain Management, and
Strategy and Innovation
specializations
Licensure Disclosure &
v v/

UNIVERSITY POLICIES
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ADMISSION REQUIREMENTS

Capella Degree/

Minimum Level of

Minimum Cumulative
Grade Point Average

Certificate Education Completed (on a 4.0 scale) Additional Requirements
BS High school diploma or equivalent. None Applicants must be at least 24 years old. (This age
requirement may be waived for active military
applicants, veterans, and applicants with 90 or more
quarter credits of prior college/university course work.)
BSN Associate’s degree in nursing or diploma in  2.00 cumulative GPA Applicants must be at least 24 years old. (This age
nursing from an institution accredited by a from an associate’s requirement may be waived for active military
U.S. Department of Education-accrediting degree or diploma applicants, veterans, and applicants with 90 or more
agency or an internationally recognized granting institution. quarter credits of prior college/university course work.)
Institution. Applicants to the School of Undergraduate Studies’
BSN degree program must have a current, unrestricted
RN license to practice in the United States and one
year of licensed RN work experience.
BPA High school diploma or equivalent. None Applicants must be at least 24 years old. (This age

requirement may be waived for active military
applicants, veterans, and applicants with 90 or more
quarter credits of prior college/university course work.)

Post-Bachelor’s

Bachelor’s degree from an institution

2.30 cumulative GPA

Certificate accredited by a U.S. Department of from a bachelor’s
Education-recognized accrediting agency degree granting
or an internationally recognized institution. institution.

MS Bachelor’s degree from an institution *2.30 cumulative GPA Applicants to the School of Education’s MS Leadership
accredited by a U.S. Department of from a bachelor’s in Educational Administration specialization must have
Education-recognized accrediting agency degree granting three years of licensed teaching experience.
or an internationally recognized institution. institution. Applicants to the Harold Abel School of Social and

Behavioral Sciences’ MS in Addiction Counseling,

MS in Career Counseling, MS in Marriage and Family
Therapy, MS in Mental Health Counseling, and MS in
School Counseling degree programs will be assessed
on professionalism and academic fit to the program as
determined by the school.

MSN Bachelor’s degree from an institution 2.30 cumulative GPA Applicants to the School of Public Service Leadership’s
accredited by a U.S. Department of from a bachelor’s MSN Nurse Educator specialization must have a current,
Education-recognized accrediting agency degree granting unrestricted RN license to practice in the United
or an internationally recognized institution. institution. States, one year of licensed RN work experience, and a

bachelor’s degree in nursing.

Applicants to the School of Public Service Leadership’s
MSN Nurse Educator Bridge specialization must

have a current, unrestricted RN license to practice

in the United States, one year of licensed RN work
experience, and a bachelor's degree in a field other
than nursing.

MBA Bachelor’s degree from an institution 2.30 cumulative GPA
accredited by a U.S. Department of from a bachelor’s
Education-recognized accrediting agency degree granting
or an internationally recognized institution. institution.

MPA Bachelor’s degree from an institution 2.30 cumulative GPA
accredited by a U.S. Department of from a bachelor’s
Education-recognized accrediting agency degree granting
or an internationally recognized institution. institution.

MPH Bachelor’s degree from an institution 2.30 cumulative GPA

accredited by a U.S. Department of
Education-recognized accrediting agency
or an internationally recognized institution.

from a bachelor’s
degree granting
institution.

-



_‘_1‘888.CAPELLA ¢ Volume 10-11, No. 1

CAPELLA UNIVERSITY ‘ 17

Co

University Policies, continued

ADMISSION REQUIREMENTS, continued

e
-

Capella Degree/
Certificate

Minimum Level of
Education Completed

Minimum Cumulative
Grade Point Average
(on a 4.0 scale)

Additional Requirements

Post-Master’s

Master’s degree from an institution

3.00 cumulative GPA

Applicants to the Harold Abel School of Social and

Certificate accredited by a U.S. Department of from a master’s degree Behavioral Sciences’ Specialist Certificate in School
Education-recognized accrediting agency granting institution. Psychology must have a master’s degree with a
or an internationally recognized institution. specialization in School Psychology from Capella

University.

EdS Master’s degree from an institution 3.00 cumulative GPA Applicants to the School of Education’s EdS Leadership
accredited by a U.S. Department of from a master’s degree in Educational Administration specialization must have
Education-recognized accrediting agency granting institution. three years of licensed teaching experience.
or an internationally recognized institution.

PhD Master’s degree from an institution *3.00 cumulative GPA Applicants to the School of Education’s PhD Leadership
accredited by a U.S. Department of from a master’s degree  in Educational Administration specialization must have
Education-recognized accrediting agency granting institution. three years of licensed teaching experience.
or an internationally recognized institution. Applicants to the School of Education’s PhD Nursing

Education specialization must have a current license as
a registered nurse and a master's degree in nursing.
Applicants to the School of Education’s PhD Special
Education Leadership specialization must have a
master’s degree in education, a certification or license
in special education, and three years of licensed
teaching experience.

Applicants to the Harold Abel School of Social and
Behavioral Sciences’ PhD in Counselor Education and
Supervision degree program must have completed a
CACREP-accredited or CACREP curriculum equivalent
master’s degree program. Applicants will also be
assessed on professionalism and academic fit to the
program as determined by the school.

DBA Master’s degree from an institution 3.00 cumulative GPA
accredited by a U.S. Department of from a master's degree
Education-recognized accrediting agency granting institution.
or an internationally recognized institution.

EdD Master’s degree from an institution 3.00 cumulative GPA
accredited by a U.S. Department of from a master’s degree
Education-recognized accrediting agency granting institution.
or an internationally recognized institution.

DPA Master’s degree from an institution 3.00 cumulative GPA
accredited by a U.S. Department of from a master’s degree
Education-recognized accrediting agency granting institution.
or an internationally recognized institution.

PsyD Master’s degree from an institution 3.00 cumulative GPA Applicants to the Harold Abel School of Social
accredited by a U.S. Department of from a master's degree  and Behavioral Sciences’ PsyD Clinical Psychology
Education-recognized accrediting agency granting institution or a  specialization must have a master’s degree in
or an internationally recognized institution. combined score of 1,000 psychology or a related field. Applicants will also be

on the GRE General assessed on professionalism and academic fit to the
Exam. program as determined by the school.
DSW Master’s degree from an institution 3.00 cumulative GPA Applicants to the Harold Abel School of Social and

accredited by a U.S. Department of
Education-recognized accrediting agency
or an internationally recognized institution.

from a master’'s degree
granting institution.

Behavioral Sciences’ DSW degree program must have
a master’s degree in social work from an institution
accredited by the Council of Social Work Education
(CSWE).

* Selected degree programs have higher GPA and/or additional admission requirements. Refer to the procedures section Il of this policy and
Capella’s University Catalog for more information.

UNIVERSITY POLICIES
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University Policies, continued

2.01.01 Admission, continued

II.

III.

C. Truth in Information

If unexplained discrepancies appear between
statements or documents provided to Capella
University as a part of admission materials and
information otherwise obtained, applicants may be
rejected for admission, admission may be revoked, or
learners may be administratively withdrawn.

Additional Admission Requirements

The following degree programs and specializations
require additional admission requirements due to
accreditation, licensing, and other determining factors.

A. Applicants to the Harold Abel School of Social and
Behavioral Sciences’ PhD in Counselor Education and
Supervision degree program are required to have a
3.25 minimum cumulative grade point average (GPA)
from a master’s degree granting institution.

B. Applicants to the Harold Abel School of Social and
Behavioral Sciences” MS in Addiction Counseling,
MS in Career Counseling, MS in Marriage and Family
Therapy, MS in Mental Health Counseling, and MS in
School Counseling degree programs are required to
have a 2.7 minimum cumulative GPA from a bachelor’s
degree granting institution.

C. Applicants to the Harold Abel School of Social
and Behavioral Sciences’ MS School Psychology
specialization are required to have a 3.0 minimum
cumulative GPA from a bachelor’s degree granting
institution.

Evaluation Process

The submitted information is reviewed by the Records
Processing and Operations department using a specific set
of guidelines. Clinical programs may also require faculty
interviews of applicants. The review of all application
material produces one of the following recommendations:

A. Courses meet established transfer equivalency
requirements developed by the appropriate school for
admission into the desired program; the institution
awarding the highest degree to the applicant is
appropriately accredited; and, if applicable, the grade
point average (GPA) criteria are met. The application
is referred to the Records Processing and Operations
department for admission.

B. The application meets all criteria except for business
rules. The application is referred to the school for a
decision. If the school approves the application, it is
referred to the Records Processing and Operations
department for admission.

C. Conditional Admission

1. Applicants who have not submitted all official
transcripts and any other required documents may
be granted conditional admission and matriculate
into their program.

2. Conditional admission is available to all applicants,
with the exception of the PhD in Counselor
Education and Supervision degree program and
the PsyD program in the Harold Abel School of
Social and Behavioral Sciences.

3. Learners granted conditional admission have
until the end of the first full quarter following
their program start date to submit all required
documentation and are allowed to enroll in their
second quarter only upon acceptance of their
admission offer.

4. Failure to complete the application, submit all
official transcripts and other required documents,
or failure to meet admission criteria will result in
the learner being administratively withdrawn from
the university.

D. The application does not meet admission criteria.
Admission is denied.

. Supervised Internships or Practica

To ensure availability, appropriate supervision, and an
equivalent experience, clinical internships or practica
in the following degree or certificate programs or
specializations must be completed in the United States,
Canada, Guam, Puerto Rico, or the Virgin Islands.

A. School of Education
1. Leadership in Educational Administration (PhD,
EdS, and MS specializations)
2. K-12 Studies in Education (PhD and MS
specializations)

Curriculum and Instruction (PhD, EdS, and MS
specializations)

©e

Special Education Leadership (PhD specialization)
Special Education Teaching (MS specialization)
Early Childhood Education (MS specialization)
Reading and Literacy (MS specialization)

S A

Post-Master’s Certificate in College Teaching

-
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University Policies, continued
B. School of Public Service Leadership Time limits for Capella University degree and certificate
1. Doctor of Public Administration programs are as follows:

C. Harold Abel School of Social and Behavioral Sciences
1. PhD in Counselor Education and Supervision

MS in Addiction Counseling

MS in Career Counseling

MS in Marriage and Family Therapy

MS in Mental Health Counseling

MS in School Counseling

Clinical Psychology (PsyD and MS specializations)

S B A T

Counseling Psychology (MS specialization)
9. Specialist Certificate in School Psychology

Note: All individuals admitted to the above specializations must be
eligible to work within the United States, Canada, Guam, Puerto
Rico, or the Virgin Islands at the time of the internship or practicum
and must agree that this experience will be completed within the
United States, Canada, Guam, Puerto Rico, or the Virgin Islands.
Capella University is not able to offer visas or other types of work
permits; therefore, obtaining any necessary authorization is the sole
responsibility of the learner.

V. Readmission

Learners who do not enroll in courses for four
consecutive quarters must apply for readmission and be
readmitted prior to re-enrolling. Readmitted learners
must meet the program requirements effective in the
catalog current at the time of readmission.

2.01.02 Maximum Time to Degree Completion

Capella University requires learners to complete all degree or
certificate program requirements within specific time limits
in order to be eligible to graduate. Learners who do not
complete their degree or certificate program within required
time limits, which are based on their degree or certificate
level, will be administratively withdrawn from the university.
These time limits are the outside dates for completion and do
not supersede the obligation to maintain satisfactory academic
progress throughout the learner’s program of study. Time
limits for degree and certificate programs are outlined in this
policy.

Degrees and
Certificates

Maximum Time from Program
Start Date to Completion

Bachelor’s Degree 8 years
Master's Degree* 4 years
Graduate Certificate** 3 years
Education Specialist Degree 4 years
Doctoral Degree 7 years

* Learners enrolled in the Master of Science in Education with a
specialization in Special Education Teaching have a maximum of six years
to complete their degree program.

* Learners enrolled in the Master of Science in Addiction Counseling, Master
of Science in Career Counseling, Master of Science in Marriage and Family
Therapy, Master of Science in Mental Health Counseling, or Master of
Science in School Counseling have a maximum of six years to complete
their degree program.

* Learners enrolled in the Master of Science in Nursing have a maximum of
six years to complete their degree program.

* Learners enrolled in the Master of Public Health have a maximum of five
years to complete their degree program.

** | earners enrolled in the Specialist Certificate in School Psychology have a
maximum of four years to complete their certificate program.

PROCEDURES
I.  Federal Financial Aid Impact

This is a university policy separate from financial aid
policies. Therefore, the listed time limits may not align
with financial aid eligibility requirements. For further
information, contact a financial aid counselor or see the
financial aid policies located on iGuide.

II. Advanced Doctoral Learners

A. Maximum time to completion for advanced doctoral
learners in the comprehensive examination phase
of their program will be monitored in conjunction
with the timely and successful completion of the
comprehensive examination course, as described in
university policy 3.01.06 Comprehensive Examination
Requirements.

B. Maximum time to completion for advanced doctoral
learners in the dissertation phase of their program
will be monitored in conjunction with the timely
and successful completion of each of the required
dissertation milestones, as described in university
policy 3.01.07 Dissertation Requirements.

UNIVERSITY POLICIES
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University Policies, continued

III. Failure to Meet Maximum Time To Completion C. Extension Approvals

A. Learners will be notified via email one quarter prior 1. The dean’s designee reviews the proposed DEF and

to the last date of eligibility for maximum time to
completion that they will be administratively withdrawn
from the university unless they have a signed Degree
Extension Form (DEF), granting them an exception
that extends their maximum time to completion
deadline.

B. Learners will be notified via email that they have
been administratively withdrawn from the university
effective as of the last date of their maximum time to
completion.

IV. Maximum Time to Completion Extensions

A. Extension Criteria

1. Extensions requested due to change of degree or
certificate program or specialization or extenuating
circumstances may be approved by the faculty
chair and validated by the Records Processing
and Operations department. Extensions are
generally limited to between two and four quarters,
unless the learner’s circumstance warrants a
longer period, as approved by the dean or dean’s
designee.

2. Extenuating circumstance

a A leave of absence may qualify as an extenuating
circumstance.

b. Time spent during a military leave of absence
does not count toward maximum time to
completion.

B. Extension Application Process

Bachelor’s, master’s, specialist, doctoral, and certificate
learners may apply for an extension by contacting their
academic advisor to discuss their status.

1. Learners consult with their academic advisors
to identify their remaining degree or certificate
program requirements, propose a new time frame
for completion if necessary, and discuss any
potential financial aid impact.

2. Learners complete the Degree Extension Form
(DEF) located on iGuide that reflects the new
completion date based on the proposed extension.

3. Learners and their academic advisors sign the DEF
and submit it to the dean’s designee for review,
along with appropriate academic rationale.

rationale and determines if they meet the criteria
for approval.

2. If the extension request is approved, the decision
and rationale are filed in the learner’s official
academic record.

3. If the extension request is not approved,
the learner is notified that he or she will be
administratively withdrawn from the university
when the maximum time to completion deadline
has expired.

4. The decision of the dean’s designee is final.
D. Failure to Meet DEF Terms

Learners who cannot complete their degree or
certificate program within the time frame of their DEF
will be administratively withdrawn from the university,
with no option to appeal.

Change of Degree or Certificate Program and Maximum
Time to Completion

Learners who change their degree or certificate program
are assigned a new program start date and catalog, which
institutes a new maximum time to completion.

Readmission and Maximum Time to Completion
A. Readmission Eligibility

1. Learners who have discontinued from the
university or who have been administratively
withdrawn after four consecutive quarters of
inactivity may apply for readmission at any time.

2. Learners who have been administratively withdrawn
from the university as a result of not completing
their degree or certificate program within the
maximum time to completion deadline may apply
for readmission after four full quarters.

B. Readmission Program Start Date

Learners who are readmitted are assigned a new
program start date and catalog, which institutes a new
maximum time to completion.
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UNIVERSITY AND COURSE ENROLLMENT 2. Permission-based
. a. Enrollment in certain courses (e.g., practica,
2.02.01 Academic Year . . . . .
internships, and special topics courses) requires

Capella University operates on a July 1 through June 30
calendar. Four quarters of course offerings are scheduled
each year.

See Academic Calendar on pages 22-23.

2.02.02 Course Enrollment

Learners’ university enrollment status is based on course
enrollment. Upon course enrollment, learners agree to pay
tuition and fees to Capella University as stated in university
policy 4.03.01 Tuition and Fees. Learners may not enroll in more
than three concurrent courses. Doctoral learners engaged in
the comprehensive examination and dissertation phases of
their program may only enroll in courses in the comprehensive
examination and dissertation course sequence. Learners

are allowed one opportunity to repeat a course they have
completed for which they have been assigned a grade.

Learners who wish to cancel their course enrollment must
adhere to the deadlines outlined in the academic calendar.
Learners may drop a course during the first 12 calendar

days of the course without academic penalty. Learners may
withdraw from a course on or after the 13th calendar day of
the course through the last day to withdraw from a course, as
defined in this policy.

DEFINITION

Course Census Day
Course census day refers to the 12th calendar day of a course
at 11:59 p.m. Central Time.

PROCEDURES
I. Enrollment

A. Learners enroll in courses using iGuide’s online course
enrollment process. Some courses require a more
specific enrollment process, as follows:

1. Pre-enrollment

a. Learners work with their advisor to create a
degree plan. During this process, learners may
request pre-registration.

b. Advisors create a case that will be automatically
processed when enrollment for the quarter has
begun.

c. Once learners have enrolled in their courses,
they will receive an auto-email confirming their
enrollment has been completed.

II.

the consent of the appropriate school. Learners
must complete the required application
documents in order to enroll in practica,
internships, or special topics courses.

b. Prior to enrolling in special topics or directed
study courses in the schools of Business and
Technology, Public Service Leadership, or the
Harold Abel School of Social and Behavioral
Sciences, learners must have a course learning
plan (CLP) approved by the appropriate
school’s faculty leadership.

c. If approved, the school will issue the learner
a permission number for the course, and the
learner may proceed with enrollment.

d. The learner will use the permission number to
enroll in the course through iGuide’s Student
Center.

B. Upon course enrollment, learners agree to pay tuition
and fees to Capella University as stated in university
policy 4.03.01 Tuition and Fees.

C. Learners should refer to the current academic
calendar available on iGuide for course enrollment
dates and deadlines.

Concurrent Course Enrollment for Comprehensive
Examination and Dissertation Learners

A. Doctoral learners enrolled in comprehensive
examination and dissertation courses may only be
enrolled in courses in the comprehensive examination
and dissertation course sequence.

B. With the exception of internship or practicum course
enrollment, doctoral learners enrolled in courses
outside of the comprehensive examination and
dissertation course sequence will be dropped from
their other courses by school administrative staff.
Learners will be informed of the administrative course
drop via email.

C. Doctoral learners may request an exception from their
school allowing them to take a course outside of the
comprehensive examination and dissertation course
sequence.

Continued on page 24
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ACADEMIC CALENDAR - 10 WEEK [R(=(«RVNIR VTN TeIYT)
SUMMER QUARTER 2010 FALL QUARTER 2010
ACADEMIC DEADLINES July August | Mid-Aug | September October | November | Mid-Nov | December
Course Enrollment Begins 04-15-10 | 04-15-10 | 04-15-10 04-15-10 07-15-10 07-15-10 07-15-10 | 07-15-10
Quarterly and Monthly Start Courses Begin 07-12-10 | 08-09-10 09-13-10 10-11-10 11-08-10 12-06-10
Quarterly and Monthly Start Enrollment Ends | 07-14-10 | 08-11-10 09-15-10 10-13-10 11-10-10 12-8-10
Last Day to Drop Course Without “W" 07-23-10 | 08-20-10 09-24-10 10-22-10 11-19-10 12-17-10
Midquarter Courses Begin 07-12-10 08-16-10 10-11-10 11-15-10
Midquarter Course Enrollment Ends 07-14-10 08-18-10 10-13-10 11-17-10
Last Day to Drop Midquarter Course
Without “W" 07-23-10 08-27-10 10-22-10 11-26-10
Last Day to Drop Midquarter Course 08-05-10 09-09-10 11-04-10 12:09-10
With "W
Midquarter Courses End 08-13-10 09-17-10 11-12-10 12-17-10
Last Day to Drop Course With “W" 08-30-10 | 09-27-10 11-01-10 11-29-10 12-27-10 01-24-11
End of Quarter 09-17-10 | 10-15-10 11-19-10 12-17-10 01-14-10 02-11-10
FINANCIAL DEADLINES
Last Day to Drop Quarter and Monthly Start
Courses With 100% Refund 07-16-10 | 08-13-10 09-17-10 10-15-10 11-12-10 12-10-10
Last Day to Drop Quarter and Monthly Start
Courses With 75% Refund 07-23-10 | 08-20-10 09-24-10 10-22-10 11-19-10 12-17-10
Last Day to Drop Midquarter Course
With 100% Refund 07-16-10 08-13-10 10-15-10 11-19-10
Last Day to Drop Midquarter Course
With 75% Refund 07-23-10 08-27-10 10-22-10 | 11-26-10
MBA ACADEMIC CALENDAR - 12 WEEK
SUMMER QUARTER 2010 FALL QUARTER 2010
ACADEMIC DEADLINES July Mid-Aug | September October Mid-Nov
Course Enrollment Begins 04-15-10 04-15-10 04-15-10 07-15-10 07-15-10
Quarterly and Monthly Start Courses Begin 07-12-10 08-23-10 09-13-10 10-11-10 11-22-10
Quarterly and Monthly Start Enrollment Ends | 07-14-10 08-25-10 09-15-10 10-13-10 11-24-10
Last Day to Drop Course Without “W" 07-23-10 09-03-10 09-24-10 10-22-10 12-03-10
Last Day to Drop Course With “W" 08-10-10 09-21-10 10-12-10 11-09-10 12-21-10
End of Quarter 08-20-10 10-01-10 10-22-10 11-19-10 12-31-10
FINANCIAL DEADLINES
Last Day to Drop Quarter and Monthly Start
Courses With 100% Refund 07-16-10 08-27-10 09-17-10 10-15-10 11-26-10
Last Day to Drop Quarter and Monthly Start
Courses With 75% Refund 07-23-10 09-03-10 09-24-10 10-22-10 12-03-10
2010 HOLIDAY SCHEDULE
Capella will observe the following holiday schedule in 2010. The office switchboard will be closed on the following dates:
Memorial Day Monday, May 31, 2010 Thanksgiving Day Thursday, November 25, 2010 Christmas Eve Day (observed) Thursday, December 23, 2010
Independence Day (observed) Monday, July 5, 2010 Day after Thanksgiving Friday, November 26, 2010 Christmas Day (observed) Friday, December 24, 2010

Labor Day Monday, September 6, 2010
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y:Xoy:Y0] 5\ | (ol ey-Y N \\[n):\: SR TR"/JI'Ql (EXCLUDES MBA PROGRAM)

WINTER QUARTER 2011

SPRING QUARTER 2011

ACADEMIC DEADLINES January | February | Mid-Feb March April May Mid-May June
Course Enrollment Begins 10-14-10 | 10-14-10 | 10-14-10 | 10-14-10 01-13-11 | 01-13-11 | 01-13-11 | 01-13-11
Quarterly and Monthly Start Courses Begin 01-10-11 | 02-07-11 03-07-11 04-11-11 | 05-09-11 06-06-11
Quarterly and Monthly Start Enrollment Ends | 01-12-11 | 02-09-11 03-09-11 04-13-11 | 05-11-11 06-08-11
Last Day to Drop Course Without “W" 01-21-11 | 02-18-11 03-18-11 04-22-11 | 05-20-11 06-17-11
Midquarter Courses Begin 01-10-11 02-14-11 04-11-11 05-16-11
Midquarter Course Enrollment Ends 01-12-11 02-16-11 04-13-11 05-18-11
Last Day to Drop Midquarter Course
Without “W" 01-21-11 02-25-11 04-22-11 05-27-11
Last Day to Drop Midquarter Course 02:03-11 03-10-11 05-05-11 06-09-11
With "W
Midquarter Courses End 02-11-11 03-18-11 05-13-11 06-17-11
Last Day to Drop Course With "W" 02-28-11 | 03-28-11 04-25-11 05-30-11 | 06-27-11 07-25-11
End of Quarter 03-18-11 04-15-11 05-13-11 06-17-11 | 07-15-11 08-12-11
FINANCIAL DEADLINES
Last Day to Drop Quarter and Monthly Start
Courses With 100% Refund 01-14-11 | 02-11-11 03-11-11 04-15-11 | 05-13-11 06-10-11
Last Day to Drop Quarter and Monthly Start
Courses With 75% Refund 01-21-11 02-18-11 03-18-11 04-22-11 | 05-20-11 06-17-11
Last Day to Drop Midquarter Course
With 100% Refund 01-14-11 02-18-11 04-15-11 05-20-11
Last Day to Drop Midquarter Course
With 75% Refund 01-21-11 02-25-11 04-22-11 05-27-11
MBA ACADEMIC CALENDAR - 12 WEEK
WINTER QUARTER 2011 SPRING QUARTER 2011
ACADEMIC DEADLINES January Mid-Feb April Mid-May
Course Enrollment Begins 10-14-10 10-14-10 01-13-11 01-13-11
Quarterly and Monthly Start Courses Begin 01-10-11 02-21-11 04-11-11 05-23-11
Quarterly and Monthly Start Enrollment Ends | 01-12-11 02-23-11 04-13-11 05-25-11
Last Day to Drop Course Without "W" 01-21-11 03-04-11 04-22-11 06-03-11
Last Day to Drop Course With “W" 02-08-11 03-22-11 05-10-11 06-21-11
End of Quarter 02-18-11 04-01-11 05-20-11 07-01-11
FINANCIAL DEADLINES
Last Day to Drop Quarter and Monthly Start
Courses With 100% Refund 01-14-11 02-25-11 04-15-11 05-27-11
Last Day to Drop Quarter and Monthly Start
Courses With 75% Refund 01-21-11 03-04-11 04-22-11 06-03-11

-
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University Policies, continued

2.02.02 Course Enrollment, continued

III. Course Load V. Enrollment Status Based on Course Enrollment
A. Learners may not enroll in more than three A. Graduate Learners
concurrent courses. 1. Graduate learners enrolled in six or more credits of
B. Residency enrollment will not be counted toward a Capella courses each quarter are considered to be
learner’s course load. enrolled on a full-time basis.
IV. Repeating Courses 2. Graduate learners enrolled in three or more but

A. Learners are allowed one opportunity to repeat a fewer than six credits of Capella courses each

course they have completed for which they have been
assigned a grade.

quarter are considered to be enrolled on a half-
time basis.

3. Doctoral learners enrolled in comprehensive
examination and dissertation courses are certified

B. Courses from which learners withdraw and receive a
Withdrawal (“W”) grade on their transcript are not

considered completed courses; therefore, the single as full time.

repeat restriction does not apply. B. Undergraduate Learners
C. In exceptional circumstances, learners who wish 1. Undergraduate learners enrolled in 12 or more
to repeat a course more than once may request an credits of Capella courses each quarter are
exception to this policy. Learners must obtain written considered to be enrolled on a full-time basis.
approval for the exception from the school dean or 2. Undergraduate learners enrolled in six or more
designee prior to course enrollment. but fewer than 12 credits of Capella courses each
D. While federal financial aid may be used to cover the quarter are considered to be enrolled on a half-
cost of the first repeat of a course, learners approved time basis.
to repeat a course more than once may not use federal VL. Late Course Enrollment

financial aid to cover the cost of the additional course . ..
. A. Learners must request and receive permission from
repeats. . .
P the appropriate school to enroll in a course between

the end of open course enrollment and the eighth
calendar day of the course.

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

be the highest grade earned. B. Late Course Enrollment Process

1. Each attempt at the course appears on the .. .
1. Learners may request permission to enroll in a

course between the end of open course enrollment
and the eighth calendar day of the course by

transcript, and all attempts are used to evaluate
the learner’s completion percentage for evaluation

of financial aid satisfactory academic progress . . .
contacting their advisor.

(FASAP).
. Th ti iewed by the R ds P i
2. Only one course attempt is included in the GPA 2 ¢ reques. 15 reviewed Dy e Fecords Trocessing
. and Operations department and the school
calculation.

in which the learner requests the late course
F. For a course to be considered a repeat of a previous enrollment.

course, the learner must complete the same course,
as defined by the title and course number. If a new
course has been designated by the school as the
original course’s equivalent, it will be considered an
identical course for purposes of this policy. If a course

3. If approved, Capella enrolls the learner in
the course, and the learner receives a course
enrollment confirmation via email.

VII. Course Drop or Withdrawal

is retired, it will no longer be possible to repeat the Course Drop Course Withdrawal  Unable to Withdraw

course. Period Period (Late Withdrawal)
G. The school may approve course substitutions in Sweek 0-12 13-15 16.days -

I ¢ . fulfill duati course session calendar days calendar days end of session

ieu O repeatlng a course to fu gra uation . 5-week 0-12 13-25 % days B

requirements for the content area, but the credit and course session  calendar days  calendar days end of session

GPA calculations for both courses are included in the 6-week 0-12 13-30 31 days -

cumulative statistics. course session calendar days  calendar days end of session
10-week 0-12 13-50 51 days -

H. Special topics courses may not be repeated. ! .
p p Y p course session calendar days calendar days end of session
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A. Learners canceling, dropping, or withdrawing from VIII. Late Course Withdrawal
their course(s) are encouraged to refer to university A. If unforeseen extenuating circumstances require
policy 4.03.02 Tuition Refunds to determine the learners to withdraw from their course(s) following

financial implications of their actions.

. Advanced Doctoral Learners

Advanced doctoral learners should refer to university
policies 3.01.06 Comprehensive Examination Requirements
and 3.01.07 Dissertation Requirements for details
pertaining to their programs.

C. Course Drop

1. Learners are responsible for executing course
drops and must conduct them either online
through iGuide’s Student Center or via telephone
by contacting Learner Support.

2. Alearner may drop a course during the first 12
calendar days of the course without academic
penalty. A course drop during this time does not
appear on the learner’s transcript and does not
affect grade point average (GPA).

3. Learners should refer to university policy 4.03.02
Tuition Refunds to determine the financial
implications of a course drop.

D. Course Withdrawal

1. A course withdrawal may be requested on the 13th
calendar day of the course through the official last
day to withdraw from a course.

2. The following consequences apply to a learner who
withdraws from a course from the 13th calendar
day of the course through the last day to withdraw:

a. The learner receives a grade of “W” for the
course.

b. The grade of “W” appears on the learner’s
transcript.

c. The grade of “W” does not affect GPA, but
course credits are included in attempted credits
when monitoring financial aid satisfactory
academic progress, as described in university
policy 3.01.05 Financial Aid Satisfactory Academic
Progress.

3. Once the course has been in session past the
official last day to withdraw from a course, this
option is no longer available to learners. Should
unforeseen extenuating circumstances arise after
the deadline to withdraw from a course has passed,
learners may refer to section VIII of this policy for
recourse.

the official last day to withdraw, learners may petition
for a late course withdrawal to receive a Withdrawal
(“W”) grade on their academic record for the
course(s) by providing proper documentation of

the circumstance. Such requests must be submitted
prior to the end of the course. If the extenuating
circumstance does not allow the learner to submit the
request by the deadline, third-party documentation
demonstrating this fact must be provided.

. Learners are encouraged to discuss the situation with

their instructor to determine, given the circumstances
of the need for late course withdrawal, if a course
withdrawal or an Incomplete (“I”) grade request

best suits the situation. In instances when “I” grades
are requested and approved, learners have no

longer than the last day of the 10-week course of

the next academic quarter (or sooner, if so noted

by the instructor) to complete their course work in
compliance with university policy 3.04.08 Incomplete
Grades.

. If it is determined that the learner needs to withdraw

from the course, the learner should contact his or
her advisor, who will initiate the request. Learners
who receive federal financial aid should discuss
the potential financial implications of a late course
withdrawal with a financial aid counselor.

. Extenuating circumstances may include but are

not limited to the death of a family member, job-
required relocation, or severe physical injury or illness.
Documentation of the circumstance must be provided
by parties other than the learner; for example, a death
certificate, a letter from the learner’s supervisor, or a
letter from the learner’s physician must accompany
the request.

. In order to be considered for a late course withdrawal

accommodation, learners must be able to demonstrate
ongoing participation in the course(s) in question

up to the time of their documented extenuating
circumstance. The case is determined based on the
documentation/evidence supplied by the learner.

. The school’s designee will review and approve or

deny the request. The decision and rationale will be
forwarded to the Records Processing and Operations
department for validation.

UNIVERSITY POLICIES
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G. Advising contacts learners to notify them of the denial

decision. The Records Processing and Operations
department emails learners to notify them of the
approval decision, copying their instructors and
advisors.

H. Military learners called to active duty should refer to

university policy 2.02.08 Leave of Absence.

I. University policy 4.03.02 Tuition Refunds remains

in effect and does not provide any financial
accommodation for late course withdrawals.

J. No grades can be changed to a “W” for any previous

terms.

IX. Appealing a Denied Late Course Withdrawal

X.

A. To request an appeal of a late course withdrawal denial

decision, learners must contact their advisor and
provide the appropriate academic rationale.

B. The learner’s academic advisor forwards the appeal

request to the appropriate school, where it is referred
to the dean.

C. No later than 14 calendar days following referral of the

appeal request, the dean reviews the appeal request
and issues a decision.

D. The decision of the dean is final.

E. The decision and academic rationale is forwarded to

the Records Processing and Operations department for
validation.

F. In cases of a denial decision, learners’ academic

advisors contact them to notify them of the appeal
denial decision. The Records Processing and
Operations department also contacts learners via email
to notify them of either an appeal approval or denial
decision, copying their instructors and advisors.

Non-Participation in a Course

A. Initial Course Participation

1. Learners who complete a courseroom activity, such
as an assignment or discussion question response,
before the end of course census day have satisfied
the requirement for initial course participation.

2. Learners who have satisfied the requirement
for initial course participation agree to pay the
applicable course tuition.

Learners who have satisfied the requirement for
initial course participation but who wish to drop
or withdraw from the course may initiate a request
pursuant to section VII of this policy. Learners who
have satisfied the requirement for initial course
participation who drop or withdraw from the
course are held to the refund schedule described
in university policy 4.03.02 Tuition Refunds.

B. Non-Participation

1.

Learners who do not complete a courseroom
activity, such as an assignment or discussion
question response, before the end of course census
day have not satisfied the requirement for initial
course participation.

Learners who do not satisfy the requirement for
initial course participation will be dropped from
the course.

A course drop due to failing to meet the
requirement for initial course participation does
not appear on the learner’s transcript and does not
affect grade point average (GPA).

Learners who are dropped from a course for
failing to satisfy the requirement for initial course
participation are refunded 100 percent of the
course tuition.

Learners who are dropped from a course for
failing to satisfy the requirement for initial course
participation may request a late course enrollment
pursuant to section VI of this policy. If the request
is approved, the learner will be charged the
applicable tuition and fees.

Learners who request a course drop or withdrawal
as described in section VII of this policy and who
have not satisfied the requirement for initial course
participation are refunded 100 percent of the
course tuition.

Learners enrolled in practicum, internship,
laboratory, comprehensive examination, or
dissertation courses will not be dropped for
failing to satisfy the requirement for initial course
participation, but they will be subject to any
financial aid award disbursement participation
requirements.

-
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2.02.03 Multiple Program Enrollments

Learners may not be enrolled in more than one Capella
degree program concurrently. Within a degree program,
learners may not pursue more than one specialization
concurrently.

Certificates may be completed at the same time that learners

B. Current Course Enrollment

Learners remain enrolled in their current course(s)
unless they initiate a course drop or withdrawal. The
course withdrawal process is governed by university
policy 2.02.02 Course Enrollment.

C. Change of Degree Program Process

are enrolled in a degree program. 1. For all degree program changes, learners must
request a change to the new degree program

2.02.05 Directed Study Enrollment (and new school, if necessary) using the Degree
Capella University offers learners the opportunity to complete or Certificate Program Change Request Form on
a limited number of courses in a one-on-one directed study iGuide.
format. This format is primarily available to assist learners in 2. Application fees are waived for degree program
meeting their degree requirements in those circumstances in changes.
which Capella’s existing offe.rmgs 'do not meet the learners 3. Learners who are approved for a change of
needs. Learners who enroll in a directed study course must d

] i } egree program must meet the degree program
complete a course learning plan (CLP) with a designated . . . I .

) ) ) i requirements listed in the University Catalog in
faculty me@ber, artlculatlr?g course tOPlC, competena.es, and effect at the time they are admitted to the new
outcomes in accordance with the requirements stated in the d

) i egree program.
course guide. Directed study enrollments must be approved by
) : s 4. Learners are expected to take the first course
the school’s faculty chair. Doctoral learners may elect to utilize filiated with thei d
directed study format courses for no more than 25 percent alftfiated with their new degree program.
of all course work in their required degree completion plan 5. A change of degree program requires a new

(DCP).

2.02.07 Changing Degree Program, Specialization,
Certificate

Capella University learners may apply to change their degree
or certificate program or specialization at any point in their

. . . 1. Prior to initiating a specialization change, learners

studies pursuant to the procedures established to support this §asp . § . .

. . are encouraged to consult with an academic advisor
policy. If accepted, the change becomes effective at the start ) . . .

. to discuss options and considerations for the
of the next academic quarter. Learners must adhere to the
. . . , L change.
program requirements as listed in Capella’s University Catalog
in effect at the time of the change. Learners may not enroll 2. Learners may not pursue more than one
in more than one Capella degree program or specialization specialization concurrently.
concurrently. 3. Ifaccepted, learners begin the new specialization at
the start of the next academic quarter.

PROCEDURES

I. Change of Degree Program
A. Change of Degree Program Standards

1. Prior to initiating a degree program change,
learners are encouraged to consult with
an academic advisor to discuss options and
considerations for the change.

course and credit evaluation (CCE). Learners
are responsible for documenting new degree
completion plans (DCPs).

II. Change of Specialization

A. Change of Specialization Standards

B. Current Course Enrollment

Learners remain enrolled in their current course(s)

unless they initiate a course drop or withdrawal. The

course withdrawal process is governed by university

policy 2.02.02 Course Enrollment.

C. Change of Specialization Process

1. For all specialization changes, learners must
2. Learners may not pursue more than one Capella request a change to the new specialization using
degree program concurrently. the Change of Specialization Request Form on
3. If accepted, learners begin the new degree iGuide.
program at the start of the next academic quarter. 2. Application fees are waived for specialization

changes.
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3. Learners who are approved for a change of
specialization must meet the program requirements
for the new specialization listed in the University
Catalog in effect at the time they are admitted to
the new specialization.

4. A change of specialization requires a new
course and credit evaluation (CCE). Learners
are responsible for documenting new degree
completion plans (DCPs).

III. Change of Certificate Program
A. Change of Certificate Program Standards

1. Prior to initiating a certificate program change,
learners are encouraged to consult with
an academic advisor to discuss options and
considerations for the change.

2. If accepted, learners begin the new certificate
program at the start of the next academic quarter.

B. Current Course Enrollment

Learners remain enrolled in their current course (s)
unless they initiate a course drop or withdrawal. The
course withdrawal process is governed by university
policy 2.02.02 Course Enrollment.

C. Change of Certificate Program Process

1. For all certificate program changes, learners must
request a change to the new certificate program
using the Change of Degree or Certificate Program
Request Form on iGuide.

2. Application fees are waived for certificate program
change changes.

3. Learners who are approved for a change of
certificate program must meet the certificate
program requirements listed in the University
Catalog in effect at the time they are admitted to
the new certificate program.

2.02.08 Leave of Absence

Capella University learners may request a planned leave
of absence from their academic program when medical
conditions, military deployments, or national emergencies
prevent their active enrollment and engagement in their
course(s).

Under extreme circumstances, a leave of absence from an
academic program may be granted for reasons other than
medical conditions, military deployments, or a national
emergency. Learners with loan obligations are advised to
contact their lender(s) to discuss their circumstances and loan
repayment status during their leave of absence.

PROCEDURES

I.  General Terms for all Categories of Leave of Absence
A. Access to Services

During a leave of absence, learners have access

to Learner Support services (including advising).
However, access to academic services (such as
academic support, the Capella University Library, or
mentoring support) is not permitted.

B. Academic Standing and Financial Aid Satisfactory
Academic Progress

Learners on academic probation per university policy
3.01.04 Academic Standing or on federal financial aid
probation per university policy 3.01.05 Financial Aid
Satisfactory Academic Progress at the time of their leave of
absence will remain at the same status upon restarting
a course(s) at the conclusion of the leave.

C. Catalog

Learners granted a leave of absence who restart a
course(s) at the conclusion of the leave will remain
under the same catalog in effect at the time the leave
of absence was granted.

D. Last Day of Attendance

If learners do not re-enroll in a course(s) at the
conclusion of their leave, the last day of the quarter
in which the learner was enrolled in a course(s) is
designated as the last date of attendance.

II. Medical Leave of Absence
A. Criteria

1. Learners may request a planned medical leave of
absence for circumstances protected under the
Family Medical Leave Act (FMLA).

2. Learners must be enrolled in a course(s) when
requesting a medical leave of absence.

3. A medical leave of absence status is not granted
retroactively.

B. Request for Medical Leave of Absence

1. Learners may request a medical leave of absence by
completing and submitting the Leave of Absence
Request Form on iGuide. Learners must also
submit documentation from a medical provider
with their request. The documentation must
include a statement from the doctor certifying
the need for the leave. The request will not be
considered until documentation from a medical
provider is submitted.

-
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2. Medical leave of absence requests must be a. Learners granted a military leave of absence will
submitted by the close of course enrollment for be offered the option of withdrawing (resulting
the quarter in which the learner is requesting in a grade of “W”) from their course(s) or

the leave. The start and end dates of the request
must coincide with the start and end dates of the
quarter.

3. Learners may not request a medical leave of

absence for more than a total of 180 calendar days
in any 12-month period.

C. Granting of Approval

Medical leave of absence requests will be reviewed by
the Records Processing and Operations department. If
approved and applicable, the learner will be dropped
from any course(s) and/or residency(ies) in which the
learner is enrolled during the period of the leave of
absence.

. Incompletes

Learners who have been issued Incomplete (“I”)
grades prior to requesting a medical leave of absence
must contact their course instructor(s) prior to the
start of the leave. When deemed appropriate by the
faculty, Capella will accommodate an incomplete
grade extension for learners granted a medical leave
of absence. Documentation for the incomplete grade
extension must be completed and submitted prior to
the start of the leave. If an incomplete grade extension
is not requested and granted, the “I” grade will be
converted to either a Failing (“F”) or Not Satisfactory
(“NS”) grade (depending on the learner’s grading
option) after the end of the following academic
quarter.

. Return from Medical Leave of Absence

Learners returning from a medical leave of absence

may resume courses only at the beginning of a quarter.

III. Military Leave of Absence

A. Criteria

1. Members of the United States military, including
reserve forces, may be eligible for a military leave
of absence. This policy follows the guidelines
established in the HEROES Act of 2003 in
determining appropriate accommodations for
military servicemembers who are responding
to a war, national emergency, or other military
operation. In accordance with the HEROES
Act, Capella University provides the following
accommodations to learners who experience a
disruption in their program due to active military
service:

requesting an Incomplete (“I”) grade for any
course(s) in which they were enrolled when
granted the leave. Learners who withdraw from
their course(s) as a result of active military duty
will be offered the option of a tuition credit or
appropriate refund for the course(s) they were
unable to complete. Learners who request an “I”
grade must get approval from the instructor(s)
of their course(s) and be able to complete the
required assignments independently, outside of
the courseroom. Learners who request an “I”
grade are not issued a tuition credit.

b. Learners on a military leave of absence are not
required to meet financial obligations to Capella
while on approved leave.

c. Time spent during a military leave of absence
does not count toward the maximum time for
completion of the program.

d. Faculty will be flexible and offer
accommodations to academic deadlines for
learners on a military leave of absence.

e. Capella will provide flexibility and
accommodations to administrative deadlines for
learners on a military leave of absence.

2. Learners must coordinate this process through

Armed Forces and Veterans Support.

B. Request for Military Leave of Absence

1. Learners may request a military leave of absence
by completing and submitting the Military Leave
of Absence Request form on iGuide. Learners
must indicate the date they are affected and the
anticipated date of return. Learners must also
fax one the following pieces of documentation
to Armed Forces and Veterans Support at their
earliest possible convenience:

a. Deployment orders, including dates affected.

b. An official letter from a commanding officer,
including dates affected.

2. Upon receipt of the request form for a military

leave of absence, Armed Forces and Veterans
Support will send learners an email indicating
approval or denial of the request. If the request
is approved, Capella University will report the
learner’s leave status to the National Student
Clearinghouse.

UNIVERSITY POLICIES
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C. Reinstatement

1.

Armed Forces and Veterans Support will track
learners’ anticipated date of return and will contact
learners to reintegrate them into their program.

Upon return, learners are responsible for
completing and submitting the Returning from a
Military Leave of Absence form on iGuide.

Armed Forces and Veterans Support will then
work with the learner to determine next steps in
reintegrating the learner to Capella.

Learners returning from a military leave of absence
may resume courses only at the beginning of a
quarter.

IV. National Emergency Leave of Absence

A. Criteria

1.

The U.S. Department of Education directs
schools to provide educational and financial
accommodations to learners affected by national
emergencies, both at the time of the event and
upon re-enrollment. Capella University provides
the following accommodations to learners who
experience a disruption in their program due to
national emergency:

a. Learners granted a national emergency leave
of absence will be offered the option of
withdrawing (resulting in a grade of “W”) from
their course(s) or requesting an Incomplete
(“I”) grade for any course(s) in which they were
enrolled when granted the leave. Learners who
withdraw from their course(s) as a result of a
national emergency will be offered the option
of a tuition credit or appropriate refund for
the course(s) they were unable to complete.
Learners who request an “I” grade must
get approval from the instructor(s) of their
course(s) and be able to complete the required
assignments independently, outside of the
courseroom. Learners who request an “I” grade
are not issued a tuition credit.

b. Learners on a national emergency leave of
absence are not required to meet financial
obligations to Capella while on approved leave.

c. Time spent during a national emergency leave

of absence does not count toward the maximum
time for completion of the program.

d. Faculty will be flexible and offer
accommodations to academic deadlines for
learners on a national emergency leave of
absence.

e. Capella will provide flexibility and
accommodations to administrative deadlines
for learners on a national emergency leave of
absence.

B. Request for National Emergency Leave of Absence

Learners may request a national emergency leave of
absence by contacting Learner Support. Learners must
indicate the date they are affected and the anticipated
date of return. In extreme circumstances, learners

can be placed on a national emergency leave of
absence in advance of contact with a Learner Support
representative or course instructor(s). Learners are
encouraged to contact Capella University as soon as
possible.

C. Reinstatement

1. Learner Support will track the learners’ anticipated
date of return and will contact learners to
reintegrate them into their program. On an annual
basis, Capella will contact learners on national
emergency leave of absence to discuss their plans
for the future.

2. Upon return, learners are responsible for
completing and submitting the Return From
National Emergency form on iGuide.

3. Learner Support staff will work with the learner to
address incomplete course(s), if applicable, and
determine next steps in reintegrating the learner to
Capella. Learners cannot enroll in a new course(s)
without first contacting their instructor(s) to
discuss a course completion plan for or withdrawal
from any “I’-designated course(s). Learners
withdrawing due to a national emergency will be
subject to the refund policy at the time of the
disaster.

4. Learners returning from a national emergency
leave of absence may resume courses only at the
beginning of a quarter.

Other Circumstances

Capella learners requesting an interruption in their
academic program for circumstances other than medical
conditions, active military duty, or national emergency
should follow the procedural criteria outlined for learners
requesting a medical leave of absence.

-
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2.02.10 Separation from the University PROCEDURES
Learners may be separated from Capella University through I. Relationship to Other Policies
discontinuation, administrative withdrawal, suspension,

or dismissal. Separations may result from learner choice,
administrative reasons, or violations of university policy.
The specific procedures and conditions for separation
are described in each relevant policy, as referenced in the
procedure section of this policy.

Learners may request a discontinuation from the university
per the procedures described in this policy. Learners who
request and are granted a discontinuation from the university
may be eligible for re-enrollment or readmission.

Learners who are administratively withdrawn from the
university may be eligible for readmission when stated
conditions have been met.

Learners who are suspended from the university may be
eligible for re-enrollment or readmission when stated
conditions have been met.

Learners who are dismissed from the university are not eligible
for readmission.

All actions are taken as a result of a final decision, as more
specifically addressed in each policy.

DEFINITIONS

Administrative Withdrawal
Administrative withdrawal is a university-initiated separation of
a learner from the university.

Discontinuation
Discontinuation is a learner-initiated separation from the
university.

Dismissal
Dismissal is a university-initiated permanent separation of a
learner from the university.

Suspension

Suspension is a university-initiated temporary status during
which a learner is denied access to the courseroom and
prohibited from engaging in university activities until stated
conditions have been met.

The specific procedures and conditions for
discontinuation, administrative withdrawal, suspension, or
dismissal are described in the following policies:

A. Discontinuation
2.01.02 Maximum Time to Degree Completion
B. Administrative Withdrawal
2.01.01
2.01.02
2.02.06

Admission
Maximum Time to Degree Completion

Continuous Enrollment for Advanced
Doctoral Learners

3.04.01
4.02.02
4.02.04
4.02.05
4.03.01
4.03.02
C. Suspension
3.01.04 Academic Standing
4.02.02 Learner Code of Conduct
D. Dismissal
3.01.01
3.01.04
3.01.05
3.01.06
3.01.07
4.02.02
4.02.03
4.02.04 Discrimination, Harassment, and Assault
4.02.05 Drugs and Alcohol

II. Discontinuation

Academic Readiness

Learner Code of Conduct
Discrimination, Harassment, and Assault
Drugs and Alcohol

Tuition and Fees

Tuition Refunds

Academic Honesty

Academic Standing

Financial Aid Satisfactory Academic Progress
Comprehensive Examination Requirements
Dissertation Requirements

Learner Code of Conduct

Learner Grievance

A. Learners may request an immediate or delayed
discontinuation from the university by completing and
submitting the Discontinuation Request Form located
on iGuide.

B. Learners who request an immediate discontinuation
from the university will be removed from all courses
and subject to university policy 4.03.02 Tuition Refunds.
An immediate discontinuation is effective the date of
the request.

UNIVERSITY POLICIES
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C. Learners who request a delayed discontinuation from
the university will remain enrolled in all courses until
the requested date of discontinuation, unless they
initiate a course drop or withdrawal per university
policy 2.02.02 Course Enrollment. Learners removed
from courses at the requested date of discontinuation
are subject to university policy 4.03.02 Tuition Refunds.
Delayed discontinuations are effective the last date of
the quarter.

ACADEMIC STANDARDS

3.01.01 Academic Honesty

Learners are expected to be the sole authors of their work.
Use of another’s ideas must be accompanied by proper
citation and reference. In addition, a learner may not submit
the same or similar work for credit in more than one course.
Capella extends the concept of academic integrity to include
issues of copyright and trademark violation. Learners must
assume that collaboration in the completion of written
assignments is prohibited unless explicitly permitted by the
instructor. Learners must acknowledge any collaboration and
its extent in all submitted course work.

Capella University learners, faculty, and staff all share the
responsibility to promptly report any suspected violation of
academic honesty.

The disciplinary consequences of plagiarism and other forms
of academic dishonesty include but are not limited to non-
acceptance of work submitted (an opportunity to resubmit
work may be given at the discretion of the faculty member or
instructor), a failing grade on the assignment, a failing grade
in the course, written warning, suspension, and dismissal from
the university.

DEFINITIONS

Academic Honesty

Academic honesty provides protection for intellectual property
by giving proper credit for the work of other scholars and
practitioners. Capella considers any submission of work not
created by the learner to be a violation of this policy. This
includes but is not limited to submission of work in the name
of another learner; intentional misuse of quantitative data;
and failure to give proper credit of borrowed material by use
of citation in any submitted courseroom assignments, whether
in the form of a formal research paper, courseroom posting,
PowerPoint presentation, or any other method used to meet
course requirements.

Plagiarism

Plagiarism is presenting someone else’s ideas or work as
your own. Plagiarism includes not only copying verbatim,
but also rephrasing the ideas of another without properly
acknowledging the source. Learners must take great care,
whether in a draft or final version of a paper or project, to
distinguish their own ideas and language from information
acquired from outside sources. Sources include published
primary and secondary materials, electronic media, and
information and opinions gained through other people.

Proper Form for References and Citations

The Publication Manual of the American Psychological
Association (APA) is helpful in assessing what must be
referenced and how work must be cited. To avoid any
instances that may be construed as plagiarism, the learner
should consult this guide to identify the proper citation
format.

PROCEDURES
I.  Reporting of Suspected Violation of Academic Honesty

A. Anyone may report an alleged violation of academic
honesty.

B. The alleged violation should be reported verbally or
in writing to the faculty member or university official
responsible for the course or activity during which the
alleged violation occurred.

C. The individual receiving the report of the alleged
violation will bring it to the attention of the faculty
member directly associated with the course or activity
during which the alleged violation occurred, should
the report be made to someone other than this faculty
member.

II. Initial Resolution Process

Whenever possible, alleged violations of academic honesty
should be resolved at the discretion of the faculty member
directly associated with the course or activity during which
the alleged violation occurred.

A. The faculty member responsible for the course or
activity during which the alleged violation occurred
will review the circumstances surrounding the alleged
violation and with the learner, will determine the
appropriate action.

1. The faculty member will contact the learner to
notify him or her of the alleged violation.

2. The learner will be given the opportunity to
explain or refute the alleged violation.

3. The faculty member will advise the learner of the
next steps in the process.

-
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B. If deemed appropriate by the faculty member, a 2. The panel will provide adequate opportunity to
sanction such as requiring resubmission of the hear from all involved parties and for each party
assignment, receiving a failing grade on the assignment to state his or her respective case in writing.

III.

in question, or receiving a failing grade for the course
may be imposed.

C. In the case of a faculty-imposed sanction, the
faculty member will notify the learner in writing of
the decision to impose a sanction and provide an
associated rationale.

D. The faculty member will forward a copy of the decision
notification and any evidence of the violation to the
appropriate school designee to be filed in the learner’s
official academic record.

E. The learner has the right to appeal the faculty
member’s decision, as described in section III.

Formal Resolution Process

If the learner rejects the faculty member’s decision, if a
second instance of a suspected violation occurs, or if the
initial instance is blatant enough to warrant a more severe
sanction, the matter will be referred to an independent
review panel.

A. Upon receiving the learner’s appeal request or
notification of a second suspected violation, the panel
designee will acknowledge receipt of the request or
notification and inform all involved parties that a
formal resolution process has been initiated.

B. Within 10 calendar days of being sent notification
that a formal resolution process has been initiated, all
involved parties must submit information regarding
the matter to the panel designee. This information
must include:

1. The individual(s) against whom the alleged
violation is directed.

2. A brief description of the alleged violation,
including dates, times, and places.

3. Any efforts to resolve the matter during the initial
resolution process.

4. The corrective action the faculty member or
learner is seeking.

C. Following referral of matter, the panel will convene
to review the materials and issue a decision as soon as
practicable.

1. The panel will investigate all evidence supporting
and/or refuting the alleged violation, the learner’s
complete academic record, any further issues
surrounding the alleged violation, and the school’s
response.

Upon request, either party will be provided the
opportunity to appear before the panel, either in
person or via telephone.

3. Upon evaluation of the evidence and hearing from
all involved parties, the panel will issue a decision
and set forth a resolution to be implemented.

4. In cases of policy violation, the panel will
determine the appropriate sanction, which may
include a written warning, a failing grade on the
assignment or the course, suspension, or in cases of
serious and/or repeated violations, dismissal from
the university.

5. The panel designee will report the panel’s decision
and associated sanction to all involved parties
as soon as practicable. A record of the panel’s
decision and sanction will become part of the
learner’s official academic record.

6. Both parties have the right to appeal the panel’s
decision, as described in section IV.

IV. Formal Appeal Process

If either party chooses to appeal the panel’s decision,

he or she must submit a formal, written appeal request
to the director of University Learner Affairs. The appeal
request must be submitted via mail or email and within
10 calendar days of being sent notification of the panel’s
decision.

A. Upon receiving the appeal request, the director of
University Learner Affairs will acknowledge receipt
of the request and inform all involved parties that a
formal appeal process has been initiated.

B. The director of University Learner Affairs will receive
and review all prior evidence, records, evaluations, and
faculty and panel decisions associated with the alleged
violation.

C. Following the review, the director of University
Learner Affairs will issue a decision and report it
to all involved parties as soon as practicable. The
decision will either 1) uphold the findings of the
panel, 2) reverse the findings of the panel, 3) direct
the panel to provide additional information, or 4)
determine his or her own findings. In the event
the director of University Learner Affairs requests
additional information from the panel, the involved
parties will be notified of a revised time frame for the
determination of the grievance.

UNIVERSITY POLICIES
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D. The decision of the director of University Learner
Affairs is final.

E. A record of the final decision and all related materials
will be become part of the learner’s official academic
record and upon request, will be made available to all
Capella boards and any appropriate regulatory bodies.

3.01.03 Academic Honors

Learners at the bachelor’s level may be eligible to graduate
with honors based on minimum cumulative grade point
average (GPA) and other academic requirements established
in this policy and procedures.

GPA Requirements
Graduation with Honors—Cum Laude:
3.500-3.7499

Graduation with High Honors—Magna Cum Laude:
3.7500-3.8499

Graduation with Highest Honors—Summa Cum Laude:
3.8500 or higher

PROCEDURES
I. Academic Requirements

A. No credit-bearing course may be taken under the
Satisfactory/Not Satisfactory (“S”/“NS”) option.

B. No Incomplete (“I”) grades may be considered.
C. No grade may be lower than a “C.”
D. No course may be repeated.
II. Academic Honors Calculation
Honors will be determined at the time of graduation and
will only include academic work completed at Capella.
III. Academic Honors Notation

This distinction will be noted on the learner’s official
transcript and diploma.

3.01.04 Academic Standing

Capella University requires that all learners maintain good
academic standing. Academic standing is determined by
academic performance and is measured by the cumulative
grade point average (GPA). In order to maintain good
academic standing, learners must meet specific minimum
cumulative GPA requirements based on undergraduate or
graduate course work.

Requirements
Undergraduate learners are required to maintain a GPA of 2.0
or higher.

Graduate learners are required to maintain a GPA of 3.0 or
higher.

Doctoral learners engaged in the comprehensive examination
and dissertation phases of their program must meet additional
requirements described in this policy and procedures.

Cumulative GPA is calculated separately for undergraduate
and graduate course work.

Failure to maintain good academic standing may result in
probation or dismissal. Learners may appeal pursuant to the
procedures contained in this policy.

PROCEDURES
I.  Grade Point Average (GPA) Requirements

A. Undergraduate learners are required to maintain a
cumulative GPA of 2.0 or higher.

B. Graduate learners are required to maintain a
cumulative GPA of 3.0 or higher.

II. Factors Impacting Academic Standing
A. Grades

No Grade (“NG”), Withdrawal (“W”), Incomplete
(“I”), In Progress (“IP), Satisfactory (“S”), and Not
Satisfactory (“NS”) grades are included in the course
completion ratio but do not impact the learner’s
cumulative grade point average (GPA).

B. Repeated Courses

When a course is repeated, the grade considered for
the credit and GPA calculations will be the higher

of the two grades earned. Each attempt will be used
in evaluating course completion rates. Refer to
university policies 2.01.02 Maximum Time to Degree
Completion, 2.02.02 Course Enrollment, 3.01.05 Financial
Aid Satisfactory Academic Progress, 3.04.07 Grading, and
3.04.08 Incomplete Grades for more information.

III. Measuring Academic Standing
A. Learners must meet the minimum cumulative
grade point average (GPA) requirement for their
undergraduate or graduate course work.
B. Capella University measures academic standing at the
end of each academic quarter.

C. Academic standing is first measured after the first full
quarter of academic activity.

Examples:
Learners who initially enroll in courses during a
monthly start are measured at the end of quarter two

based on academic activity from their initial start date
through the end of quarter two.
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Learners who enroll in courses at the beginning of 2. Learners placed on probation stages one or two are
a quarter are measured at the end of quarter one encouraged to work with their academic advisor in
based on academic activity from their initial start date developing their plan to return to good academic

Iv.

through the end of quarter one.

D. Learners who fail to meet the minimum cumulative
GPA requirement for their undergraduate or graduate
course work are placed on probation or dismissal
status.

E. Learners’ academic standing is measured only
following quarters in which they are enrolled in one
or more credit-bearing courses. Learners’ academic
standing does not change following a quarter of
academic inactivity.

F. Learners’ current academic status remains on their
official record until there is academic activity for
evaluation.

G. Learners return to Capella at the same academic status
as when they departed.

H. Notification of Academic Status

Learners receive an email notification when they

have been placed on probation or dismissal status.
However, it is the learner’s responsibility to know these
standards, and failure to receive the notification does
not nullify the academic status.

I. Learners in the comprehensive examination and
dissertation phases of their program are also evaluated
based on the criteria described in sections VII and
VIII.

Probation
A. Criteria/Notification

1. Learners are placed on probation status when
they fail to meet the minimum cumulative grade
point average (GPA) requirement for their
undergraduate or graduate course work.

2. Learners receive an email notification when they
have been placed on probation stages one, two,
three, four, or five. A record of the notification
will become part of the learner’s official academic
record.

3. Probation status cannot be appealed.
B. Probation—Stages One and Two

1. Learners placed on probation stages one or two will
be directed to tools to use in developing a plan for
their return to good academic standing and future
academic success.

standing and future academic success.

C. Probation—Stage Three

1. Learners placed on probation stage three must
work with their academic advisor in developing
a Learner Support Plan (LSP) for their return
to good academic standing and future academic
success.

2. Learners must complete and submit the LSP to
their advisor.

3. Learners placed on probation stage three will be
required to have an advisor-approved LSP before
they are permitted to enroll in any future courses.

4. Learners placed on probation stage three will be
permitted to complete the courses for the quarter
in which they are currently enrolled.

D. Probation—Stages Four and Five

1. Learners placed on probation stage four or five
must contact their academic advisor to review and/
or revise their LSP before they are permitted to
enroll in any future courses.

2. Learners placed on probation stage four or five
will be permitted to complete the courses for the
quarter in which they are currently enrolled.

E. Academic Standing and LSP Extensions

1. In some circumstances, learners may be granted
an LSP extension beyond probation stage five to
return to good academic standing.

2. LSP extension criteria

a. Learners must show quarterly GPA
improvement.

b. Learners must meet the following minimum
cumulative quarterly GPA standards:

i. 2.0 cumulative quarterly GPA for
undergraduate learners.

ii. 3.0 cumulative quarterly GPA for graduate
learners.

c. Learners must meet both criteria to be granted
an LSP extension.

UNIVERSITY POLICIES
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F. Reinstatement to Good Academic Standing VI. Comprehensive Examination Learners

1. Learners placed on probation status are removed
from probation when their GPA meets the
requirement for their undergraduate or graduate
course work.

2. Learners receive an email notification when they
have been removed from probation status.

3. Arecord of the notification will become part of the
learner’s official academic record.

V. Dismissal

A. Criteria/Notification

Learners are dismissed from the university when

they fail to meet the terms of the school-approved
Learner Support Plan (LSP) extension after probation
stage five. Learners dismissed from the university are
ineligible to enroll in any Capella course (including
non-credit courses, residencies, etc.) and are ineligible
for readmission to any Capella program at any time in
the future.

B. Dismissal Appeal

1. Learners must appeal their dismissal status within
seven calendar days of being sent notification of
their dismissal.

2. Learners must complete and submit the Academic
Standards Dismissal Appeal Form located on
iGuide.

3. Learners must include an explanation of the
extenuating circumstances surrounding their
dismissal and the impact they had on their
academic progress. The case is determined by the
documentation/evidence supplied by the learner.

4. Learners must indicate their plan for future
academic success.

5. Learners are not permitted to enroll in any Capella
course (including non-credit courses, residencies,
etc.) pending the outcome of their appeal.

6. The director of University Learner Affairs reviews
the appeal and makes a determination.

a. Within 10 calendar days of the receiving the
appeal and all supporting documentation, the
director of University Learner Affairs will email
the learner to notify him or her of the decision.

b. The decision of the director of University
Learner Affairs is final.

A. Criteria

1. Learners are considered to be in good academic
standing when they enter the comprehensive
examination phase of their program.

2. Academic standing for learners in the
comprehensive examination phase of their
program is measured by the timely and successful
completion of the comprehensive examination
course.

3. Learners are considered out of compliance
when they fail to successfully complete the
comprehensive examination course, as described in
university policy 3.01.06 Comprehensive Examination
Requirements.

4. Learners are notified by their courseroom
mentor when they fail to meet the minimum
comprehensive examination course requirements.

B. Extensions

1. Ttis expected that learners making good academic
progress will require no more than one additional
quarter to complete their comprehensive
examination course requirements.

2. In exceptional circumstances, learners may request
to enroll in an additional continuation course with
the approval of the dean of their school.

C. Dismissal

Learners who fail to meet the minimum
comprehensive examination course requirements will
be dismissed from the university pursuant to section V
of this policy.

VII. Dissertation Learners

A. Criteria

1. Learners are considered to be in good academic
standing when they enter the dissertation phase of
their program.

2. Academic standing for learners in the dissertation
phase of their program is measured by the timely
and successful completion of each of the required
dissertation milestones, as described in university
policy 3.01.07 Dissertation Requirements.

3. Learners are considered out of compliance when
they fail to successfully complete the dissertation
milestones.

4. Learners are notified by their mentor when they
fail to meet the minimum dissertation milestone
requirements.
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B. Extensions Doctoral learners engaged in the comprehensive examination
1. Itis expected that learners making good academic and dissertation phases of their program must meet additional
progress will require no more than two additional requirements described in the procedures section of this

quarters to complete the minimum dissertation
milestone requirements.

2. In exceptional circumstances, learners may request
extensions pursuant to university policy 3.01.07
Dissertation Requirements.

C. Dismissal

Learners who fail to meet the minimum dissertation
milestone requirements will be dismissed from the
university pursuant to section V of this policy.

VIII. Recording Academic Standing

Probation and dismissal are official academic statuses.
Dismissal is noted on the learner’s official academic
transcript.

3.01.05 Financial Aid Satisfactory Academic Progress

Federal regulations require that all learners who are issued
federal financial aid must maintain satisfactory academic
progress. Learners must meet minimum requirements as
described in the program requirements sections of this
policy and related procedures in order to qualify for federal
financial aid. Learners may only use federal financial aid for
a maximum number of credits attempted for their degree
program. Failure to maintain satisfactory academic progress
may result in probation from or ineligibility for financial aid.
Learners may appeal financial aid ineligibility pursuant to the
procedures contained in this policy.

Undergraduate Degree Program Requirements
Undergraduate learners are required to maintain a cumulative
grade point average (GPA) of 2.0 or better and complete

a minimum of two out of every three attempted credits
(completion ratio of 67 percent of cumulative attempted
credits).

Additionally, undergraduate learners will not be eligible for
federal financial aid for any attempted credits that exceed 150
percent of the undergraduate degree requirements described
in their catalog.

Graduate Degree Program Requirements

Graduate learners are required to maintain a cumulative grade
point average (GPA) of 3.0 or better and complete a minimum
of one out of every two total attempted credits (completion
ratio of 50 percent of cumulative attempted credits).

Additionally, graduate learners will not be eligible for federal
financial aid for any attempted credits that exceed 200 percent
of the graduate degree requirements described in their
catalog.

policy.
PROCEDURES

I.  Factors Impacting Financial Aid Satisfactory Academic
Progress (FASAP)

A. Grades

No Grade (“NG”), Withdrawal (“W”), Incomplete
(“I”), In Progress (“IP”), Satisfactory (“S”), and Not
Satisfactory (“NS”) grades are included in the course
completion ratio but do not impact the learner’s grade
point average (GPA).

B. Repeated Courses

When a course is repeated, the grade considered for
the credit and GPA calculations will be the higher of
the two grades earned. Each attempt will be used in
evaluating course completion rates. Refer to university
policies 2.02.02 Course Enrollment, 3.04.07 Grading, and
3.04.08 Incomplete Grades for more information.

II. Measuring Satisfactory Academic Progress for Financial
Aid

Satisfactory academic progress is measured for all
federal financial aid learners. In addition to common
measurements, there are individual measurements

for learners enrolled in undergraduate programs and

graduate programs, as described in sections I.B and II.C.
A. Common Measurements for All Learners

1. Alearner’s academic progress may be measured
only following quarters during which the learner
is enrolled in one or more courses. A learner’s
financial aid eligibility will not change following a
quarter of academic inactivity.

2. Alearner’s current status remains on record until
there is academic activity for evaluation.

3. Learners whose total number of attempted credits
exceeds the limit for their degree or certificate
program will be denied access to federal financial
aid for all future quarters. This is evaluated
quarterly.

4. Grade point average (GPA) and course completion
ratio are the required standards. The specific GPA
and ratio standards are described in sections II1.B
and II.C.

5. The initial evaluation will begin after the first full
quarter of activity.

UNIVERSITY POLICIES
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Examples:

Learners who initially enroll during a monthly start
will be measured at the end of quarter two based
on activity from their initial start date through the
end of quarter two.

Learners who enroll at the beginning of a quarter
will be measured at the end of quarter one based
on activity from their initial start date through the
end of quarter one.

6. All requirements are thereafter evaluated for each
quarter there is academic activity.

7. Transfer credits

a. Transfer credits applied toward a learner’s
degree program reduce the number of credits
required for the completion of that degree
program.

b. The number of transfer credits impacts the
learner’s maximum limit of earned credits
required, as follows:

i. Example: BS requires 180 earned credits;
the learner transfers in 70 credits, resulting
in 110 credits remaining.

ii. In the above example, the degree program
requirements are based on the number of
earned credits remaining for a learner to
complete his or her degree program; in this
case, 110 earned credits.

ili. The number of earned credits remaining
is the basis for the maximum attempted
credits calculation, as defined in sections
1I.B.2 and I1.C.2.

8. Notification of academic status

Learners will receive an email notification from the
Financial Aid Office when they have been placed
on federal financial aid probation or become
ineligible for financial aid. However, it is the
learner’s responsibility to know these requirements,
and failure to receive the notification will not
nullify the financial aid status.

B. Undergraduate Programs

Undergraduate learners are evaluated for satisfactory
academic progress on two distinct requirements.
Learners must be in compliance with both to maintain
satisfactory academic progress. These requirements are
described as follows:

1. Satisfactory academic progress requirements
a. Minimum GPA

i. Undergraduate learners must maintain a
cumulative GPA of 2.0 or better.

ii. The cumulative GPA is calculated
specifically for all undergraduate activity.

b. Course completion ratio

Undergraduate learners must complete a
minimum of two out of every three attempted
credits (completion ratio of 67 percent of
cumulative attempted credits).

2. Maximum attempted credits

Undergraduate learners are not eligible for federal
financial aid for any attempted credits that exceed
150 percent of the undergraduate degree program
requirements.

a. Example: If the number of earned credits
required to meet degree program requirements
(after applied transfer credits) is 110, the
maximum number of attempted credits allowed
is 165 (110 x 150 percent).

b. Learners will be notified by the Financial Aid
Office when they are within 18 to 24 credits of
exceeding the 150 percent rule.

c. Learners will become immediately ineligible for
federal financial aid once they have exceeded
the 150 percent rule.

C. Graduate Programs

Graduate learners are evaluated on two distinct
requirements. Learners must be in compliance with
both to maintain satisfactory academic progress. In
addition, doctoral learners engaged in comprehensive
examination and dissertation phases of their program
must meet additional requirements.

1. Satisfactory academic progress requirements
a. Minimum GPA

i. Learners must maintain a cumulative GPA
of 3.0 or better.

ii. The cumulative GPA is calculated
specifically for all graduate activity.

b. Course completion ratio

i. Learners must complete a minimum of
one out of every two attempted credits
(completion ratio of 50 percent of
cumulative attempted credits).

ii. The completion ratio is calculated
specifically for all graduate activity.
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2. Maximum attempted credits III. Failure to Maintain Satisfactory Academic Progress
Learners are not eligible for federal financial aid This section applies only to learners in undergraduate
for any attempted credits that exceed 200 percent and graduate programs. Advanced doctoral learners in
of the graduate degree program requirements. the comprehensive examination and dissertation phases
a. Example: If the number of earned credits of their program are referred to section IV.
required to meet degree program requirements A. Federal Financial Aid Probation
(after applied transfer credits) is 110, the 1. Criteria/Notification
i ber of attempted credits allowed . .
@ax1mum fumber of attempted credits atiowe a. Learners will be placed on federal financial
is 220 (110 x 200 percent). . . . .
. . . o aid probation when they fail to maintain the
b. Learners will be notified by the Financial Aid minimum requirements described in section II.
Office when they are within 16 to 20 credits of . . . . .
dine the 200 ¢ rul b. Learners will receive an email notification from
exceeding the percent ruie. the Financial Aid Office when they have been
c. Learners will become immediately ineligible for placed on federal financial aid probation.
fi 1fi ial ai hey h
ederal financial aid once they have exceeded 2. Removal of financial aid satisfactory academic
the 200 percent rule. .
progress (FASAP) probationary status
3. Advanced doctoral learners

Doctoral learners engaged in comprehensive
examination and dissertation phases of their
program must meet additional requirements
related to timely completion of their
comprehensive examination and dissertation
course work as noted in university policy 3.01.04
Academic Standing.

D. Comprehensive Examination Learners

1.

Learners who enter the comprehensive
examination phase of their program are considered
in compliance with this policy.

Financial aid satisfactory academic progress
(FASAP) for learners in the comprehensive
examination phase of their program is measured
by the successful completion of the comprehensive
examination course requirements within the
prescribed deadlines described in university policy
3.01.04 Academic Standing.

E. Dissertation Learners

1.

Learners who enter the dissertation phase of their
program are considered in compliance with this
policy.

FASAP for learners in the dissertation phase

of their program is measured by the successful
completion of the dissertation milestone
requirements within the prescribed deadlines
described in university policy 3.01.04 Academic
Standing.

a. Learners will be removed from federal financial
aid probation upon meeting the minimum
requirements described in section II.

b. Learners will receive an email notification of this
change in status from the Financial Aid Office.

B. Ineligibility for Federal Financial Aid
1. Criteria/Notification

a. Learners will no longer be eligible for federal
financial aid when they fail to maintain the
minimum requirements described in section II
of this policy following two consecutive quarters.

b. Learners will receive an email notification of this
change in status from the Financial Aid Office.

2. Appeal of ineligibility for federal financial aid

a. Learners may only appeal the time period for
which they are ineligible for federal financial
aid.

b. Learners must complete the Financial Aid
Satisfactory Academic Progress Appeal Form
located on iGuide.

c. Learners must include an explanation of the
extenuating circumstances surrounding their
ineligibility and the impact they had on their
academic progress. The case will be determined
on the documentation/evidence supplied by the
learner.

d. Learners must indicate how they will work to
improve their academic progress.

UNIVERSITY POLICIES
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e. Learners have seven calendar days from the date
the notification of their ineligibility was sent to
submit their appeal. Learners who do not meet
this deadline will be unable to appeal until after
their next full quarter of activity.

f. The Financial Aid Satisfactory Academic
Progress Appeals Committee will review the
appeal and make a determination.

i. The committee has 10 calendar days from
the receipt of the appeal and all supporting
documentation to make a determination
and notify the learner via email.

ii. The committee’s decision is final.
g. Appeal results

i. Learners whose appeals are approved will
be placed on federal financial aid probation
and will remain eligible for federal financial
aid for the current quarter. At the end of
the quarter, learners will be reviewed for
FASAP and will be held to the standards
outlined in this policy.

ii. Learners whose appeals are denied will be
ineligible for federal financial aid (Stafford
and Grad PLUS loans and/or Pell, SMART,
and TEACH Grants) until they are able
to meet the minimum FASAP standards.
Learners whose appeals are denied must pay
any outstanding tuition charges within seven
calendar days of the being sent notification.
Learners who do not pay any outstanding
tuition charges will be withdrawn from all
courses in which they are currently enrolled,
and charges for the quarter will be reversed.

3. Removal of FASAP ineligibility

a. Learners will be removed from federal financial
aid ineligibility and reinstated to satisfactory
academic progress upon meeting all the
minimum requirements described in section
IT and after they have completed a quarter of
activity while not receiving federal financial aid.

b. Learners will receive an email notification of this
change in status from the Financial Aid Office.

Failure to Maintain Financial Aid Satisfactory Academic
Progress (FASAP)—Comprehensive Examination and
Dissertation Phase Learners Only

Comprehensive Examination and Dissertation Phases
A. Criteria

Learners will be considered out of compliance with
FASAP when they fail to maintain good academic
standing as defined in sections II.D and ILE., and will
be dismissed pursuant to university policy

3.01.04 Academic Standing.

B. Procedures

The procedures for maintaining compliance are
described in university policy 3.01.04 Academic Standing.

3.01.06 Comprehensive Examination Requirements

Capella University requires that all doctoral learners enrolled
in degree programs that require a comprehensive examination
successfully complete the comprehensive examination course
prior to advancing to the dissertation. Learners are required
to maintain good academic standing as defined in university
policy 3.01.04 Academic Standing. Failure to successfully
complete the comprehensive examination course in the stated
time frame will result in a failing grade of Not Satisfactory
(“NS”). An “NS” grade indicates failure of the comprehensive
examination and failure to maintain good academic standing
and may result in dismissal from the university.

DEFINITIONS

Completion of the Comprehensive Examination

A comprehensive examination course is complete when all
its requirements have been reported as complete by the
courseroom/faculty mentor.

Extenuating Circumstances

Extenuating circumstances refer to situations beyond the
learner’s control that make it difficult or impossible to
complete the required comprehensive examination course
requirements on time. Generally, extenuating circumstances
include those described in university policy 2.02.08 Leave

of Absence, but they may also include the death of a family
member, severe physical injury, or illness. Documentation of
the circumstance must be provided by parties other than the
learner; for example, a death certificate, or a letter from the
learner’s physician.

Initial Comprehensive Examination Attempt

This term refers to a learner’s first enrollment in the
comprehensive examination course, and includes the

initial submission of responses to the three comprehensive
examination questions and rewritten responses (if applicable).

-
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Initial Comprehensive Examination Submission IV. Drop/Withdrawal
This term refers to the learner’s first submission of responses Learners who wish to drop or withdraw from their
to the three comprehensive examination questions for grading comprehensive examination course once they have

by a mentor and readers.

Retake

Learners who receive a Not Satisfactory (“NS”) grade on
their initial comprehensive examination attempt have one
opportunity to retake the examination, including the rewrite,
per the requirements stated in the procedures section of this
policy.

Rewrite

Learners who receive a “no-pass” decision for their initial
comprehensive examination submission are granted the
opportunity to rewrite and resubmit their responses within the
allotted time frame stated in the procedures section of this

policy.

PROCEDURES

I.  Eligibility
Learners must successfully meet the following criteria
to be eligible for enrollment in the comprehensive
examination course:

A. Completion of all course work with a cumulative grade
point average (GPA) of 3.0 or higher.

B. Completion of necessary practica, if applicable.

C. Completion of all residencies (for learners enrolled
since 2005).

II. Continuous Enrollment

A. Once learners enroll in their comprehensive
examination course and complete the first 12 days, or
after they receive their comprehensive examination
questions, whichever comes first, they must remain
continuously enrolled until the conclusion of the
dissertation phase.

B. Learners who need to request a leave of absence
during the comprehensive examination phase of their
program should contact their advisor.

Grades

A grade of Satisfactory/Not Satisfactory (“S”/“NS”) will
be issued to learners who have met the comprehensive

III.

examination requirements, pursuant to university policy
3.04.07 Grading.

enrolled must make the request by contacting their
advisor, who will work with them to determine their
options.

A. Drops

Learners may choose to drop their comprehensive
examination course within the first 12 days of the

quarter, or until they receive their comprehensive
examination questions, whichever comes first.

B. Withdrawals

Under extenuating circumstances, learners may choose
to withdraw from their comprehensive examination
course after the first 12 days of the quarter or after
they receive their comprehensive examination
questions, and prior to the last official day to withdraw,
or prior to the due date of their first comprehensive
examination submission, whichever comes first.

1. Learners who wish to withdraw within this time
frame must do so by contacting their advisor.

2. A course withdrawal is reflected as a grade of “W”
on the learner’s transcript, pursuant to university
policy 2.02.02 Course Enrollment.

V. Comprehensive Examination Completion Requirements

This section outlines the requirements for completing the
comprehensive examination. Refer to the latest version
of the Comprehensive Examination Manual, located on
iGuide, for further information.

A. Time to Complete

1. Learners may start the comprehensive examination
at any time prior to the last week of the course.

2. Learners who require more than one quarter to
complete the comprehensive examination course
may enroll in one additional quarter.

B. Receipt of Questions

Learners receive the comprehensive examination
questions electronically from their courseroom/faculty
mentor.

C. Writing and Submitting Responses

1. Beginning from the time the three comprehensive
examination questions are sent via email, learners
have 28 calendar days to complete their responses.

UNIVERSITY POLICIES
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2. Requesting an extension due to extenuating E. Learners who do not pass the initial comprehensive

circumstances examination submission may choose the option of not

LRl M M “ ” Txr1
a. Learners may request an extension by prov1d1ng rewrltlng and resubmlttlng Nno pass answers, receiving

evidence of extenuating circumstances that a Not Satisfactory (“NS”) grade, or completing a retake

prevented their timely completion of the of the examination pursuant to section VIII.
comprehensive examination questions. All VII. Rewrite Process
extension requests must be approved by the

learner’s school dean or designee. Courseroom/

A. Rewrites

faculty mentors are not authorized to approve
extensions to the comprehensive examination.
Extension requests must be received at least one
business day prior to the examination deadline.

b. The maximum extension granted is not to
exceed 14 calendar days, unless otherwise
approved by the dean or designee.

3. Failure to meet initial submission deadline

Learners who do not submit their initial
comprehensive examination responses by the
deadline will automatically enter the 14-calendar
day rewrite period. Learners who enter the rewrite
period have up to 14 calendar days to submit their
responses. Learners who enter the rewrite period
by failing to submit their initial responses by the
deadline forfeit the opportunity for a rewrite.

4. Failure to meet the rewrite submission deadline

a. Learners who fail to submit rewritten responses
to comprehensive examination questions for
which they did not receive a passing grade on
the initial submission by the deadline will be
considered to have failed the comprehensive
examination.

b. Learners who fail the comprehensive
examination will receive a Not Satisfactory
(“NS”) grade.

1. Learners who receive a “no-pass” on their initial
comprehensive examination submission will be
granted a rewrite period of 14 calendar days,
beginning immediately upon being notified of the
“no-pass” decision.

2. Learners must submit rewritten responses to all
comprehensive examination questions for which
they received a Not Satisfactory (“NS”) grade by
11:59 p.m. Central Time no later than 14 calendar
days from the date of being notified of the
“no-pass” decision.

3. Requesting an extension due to extenuating
circumstances

a. Learners may request an extension by providing
evidence of extenuating circumstances that
prevented timely completion and submission
of their comprehensive examination responses.
All extension requests must be approved by the
learner’s school dean or designee. Courseroom/
faculty mentors are not authorized to approve
extensions to the comprehensive examination.
Extension requests must be received at least one
business day prior to the examination deadline.

b. The maximum extension granted is not to
exceed seven calendar days, unless otherwise
approved by the dean or designee.

B. Rewrite Deferrals Due to Extenuating Circumstances

V1. Comprehensive Examination Results 1. Learners who are unable to complete the rewrite

A. Learners will be notified of their comprehensive within the 14-calendar day time frame due to

examination results within 14 calendar days of
submitting their responses.

. To pass the comprehensive examination, two or more
readers must issue a “pass” decision on each of the
learner’s responses.

. Learners do not pass the comprehensive examination
when two or more readers issue a “no pass” decision
on one Or More responses.

. Learners who do not pass their initial comprehensive
examination attempt automatically enter the rewrite
period, pursuant to section VIL.

extenuating circumstances may request a deferral
by completing and submitting a Rewrite Deferral
Petition Form located on iGuide. Learners
requesting a rewrite deferral must do so within
seven calendar days of being notified of the
“no-pass” decision. Learners must obtain final
approval from their school’s dean or designee.

2. Learners who receive approval for a deferred

rewrite period must begin their rewrite period
within 42 calendar days of being notified of the
“no-pass” decision. The beginning date of the
deferred rewrite period will be stated on the
approval notice.
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3. If the requested deferred rewrite period extends IX. Final Comprehensive Examination Conference Call
into the subsequent quarter, learners will receive A. Learners who successfully complete the
an In Progress (“IP”) grade for the comprehensive comprehensive examination may progress to a final

examination and must enroll in a comprehensive

examination extension course for the next quarter.

4. Learners completing rewrites during a deferred
rewrite period will receive a new comprehensive
examination question for each question they did
not pass.

5. The courseroom/faculty mentor has seven
calendar days from the beginning date of the
deferred rewrite period to write and submit new
comprehensive examination questions.

6. Learners have nine calendar days per question
from the receipt of the new questions to complete
and submit rewrites to their courseroom/faculty
mentor no later than 11:59 p.m. Central Time on
the examination deadline.

VIII. Comprehensive Examination Retake

Failure to Pass the Initial Comprehensive Examination
Attempt

A. Learners who fail the initial comprehensive

examination attempt will receive a Not Satisfactory
(“NS”) grade.

B. Learners who fail the initial comprehensive
examination attempt will have one opportunity to
retake the examination. Learners may initiate this
process by completing the request form located on
iGuide. The following conditions will apply:

1. Learners agree to a Learning Agreement approved
by the school.

2. Learners have at least one quarter to complete the
Learning Agreement.

3. By following the terms of their Learning
Agreements, learners will be considered to have
remained continuously enrolled.

4. Learners must retake the comprehensive
examination during the quarter immediately
following the completion of the Learning
Agreement.

5. Learners retake the examination under the
same conditions as learners who are taking the
examination for the first time. The same policies
and procedures apply.

C. Learners who fail the comprehensive examination
retake will be dismissed from the university.

conference call as determined by the school.

B. Learners who do not pass the comprehensive
examination may participate in a final conference call
for additional feedback as determined by the school.

X. Appeal of Not Satisfactory (“NS”) Grade (Capricious
Grading or Error)

A. Learners may appeal an “NS” grade earned as a result
of their academic performance on either the initial
comprehensive examination attempt or the retake,
pursuant to university policy 3.04.09 Appealing a Grade.

B. Learners whose appeal of an “NS” grade for the initial
comprehensive examination attempt is denied may
retake the examination as described in section VIII.

C. Learners who complete a retake of the examination
and receive a grade of “NS,” and whose appeal of
the “NS” grade is denied, will be dismissed from the
university.

XI. Appeal of Dismissal

Learners who are dismissed from the university may
appeal their dismissal pursuant to university policy
3.01.04 Academic Standing.

3.01.07 Dissertation Requirements

Capella University requires that all doctoral learners enrolled
in degree programs that require a dissertation successfully
complete the dissertation phase of their program in order to
graduate. The dissertation phase is considered complete when
learners successfully meet all of the designated milestones
within the time frames established by the university. Learners
in the dissertation phase are required to maintain good
academic standing as defined in university policy 3.01.04
Academic Standing and remain continuously enrolled. Failure
to successfully complete the dissertation phase in the stated
time frame will result in a failing grade of Not Satisfactory
(“NS”). An “NS” grade indicates failure of the dissertation and
failure to maintain good academic standing and may result in
dismissal from the university.

UNIVERSITY POLICIES
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DEFINITIONS

Dissertation Milestones

Dissertation milestones are sequenced steps in the successful
production of a doctoral research project at Capella
University. Completion of all of the milestones indicates the
completion of the dissertation requirements and is verified by
submission of the appropriate milestone completion form by
the mentor. The milestones include:

1. Dissertation committee approved by the school

2. Learner completes the Collaborative Institutional
Training Initiative (CITI) Program, including both
basic training and special modules as required by the
dissertation topic

3. Proposal approved by mentor

4. Proposal approved by dissertation committee

5. Proposal approved by school (if appropriate)

6. Institutional Review Board (IRB) application approved by
university IRB

7. Proposal conference call completed

Chapter Four draft approved by mentor
9. Chapter Five and full dissertation approved by mentor
10. Dissertation approved by dissertation committee
11. Dissertation approved by school (if appropriate)
12. Formatting edits completed
13. Dissertation conference call completed
14. Final manuscript approved by mentor
15. Manuscript submitted for publication

16. Final dean approval

Dissertation Phase

The dissertation phase of most doctoral degree programs
typically begins only after learners have successfully completed
their comprehensive examination (see university policy
3.01.06 Comprehensive Examination Requirements). In the
dissertation phase, successful progress is marked by the
completion of dissertation milestones, which are sequenced
steps in the production of a successful research project at
Capella University. Completion of all milestones within the
approved time frames indicates successful completion of the
requirements of the dissertation phase. Learners must be
enrolled in the dissertation phase of their doctoral program
for a minimum of four quarters to earn the 20 required
dissertation credits. Learners who need additional quarters to
complete the dissertation phase may continue to be enrolled

as long as they maintain good academic standing and don’t
exceed the maximum time to complete (see university

policies 2.01.02 Maximum Time to Degree Completion and 3.01.04
Academic Standing). For specific degree program requirements,
including comprehensive and dissertation phase requirements,
learners are encouraged to consult Capella’s University Catalog.

Established Time Frames

The university has established reasonable time periods for the
completion of each of the dissertation milestones. These time
frames reflect the average amount of time Capella learners
require to complete these tasks. Learners who are unable to
complete a milestone within the established time frame should
follow the procedures in sections V.A,, V.B., or V.C.

Extenuating Circumstances

Extenuating circumstances refer to situations beyond the
learner’s control that make it difficult or impossible to
complete a required dissertation milestone on time. Generally,
extenuating circumstances include those described in
university policy 2.02.08 Leave of Absence, but they may also
include the death of a family member or severe physical

injury or illness. Documentation of the circumstance must

be provided by parties other than the learner; for example, a
death certificate or a letter from the learner’s physician.

PROCEDURES
I.  Continuous Enrollment
A. Learners enrolled in the dissertation phase must

remain continuously enrolled until the conclusion of
the dissertation phase.

B. Learners who need to request a leave of absence
during the dissertation phase of their program should
contact their advisor.

II. Grades

A grade of Required (“R”) will be issued to learners
who have met the dissertation milestone requirements,
pursuant to university policy 3.04.07 Grading.
Drop/Withdrawal

Learners who wish to drop or withdraw from their

III.

dissertation course once they have enrolled must make
the request by contacting their advisor, who will work with
them to determine their options.

A. Drops

Learners may choose to drop their dissertation course
within the first 12 calendar days of the quarter.



4_1‘888.CAPELLA e Volume 10-11, No. 1 CAPELLA UNIVERSITY ‘ 45L
5 ‘ »
University Policies, continued
B. Withdrawals 5. If the mentor denies the initial milestone
1. Under extenuating circumstances, learners may extension, the learner will be considered
choose to withdraw from their dissertation course noncompliant with university policy 3.01.04
after the first 12 calendar days of the quarter and Academic Standing and will be ineligible for
up to the last official day to withdraw. financial aid (if applicable) and dismissed from the
. o .. university.
a. Learners who withdraw within this time frame Y
must do so by contacting their advisor. 6. Learners may appeal the initial milestone extension
. . denial decision.
b. A course withdrawal is reflected as a grade of
“W” on the learner’s transcript, pursuant to a. Learners must submit a request to the school’s
university policy 2.02.02 Course Enrollment. dean or designee indicating the reason for the
. . . . delay, a rationale for granting the extension,
2. Learners who wish to withdraw from a dissertation Y 8 8

course must enroll in the dissertation course from
which they withdrew the following quarter.

IV. Dissertation Phase Completion Requirements

V.

A. Learners in the dissertation phase of their program

must successfully complete each of the dissertation

milestone requirements listed in the table in the
Dissertation Manual located on iGuide.

B. Learners will be considered noncompliant with

university policy 3.01.04 Academic Standing should

they fail to meet the minimum dissertation milestone

requirements described in section IV.A.

C. Learners will be notified by their mentor should they

fail to meet the minimum dissertation milestone

requirements.

Request for Milestone Extension

A. Request for Initial Milestone Extension

1.

Learners may request an initial milestone extension
directly from their mentor up to five calendar days
prior to the due date. Their request must indicate
the reason for the delay, a rationale for granting
the extension, and a plan of action to achieve good
academic standing.

The mentor may grant the extension based on the
agreed-upon plan.

Each dissertation milestone requirement will be
treated separately for the purposes of this section.
Any extension given for one milestone will not
affect any other milestone deadline.

Between the time the learner is notified of the
initial failure to complete a dissertation milestone
requirement and the time the learner receives the
extension decision, the learner will remain in good
academic standing.

and a plan of action to achieve good academic
standing. The learner’s mentor must also submit
his or her rationale for appealing the extension
denial decision to the school’s dean or designee.

b. Learners will receive notification of the dean or
designee’s decision within seven calendar days.

c. If the dean or designee denies the initial
milestone extension and the learner is dismissed
from the university, the learner may appeal the
dismissal decision by following the procedures
described in section V.D.

B. Request for Additional Milestone Extension

1.

Learners may request an additional milestone
extension from the school’s dean or designee up
to five calendar days prior to the deadline. Their
request must indicate the reason for the delay, a
rationale for granting the additional extension,
and a plan of action to achieve good academic
standing. The learner’s mentor must also submit a
recommendation to the school’s dean or designee,
expressing his or her perspective on the request.

Learners will receive notification of the dean or
designee’s decision within seven calendar days.

Each dissertation milestone requirement will be
treated separately for the purposes of this section.
Any extension given for one milestone will not
affect any other milestone deadline.

Between the time the learner is notified of the
second failure to complete a dissertation milestone
requirement and the time the learner receives the
extension decision, the learner will remain in good
academic standing.

If the dean or designee denies the additional
milestone extension, the learner will be considered
noncompliant with university policy 3.01.04
Academic Standing and will be ineligible for
financial aid (if applicable) and dismissed from the
university.

UNIVERSITY POLICIES
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6. Learners may appeal the dismissal decision by
following the procedures described in section V.D.

7. For those learners who have received an approved
extension and continue to make progress toward
completing their milestone, the dean or dean’s
designee may approve an additional extension
pursuant to the procedures outlined in sections
V.B.2 through V.B.6.

C. Dismissal

1. Learners will be dismissed from the university
upon failure to meet the dissertation milestone
requirements as described in section V.

2. Should they be dismissed from the university,
learners will receive a notification of the change in
status from the Records Processing and Operations
department.

3. Learners may appeal the dismissal decision.
D. Appeal of Dismissal

Learners must appeal the dismissal decision pursuant
to university policy 3.01.04 Academic Standing.

3.01.08 Academic Degree and Certificate Requirements

Academic degree and certificate requirements serve as

the university standard for degree and certificate program
development and learners’ degree and certificate program
completion. Schools develop all degree and certificate
programs and specializations to align with the requirements
described in this policy.

Degree and certificate program requirements must be
explicitly described, defined, and published in the University
Catalog for the quarters during which those requirements
are to take effect. In order to be awarded the degree or

certificate for the program in which they are enrolled, Capella

learners must satisfactorily fulfill all program requirements,
as described in the catalog in effect at the time of their
enrollment in that program.

All degree and certificate requirements must also comply with
all other university policies.

Approval of Degree and Certificate Requirements

The Capella University Board of Directors reviews and
approves the requirements for each academic degree and
certificate level upon recommendation of the University
Leadership Team (ULT).

Degree and certificate program requirements are developed to
ensure alignment with: 1) the academic standards of the field
of study for that degree or certificate level; 2) advancements
emergent in the academic discipline; 3) prevailing
professional standards; and where applicable, 4) professional
accreditation standards and states’ regulatory standards. These
considerations will guide the development and revision of
degree and certificate program requirements and will furnish
the rationale for those proposed requirements that vary from
the standards typical to other Capella University degree and
certificate programs at an equivalent degree or certificate
level.

Degree and certificate program requirements will be
determined for the following categories:
¢ Credit totals for the degree or certificate level

® Grade point average (GPA) standards for the degree or
certificate level

¢ Formal engagement in the scholarly community, such as
online course discussions, learning cohorts, practica, and
residencies

¢ Comprehensive assessments of learning such as portfolios,
integrative projects, and comprehensive examinations

* Demonstrations and extensions of knowledge such as
capstone projects, internships, and doctoral dissertations

Upon the recommendation of the ULT, the Capella University
Board of Directors has established academic requirements

for each degree level. Degree and certificate program
requirements are described, defined, and published in

the University Catalog for the quarters during which those
requirements are to take effect.

Degree Program Requirements

Doctoral degree requirements: Degrees at the doctoral level
typically require:
® 120 quarter credits

¢ aformal engagement in the scholarly community, such as
the colloquium, learning cohort, or equivalent experience

a comprehensive assessment, such as an examination or
portfolio

* an original research component, such as a dissertation
e a minimum standard cumulative GPA of 3.0
Specialist degree requirements: Degrees at the specialist degree

level, such as the Education Specialist degree, typically require:
® 48 quarter credits

¢ aformal engagement in the scholarly community

e a minimum standard cumulative GPA of 3.0

-
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Master’s degree requirements: Degrees at the master’s level 3.01.09 Degree and Certificate Conferral
typically require: Capella University learners will be eligible for degree or
* 48 quarter credits certificate conferral upon successful completion of all degree

¢ a final master’s project

e a minimum standard cumulative GPA of 3.0

Bachelor’s degree requirements: Degrees at the bachelor’s level

typically require:

e 180 quarter credits, including general education
requirements and a capstone course

® General education requirements fulfill the standards for
the bachelor’s degree and include study in a minimum
of four categories: communication, humanities, natural
science and mathematics, and social science

e a minimum standard cumulative GPA of 2.0

Certificate Program Requirements

Post-master’s certificate requirements: Post-master’s certificates
typically require:

® 16 quarter credits

e a minimum standard cumulative GPA of 3.0

Graduate certificate requirements: Certificates at the post-
baccalaureate level typically require:
® 16 quarter credits of graduate study

e a minimum standard cumulative GPA of 3.0

Degree and Certificate Program Requirement Exceptions and
Substitutions

Capella University learners are expected to complete all
degree and certificate program requirements. However,

in some circumstances, a learner may request to waive a
requirement or substitute an alternate Capella course in
place of a required course. If approved, the exception

or substitution of a requirement does not affect the total
number of credits required for a learner’s degree program.
Requirement exceptions and substitutions are only valid for
the degree or certificate program, specialization, and catalog
for which they are approved.

or certificate program requirements pursuant to Capella’s
University Catalog and this policy. Successful completion is
determined be a degree audit conducted by the Records
Processing and Operations department.

DEFINITIONS

Awarded

Awarded is a status in the graduation application process that
indicates that all academic requirements have been completed
for his or her degree or certificate to be conferred.

University Catalog

Capella’s University Catalog is the official record of
requirements for Capella’s degree and certificate programs.
Learners are assigned their initial catalog of record upon their
admission to Capella University. Learners who begin their
programs in the winter or spring quarters are assigned to the
January catalog and the April addendum, and learners who
begin their programs in summer or fall quarters are assigned
to the July catalog and the October addendum.

Commencement

Commencement is a voluntary ceremony that recognizes

the conferral of a learner’s degree. Participation in a
commencement ceremony assumes the learner has completed
all degree program requirements or is successfully progressing
toward conferral but it does not assume degree conferral has
occurred. Degrees are not issued at commencement events.

Conferral
Conferral is the issue of a degree or certificate by Capella
University.

Conferral Date
Conferral date is the date upon which a learner’s degree or
certificate is formally issued.

Graduation

Graduation is the successful completion of a learner’s
degree program with the conferral of a degree from Capella
University.

UNIVERSITY POLICIES
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PROCEDURES
I. Degree and Certificate Conferral Requirements
A. Degree and Certificate Conferral

1. Learners complete the degree or certificate
program requirements, including courses, course
grade point average (GPA), credit total, residences,
internships, and practica described in the relevant
University Catalog.

2. Information about catalog and catalog changes
is located in university policies 2.02.07 Changing
Degree Program, Specialization, Certificate and 4.01.04
University Catalog.

3. Learners are encouraged to contact their advisor
should they have questions about their current
catalog.

II. Submitting the Graduation Application

A. Learners requesting consideration for degree or
certificate conferral must submit the Graduation
Application located on iGuide.

1. The learner follows the link appropriate to their
degree or certificate level (e.g., BS, MS, PhD, etc.).

2. The learner provides the information requested on
the form.

3. The learner submits the application.

B. The Records Processing and Operations department
conducts a degree audit of the learner’s record upon
receipt of the Graduation Application.

C. Upon completion of the degree audit, the Records
Processing and Operations department will notify the
learner of his or her graduation application status.
Learner’s status will be designated as either:

1. Applied

a. The learner has completed and submitted a
Graduation Application, but has at least one
course in which to enroll.

b. The learner will be asked to reapply at a later
time.

2. Approved

a. The learner has applied for graduation,
completed all academic requirements up to
the final course(s), and is either enrolled in
or has enrolled in, the final course(s) needed
to complete his or her degree or certificate
program.

b. If a doctoral learner is enrolled in a degree
program that requires a dissertation, the learner
must have completed eight or more dissertation
milestones.

c. Incomplete (“I”) or missing grades from
previous quarters will prevent the learner from
being issued an approved status.

d. The learner’s academic progress will be
monitored. The learner will not be required to
resubmit the Graduation Application.

e. Approved learners will be billed the graduation
fee appropriate to their degree or certificate
level.

3. Awarded

a. The learner has applied for graduation and the
Records Processing and Operations department
has confirmed that all academic requirements
have been completed for his or her degree or
certificate to be conferred.

b. Ifin a degree program, the learner’s degree will
be conferred on the last day of the month in
which all requirements were met.

III. Commencement

Commencement information is located on iGuide.

RESEARCH

3.03.01 Human Research Protections

All learners conducting research under the program
requirements at Capella University, including all doctoral
learners conducting dissertation research and all employees

or agents performing research pursuant to institutionally
designated authority or responsibility of Capella, are required
to obtain Institutional Review Board (IRB) approval prior

to beginning research-related interactions with human
participants/subjects and/or their records. Research
conducted outside the purview of Capella as described above is
not governed by the Capella University IRB.

Capella University’s IRB is responsible for assessing all
research proposals involving human participants/subjects
and/or their records and protecting them from the risk of
physical, psychological, social, economic, or legal harm. In the
review and conduct of research involving human participants/
subjects, Capella’s IRB is guided by the ethical principles

set forth in the Belmont Report (i.e., respect for persons,
beneficence, and justice). In addition, Capella University
requires that all research conducted under its auspices be
performed in accordance with Title 45 Code of Federal
Regulations, Part 46 (45 CFR 46).

-
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3.03.02 Publication of Dissertations

Capella University requires all doctoral learners to publish
a dissertation written in partial fulfillment of their doctoral
degree.

In relation to learner dissertations, Capella University has
perpetual, royalty-free rights to the following: copying and
distributing dissertations as part of Capella University’s normal
dissertation review process; placing copies of dissertations

on Capella University’s Web site or archiving them with

the Capella-approved Web site; making the dissertations
available to accrediting bodies, regulators, and other external
groups who ask to review the dissertations for purposes of
Capella’s business operations status; and performing any other
action with respect to dissertations that is required by law,
accreditation, or regulation. Further, Capella University has
the right to publish dissertations, subject to learners’ advance
approval; that approval must not be unreasonably withheld

or delayed. The use of publication embargoes or restrictions

is not permitted under this policy. Capella University strongly
encourages learners to include a copyright notice on their
dissertations and to register their dissertations with the United
States Copyright Office.

3.03.03 Use of Confidential Information

Capella University faculty or staff members will not

accept information from learners under an obligation of
confidentiality, except as described in this policy’s procedures.
Information that could be subject to confidentiality
requirements includes but is not limited to information
obtained from an employer, unpatented inventions, and
information obtained pursuant to a nondisclosure agreement.
Information that is subject to an obligation of confidentiality
and may not be used in any part of Capella University’s
learning process includes but is not limited to Web postings,
materials prepared for a course, dissertation work, and
comprehensive examinations.

PROCEDURES

Disclosure of Confidential Information

Faculty and staff members do not have authority to modify this
policy. Therefore, Capella recommends that learners complete
the following steps prior to disclosing any information to
faculty members:

A. Apply for patent protection for any patentable inventions
and advise the faculty member to whom information is
disclosed of the patent application and the scope thereof.

B. Obtain a release for any information that could be
considered proprietary by any third party, and submit this
release to the faculty or staff member or committee prior
to the time of the disclosure.

3.03.05

All learners conducting research under the program

Conflict of Interest in Research

requirements at Capella University, including all doctoral
learners conducting dissertation research and all employees

or agents performing research pursuant to institutionally
designated authority or responsibility of Capella, are required
to ensure that academic, financial, or other personal interests
do not compromise the objectivity with which their research is
designed, conducted, and reported. Institutional Review Board
(IRB) committee members will not participate in the review of
research protocols with which they have a conflict of interest
in accordance with Title 45 Code of Federal Regulations, Part
46 (45 CFR 46), with the exception of providing information
requested by the IRB.

Capella University’s IRB has established procedures to ensure
that researchers’ or IRB committee members’ conflicts of
interest do not impede the rights and welfare of human
research participants/subjects.

ASSESSMENT, CREDITS, AND GRADING

3.04.01 Academic Readiness

To participate in Capella University programs, all learners
must display academic readiness by successfully completing
Capella’s first course. In addition, undergraduate learners
must demonstrate fundamental writing skills and logical
reasoning competence as described in the procedures
contained within this policy.

DEFINITIONS

Administrative Withdrawal
Administrative withdrawal is a university-initiated separation of
a learner from the university.

Concurrent Course

A concurrent course is a course that runs simultaneously,
either in its entirety or partially, with another course,
including first course.

PROCEDURES
I.  First Course Enrollment

At the time of admission, enrollment counselors enroll
learners in their required first course and discuss with
them the importance of its successful completion.

II.  Successful Completion of First Course

A. Undergraduate learners must receive a passing grade
in first course, which requires successful completion of
the Writing and Logical Reasoning assessments.

B. Learners who successfully complete first course may
enroll in the next course(s) of their programs.

-
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III. Failure to Meet Academic Readiness Standards B. Learners who drop or withdraw from first course are

A. Learners who earn a grade of “F” in first course have allowed to re-enroll in first course at the beginning of

not demonstrated the standards of academic readiness.
They will be connected with academic readiness tools
and will work with their academic advisor to develop

a plan to strengthen areas in need of improvement.
Learners will remain enrolled in their concurrent
course(s) unless they initiate a course drop or
withdrawal. They will not be allowed to enroll in any
additional courses or continue their program until
they successfully complete first course.

B. Learners who receive an Incomplete (“I”) grade in
first course have not demonstrated the standards
of academic readiness. They will be connected with
academic readiness tools and will work with their
academic advisor to develop a plan to strengthen areas
in need of improvement. Learners will remain enrolled
in their concurrent course(s) unless they initiate a
course drop or withdrawal. They will not be allowed
to enroll in any additional courses or continue their
program until they successfully complete first course
in compliance with university policy 3.04.08 Incomplete
Grades.

V.

. Learners who drop first course have not demonstrated
the standards of academic readiness. They will not
be allowed to complete courses in which they are
concurrently enrolled at the time of the first course
drop. They will not be allowed to enroll in any
additional courses or continue their program until
they successfully complete first course.

. Learners who withdraw from first course have not
demonstrated the standards of academic readiness.
They will be connected with academic readiness tools
and will work with their academic advisor to develop
a plan to strengthen areas in need of improvement.
Learners will remain enrolled in their concurrent
course(s) unless they initiate a course drop or
withdrawal. They will not be allowed to enroll in any
additional courses or continue their program until
they successfully complete first course.

E. University policy 4.03.02 Tuition Refunds remains

in effect and does not provide any financial

accommodation for first course failure.

IV. Second First Course Attempt

A. Learners who fail first course on their initial attempt
are allowed a second first course attempt at the
beginning of a quarter at their discretion.

a quarter at their discretion.

. Learners who enroll in a second first course attempt
will not be allowed to enroll in any concurrent
course(s).

. Learners enroll in their second first course attempt by
contacting their academic advisor.

E. Learners who change programs must complete the
first course affiliated with their new school and/or
program.

F. Learners who fail first course on their second attempt
will be administratively withdrawn from the university.

G. Learners are responsible for meeting the guidelines
of all university policies to be eligible to enroll in a
second first course attempt.

Administrative Withdrawal Appeal Due to Extenuating
Circumstances

A. Within seven calendar days of the administrative
withdrawal notice being sent to the learner, he or she
may appeal the administrative withdrawal decision due
to extenuating circumstances occurring during the
quarter of first course failure.

B. Extenuating circumstances may include but are
not limited to the death of a family member, job-
required relocation, or severe physical injury or illness.
Documentation of the circumstance must be provided
by parties other than the learner; for example, a death
certificate, a letter from the learner’s supervisor, or a
letter from the learner’s physician must accompany the
request.

. Learners must be able to demonstrate satisfactory,
ongoing participation in the first course up to the time
the extenuating circumstances occurred.

. Upon receipt of the appeal and all supporting
documentation, the school dean or designee will
review the appeal and issue a decision. The dean’s
decision is final.

E. If the appeal is approved, the learner may only enroll
in first course. Learners will not be allowed to enroll in
any additional courses or continue their program until
they successfully complete first course.

F. Readmission

Learners administratively withdrawn from the
university for any provision of the academic readiness
policy and procedures may reapply to the university.
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3.04.02 Credit for Prior Learning

As a competency-based institution, Capella allows learners

to document their prior learning through Prior Learning
Assessment (PLA). Capella University awards credit for
learning that has been achieved outside of the university
classroom through the following three assessment processes:
nationally recognized examination programs such as CLEP
and DANTES; American Council on Education (ACE)-
recommended credits for military training, corporate
training, and business-related certifications; and PLA through
documentation of learning. Through PLA, learners use
assessment means that are appropriate to the learning content
to demonstrate that they have mastered the competencies

of one or more specific Capella courses. If mastery of the
competencies is successfully demonstrated, learners are
granted credit for the Capella course(s) as described in this
policy and its related procedures.

DEFINITIONS

Academically Approved

Academically approved indicates approval by an appropriate
combination of the Higher Learning Commission, regional
accreditors, and Capella University.

Competencies

Competencies are the defined outcomes of the learning
experience as determined for each course in Capella
University’s academic programs. Learners must demonstrate
these abilities to successfully complete a course.

Lower-Division Courses
Lower-division courses are undergraduate courses at the 1000
and 2000 levels.

Prior Learning Assessment (PLA)

Prior Learning Assessment is any academically approved
means of evaluating and measuring (assessing) knowledge that
is accomplished prior to beginning a Capella degree program.

Some prior learning is assessed by other institutions and
accepted by Capella. This type of PLA includes transfer
credit from other regionally accredited institutions, ACE-
recommended credit, and national examinations such as
CLEP and DANTES.

If prior learning has not been assessed through an external
process but includes learning accomplishments that are the
same as what learners accomplish through a Capella course in
their degree program, then this prior learning can be assessed
through Capella’s own PLA process.

Prior Learning Documentation

Prior learning documentation is information provided by the
learner verifying his or her claims of competency. It is used to
perform a valid assessment of learning.

Upper-Division Courses
Upper-division courses are undergraduate courses at the 3000
and 4000 levels.

PROCEDURES
I.  Prior Learning Assessment (PLA) at the Graduate Level
A. Eligibility
Capella currently grants credit for prior learning for
a limited number of graduate courses. In order to

document prior learning through the PLA process, a
learner must:

1. Be enrolled in a degree program throughout the
PLA process.

2. Verify with his or her advisor that he or she has not
exceeded the credit allocation specified in section
L.B.

3. Verify with his or her advisor that the courses being
petitioned apply to the courses outlined in his or
her degree completion plan (DCP).

B. Credit Allocation

The total number of credits awarded through the
transfer and PLA processes for most degree programs
cannot exceed the equivalent of five graduate courses.
For a list of degree programs that accept PLA and their
associated credit allocation limits, learners must refer
to the Prior Learning Assessment Center located on
iGuide.

C. Capella PLA

1. Learners must demonstrate they have mastered
the competencies of one or more specific
Capella courses. If mastery of the specific course
competencies is successfully demonstrated, learners
are granted credit for the Capella course(s).

2. Learners must prepare separate documentation for
each course for which they are seeking credit.

3. Capella PLA fees are non-refundable. Fees per
credit are located in the tuition and fees schedule.

-
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II. Prior Learning Assessment (PLA) at the Undergraduate b. International Baccalaureate (IB) exams:
Level

A. Eligibility
Capella currently grants credit for prior learning

for a number of undergraduate courses. In order to
document prior learning through the PLA process, a

Learners who have earned an IB diploma with
composite scores of 30 or higher are awarded
12 quarter credits for each higher-level exam
and three quarter credits for each standard-
level exam. Learners who participated in an IB

learner must:

program but did not receive an IB diploma, or
received a composite score lower than 30, are

L. Be enrolled in a degree program throughout the awarded 12 quarter credits for each higher-level
PLA process. exam on which they scored 5 or higher. When
2. Verify with his or her advisor that he or she has not applicable, these credits are counted toward the

exceeded the credit allocation specified in section
I1.B.

Verify with his or her advisor that the courses being
petitioned apply to the courses outline in his or her
degree completion plan (DCP).

B. Credit Allocation

completion of general education requirements.

c. College-Level Examination Program (CLEP)
exams: Credit is awarded for the successful
completion of CLEP exams as outlined by ACE
recommendations. When applicable, these
credits are counted toward the completion of
general education requirements.

1. The total number of credits awarded through
the transfer process, national examinations, ACE- d. Defense Activity for Non-Traditional Education
recommended credits, and PLA cannot exceed 75 Support (DANTES) exams: Credit is awarded
percent of the total degree credit requirements. for successful completion of DANTES exams

2. Atleast 25 percent of the total degree credit as outlined by ACE recommendations. When

requirements must be earned through the
completion of upper-division Capella courses.

applicable, these credits are counted toward the
completion of general education requirements.

3. A maximum of 45 nationally recognized 2. ACE-recommended credits
examination credits may be applied toward a a. Capella grants credit for learning obtained
Capella bachelor’s degree. through military training, college-level course
4. Undergraduate credit earned through documented \l/)vor.k, corp;)rat;: tran.ifling Progrﬁmsilandb
PLA credits cannot exceed 50 percent (48 credits) usllnesz-re z;te certl cat(;o;lsft at ZYeb ee}?
of upper-division requirements and cannot exceed jfg;;we and recommended for crecit by the
50 percent (90 credits) of the total credits for the ’
undergraduate degree. b. The maximum credit recommended by ACE
5. Internal Capella PLA credits may not be used to is awarded for all ACE-reviewed training and

fulfill the 45-credit general education requirement.

C. External Learning Assessments

1.

Nationally recognized examination programs
(bachelor’s degree only)

a. Advanced Placement (AP) exams: Scores of 3
or higher on AP exams are awarded six quarter
credits. When applicable, these credits are

course work.

D. Capella PLA
1.

Learners must demonstrate they have mastered

the competencies of one or more specific

Capella courses. If mastery of the specific course
competencies is successfully demonstrated, learners
are granted credit for the Capella course(s).

. 2. Learners must prepare separate documentation for
counted toward the completion of general ) ] .
. . o each course for which they are seeking credit.
education requirements and lower-division
electives. 3. Capella PLA fees are non-refundable. Fees per

credit are located in the tuition and fees schedule.

Residents of Washington may receive credit
for prior learning by these means only in the
bachelor’s and MBA programs.
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3.04.03 Transfer of Credit III. Maximum Transfer Credit
Capella University evaluates official transcripts from regionally A. Undergraduate Credit
accredited or internationally recognized institutions to

determine acceptance of transfer credit. Capella may

accept transfer credit from some non-regionally accredited
institutions or programs with alternate national, professional,
or specialized accreditation recognized by the U.S. Secretary
of Education, the Council for Higher Education Accreditation
(CHEA), or the Council on Postsecondary Accreditation
(COPA) /Commission on Recognition of Postsecondary
Accreditation (CORPA). Transfer credit from a non-regionally
accredited institution or program is reviewed on a case-by-case
basis. The university reserves the right to limit the number of
transfer credits accepted toward the requirements of specific
degree programs.

PROCEDURES
I. Transfer Credit Criteria

A. To be considered for transfer credit, course work must
have been completed at an academic institution or
program accredited prior to the learner’s withdrawal
from the institution. Transfer credit will be considered
if an institution or program had provisional
accreditation at the time the learner withdrew from
the institution.

B. Developmental, vocational, or remedial course work
will not be accepted for transfer credit.

C. Transfer credits awarded by other universities, such as
petition for credit courses, portfolio assessments, or
credit by examination, will not be accepted for transfer
credit.

D. Transfer credits cannot be applied to Capella
certificate programs.

E. Only courses that meet the Council for Accreditation
of Counseling and Related Educational Programs
(CACREP) Standards will be accepted for transfer
to the PhD in Counselor Education and Supervision
degree program.

F. In order to maintain currency and quality within
academic programs, psychology courses that were
completed 10 years prior to the date of application will
not be accepted for transfer credit to the Harold Abel
School of Social and Behavioral Sciences.

II. International Transfer Credit

International transfer credits will be reviewed by a third-
party evaluator, who will assess their equivalency to

U.S. courses or degrees. Both an official transcript (or
equivalent) and a diploma (if a degree has been awarded)
must be submitted to complete the evaluation process.

1. Applicants with previous undergraduate course
work from institutions meeting Capella’s
qualifications for transfer credit may only be
awarded transfer credit for course work completed
with a grade of “C” (or equivalent) or better.

2. Applicants with an Associate of Arts (AA) degree
granted in 1994 or later from a regionally
accredited Minnesota Transfer Curriculum
institution will have fulfilled the 45-quarter credit
general education requirement.

3. Learners must complete a minimum of 50
percent of their upper-division courses at Capella
University.

B. Graduate Credit
1. Schools of Business and Technology and Education

a. Applicants with previous graduate course
work from institutions meeting Capella’s
qualifications for transfer credit may only
be awarded transfer credit for course work
completed with a grade of “B” (or equivalent) or
better.

b. Applicants may transfer a maximum of 12
quarter credits toward a master’s degree or MBA
and a maximum of 48 quarter credits toward a
PhD.

c. EdS program applicants with previous post-
master’s course work from institutions meeting
Capella’s qualifications may transfer a maximum
of 12 quarter credits toward an EdS.

2. School of Public Service Leadership

a. Applicants with previous graduate course
work from institutions meeting Capella’s
qualifications for transfer credit may only
be awarded transfer credit for course work
completed with a grade of “B” (or equivalent) or
better.

b. Applicants may transfer a maximum of 12
quarter credits toward a master’s degree and a
maximum of 48 quarter credits toward a PhD.

c. Applicants may transfer a maximum of 12
quarter credits toward a DPA.

UNIVERSITY POLICIES
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Iv.

3. Harold Abel School of Social and Behavioral
Sciences

a. Applicants with previous graduate course
work from institutions meeting Capella’s
qualifications for transfer credit may only
be awarded transfer credit for course work
completed with a grade of “B” (or equivalent) or
better.

b. Counseling programs

i.  Applicants may transfer a maximum of 12
quarter credits toward a master’s degree and
a maximum of 48 quarter credits toward a
PhD.

ii. Applicants to the PhD in Counselor
Education and Supervision degree program
transfer 60 quarter credits toward a PhD.

c. Psychology programs

Applicants may transfer a maximum of 15
quarter credits toward a master’s degree or PsyD
and a maximum of 50 quarter credits toward a
PhD.

d. Applicants may transfer a maximum of 10
quarter credits toward a DSW.

C. Learners must complete a minimum of 50 percent of
their concentration credits at Capella University.

D. Exceptions

Transfer credit articulation or alliance agreements
approved by the chief academic officer may allow
exceptions to maximum transfer credit guidelines.

Transfer Credit Evaluation

A. For a current learner considering a change of degree
program, the process for evaluating transfer credit may
necessitate a new admission application. This process
is managed by the Records Processing and Operations
department, and the learner’s transcript is evaluated

D. The Records Processing and Operations department
reviews the learner or applicant’s official transcript
and evaluates it against the criteria of the program
and this policy. The review results are transferred to a
CCE, which is emailed to the learner or applicant and
his or her enrollment counselor. The CCE contains a
summary of the courses accepted toward the learner’s
program and the transfer credit awarded for those
courses.

1. If an unofficial transcript was reviewed as part
of the evaluation process, the resulting CCE
is considered unofficial until the learner or

applicant submits an official transcript and another

evaluation is conducted. An official CCE will
eventually replace the previous unofficial CCE.

2. In most cases, a current Capella learner changing
his or her degree program will receive a new
advisor who specializes in the learner’s new
program. The advisor will assist the learner in
completing a new degree completion plan (DCP).
Learners should refer to university policy 2.02.07
Changing Degree Program, Specialization, Certificate.

E. Undergraduate Learners: Associate of Arts (AA)
Evaluation

1. Capella University will recognize learners with
an AA degree granted in 1994 or later from
a regionally accredited Minnesota Transfer
Curriculum institution and a cumulative grade
point average (GPA) of 2.0 or higher as having
fulfilled the 45-quarter credit general education
requirement.

2. All other transfer evaluation policies and practices
remain in effect. Courses that meet specific
specialization course requirements and carry a
grade of “C” or better will be accepted for transfer
credit, but developmental, vocational, or remedial

against the criteria of this policy.

B. Official transcripts are required for both the learner’s

transfer credit evaluation and course and credit
evaluation (CCE).

C. Transfer credit evaluations will be processed by the

Records Processing and Operations department after
all official transcripts from each external institution
eligible for transfer credit have been received or
after the end of a learner’s first academic quarter if
all official transcripts from each external institution
eligible for transfer credit have not been received,
whichever comes first.

course work will not be accepted for transfer credit.

3. Learners with fewer than the minimum number of
credits cited above will have their courses evaluated
on a course-by-course basis and therefore may not
satisfy all general education requirements.

-
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V. Appeal of Transfer Credit Evaluation

A. Learners and applicants have the right to appeal their
transfer credit evaluation to the Records Processing
and Operations department.

1. To appeal the results of the course and credit
evaluation (CCE) conducted by the Records
Processing and Operations department, the
learner or applicant must submit a formal appeal
request to the Records Processing and Operations
department by emailing
AdmissionsOffice@capella.edu.

2. Upon receiving the appeal request, the Records
Processing and Operations department will
acknowledge receipt of the request and inform the
learner or applicant that a formal transfer credit
evaluation appeal process has been initiated.

3. The Records Processing and Operations
department will receive and review all records of
prior transfer credit evaluations.

4. Following the review, the Records Processing and
Operations department will issue a decision and
report it to the learner or applicant as soon as
practicable.

5. The duration of the transfer credit evaluation

appeal process is determined by the complexities of
the case, but is not to exceed 90 calendar days.

B. The decision of the Records Processing and
Operations department is final.

3.04.04 Application of Capella University Credits Toward

Certificate and Degree Programs

Course credits previously earned at Capella University are
evaluated for applicability to a new certificate, specialization,
or degree during the admission process. If appropriate to the

new program, learners may be allowed to apply previously
earned credits toward a new certificate, specialization, or

degree, pursuant to the procedures established to support this
policy.

PROCEDURES

L

Applying credits earned at Capella as a non-degree learner

Learners may apply course credits from no more than
three Capella courses toward a certificate or degree.

II.

III.

Applying credits earned at Capella as a certificate learner

Course credits earned toward a Capella certificate may
be applied to a subsequent degree provided that the
courses fulfill the requirements for the degree. However,
learners who have completed a certificate may not apply
course credits earned for that certificate toward a second
certificate, even if they meet the requirements for the
second certificate.

Applying credits earned at Capella as a bachelor’s learner

Bachelor’s degree learners changing their specialization
may apply previously earned Capella undergraduate
course credits to their new undergraduate specialization
provided that the courses fulfill the requirements for
the new specialization. However, learners who have
completed a Capella bachelor’s degree may not apply
any of the course credits earned for that degree toward
a second bachelor’s degree, even if they meet the
requirements for the second bachelor’s degree.

Applying credits earned at Capella as a master’s learner

Master’s degree learners changing their specialization
may apply previously earned Capella graduate course
credits to their new specialization provided that the
courses fulfill the requirements for the new specialization.
However, learners who have completed a Capella master’s
degree may not apply any of the course credits earned for
that degree toward a second master’s degree, even if they
meet the requirements for the second master’s degree.
Course credits earned toward a Capella master’s degree
may be applied to a subsequent doctoral degree provided
that the courses fulfill the doctoral degree requirements.

Applying credits earned at Capella as an EdS learner

Course credits earned toward a Capella EdS degree may
be applied toward a certificate or subsequent doctoral
degree provided that the courses fulfill the certificate or
doctoral degree requirements.

VI. Applying credits earned at Capella as a doctoral learner

Doctoral degree learners changing their specialization
or degree may apply previously earned Capella graduate
course credits to their new specialization or degree
provided that the courses fulfill the requirements for

the new specialization or degree. However, learners who
have completed a Capella doctoral degree may not apply
any of the course credits earned for that degree toward
a second degree or specialization, even if they meet the
requirements for the second degree or specialization.

-
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3.04.05 Attendance at Residencies

Capella University requires full attendance at and completion
of residencies for learners enrolled in programs that require
them as described in the University Catalog. Learners must
attend each required residency in its entirety in order to

be considered to have successfully completed their degree
requirements and be eligible for graduation. Residency
requirements must be completed prior to enrolling in

the final integrative project course (master’s learners) or
comprehensive examination course (doctoral learners). The
execution of this policy will be carried out under the authority
of the deans or their designees.

PROCEDURES

I.  Residency Requirements by Degree Program and
Specialization
Learners must complete the residency requirements
for their degree program and specialization as listed in
Capella’s University Catalog.

II. Residency Completion Requirements
A. Doctoral Learners

Doctoral learners with a program start date of July

1, 2005, or later are required to complete all of
their residency requirements prior to entering the
comprehensive examination and dissertation phases
of their doctoral program. In unusual circumstances,
an exception to enroll may be granted by the chief
academic officer upon the recommendation of the
dean of the school.

B. Master’s Learners

Master’s learners with a program start date of July 1,
2005, or later are required to complete all of their
residency requirements prior to enrolling in the final

integrative project course(s) in their master’s program.

In unusual circumstances, an exception to enroll may
be granted by the chief academic officer upon the
recommendation of the dean of the school.

III. Attendance
A. Requirements

Learners are required to attend the entire residency in
order to be considered to have successfully completed
the residency.

1. Learners are expected to be signed in at the
start time published in their residency program
schedule.

2. Learners are expected to participate throughout
the course of the residency until the end time
published in their residency program schedule.

3. Learners must sign out before leaving the
residency.

B. Exceptions
1. Criteria

a. In emergency situations, learners may be
allowed to arrive late or depart early from a
residency.

b. Failure to make appropriate travel arrangements
does not constitute an emergency situation.

2. Requesting an exception

a. To request an exception, learners may contact
their advisor prior to the event or contact the
residency information desk during the event.

b. Requests for exceptions are reviewed and
approved by the school dean or designee on a
case-by-case basis.

c. The school dean or designee will determine
whether the learner will need to complete an
additional assignment to receive credit for the
residency.

IV. Tuition and Fees

A. Tuition is charged separately for each residency (see
iGuide for the current fee schedule). In addition,
learners are responsible for the cost of their travel,
accommodations, food, and other expenses associated
with residencies.

B. Learners canceling their residency enrollment
may be charged a cancellation fee for the full
tuition of the residency, depending on when the
cancellation is made. Learners who need to cancel a
residency enrollment must complete and submit the
Colloquium/Residency Cancellation Request form
on iGuide. See the Residencies section of iGuide for
details on enrollment and cancellation fees.

V. Educational Accommodations for Learners with

Disabilities

A. Capella University is dedicated to providing
accommodations and services to qualified learners with
disabilities so that they may achieve their full academic
potential. The type of accommodation provided is
dependent on a learner’s disability and limitations.
Learners with disabilities who require academic
accommodations should contact the disabilities
coordinator at DisabilityServices@capella.edu.

-
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B. Disability Accommodation Fees * A grade of “C” is earned for course work that
Learners are not charged additional fees for demonstrates mastery of the published competencies
disability accommodations. However, the university in a2 manner that minimally meets course expectations

reserves the right to use external service agencies to
provide the necessary accommodations. Examples of
accommodations include but are not limited to sign
language interpreters, mobility services, and real-time
captionists.

. Disability Accommodation Cancellation Fee

A learner who is unable to attend an event for which
accommodations have been contracted must cancel
these accommodations at least seven calendar days
prior to start of the event. Learners canceling less than
seven calendar prior to the event will be required to
pay all cancellation fees incurred by the university in
arranging for the service.

3.04.07 Grading

Grades are awarded for all courses taken at Capella University.

As a competency-based educational institution, Capella

University expects the grade to reflect the degree to which

the learner has demonstrated the specific competencies

taught and assessed within a course. Matters that affect the

demonstration of the course competencies can be factored
into the grade only to the extent that they inhibit or interfere
with the demonstration of the published competencies.

PROCEDURES

I

Letter grades are the default grading option for most
courses. When stated in Capella’s University Catalog,
learners may choose to be graded on a Satisfactory/
Not Satisfactory (“S”/“NS”) grading scale. Learners
who elect that option must request it within the first
12 calendar days of the course start. Once the 12th
calendar day deadline has passed, the grading option
cannot be changed. Grading scales for each course are
predetermined by the school’s administration.

® A grade of “A” is earned for course work that

demonstrates mastery of the published competencies
in a manner that exceeds course expectations as
defined in the course syllabus or course learning plan.
A grade of “A” earns four (4) quality points toward the
learner’s GPA.

A grade of “B” is earned for course work that
demonstrates mastery of the published competencies
in a manner that meets course expectations as defined
in the course syllabus or course learning plan. A
grade of “B” earns three (3) quality points toward the
learner’s GPA.

as defined in the course syllabus or course learning
plan. A grade of “C” earns two (2) quality points
toward the learner’s GPA.

* A grade of “D” is earned for undergraduate course

work that demonstrates mastery of the published
competencies in a manner that marginally meets
course expectations as defined in the course syllabus
or course learning plan. A grade of “D” earns one (1)
quality point toward the learner’s GPA. A grade of
“D” is for undergraduate courses only and may not be
awarded for graduate course work.

* A grade of “F” is earned for course work that does not

demonstrate mastery of the published competencies
or does not meet course expectations as described in
the course syllabus or course learning plan. It is also
used for learners who had been assigned a grade of
“I” but did not meet all of the course requirements

by the end of the following quarter. Learners who do
not participate in their course(s) will receive a grade
of “F.” A grade of “F” earns zero (0) quality points and
affects the learner’s GPA. It counts toward attempted
credits but not earned credits.

¢ A grade of “I” (Incomplete) may be granted by the

instructor. Final work must be completed by the end
of the following quarter or earlier, if so directed by the
instructor. A grade of “I” does not earn quality points
and is not included in the learner’s GPA. It counts
toward attempted credits but not earned credits. When
the learner completes the final necessary course work
prior to the stated deadline, the learner will receive
the appropriate grade and will earn the corresponding
quality points. If the final course work is not completed
prior to the stated deadline, the learner will receive

a failing grade for the course. A grade of “I” may also
be granted in cases of military leave of absence and
national emergency leave of absence.

* A grade of “S” (Satisfactory) is earned for course

work that demonstrates mastery of the published
competencies in a manner that meets course
expectations as defined in the course syllabus or course
learning plan for those courses in which the learner
has received approval to be graded on the “S”/“NS”
scale. A grade of “S” is equivalent to a letter grade of
“B” or better. It does not earn quality points and is

not included in the learner’s GPA. It counts toward
attempted credits and earned credits.
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® A grade of “NS” (Not Satisfactory) is earned for
course work that does not demonstrate mastery of
the published competencies or does not meet course
expectations as defined in the course syllabus or course
learning plan for those courses in which the learner
has received approval to be graded on the “S”/“NS”
scale. It is also used for learners who have received
a grade of “IS” but did not meet all of the course
requirements by the end of the following quarter.
A grade of “NS” does not earn quality points and is
not included in the learner’s GPA. It counts toward
attempted credits but not earned credits.

¢ A grade of “IS” (Incomplete—“S”/“NS” scale) may
be granted for those courses in which the learner
has received approval to be graded on the “S”/“NS”
scale. Final work must be completed by the end of
the following quarter or earlier, if so directed by the
instructor. A grade of “IS” does not earn quality points
and is not included in the learner’s GPA. It counts
toward attempted credits but not earned credits. When
the learner satisfactorily completes the final necessary
course work by the stated deadline, the learner will
receive a final grade of “S.” If the final course work is
not completed by the stated deadline, the learner will
receive a final grade of “NS.” A grade of “IS” may also
be granted in cases of military leave of absence and
national emergency leave of absence.

® A grade of “IP” (In Progress) is assigned for select
courses in which a learner is currently enrolled and
actively participating. A grade of “IP” does not earn
quality points and is not included in the learner’s GPA.
It counts toward attempted credits but not earned
credits. When a learner completes, or fails to complete,
all course requirements, the learner will receive a final
grade of “S,” “NS,” or the appropriate letter grade.

¢ A grade of “R” (Required) indicates that a course is
required. A grade of “R” does not earn quality points
and is not included in the learner’s GPA. It counts
toward attempted credits and earned credits.

® A Grade of “NG” (No Grade) is assigned for select
internship and practicum courses for all continuing
course enrollments (subsequent to the initial course
enrollment) or to course enrollments the Records
Processing and Operations department has determined
that, due to university curricular changes, “NG” is the
appropriate final grade. A grade of “NG” does not earn
quality points and is not included in the learner’s GPA.
It counts toward attempted credits but not earned
credits.

-

¢ A grade of “W” (Withdrawal) is assigned when a
learner drops a course prior to the final date learners
may drop courses without academic consequences as
defined in university policy 2.02.02 Course Enrollment.
A grade of “W” does not earn quality points and is
not included in the learner’s GPA. It counts toward
attempted credits but not earned credits.

* A grade of “PC” (Petition for Credit) is assigned when
a learner earns credit for learning and competencies
gained from previous work or educational experience.
A grade of “PC” does not earn quality points and is
not included in the learner’s GPA. It counts toward
attempted credits and earned credits.

* A grade of “T” (Transfer) is assigned for courses that
are taken at another institution and are accepted for
credit at Capella University. A grade of “T” does not
earn quality points and is not included in the learner’s
GPA. It does not count toward attempted credits or
earned credits and only affects the earned credits on
the transcript.

¢ A grade of “NR” (No Grade Report Received) is
assigned for courses for which Capella University has
not received a grade report from the course instructor.
A grade of “NR” does not earn quality points and is
not included in the learner’s GPA. It counts toward
attempted credits but not earned credits.

Retired Grades: The grades “NC” (No Credit) and “NP” (Non-
Participation) were assigned to courses prior to April 1, 2003. “NC”
and “NP” grades do not earn quality points and are not included in
the learner’s GPA. They count toward attempted credits but not earned
credits. The grade “VR” was assigned to residency courses for which
learners met attendance requirements prior to October 1, 2006. A “VR”
grade does not earn quality points and is not included in the learner’s
GPA. 1t does not count toward attempted credits or earned credits. The
grades “HM” and “HD” were assigned to courses prior to January 1,
2008. “HM” and “HD” grades do not earn quality points and are not
included in the learner’s GPA. They do not count toward attempted
credits or earned credits.
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II. Grade Values Summary 3.04.08 Incomplete Grades
In the event that a learner is unable to complete the course
GRADE VALUES SUMMARY requirements by the published course end date due to

Quality Attempted Earned Defaults
Grade Points Credits Credits GPA To
A 4 Y Y Y
B 3 Y Y Y
C 2 Y Y Y
D 1 Y Y Y
F 0 Y N Y
| Y N N F
S Y Y N
NS N N
IS N NS
P N N
R N
NG N
w Y N N
PC Y Y N
T
NR

III. Requesting Satisfactory/Not Satisfactory (“S”/“NS”)
Grading

A. In order to be graded on the “S”/“NS” scale for a
course in which such grading is permitted, learners
must request that option by selecting “Edit a Course”
in the Student Center on iGuide.

B. The “S”/“NS” grading scale must be requested no later
than the 12th calendar day of the course. After the
12th calendar day has passed, the grading scale cannot
be modified.

IV. Final Grade Submission

A. Grades are submitted by the faculty within nine
calendar days after the final day of the course.

B. Grades are scheduled for posting to iGuide 10
calendar days after the final day of the course.
C. Learners access their grades through the Student

Center on iGuide.

D. Inquiries about grades that have not been posted to
iGuide within the 10 calendar day time frame should
be directed to the course instructor.

unavoidable and unforeseen circumstances, the learner

must request an Incomplete (“I”) grade from the instructor.
The instructor may choose to grant a grade of “I” only

if the learner can complete the remaining assignments
independently (i.e., only have assignments and not discussions
to complete). A grade of “I” is not awarded quality points

and is not included in a learner’s grade point average (GPA).
Incompletes are included as attempted credits but not as
earned credits.

When a learner completes the final paper or project prior

to the stated deadline, the “I” grade will be changed to

the appropriate grade (“A,” “B,” etc., or “S”) and will earn
the corresponding quality points. If the course work is not
completed by the stated deadline, the learner will be awarded
a final Failing (“F”) or Not Satisfactory (“NS”) grade.

PROCEDURES
I.  Requesting an Incomplete (“I”’) Grade

Learners must request an “I” grade no later than the last
day of the course by contacting the instructor.

II. Incomplete Grade Request Process
A. Incomplete Grade Request

To request an Incomplete (“I”) grade, the learner
must complete and submit an Incomplete Grade
Request form to his or her instructor. The Incomplete
Grade Request form is located in the Student Center
on iGuide.

1. The Web form generates an email that notifies the
instructor of the request.

2. The request will contain a list of work products the
learner must complete and submit to his or her
instructor by a proposed deadline.

3. The instructor will accept, reject, or revise the
terms of the request, including the deadline,
through email.

4. If the request is accepted, the instructor will assign

”»

the learner a grade of “I.
B. Deadlines

1. If the “I” grade request is not received by the last
day of the course, the learner will be graded based
on the work that he or she submitted up through
the last day of the course.

UNIVERSITY POLICIES
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2. The deadline for completing any remaining course
work is not to exceed the end of the following
academic quarter.

3. No extensions for completing any remaining course
work after the end of the following academic
quarter will be granted.

III. Completion of Work

When the remaining course work is completed by the
deadline established in the Incomplete Grade Request
form, the instructor will submit the learner’s final grade
by completing a Faculty Grade Change Request Form.

IV. Failure to Complete Work

A. If the remaining course work is not completed
and submitted by the deadline established in the
Incomplete Grade Request form, the instructor will
submit a Faculty Grade Change Request form to the
Records Processing and Operations department issuing
a grade for the work the learner submitted up until the
deadline.

B. If a Faculty Grade Change Request Form is not
completed and submitted, the Incomplete (“I”) grade
will be converted to either a Failing (“F”) or Not
Satisfactory (“NS”) grade, depending on the learner’s
grading option after the end of the following academic
quarter.

Note: This procedure is completed through the Blank/
Incomplete Grade Conversion process.

3.04.09 Appealing a Grade

Learners at Capella University may appeal a grade that they
believe has been assigned as a result of instructor error or
capriciousness. Learners may appeal within 30 calendar days
following the posting of the course grade.

DEFINITIONS

Capricious Grading
Capricious grading is defined as:

® The assignment of a grade to a particular learner on some
basis other than performance in the course.

® The assignment of a grade to a particular learner by more
exacting or demanding standards than those applied to
other learners in that course.

® The assignment of a grade that is a substantial departure
from the faculty member’s established criteria as stated in
the course syllabus.

Instructor Error

An instructor error refers to any mathematical, data entry, or
other error made by the instructor that results in the incorrect
reporting of a learner’s grade.

PROCEDURES
I. Initial Resolution Process

A. If a learner believes that a grade has been assigned
capriciously or erroneously, the learner must first
confer with the faculty member. The aim of such a
conference is to reach a mutual understanding about
the grade, the process by which it was assigned, and to
correct errors, if any, in the grade.

B. Learners should refer to university policy 3.04.07
Grading for specific grading procedures.

C. If the problem cannot be resolved, the learner has the
right to appeal the grade, as described in section II.

II. Formal Resolution Process

A. If the learner chooses to appeal the grade, he or she
must complete and submit the Grade Appeal Request
Form located on iGuide no later than 30 calendar days
following the posting of the course grade. Failure to
receive notification of the grade report does not alter
the amount of time the learner has to appeal.

B. The learner must include a request for review of the
grade and provide evidence that the grade is either
incorrect or capricious as defined in this policy.

C. The learner must provide a comprehensive statement
that fully describes and documents all evidence that
supports his or her claim.

D. Upon receiving the learner’s appeal request, a
university designee will notify all involved parties that
a formal resolution process has been initiated and that
the appeal is being referred to an independent review
panel.

1. The panel designee will collect all information to
be considered by the panel for the learner’s appeal.
The panel designee will request the faculty member
involved in the appeal to submit a written response
to the learner’s appeal.

2. The panel designee will convene the panel once all
materials regarding the appeal have been received.
The panel designee must provide the panel with
the following information:

a. The faculty member(s) against whom the appeal
is directed.

b. A brief narrative of the circumstances
surrounding the appeal, including the dates,
times, and places.

-
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c. Any efforts to resolve the matter during the C. Following the review, the director of University
initial resolution process. Learner Affairs will issue a decision and report it
d. The corrective action the learner is seeking. to all involved parties as soon as practicable. The

3. Following referral of the matter, the panel will
convene to review the materials and issue a
decision as soon as practicable.

a. The panel will investigate all evidence
supporting and/or refuting the validity of the
grade appeal, the learner’s complete academic
record, and any further issues surrounding the
grade appeal.

b. The panel will provide adequate opportunity to
hear from all involved parties and for each party
to state his or her respective case in writing.

c. Upon evaluation of the evidence and hearing
from all involved parties, the panel will issue
a decision and set forth a resolution to be
implemented.

d. The panel designee will report the panel’s
decision to all involved parties as soon as
practicable. A record of the panel’s decision will
become part of the learner’s official academic
record.

e. Both parties have the right to appeal the panel’s
decision, as described in section III.

E. Duration of Process

The duration of the formal resolution process is
dependent on the timing and complexities of the
individual circumstance. Learners will be notified of
the status of their grade appeal as soon as practicable
upon submitting their Grade Appeal Request Form.

III. Formal Appeal Process

If either party chooses to appeal the panel’s decision,

he or she must submit a formal, written appeal request

to the director of University Learner Affairs. The appeal
request must be submitted via mail or email and within 10
calendar days of the being sent notification of the panel’s
decision.

A. Upon receiving the appeal request, the director of
University Learner Affairs will acknowledge receipt
of the request and inform all involved parties that a
formal appeal process has been initiated.

B. The director of University Learner Affairs will receive

and review all evidence, records, evaluations, and
faculty member and panel decisions.

decision will either 1) uphold the findings of the
panel, 2) reverse the findings of the panel, 3) direct
the panel to provide additional information, or 4)
determine his or her own findings. In the event

the director of University Learner Affairs requests
additional information from the panel, the involved
parties will be notified of a revised time frame for the
determination of the grievance.

D. The decision of the director of University Learner
Affairs is final.

E. A record of the final decision and all related materials
will become part of the learner’s official academic
record and upon request, will be made available to all
Capella boards and any appropriate regulatory bodies.

F. Duration of Process

The duration of the formal appeal process is
dependent on the timing and complexities of the
individual circumstance. Learners will be notified of
the status of their formal appeal as soon as practicable
upon submitting their appeal in writing via mail or
email.

RECORDS AND DOCUMENTS

4.01.01 FERPA and Learner Directory Information

Capella University complies with the provisions of the

1974 Family Educational Rights and Privacy Act (FERPA)
1974, which regulates the confidentiality of data in learner
education records and the terms for its disclosure. A copy of
the act is on file in the Records Processing and Operations
department. The director of Records Processing and
Operations is the official responsible for ensuring compliance
with the act and creating relevant policies and procedures

regarding the release of learner education records and related

information under the act.

DEFINITIONS

Annual Notification of Rights

The Records Processing and Operations department will
submit the required annual notification for learners to the
communications department for distribution during the
summer quarter.

Education Records

Section 99.3 of FERPA defines education records as “(1)
directly related to a student; and (2) maintained by an
educational agency or institution or by a party acting for the
agency or institution.”

UNIVERSITY POLICIES
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Withholding Consent for Disclosure

Learners who want to withhold consent for the disclosure of
their directory information may do so on iGuide. Records
Processing and Operations staff will identify the records of
these learners, and their directory information will not be
released.

PROCEDURES
I. Education Records

A. At Capella University, education records include the
following documents, whether in electronic or any
other format:

1. Documents collected or created during the
application process, including but not limited to
the university application, professional history, and
transcripts.

2. Documents collected or created during the course
of an academic program, including but not limited
to transcripts, test scores, grades, university advising
records, financial aid information, academic
dishonesty records, learner conduct files, and
records of educational services provided to the
learner.

3. Official correspondence to or from a learner
pertaining to his or her academic progress,
advising, financial status, learning disability records,
physical disability records, academic dishonesty
records, and disciplinary and learner conduct
records.

B. Education records do not include the following
documents:

1. Records and notes of instructional, supervisory,
administrative, and certain educational personnel
that are the sole possession of their originator
and are not accessible or revealed to any other
individual except a substitute performing the duties
of the individual who originated the records and/
or notes.

2. Records related to individuals employed by the
institution that are made and maintained in
the normal course of business, that are related
to individuals exclusively in their capacity as
employees, and that are not used for any other
purpose.

IL.

3. Records relating to a learner that are 1) originated
or maintained by a physician, psychiatrist,
psychologist, or paraprofessional acting in his
or her professional capacity or assisting in a
paraprofessional capacity, 2) used solely in
connection with providing treatment to the
learner, and 3) not disclosed to anyone other
than individuals providing such treatment. These
records must be available to a physician or other
appropriate professional of the learner’s choice.
“Treatment” in this context does not include
remedial educational activities or activities that
are part of the program of instruction at the
institution.

4. Institutional records that contain only information
related to previous learners (e.g., information
gathered on the accomplishments of alumni).

Notification of Rights under the Family Educational
Rights and Privacy Act (FERPA)

FERPA provides learners certain rights with respect to
their education records. The rights include:

A. The right to inspect and review the learner’s education

records within 45 days of the university receiving a
request for access. Learners must submit a written
request to the Records Processing and Operations
department identifying the record(s) they wish to
review. The Records Processing and Operations
department will make arrangements for access and
notify the learner of procedures for records access and
inspection.

. The right to request the amendment of the learner’s

education records where the learner believes
information is inaccurate or misleading. Learners
may ask the university to amend a record they believe
is inaccurate or misleading. To do so, learners must
submit a written request to the Records Processing and
Operations department clearly identifying the part

of the record they want changed, specifying why the
record is inaccurate or misleading. If the university
decides not to amend the record as requested by the
learner, the university will notify the learner of the
decision and advise the learner of his or her right

to a hearing regarding the request for amendment.
Additional information regarding the hearing
procedures will be provided to the learner when he or
she is notified of the right to a hearing.

-
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C. The right to consent to disclosure of personally

identifiable information contained in education
records is permitted under specific circumstances.
FERPA allows disclosure without consent to school
officials with legitimate educational interests. A school
official is a person employed by the university in an
administrative, supervisory, academic or research, or
support staff position (including law enforcement
personnel and health staff); a person or company
with whom the university has contracted (such as

an attorney, auditor, or collection agent); a person
serving on the Capella University Board of Directors;
or a learner serving on an official committee, such

as a disciplinary or grievance committee, or assisting
another school official in performing his or her tasks.
A school official has a legitimate educational interest
if an education record must be reviewed in order to
fulfill his or her professional responsibility. Upon
request, the university may disclose education records
without consent to officials of another school in which
a learner seeks or intends to enroll.

. The right to file a complaint with the U.S. Department

of Education alleging failures by the university to
comply with the requirements of FERPA. The name
and address of the office that administers FERPA is:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Ave., SW
Washington, DC 20202-4605
phone: 202.260.3887

fax: 202.260.9001

Learners receive notification of their rights under
FERPA each July.

III. Right to Withhold Copies of Official Documents

The university reserves the right to deny copies of official
transcripts or other records (not including records
required to be made available under FERPA) if the
learner has past-due financial obligations to the university
or if there is an unresolved disciplinary or academic
dishonesty action against the learner.

Disclosure of Learner Information

A. Information contained in a learner’s education record

that generally would not be considered harmful or an
invasion of privacy if disclosed to outside organizations
is considered directory information. Directory
information may be released without prior learner
consent upon request by any individual or agency.

At Capella University, directory information is defined
as the following:

1. Learner name

State or country of residence
Email address

School affiliation

Program (BS, BSN, BPA, MS, MSN, MBA, MPA,
MPH, EdS, PhD, DBA, EdD, DPA, PsyD, DSW, or
certificate)

ISR N

6. Major field of study (specialization or
concentration)

7. Class level (freshman, sophomore, junior, senior,
graduate, or year in program)

8. Enrollment status (full-time or part-time)

Certificates or degrees received, and dates
conferred

10. Dates of attendance

11. Photographs (individual photographs posted by
learners in the courseroom or group photographs
taken at public events; this does not include
photographs to be used for marketing materials)

12. Anticipated graduation date

. FERPA provides learners the right to withhold

disclosure of their directory information. Learners are
encouraged to carefully consider the ramifications of
withholding directory information. Without subsequent
written consent from the learner, withholding the
disclosure of directory information will prohibit the
university from publishing the learner’s name in
commencement programs, completing employer
verifications, and complying with other common
requests for directory information.

. FERPA generally requires prior written consent from

the learner before an educational agency or institution
may disclose personally identifiable information from
education records to a third party. However, the law
contains exceptions to this general rule. Exceptions
that permit the release of personally identifiable
information without the learner’s prior written consent
are as follows:

1. Ex parte order—permits educational agencies
and institutions to disclose personally identifiable
information from the learner’s education records,
without the consent of the learner, to the Attorney
General of the United States or designee in
connection with the investigation or prosecution of
terrorist crimes.

-
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2. Lawfully issued subpoena and court order—allows
educational agencies and institutions to disclose
education records to the entity or persons
designated in a federal grand jury subpoena or
law enforcement subpoena without notifying the
learner. With all other subpoenas, a reasonable
effort will be made to contact the learner prior to
the release of information.

3. Health or safety emergency—permits non-
consensual disclosure of education records or
personally identifiable information in response
to a situation that presents imminent danger to a
learner or other members of the community, or
to avert or diffuse serious threats to the safety or
health of a learner or another individual.

4. Directory information—allows a school to disclose
directory information as defined in this policy
from its education records without prior consent
from a learner only after giving notice to learners
of the institution’s directory information policy
and allowing learners the opportunity to deny
disclosure of their directory information.

5. Disclosure to the Immigration and Naturalization
Service (INS)—permits educational institutions
to release personally identifiable information of

learners who have signed Form I-20 for the purpose

of allowing the INS to determine a learner’s
nonimmigrant status. Form I-20 contains a consent
provision allowing the disclosure of information to
the INS.

6. Disclosure to federal, state, local, or independent

organizations engaged in studies for or on behalf of

Capella University—allows disclosure of personally
identifiable information in order to develop,
validate, or administer learner aid programs, to

administer predictive tests, or to improve education

only if the following two conditions are met:

a. Capella University receives confirmation that the

study will be conducted in a manner that does
not permit personal identification of learners or

parents by anyone other than a representative of

the organization conducting the study; and

b. Information that could result in personal
identification of learners or parents will be
destroyed when it is no longer needed for the
study or the purposes for which the study was
conducted.

4.01.03 Retaining Learner Work Products and Grading
Records

Capella University requires faculty and learners to retain

learner work products and grading records according to this

policy and its related definitions and procedures.

Faculty members are required to retain all grading records
and learner correspondence related to a learner’s final course
grade for one calendar year from the end of the quarter
during which the course was offered. Final work products are
returned to the learner at the end of the quarter during which
the learner completed a course. Faculty members retain copies
of all such work products for one quarter. Faculty members

do not permanently retain copies of learner work products,
nor does the university provide learners with archived course
materials. Faculty members who take an unplanned leave of
absence during the quarter or who leave the university are
responsible for forwarding all grading records and active
correspondence with learners to the appropriate program’s
faculty chair.

In the courseroom, each learner has access to a personal

file area called My Files. Learners are responsible for
maintaining the files in their My Files folder. Learners may
not maintain more than 20 megabytes (MB) of files in the
My Files area. The university reserves the right to restrict the
amount of data learners may upload if they have more than
20MB stored in the My Files area. Files with a Last Modified
date older than the beginning of the previous quarter are
automatically removed from the My Files folder. Learners
are also responsible for removing files created prior to the
beginning of the previous quarter from their My Files folder.
The File Manager function in the courseroom displays the Last
Modified date.

PROCEDURES

Learner Responsibilities

A. Learners are strongly advised to retain all course-related
work and faculty correspondence pertaining to final
course grades in their own electronic files.

B. My Files Storage

1. In the courseroom, each learner has access to a
personal file area called My Files. My Files is a
temporary storage area. Any time files are uploaded to
the courseroom, a copy of the uploaded file is placed
in My Files. Learners may also create and edit text
and HTML files, upload and download files, create
directories, and move files into this space. Files added
to My Files—automatically or by the learner—are stored
as part of the courseroom and are not identified by
course.

-
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2. Learners are responsible for maintaining the files in RIGHTS AND RESPONSIBILITIES
their My Files folder. Learners may not maintain more
than 20 megabytes (MB) of files in the My Files area. 4.02.01 Learner Disability Accommodations

The university reserves the right to restrict the amount
of data learners may upload if they have more than
20MB stored in the My Files area.

3. Files with a Last Modified date older than the
beginning of the previous quarter are automatically
removed from the My Files folder. Learners are also
responsible for removing files created prior to the
beginning of the previous quarter from their My Files
folder. The File Manager function in the courseroom
displays the Last Modified date.

4. Only learners enrolled in online courses may access
the courseroom and My Files folder.

4.01.06 Official Learner Name of Record

Capella University requires consistent use of the learner’s
legal name, which is the name associated with the learner’s
government-issued identification (most often, the Social
Security card). The learner’s legal name will be the name used
in learner records; on transcripts, diplomas, and certificates;
and in official university documentation.

PROCEDURES
I. Initial Documentation of Learner Name

Applicants to Capella University provide Capella with
their legal name of record at the time of admission
application.

II. Changing Learner Name in Learner Record

A. Changing a learner’s name in Capella University’s
systems and on the learner’s transcripts and diploma
requires official documentation. Examples of
acceptable documentation include:

1. Social Security card

2. Passport

3. Official court documentation of name change
4. Driver’s license

B. Once documentation has been received via fax or mail,
the Records Processing and Operations department
will process the name change and send a confirmation
email to the learner.

C. Capella University will not honor requests to use any
name other than the learner’s legal name of record on
any university document.

Capella University is committed to extending educational
access to adult learners and is dedicated to providing
accommodations and services to qualified learners with
disabilities so that they may achieve their full academic
potential. Capella University recognizes and fulfills

its reasonable accommodations obligations under the
Rehabilitation Act of 1973, the Americans with Disabilities Act
of 1990 (ADA), the ADA Amendments Act of 2008, and similar
state laws. The type of accommodation provided is dependent
on a learner’s disability and limitations. Learners are not
charged additional fees for disability accommodations. The
university reserves the right to utilize external service agencies
to provide the necessary accommodations.

Section 504 of the Rehabilitation Act of 1973 requires that all
services, benefits, and programs provided by the university be
accessible to any learner with a documented disability. The
law is a guide that cannot and does not address all possible
situations. It is essential for all parties to understand that
there may be a variety of accommodations and that there may
be differences regarding which services are appropriate in a
given situation. Section 504 requires the university to publish
a grievance procedure whereby disputes may be addressed in
an impartial and efficient manner. The appeal procedures
are used only in situations for which appropriate physician
documentation is submitted to Disability Services and one or
both of the following circumstances apply:

1. Accommodations requested were denied, or

2. Alternative accommodations, if any, were not considered
sufficient by the learner.

PROCEDURES
I.  Requesting Disability Accommodations
A. To request a disability accommodation, learners must:

1. Complete and submit the Accommodations for
Learners with Disabilities form located on iGuide.

2. Provide required documentation of the disability
from an appropriate professional, such as a
medical doctor, psychologist, or psychiatrist.
Documentation should be current (within the
last three years), on professional letterhead, and
contain the following information:

a. Diagnosis of disability

b. The effect the disability’s impairments have on a
learner’s learning/major life activities

UNIVERSITY POLICIES
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c. Recommendations for academic adjustments
that would enable the learner to compensate for
those limitations with respect to the educational
program. All documentation must be submitted
to:

Capella University

ATTN: Disability Services

Capella Tower

225 South Sixth Street, Ninth Floor
Minneapolis, MN 55402

B. Documentation and accommodation requests must be
received at least 21 calendar days prior to the start of
a course, residency, or event to allow adequate time to
process the request. Late requests will be considered,
but there is a risk the request cannot be reasonably
evaluated or implemented before the course,
residency, or event begins.

C. Upon receipt of all documentation, a disability services
specialist will contact the learner to determine the
appropriate accommodations.

Appealing a Disability Accommodation

A. Learners are encouraged to exhaust all informal
procedures before beginning the formal appeal
process. A learner may pursue the formal process if he
or she is not satisfied with the results of the informal
procedure.

1. Informal process—The university encourages
the use of informal processes to resolve
any disagreements regarding academic
accommodations related to a documented
disability. The goal of the informal appeal process
is to achieve an appropriate resolution as quickly
as possible. The informal process begins with
the learner conferring with a disability services
specialist in a good faith effort to achieve a
reasonable resolution of the complaint.

2. Formal process—The formal process is more
involved and requires a greater level of
documentation than the informal process. This
process serves as a vehicle for appealing a decision
or resolving any impasse that may have occurred
during the informal process.

a. The learner must submit the request to initiate
the formal appeal process within seven calendar
days after the disability services specialist notifies
him or her of a decision or the inability to reach
a decision. Reasons for the request must be
limited to one or more of the following:

-

i. To determine whether the denial of
accommodations was appropriate and
whether alternative accommodations—if any
were provided—were sufficient.

ii. To consider new evidence or facts that may
be sufficient enough to alter a decision and
that were not introduced in the original
request because such evidence or facts were
not known or available through reasonable
inquiry at the time of the decision.

b. The duration of the formal process is
determined by the complexities of the case but
typically does not exceed 30 calendar days.

c. Alearner begins the formal process by taking
the following steps:

i.  The learner shall submit a written appeal
to the director of Specialized Support or
designee, noting specific objections to the
decision rendered during the informal
process and providing any materials he or
she feels are relevant to those objections.
The appeal must include the following
components:

1. A summary of the original request for
accommodations and the resulting
decisions and actions.

2. A detailed statement of the
circumstances and any documentation
relating to the complaint.

3. A statement that explains why the
learner disagrees with the decisions or
actions of the informal process or why
no decision was able to be reached, if
such was the case.

4. The resolution the learner is seeking.

ii. Within seven calendar days of receiving the
formal appeal, the director of Specialized
Support or designee will acknowledge
receipt of the request.

iii. The director of Specialized Support or
designee receives and reviews all evidence
and records of prior discussions and
deliberations.

iv. Following the investigation, the director
of Specialized Support or designee will
render a decision regarding the matter and
communicate it to the learner, all associated
parties, and any other appropriate
individuals as necessary.
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v. A full report of the incident, appeal, and all iv. Following the investigation, the director
related materials will be kept in the Office of Learner Management and School
of Disability Services records and upon Administration or designee will render

request, will be made available to all Capella
University boards and any appropriate
regulatory bodies.

3. Appeal process—If a learner wishes to appeal the

decision of the director of Specialized Support, he

or she must submit a formal request to the director

of Learner Management and School Administration

within seven calendar days of being notified of the

decision by the director of Specialized Support.

a. The duration of the university-level process is

determined by the complexities of the case but

is not to exceed 30 calendar days.

b. The appeal process involves the following steps:

i.

ii.

iii.

The learner shall submit a written appeal to
the director of Learner Management and
School Administration or designee, noting
specific objections to the decision rendered
during the formal process and providing
any materials he or she feels are relevant to
those objections. The appeal must include
the following components:

1. A summary of the original request for
accommodations and the resulting
decisions and actions.

2. A detailed statement of the
circumstances and any documentation
relating to the complaint.

3. A statement explaining why the learner
disagrees with the decisions or actions of
the formal process and the decision of
the director of Specialized Support.

4. The resolution the learner is seeking.

Within seven calendar days of receiving

the appeal request, the director of Learner
Management and School Administration or
designee will notify the learner, Disability
Services, and the director of Specialized
Support that a university-level review process
will take place.

The director of Learner Management
and School Administration receives

and reviews all evidence and records of
prior discussions and deliberations. The
director of Learner Management and
School Administration may also ask for an
independent investigation of the evidence
and circumstances of the case.

a decision regarding the matter and
communicate it to the learner, all associated
parties, and any other appropriate
individuals as necessary.

v. A full report of the incident, appeal, and all
related materials will be kept in the Office
of Disability Services records and upon
request, will be made available to all Capella
University boards and any appropriate
regulatory bodies.

c. The decision of the director of Learner
Management and School Administration or
designee is final.

III. Canceling a Disability Accommodation

Learners who are unable to attend a residency or any
other event for which the university has contracted a
disability accommodation on their behalf must cancel
these accommodations at least seven calendar days

prior to the start of the event. Learners canceling
accommodations less than seven calendar days prior to
the event may be required to pay all cancellation fees
incurred by the university in arranging for the service. To
cancel a disability accommodation, learners must submit
a written cancellation notification to the disability services
specialist at DisabilityServices@capella.edu.

4.02.02 Learner Code of Conduct

Learners are responsible for conducting themselves in a
manner guided by respect, collegiality, and honesty. Learner
conduct that infringes on the quality of the educational
experience is not acceptable; this policy describes the types of
conduct that are unacceptable. (Separate university policies
address academic honesty and discrimination, harassment,
and assault. For further details, see university policies 3.01.01
Academic Honesty and 4.02.04 Discrimination, Harassment, and
Assault.)

Prohibited learner conduct includes but is not limited to
illegal activities, theft, disrespect, interference with university
activities, dishonesty, and conduct unbecoming in an academic
environment, as described in the definitions section of this
policy.

Learners engaging in prohibited conduct will be subject to
disciplinary action, including but not limited to course failure,
suspension, summary suspension, or dismissal. Learners who
are unable to complete a course as a result of these sanctions
are not eligible for tuition refunds.

UNIVERSITY POLICIES
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DEFINITIONS

Dishonesty

Learners may not intentionally provide false information or
forge, alter, or falsify university documents. Learners may

not misrepresent their academic record or status (which
includes referring to oneself publicly as a “doctor” prior to the
conferral of an earned doctoral degree). Learners may not
present the academic work of others as their own.

Dismissal

Dismissal is the permanent separation of a learner from the
university or termination from a program of study. In the

case of dismissal from the university, the learner is prohibited
from re-enrolling in the university at any time in the future.
In the case of dismissal from a program of study, the learner
will be prohibited from re-enrolling in course work within
that program, but may be permitted to transfer to an alternate
program of study.

Disrespect

Learners may not harass, threaten, or embarrass others.
Learners may not post, transmit, communicate, promote, or
distribute content that is racially, religiously, or ethnically
offensive or is harmful, abusive, vulgar, sexually explicit, or
otherwise offensive. Learners are expected to behave in an
appropriate manner and treat learners and university faculty,
staff, and administrators with respect at all times.

Interference with University Activities

Actions that interfere with, obstruct, or disrupt university
courses, activities, functions, or events are prohibited.
Inappropriate or offensive course postings are considered as
interference with university activities.

Sanctions

A sanction is a disciplinary action (e.g., written warning,
suspension, summary suspension, dismissal) that may result
from engaging in prohibited conduct.

Summary Suspension

Summary suspension is the immediate suspension of a learner
in cases involving egregious violation of the learner code of
conduct. Summary suspension is a temporary status during
which a learner is denied access to the courseroom and
prohibited from engaging in university activities while an
evaluation of the prohibited conduct is being completed.

Suspension

Suspension is a university-initiated temporary status during
which a learner is denied access to the courseroom and
prohibited from engaging in university activities until stated
conditions have been met.

Theft

Learners may not take property that is not their own, nor may
they post, transmit, promote, or distribute content that violates
copyright or other protected intellectual property rights.
Unauthorized use of university property is prohibited. Theft
and abuse of computer resources is prohibited.

Written Warning

A written warning may result from engaging in prohibited
conduct and describes certain conditions learners must meet
to continue to have access to the courseroom.

PROCEDURES
Reporting of Suspected Prohibited Conduct

A. Anyone may report an instance of alleged prohibited
conduct.

B. The alleged prohibited conduct should be reported
verbally or in writing to any member of university
faculty, staff, or administration.

C. The university faculty, staff, or administration
member will report the alleged prohibited conduct
verbally or in writing to their supervisor. Should the
alleged prohibited conduct occur during a university-
sponsored activity or event, the faculty, staff, or
administration member will report it to the event
manager directly associated with the activity or event.

D. The individual receiving the report of the alleged
prohibited conduct will bring it to the attention of the
university official directly associated with the activity
or event, should the report be made to someone other
than this university official.

II. Initial Resolution Process

Whenever possible, instances of alleged prohibited
conduct should be resolved at the discretion of the
university official directly associated with the activity
or event during which the alleged prohibited conduct
occurred.

A. The university official responsible for the activity or
event during which the alleged prohibited conduct
occurred will review the circumstances surrounding
alleged prohibited conduct and with the learner, will
determine the appropriate action.

1. The university official will contact the learner
to notify him or her of the alleged prohibited
conduct.

2. The learner will be given the opportunity to
explain or refute the alleged prohibited conduct.

-
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3. The university official will issue a decision. 2. A brief description of the alleged prohibited
a. If no further action is required, the university conduct, including the date(s), time(s), and
official will notify the learner via email of his or place(s).

II1.

Iv.

her decision and indicate the matter as being
resolved.

b. If further action is required, the university
official will notify the learner of the next steps in
the process and include copies of any relevant
university policies.

B. The university official will forward a copy of the
decision notification and any evidence of the
prohibited conduct to the appropriate school designee
to be filed in the learner’s official academic record.

C. The learner has the right to appeal the university
official’s decision, as described in section IV.

Summary Suspension

A. In cases of egregious violation of the learner code of
conduct, a learner may be immediately suspended (i.e.,
be issued a summary suspension).

B. The university official directly associated with the
activity or event during which the alleged prohibited
conduct occurred is responsible for notifying the
learner of the summary suspension decision, including
outlining the steps and time line of the impending
investigation, and informing the learner of his or her
rights for due process and appeal. When a summary
suspension is issued, the investigation and formal
review process will be completed by the director of
University Learner Affairs within seven calendar days.
While on summary suspension, learners are denied
access to the courseroom and are prohibited from
engaging in university activities.

Formal Resolution Process

If the learner rejects the university official’s decision, the
matter will be referred to an independent review panel.

A. Upon receiving the learner’s appeal request, the panel
designee will acknowledge receipt of the request and
inform all involved parties that a formal resolution
process has been initiated.

B. Within 10 calendar days of being sent notification
that a formal resolution process has been initiated, all
involved parties must submit information regarding
the matter to the panel designee. This information
must include:

1. The individual(s) against whom the alleged
prohibited conduct is directed.

3. Any efforts to resolve the matter during the initial
resolution process.

4. The corrective action the learner is seeking.

C. Following referral of the matter, the panel will convene
to review the materials and issue a decision as soon as
practicable.

1. The panel will investigate all evidence supporting
and/or refuting the alleged prohibited conduct,
the learner’s complete academic record, any
further issues surrounding the alleged prohibited
conduct, and the school’s response.

2. The panel will provide adequate opportunity to
hear from all involved parties and for each party
to state his or her respective case in writing.
Upon request, either party will be provided the
opportunity to appear before the panel, either in
person or via telephone.

3. Upon evaluation of the evidence and hearing from
all involved parties, the panel will issue a decision
and set forth a resolution to be implemented.

4 In cases of policy violation, the panel will
determine the appropriate sanction, which may
include a written warning, suspension, or in cases
of serious and/or repeated prohibited conduct,
dismissal from the university.

5. The panel designee will report the panel’s decision
to all involved parties as soon as practicable. A
record of the panel’s decision and sanction will
become part of the learner’s official academic
record.

6. Both parties have the right to appeal the panel’s
decision, as described in section V.

Formal Appeal Process

If either party chooses to appeal the panel’s decision,

he or she must submit a formal, written appeal request
to the director of University Learner Affairs. The appeal
request must be submitted via mail or email and within
10 calendar days of being sent notification of the panel’s
decision.

A. Upon receiving the appeal request, the director of
University Learner Affairs will acknowledge receipt
of the request and inform all involved parties that a
formal appeal process has been initiated.

UNIVERSITY POLICIES
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B. The director of University Learner Affairs will receive
and review all prior evidence, records, evaluations, and
university official and panel decisions associated with
the alleged prohibited conduct.

C. Following the review, the director of University
Learner Affairs will issue a decision and report it
to all involved parties as soon as practicable. The
decision will either 1) uphold the findings of the
panel, 2) reverse the findings of the panel, 3) direct
the panel to provide additional information, or 4)
determine his or her own findings. In the event
the director of University Learner Affairs requests
additional information from the panel, the involved
parties will be notified of a revised time frame for the
determination of the grievance.

D. The decision of the director of University Learner
Affairs is final.

E. A record of the final decision and all related materials
will become part of the learner’s official academic
record and upon request, will be made available to
all Capella University boards and any appropriate
regulatory bodies.

4.02.03 Learner Grievance

This policy provides a structured process for resolving
problems, complaints, or grievances relating to the execution
of institutional policies or procedures. Capella University
ensures that learners will not be subject to unfair actions as a
result of their initiation of a grievance proceeding.

DEFINITIONS

Designee of the Chief Academic Officer

A designee of the chief academic officer is an individual
designated by the university president to act on his or her
behalf.

Faculty

Faculty members include core faculty, adjunct faculty, and
other Capella employees that serve in an instructional capacity
(e.g., independent contractors).

Grievance

A grievance is a complaint against an individual based

on specific facts that there has been a misinterpretation,
misapplication, discriminatory application, or violation of a
university policy or procedure that may or may not include
aviolation of rights as set forth in university policy 4.02.02
Learner Code of Conduct. The intent of the grievance process
is to resolve a complaint by informal and if necessary, formal
means.

Grievance Review Panel (GRP)

A Grievance Review Panel is an independent review panel to
which all learner grievances are referred during the formal
resolution process. The GRP is appointed by the Learner
Management and School Administration department.

Learner

Alearner is someone who is enrolled in a degree or certificate
program or is enrolled as a course learner at the time during
which the alleged grievance occurred. Many members of the
university have dual-constituency status (e.g., a staff member
enrolled in academic course work is also a learner). For the
purposes of this policy, the constituency affected will dictate
the policy and procedure to be invoked.

Staff

Staff members are any university employees other than faculty.

PROCEDURES
I.  Policy Scope

This policy and procedure applies under all circumstances
except the following:

A. Learners’ grievances against other learners. These will
be processed according to the provisions described in
university policy 4.02.02 Learner Code of Conduct.

B. Personnel matters occurring outside the academic
experience.

C. Grade appeals or decisions based on academic
work, unless there is a claim of harassment and/or
discrimination. Such issues will be processed according
to university policy 3.04.09 Appealing a Grade.

II. Initial Resolution Process

A. Before filing a formal, written grievance, the aggrieved
party is encouraged to first make a good faith effort
to confer with the party against whom he or she has a
grievance. This represents an effort to achieve a fair
and reasonable resolution to the grievance by informal
means.

B. The aggrieved party may contact the Customer Care
Office for assistance in the resolution effort.

III. Formal Resolution Process

If the aggrieved party does not receive an adequate
resolution to the grievance, he or she may submit a
formal, written grievance to the Learner Management and
School Administration department.

‘ o
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A. Upon receiving the grievance, the Learner

Management and School Administration department
will acknowledge receipt of the grievance and inform
all involved parties that a formal resolution process has
been initiated and that the grievance is being referred
to a Grievance Review Panel (GRP).

B. Within 10 calendar days of being sent notification

that a formal resolution process has been initiated, all
involved parties must submit information regarding
the matter to the GRP designee. This information must
include:

1. The individual(s) or department(s) against whom
the grievance is directed.

2. A brief description of the grievance, including the
date(s), time(s), and place(s).

3. Any efforts to resolve the matter during the initial
resolution process.

4. The corrective action the grievant is seeking.

. Following referral of the matter, the GRP will convene

to review the materials and issue a decision as soon as
practicable.

1. The GRP will investigate all evidence supporting
and/or refuting the grievance, and any further
issues surrounding the grievance.

2. The GRP will provide adequate opportunity to hear
from all involved parties and for each party to state
his or her respective case in writing. Upon request,
either party will be provided the opportunity to
appear before the panel, either in person or via
telephone.

3. Upon evaluation of the evidence and hearing from
all involved parties, the GRP will issue a decision
and set forth a resolution to be implemented.

4. The GRP designee will report the GRP’s decision to
all involved parties as soon as practicable. A record
of the GRP’s decision will become part of the
learner’s official academic record.

5. Both parties have the right to appeal the GRP’s
decision, as described in section III.

IV. Formal Appeal Process

If either party chooses to appeal the Grievance Review
Panel’s (GRP) decision, he or she must submit a formal,
written appeal request to the director of University
Learner Affairs. The appeal request must be submitted via
mail or email and within 10 calendar days of being sent
notification of the GRP’s decision.

V.

A. Upon receiving the appeal request, the director of

University Learner Affairs will acknowledge receipt
of the request and inform all involved parties that a
formal appeal process has been initiated.

. The director of University Learner Affairs will receive

and review all prior evidence, records, evaluations, and
GRP decisions associated with the grievance.

. Following the review, the director of University

Learner Affairs will issue a decision and report it to all
involved parties as soon as practicable. The decision
will either 1) uphold the findings of the GRP, 2)
reverse the findings of the GRP, 3) direct the GRP

to provide additional information, or 4) determine
his or her own findings. In the event the director

of University Learner Affairs requests additional
information from the GRP, the involved parties will be
notified of a revised time frame for the determination
of the grievance.

. The decision of the director of University Learner

Affairs is final, except as described in section IV.

. A record of the final decision and all related materials

will become part of the learner’s official academic
record and upon request, will be made available to
all Capella University boards and any appropriate
regulatory bodies.

External Resolution Process for Arizona, Florida,
Georgia, Ohio, South Carolina, and Wisconsin Learners

A. For Arizona Learners

If the complaint cannot be resolved after exhausting
the institution’s learner grievance procedure, the
learner may file a complaint with the Arizona State
Board for Private Postsecondary Education; 1400

W. Washington; Room 260; Phoenix, AZ 85007;
602.542.5709. Learners must contact the state board
for further details.

. For Arkansas Learners—Schools of Undergraduate

Studies and Business and Technology

If a complaint cannot be resolved after exhausting

the institution’s learner grievance procedure, the
learner may file a complaint with the Arkansas Higher
Education Coordinating Board; 114 E. Capitol; Little
Rock, AR 72201-3918; 501.371.2065.

. For Florida Learners

If a complaint cannot be resolved after exhausting the
institution’s learner grievance procedure, the learner
may file a complaint with the Florida Commission for
Independent Education; 325 W. Gaines St.; Suite 1414;
Tallahassee, FL 32399; 888.224.6684. Learners must
contact the commission for further details.

e
-
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D. For Georgia Learners
If the complaint cannot be resolved after exhausting
the institution’s learner grievance procedure, the
learner may file a complaint with the Georgia
Nonpublic Postsecondary Education Commission; 2189
Northlake Parkway; Building 10; Suite 100; Tucker, GA
30084-4113; 770.414.3235. Learners must contact the
state board for further details.

E. For Ohio Learners—School of Undergraduate Studies
and master’s degree programs in the schools of
Business and Technology (including MBA), Education,
Public Service Leadership, and the Harold Abel School
of Social and Behavioral Sciences
If a complaint cannot be resolved after exhausting the
institution’s learner grievance procedure, the learner
may file a complaint with the Ohio Board of Regents;
30 E. Broad St.; 36th Floor; Columbus, OH
43215-3414; 614.466.6000.

F. For Ohio Certificate Learners
If a complaint cannot be resolved after exhausting
the institution’s learner grievance procedure, the
learner may file a complaint with the Ohio State
Board of Career Colleges and Schools; 35 East Gay St.;
Suite 403; Columbus, OH 43215-3138; 614.466.2752.
Registration No. 04-03-1709T. Learners must contact
the state board for further details.

G. For South Carolina Learners
If a complaint cannot be resolved after exhausting
the institution’s learner grievance procedure, the
learner may file a complaint with the South Carolina
Commission on Higher Education; 1333 Main St.;
Suite 200; Columbia, SC 29201; 803.737.2260.

H. For Wisconsin Learners
If a complaint cannot be resolved after exhausting the
institution’s learner grievance procedure, the learner
may file a complaint with the Wisconsin Educational
Approval Board; 30 W. Mifflin St.; Ninth Floor;
Madison, WI 53707-8896; 608.266.1354.

4.02.04 Discrimination, Harassment, and Assault

Capella University prohibits the discrimination, harassment, or
assault of any members of the university community and any
retaliatory behavior related to harassment reports. This policy
applies to all interactions that involve learners. Interactions
that do not involve learners are covered under the “Sexual and
other Unlawful Harassment” policy located on Stella and in
the Employee Handbook.

DEFINITIONS

Assault

Assault is the commission of an act with the intent to cause
fear in another of immediate bodily harm or death, or the
intentional infliction or attempt to inflict bodily harm upon
another. Sexual assault is forced sexual activity without the
expressed consent of both parties, and includes but is not
limited to threat of sexual assault, sexual battery, forced oral
copulation, forced sodomy, rape, and rape by a foreign object.

Community

Community includes all Capella learners, faculty,
administrators, staff, contracted workers, and others who
participate in university activities.

Discrimination

Discrimination is the segregation or separation of individuals
based on race, creed, religion, age, national origin, gender,
disability, sexual orientation, marital status, or status with
regard to public assistance. Discriminatory practices include
any instances of treatment or behavior that interferes with an
individual’s full participation in the university community,
such as discouraging course participation or other activities
designed to inhibit progress in a program of study.

Harassment
Harassment encompasses any unwanted behavior that results
in a hostile environment.

Sexual Harassment

Sexual harassment includes unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct
of a sexual nature, including but not limited to the following:

¢ Submission to such conduct is made either explicitly
or implicitly a term or a condition of an individual’s
employment or education.

* Submission to or rejection of such conduct by an individual
is used as a basis for employment or educational decisions
affecting such individual.

-
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e The conduct interferes with an individual’s work or D. At the direction of law enforcement officials, the
academic performance or creates an intimidating, hostile, grievant will receive prompt and complete assistance
or offensive working or academic environment. from Capella University administrators in obtaining,

Unwelcome, unnecessary, or coerced touching, kissing,
grabbing, hugging, cornering, or other physical contact
that is of a sexual nature or is sexually motivated.

Unwanted sexual compliments or comments.

Demand for sexual favors accompanied by implied or overt
threats concerning employment, grades, compensation,
tangible benefits, or recommendations.

Unequal academic or employment performance standards,
discipline, or work regulations because of sex.

Deliberate or careless use of offensive or demeaning
language that has a sexual connotation.

Deliberate or careless dissemination of materials such

as cartoons, articles, pictures, or graffiti that have sexual
content, which are not necessary for the employment or
academic environment, and which are offensive to learners
or employees.

University Administrator

A university administrator is a university employee who holds a
position of responsibility at a supervisory or managerial level,
or higher.

PROCEDURES

L

II.

Education

Capella University believes that education can be
proactive in minimizing incidents of discrimination,
harassment, or assault and offers education for learners,
faculty, and staff. Information is disseminated via the
Internet through the employee training program.

Procedures for Addressing Discrimination, Harassment,
or Assault

A. Any member of the university community who
believes that he or she has been discriminated against,
harassed, or assaulted may request assistance from any
university administrator or staff member in charge at
any university-related event.

B. The university administrator will inform the grievant
of university procedures and direct him or her to
university policy 4.02.03 Learner Grievance.

C. Upon request, the grievant will receive prompt
assistance from the university administrator in
notifying the appropriate law enforcement officials.

III.

securing, and maintaining evidence in connection with
the incident.

E. The grievant will be permitted to have an advocate
present during disciplinary proceedings. The advocate,
a Capella University faculty or staff member or learner,
will act as a support person for the grievant.

F. Upon request, the grievant will receive assistance
from Capella University administrators in shielding
the grievant from unwanted contact with the alleged
assailant.

G. In cases of assault, the accused will also be permitted
to have an advocate present during any disciplinary
proceedings.

Retaliatory Action

A. Retaliatory actions include actions taken against
a grievant, the person against whom a grievance
is brought, or those participating in a grievance
procedure.

B. Retaliatory actions may be grounds for a discriminatory
or harassment complaint as described in this policy.

Physical Scope of Coverage

Capella University prohibits discrimination, harassment,
or assault on any university premises, including

offices, teaching sites and campuses, parking facilities,
vehicles used for university business, or anywhere while
conducting university business or engaging in university
activities.

UNIVERSITY POLICIES
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4.02.05 Drugs and Alcohol

Capella University is committed to providing an environment
free of alcohol and other drugs, including prescription
medication and substances causing impaired performance.
The unlawful possession, use, or distribution of drugs or
alcohol on property owned, leased, or rented by Capella
University, or as part of any of the activities of the university, is
strictly prohibited. Use of alcohol at Capella events other than
those where alcohol is offered, is discouraged. Any impairment
caused by drugs or alcohol that prevents the completion of
event activities or interferes with the enjoyment of others

will result in dismissal from the event. Prohibited conduct is
subject to the sanctions and rights contained in this policy and
other related policies and procedures.

PROCEDURES
I. Reporting a Violation

To report a violation, contact a university administrative
or events staff member.

II. Sanctions

A. Prohibited conduct will result in sanctions pursuant to
university policy 4.02.02 Learner Code of Conduct.

B. Learners may be required to complete an evaluation as
a condition of continued enrollment. The cost of this
evaluation, as well as any necessary treatment costs, will
be the responsibility of the learner.

III. Reporting
Learners who violate the law will be reported to the

appropriate law enforcement officials.

4.02.06 Consensual Relationships

Capella University seeks to maintain a professional educational
environment. Actions of faculty, staff, and administrators

that are unprofessional or appear to be unprofessional are
inconsistent with the university’s educational mission. It is
essential that those in a position of authority or power not
abuse, nor appear to abuse, the authority or power with which
they are entrusted.

Faculty, staff, and administrators may not engage in consensual
relationships with learners whenever an individual has a
professional “position of authority” or “power differential” with
respect to the learner in such matters as teaching a course,
facilitating a residency, or in otherwise evaluating, supervising,
mentoring, or advising a learner as part of academic activities.

A violation of this policy will result in disciplinary action.

4.02.07 Nondiscrimination

Capella University does not discriminate on the basis of

race, gender, age, ethnicity, religious beliefs, national origin,
disability, sexual orientation, marital status, status with regard
to public assistance, or in its admission, enrollment, or
employment policies or practices.

TUITION AND FEES
See Tuition and Fees table on pages 76-79.

4.03.01 Tuition and Fees

Capella University’s executive leadership is authorized to
establish a tuition and fees structure for all university programs
and activities. Tuition and fees are listed in the tuition and
fees schedule published in Capella’s University Catalog and on
the university Web site. Learners are responsible for payment
of their tuition and fees according to the schedule and this
policy and its related procedures.

PROCEDURES
I. Tuition Structure
A. Per-Course Tuition

1. Bachelor’s; master’s; EAD and DPA (during the
course phase); and certificate learners (excluding
post-master’s certificate) in all schools pay tuition
on a per-course basis.

2. PhD learners enrolled in psychology programs and
PsyD learners in the Harold Abel School of Social
and Behavioral Sciences pay tuition on a per-course
basis.

B. Quarterly Tuition

1. EdS; DBA; EdD and DPA (during the dissertation
phase); DSW; and post-master’s certificate learners
in the School of Education pay tuition quarterly on
a flat rate, not on a per-course basis.

2. PhD learners in the schools of Business and
Technology, Education, and Public Service
Leadership pay tuition quarterly on a flat rate, not
on a per-course basis.

3. PhD learners enrolled in counseling programs in
the Harold Abel School of Social and Behavioral
Sciences pay tuition quarterly on a flat rate, not on
a per-course basis.

4. New doctoral learners entering programs after the
beginning of a quarter pay 100 percent for that
quarter and receive a prorated tuition charge for
the following quarter if they enroll in a course.

-
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C. Comprehensive Examination and/or Dissertation 3. Refer to the tuition and fees schedule on the
Tuition Capella University Web site for application and
Learners enrolled in doctoral programs that require a international transcript evaluation fees.
comprehensive examination and/or dissertation pay B. Official Transcript Fee
tuition quarterly on a flat rate, not on a per-course 1. Capella University charges for official transcripts.
basis. . . . .
2. The university also reserves the right to withhold
D Residency Tuition the official transcripts of learners who are not in
1. Residency tuition and fees good financial standing with the institution.
a. Learners pay tuition for each residency they C. Prior Learning Assessment Petition Process Fee
attend. 1. The petition for credit process requires learners
b. Learners are responsible for the cost of their seeking credit for prior learning to pay an
travel, accommodations, food, and other evaluation fee for each petition.
expenses associated with residencies. 2. Refer to the tuition and fees schedule on the
2. Residency cancellation fee Capella University Web site for the petition for
Learners canceling their residency enrollment may credit for prior learning evaluation fee.
be charged a cancellation fee or may be ineligible 3. Petition for credit fees are nonrefundable,
for a tuition refund, depending on when the regardless of petition outcome.
cancellation is made. See university policy 3.04.05 D. Graduation Fee
Altendance at Residencies for details on residenc .
. .. ) Y All degree applicants must pay a non-refundable
requirements, tuition, and cancellation fees. . . .
graduation fee to cover the costs associated with the
E. Payment of Tuition and Fees final degree audit, the printing of diplomas, academic
1. American Express, Discover, MasterCard, Visa, wire regalia, and other commencement expenses. The
transfer, paper check, and e-check payments are learner’s graduation fee and all other fees must be
accepted.* paid in full prior to receiving a diploma or official
2. Payment is due prior to the start of the quarter transcripts.
or prior to the start of the course or residency for E. Non-Sufficient Fund (NSF)
those courses or residencies beginning mid-quarter. 1. Ifa check or e-check is returned to Capella due to
3. Payments received will be counted toward non-sufficient funds, closed accounts, or any other
learners’ current and outstanding tuition and fees. reason, an NSF fee will be charged to the learner’s
Non-financial aid refunds will only be issued to account.
learners whose accounts do not have current and 2. A fee will be charged for each check or e-check
outstanding tuition and fee balances. that is returned, reversed, or stopped payment.
IL.  Other Fees F. Learner ID Card Replacement Fee
A. Admission Application Fees Learners will be charged a fee for replacement learner
1. A credit card or U.S. bank account (e-check) ID cards.
payment is required with the online admission G. All fees are due upon assessment.
application.
Continued on page 80

2. The amount of the admission application fee is

automatically determined based on the information

provided during the admission process.

*Accepted Payment Methods

Credit Card

Visa, MasterCard, Discover,
and American Express are
accepted. To pay via credit
card, contact Learner Support
at 1.888.CAPELLA (227.3552)

Check

Check payments may be sent to
the address below. Please include
learner ID on the check.

Capella University
NW 5408 PO Box 1450
Minneapolis, MN 55485-5408

Domestic Wire Payment

Direct wire payments within the United
States using the information below. Include
learner name and ID.

Wells Fargo Bank NA

Sixth and Marquette,
Minneapolis, MN 55479

Transit Number: 121000248
Account Name: Capella University
Account Number: 1810665687

International Wire Payment

States using the information below. Include
learner name and ID. The originating bank

amount.

Wells Fargo Bank NA

Swift Code: WFBIUS6S

Account Name: Capella University
Account Number: 1810665687

Direct wire payments from outside the United

may deduct a fee from the submitted payment

UNIVERSITY POLICIES
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TUITION AND FEES

The following charges apply as of this catalog’s effective date, July 12, 2010, and are subject to change. For current pricing, visit the Capella
University Web site at www.capella.edu. See applicable schools' degree and certificate programs.

HAROLD ABEL

UNDERGRADUATE  BUSNESSANP eoucaon  senvice  SEHOOL OGS
SCIENCES

ALL PROGRAMS

Application fee (non-refundable) $50 $75 $75 $75 $75

International transcript evaluation fee (non-refundable) $100 $100 $100 $100 $100

Learner ID card replacement fee $15 $15 $15 $15 $15

BACHELOR OF SCIENCE (BS) PROGRAM

Capella Prior Learning Assessment per credit (non-refundable) $75

Tuition per 6-credit upper-division course (3000-4000 level) $2,070

Tuition per 4-credit upper-division course (3000-4000 level) $1,380

Tuition per 3-credit upper-division course (3000-4000 level) $1,035

Tuition per 6-credit lower-division course (1000-2000 level) $1,590

Tuition per 3-credit lower-division course (1000-2000 level) $795

Tuition per 5-credit graduate course for combined option $1,725

Tuition per 4-credit graduate course for combined option $1,380

Tuition per 3-credit graduate course for combined option $1,035

BACHELOR OF SCIENCE IN NURSING (BSN) PROGRAM

Capella Prior Learning Assessment per credit (non-refundable) $75

Tuition per 6-credit upper-division course (3000-4000 level) $1,950

Tuition per 4-credit upper-division course (3000-4000 level) $1,300

Tuition per 6-credit lower-division course (1000-2000 level) $1,590

Tuition per 3-credit lower-division course (1000-2000 level) $795

BACHELOR OF PUBLIC ADMINISTRATION (BPA) PROGRAM

Capella Prior Learning Assessment per credit (non-refundable) $75

Tuition per 6-credit upper-division course (3000-4000 level) $2,070

Tuition per 4-credit upper-division course (3000-4000 level) $1,380

Tuition per 6-credit lower-division course (1000-2000 level) $1,590

Tuition per 3-credit lower-division course (1000-2000 level) $795
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TUITION AND FEES, continued

PUBLIC HAROLD ABEL

scHooL S STubes | Tecrolosy ~ EDUCATON  sERvice - SURCH o

SCIENCES
MASTER OF SCIENCE (MS) PROGRAM
Capella Prior Learning Assessment per credit (non-refundable) $125 $125 $125
Tuition per 6-credit course $2,460
Tuition per 5-credit course $2,030
Tuition per 4-credit HRM, LEAD, OM, ORD, TS course $2,280
Tuition per 4-credit ED course $1,640
Tuition per 4-credit HS, PSF, COUN, CST course $1,760 $1,760
Tuition per 4-credit PSY course $1,624
Tuition per 3-credit ED course $1,230
Tuition per 3-credit PSY course $1,218
Tuition per 2-credit ED course $820
Tuition per 2-credit PSY course $812
Tuition per 1-credit ED course $410
Tuition per 1-credit COUN course $440
Tuition per 1-credit PSY course $406
Tuition per residential colloquium* $1,495
Year-in-residence tuition per weekend-in-residence* $275
Year-in-residence tuition per week-in-residence* $1,495
Year-in-residence tuition per extended seminar* $2,990
MASTER OF SCIENCE IN NURSING (MSN) PROGRAM
Tuition per 4-credit course $1,420
MASTER OF BUSINESS ADMINISTRATION (MBA) PROGRAM
Capella Prior Learning Assessment per credit (non-refundable) $125
Tuition per 3-credit course $1,974
MASTER OF PUBLIC ADMINSTRATION (MPA) PROGRAM
Tuition per 4-credit course $1,776
MASTER OF PUBLIC HEALTH (MPH) PROGRAM
Tuition per 4-credit course $1,692

EDUCATION SPECIALIST (EDS) PROGRAM
Quarterly tuition $4,485

Tuition per colloquium* $1,495

UNIVERSITY POLICIES
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TUITION AND FEES, continued

PUBLIC HAROLD ABEL

SCIENCES
DOCTOR OF PHILOSOPHY (PHD) PROGRAM
Quarterly tuition for OM, PHB, TS, ED, HS, PSF, CES, CST courses $4,485 $4,485 $4,485 $4,485
Quarterly tuition for OM, PHB, TS, ED, HS, PSF, CES, CST
comprehensive examination and dissertation courses $3,945 $3,945 $3,945 $3,945
Tuition per 5-credit PSY course $2,350
Tuition per 3-credit PSY course $1,410
Tuition per 2-credit PSY course $940
Tuition per 1-credit PSY course $470
Quarterly tuition for PSY
comprehensive examination and dissertation courses $2,550
Tuition per colloquium (tracks 1-3)* $1,495 $1,495 $1,495 $1,495
Tuition for colloquium track 4* $250 $250 $250 $250
DOCTOR OF BUSINESS ADMINISTRATION (DBA) PROGRAM
Quarterly tuition (includes residential colloquia*) $3,990
DOCTOR OF EDUCATION (EDD) PROGRAM
Tuition per 6-credit course $3,588
Quarterly tuition for dissertation courses $3,480
DOCTOR OF PUBLIC ADMINISTRATION (DPA) PROGRAM
Tuition per 4-credit course $2,480
Quarterly tuition for dissertation courses $3,100
DOCTOR OF PSYCHOLOGY (PSYD) PROGRAM
Quarterly tuition for comprehensive examination
and dissertation courses $2,550
Tuition per 5-credit course $2,350
Tuition per 3-credit course $1,410
Tuition per 2-credit course $940
Tuition per 1-credit course $470
Year-in-residence tuition per weekend-in-residence* $275
Year-in-residence tuition per extended seminar
(includes weekend-in-residence)* $3,265

DOCTOR OF SOCIAL WORK (DSW) PROGRAM

Quarterly tuition (includes dissertation writer's retreat*) $3,990
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TUITION AND FEES, continued

PUBLIC HAROLD ABEL

NOEIGUOUATE  SUNESSAD ooy e SoiooLorsoca

SCIENCES
CERTIFICATE PROGRAM
Quarterly tuition for post-master’s certificate $4,485
Tuition per 5-credit PSY course $2,030
Tuition per 4-credit HRM, LEAD, TS course $2,280
Tuition per 4-credit HS, PSF, COUN, CST course $1,760 $1,760
Tuition per 3-credit PSY practicum course $1,218
Tuition per 2-credit PSY practicum course $812
Tuition per residential colloquium* $495
Year-in-residence tuition per weekend-in-residence* $275
Year-in-residence tuition per week-in-residence* $1,495
Year-in-residence tuition per extended seminar* $2,990

* Learners are responsible for the cost of their travel, accommodations, food, and other expenses associated with residencies. See university policy 3.04.05
Attendance at Residencies and the Residencies page on iGuide. PhD and MS learners who cancel their residency enrollment more than 30 days prior to the
start of the residency will not be assessed a cancellation fee. Learners who cancel their residency enrollment 7-30 days prior to the start of the residency will be
assessed a $150 cancellation fee. Learners who cancel their residency enrollment 0-7 days prior to the start of the residency will be assessed the entire residency
fee.

UNIVERSITY POLICIES
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University Policies, continued

4.03.01 Tuition and Fees, continued

III. Reimbursement and Discounts 8. If the learner provides evidence of the affiliation

A. Employer Reimbursement

1. Learners receiving employer tuition assistance must
arrange for payment to Capella prior to the start of

status after the requested time frame, the discount
will be applied to future quarters only.

9. Tuition discounts do not apply to residency tuition.

their course(s). IV. Special Business Office Hold (SBOH)
2. This policy does not affect learners receiving A. All learners with an outstanding balance may be placed
veterans or vocational rehabilitation assistance, on SBOH.
active armed forces learners, or learners whose B. While on SBOH, learners are not granted access to
employers arrange to receive an invoice directly university activities or academic personnel or services,
from Capella. including advisors, mentors, courses, or the library.
B. Direct Bill C. Access to the courseroom may be regained upon
1. Direct bills and tuition assistance vouchers are only resolution of the account balance within the time lines
an option when no specific grade is required by communicated to affected learners.
the learner’s employer or third party as a condition D. Learners who do not pay their outstanding account
of reimbursement. Learners must complete and balance while on SBOH may be administratively
submit direct bills or tuition assistance vouchers withdrawn from the university.
rior to the start of the course. . . .
P E. Learners who are administratively withdrawn for SBOH
2. Direct bill invoices are created and sent after will be sent to a third party collection agency and/or
census. reported to a credit bureau.
3. The learner will be responsible for paying any V. Three-Day Cancellation
amount remaining from refusal or inability of . . . o
: thi dg . Y Written notice of cancellation within three days
employer or third party to pay. .
pioy party to pay (excluding Saturday, Sunday, and federal and state
C. Employer, Military, or Educational Institution holidays) of paying any fee is entitled to a refund of all
Affiliation Discount monies paid. No later than 30 days of receiving the notice
1. Learners may be eligible for an affiliation tuition of cancellation, Capella University will provide the 100
discount due to an arrangement between Capella percent refund.
University and their employer or a military or VI. Collection Agency/Credit Reporting

educational institution.

2. Affiliation discounts are contingent on an ongoing
agreement between Capella University and the
employer or military or educational institution.

3. Itis the eligible learner’s responsibility to request
the applicable discount.

4. Capella University will not retroactively apply a
discount.

5. Capella University reserves the right to validate the
affiliation status of all learners offered a tuition
discount prior to and after applying the discount.

6. Learners must maintain the applicable affiliation in
order to continue to receive the discount. Learners
may be subject to yearly verification of their
affiliation.

7. If alearner qualifies for more than one affiliation
discount, the most favorable discount to the learner
applies.

Learners who refuse or are unable to pay an outstanding
past-due balance may have their account sent to a
collection agency and/or reported to a credit bureau.

4.03.02 Tuition Refunds

Capella University’s executive leadership is authorized to

establish a tuition and fees refund structure and schedule

for all university programs and activities as established in this

policy and its related procedures and schedules. Individual
states may require a separate tuition refund schedule.

PROCEDURES

I

Tuition Structure and Fees
A. Per-Course Tuition

1. Bachelor’s; master’s; EAD and DPA (during the
course phase); and certificate learners (excluding
post-master’s certificate) in all schools pay tuition
on a per-course basis.
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2. PhD learners enrolled in psychology programs and II. Tuition Refund Schedule
PsyD learners in the Harold Abel School of Social A. Non-Participation
and Behavioral Sciences pay tuition on a per-course
basi pay P 1. Learners who are dropped from a course for
asis. o . C
not satisfying the requirement for initial course
3. Learners who completely withdraw from Capella participation are refunded 100 percent of the
University or drop one or more courses will have course tuition.
their tuition refunded as specified in the tuition .
2. Learners who request a course drop or withdrawal

refund schedules outlined in section II of this
policy.

B. Quarterly Tuition

1.

EdS; DBA; EdD and DPA (during the dissertation
phase); DSW; and post-master’s certificate learners
in the School of Education pay tuition quarterly on
a flat rate, not on a per-course basis.

PhD learners in the schools of Business and
Technology, Education, and Public Service
Leadership pay tuition quarterly on a flat rate, not
on a per-course basis.

PhD learners enrolled in counseling programs in
the Harold Abel School of Social and Behavioral
Sciences pay tuition quarterly on a flat rate, not on
a per-course basis.

Learners who completely withdraw from Capella
University or drop one or more courses will have
their tuition refunded as specified in the tuition
refund schedules outlined in section II of this

policy.

C. Comprehensive Examination and/or Dissertation

Tuition

1.

2.

Learners enrolled in doctoral programs that
require a comprehensive examination and/or
dissertation pay tuition quarterly on a flat rate, not
on a per-course basis.

Learners who completely withdraw from Capella
University or drop one or more courses will have
their tuition refunded as specified in the tuition
refund schedules outlined in section II of this
policy.

D. Fees

Capella University does not provide refunds for books,

supplies, or other listed fees.

Note: No tuition refund is given if a learner remains enrolled

in one or more courses. For more information about course
drops and withdrawals, refer to university policy 2.02.02
Course Enrollment.

as described in section VII of university policy
2.02.02 Course Enrollment and who have not satisfied
the requirement for initial course participation are
refunded 100 percent of the course tuition.

B. The following schedule applies to learners residing

in locations other than Georgia, North Dakota, South

Carolina, and Wisconsin:

Withdrawal or Drop Date Tuition
From the Class Start Date Refund
Through fifth calendar day 100%

6 - 12 calendar days 75%
Remainder of the term No refund

C. Georgia Residents Refund Policy

1.

The refund policy applicable to Georgia learners is
the Capella University institutional refund policy or
the following minimum refund policy as stipulated
by Georgia law, whichever is more favorable to the
learner. If a Georgia applicant requests a refund
within three business days after making a payment
to Capella University, the applicant will receive a
full refund, provided that the class start date has
not passed.

Georgia learners who withdraw or are
administratively withdrawn after the start date

of a course but before 50 percent of the course
term has passed are entitled to a pro rata refund
as follows. (All percentages are based on the total
number of calendar days in the course.)

% of Total
Calendar Days
1 day - 5%

6% - 10%

1% - 25%
26% - 50%
51% +

Tuition
Refund
95%

90%

75%

50%

No refund

As part of this policy, Capella University may

retain an administrative fee of no more than $150.
This administrative cost may be in addition to the
percentage of tuition, which may be retained by the
institution as provided above.

UNIVERSITY POLICIES
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3.

Georgia learners should notify Capella if they wish
to withdraw from a program or drop a course.
Refunds are calculated using the date provided

by the learner, unless the learner immediately
contacts Capella requesting an earlier withdrawal
date and provides acceptable verification that no
academic interaction occurred after the requested
date. Capella University issues the appropriate
refund in full to the learner within a maximum

of 30 calendar days of receiving the notification.
All or a portion of the refund will be used to pay
grants, loans, scholarships, or other financial aid in
adherence with federal and state laws.

D. North Dakota Residents Refund Policy

1.

North Dakota regulations require Capella
University to apply a separate refund policy to
North Dakota learners when written notice of
cancellation is given by the learner in accordance
with the following schedule.

When notice is received prior to or within 30
calendar days after completion of the first day of
instruction, or prior to the completion of one-
fourth of the educational services, all tuition and
other charges except 25 percent thereof must be
refunded to the learner.

When notice is received upon or after completion
of one-fourth of the educational services, but prior
to the completion of one-half of the educational
services, all tuition and other charges except 50
percent thereof must be refunded to the learner.

When notice is received upon or after the
completion of 50 percent of the educational
services, no tuition or other charges may be
refunded to the learner.

Withdrawal or Drop Date Tuition
From the Class Start Date Refund
0 - 7 calendar days 100%

8 - 30 calendar days after

course start or prior to

completion of one-fourth

of the course 75%

One-fourth to one-half
of the course 50%

Later than 50% No refund

E. South Carolina Residents Refund Policy

1. South Carolina regulations require Capella

University to apply a separate refund policy to
South Carolina learners. Refund credits will be
processed in two steps. Each may be reflected on
separate day and/or separate monthly statements.
Capella’s refund will be recorded first, and South
Carolina’s refund (if applicable) will be recorded
as a second line item. All refunds will be applied
within 40 calendar days of the withdrawal date.

South Carolina learners will receive a full refund
of all tuition money paid if they withdraw from
a course within a three-business-day cancellation
period from the course start date.

South Carolina learners who withdraw or are
administratively withdrawn after the start date

of a course but before 60 percent of the course
term has passed are entitled to a pro rata refund
as follows. (All percentages are based on the total
number of calendar days in the course.)

% of Total Tuition
Calendar Days Refund
4th day - 9% 90%

10% - 19% 80%

20% - 29% 70%

30% - 39% 60%

40% - 49% 50%

50% - 59% 40%

60% + No refund

As part of the percentage breakdown, Capella may
retain a one-time administrative fee of no more
than $100. Learners will receive the tuition credit
within 40 calendar days of the withdrawal date.

Learners pay tuition for each residency they attend.
Learners are responsible for the cost of their
travel, accommodations, food, and other expenses
associated with residencies. Federal financial aid
may not cover these costs, so it is the learner’s
responsibility to budget for these expenses.
Payment is due prior to the start of each residency.

F. Wisconsin Residents Refund Policy

1. Wisconsin regulations require Capella University

to apply a separate refund policy to Wisconsin
learners. Refund credits will be processed in two
steps. Each may be reflected on separate day and/
or separate monthly statements. Capella’s refund
will be recorded first, and Wisconsin’s refund (if
applicable) will be recorded as a second line item.
All refunds will be applied within 40 calendar days
of the withdrawal date.

-



_‘_1‘888.CAPELLA ¢ Volume 10-11, No. 1

CAPELLA UNIVERSITY ‘ 83L

Co

University Policies, continued

2. Wisconsin learners will receive a full refund of all
tuition money paid if they withdraw from a course
within a three-business-day cancellation period
from the course start date.

3. Wisconsin learners who withdraw or are
administratively withdrawn after the start date
of a course but before 60 percent of the course
term has passed are entitled to a pro rata refund
as follows. (All percentages are based on the total
number of calendar days in the course.)

% of Total Tuition
Calendar Days Refund
4th day - 9% 90%

10% - 19% 80%

20% - 29% 70%

30% - 39% 60%

40% - 49% 50%

50% - 59% 40%

60% + No refund

As part of the percentage breakdown, Capella
may retain a one-time administrative fee of no
more than $100. Learners will receive the tuition
credit within 40 calendar days of the withdrawal
date. Learners must notify the institution of
their intention to withdraw from courses either
by telephone or in writing. The effective date of
the withdrawal will be the date the institutions
receive the proper notification. All or a portion
of the refund will be used to pay grants, loans,
scholarships, or other financial aid in adherence
with federal and state laws.

ACADEMIC SERVICES

4.04.01 Interlibrary Loan

Capella University Library (CUL) utilizes printed materials
from other libraries for use by current Capella University
learners, faculty, and staff, at their request. Borrowers are
limited to 25 interlibrary items per quarter. The loan period is
determined by the lending library. CUL will notify borrowers
of due dates. Interlibrary loan materials must be returned
promptly according to specified due dates to avoid penalties.
Charges incurred because of overdue or lost items will be
charged to learners’ university accounts. Interlibrary loans are
administered through this policy’s procedures.

PROCEDURES
I. Loan Period

The loan period is determined by the lending library.
Capella University does not control the loan period.
Interlibrary loan materials must be returned promptly
according to specified due dates.

II.

III.

Restrictions

A. The following items are not available through

interlibrary loan:
1. Required textbooks
2. Dissertations

3. Materials available in Capella University Library
(CUL) resources

4. Reference books

5. Entire issues or several articles from the same
journal
6. Non-academic related items (e.g., books on a best-

seller list or books on hobbies)

7. Media (e.g., videos, films, CDs)

. Borrowers are limited to 25 interlibrary loan items

of standard cost per quarter. If the cost to CUL for a
request exceeds $60, borrowers will be asked if they

want to continue with the request at a charge of two
requests toward their 25-item limit.

. Interlibrary loan requests submitted by learners outside

of the continental United States and Canada can be
fulfilled electronically only. Requests from Canada
residents are handled on a case-by-case basis. CUL can
provide a table of contents of the book for review, and
specific chapters may be requested in lieu of sending
the book.

. Post office boxes will not be accepted as deliverable

addresses for interlibrary loan requests. Learners must
provide a current street address for all interlibrary loan
requests.

Overdue Items

A. The Capella University Library (CUL) reserves the

right to limit or refuse interlibrary loan service to
borrowers who repeatedly lose or return items late.

. Overdue notices are courtesy notices only. Failure

to receive overdue notices will not be accepted as
grounds to cancel fines. Items that are not returned or
renewed by the due date will be assessed a fine at the
rates described in section IIL.D.

. If an item is returned at any time between seven and

30 days past the due date, accumulated charges will be
applied. All charges are irreversible.

D. All interlibrary loan users will be subject to the

following penalties for overdue and lost interlibrary
loan materials:

1. Seven calendar days overdue:

Fine of $1/ day applied from due date.

-
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Iv.

2. Thirty calendar days overdue:
a. The item is considered lost.

b. In addition to the accumulated fine, a $30
processing fee will be assessed on the 30th
calendar day.

c. Future interlibrary loan requests will not be
processed until the item is returned or payment
is received.

d. Replacement charges as determined by the
lending library will also be assessed.

e. Charges will be applied to the learner’s account.

E. If an overdue item is returned after the learner has

been billed, the replacement fee will be removed from
the learner’s account upon receipt of the item and
processing of the return by CUL.

Book Recalls

A. On occasion, a lending library will recall a book from

Capella in order to sufficiently meet demand for
materials. If a book is recalled, it must be returned
immediately even if the original loan period has not
yet expired.

B. If a book is returned at any time between seven and 30

days past the recall notice, appropriate charges will be
applied. All charges are irreversible.

C. The following penalties will be applied for recalled

books that are not returned promptly:

1. Seven calendar days following recall notice:
Fine of $1/day applied from due date.

2. Thirty calendar days following recall notice:
a The book is considered lost.

b. In addition to the accumulated fine, a $30
processing fee will be assessed on the 30th
calendar day.

c. Future interlibrary loan requests will not be
processed until the book is returned or payment
is received.

d. Replacement charges as determined by the
lending library will be assessed.

e. Charges will be applied to the learner’s account.

D. If a recalled book is returned after the learner has

been billed, the replacement fee will be removed from
the learner’s account upon receipt of the book and
processing of the return by CUL.

4.04.02 Licensure

Capella University offers academic programs leading

toward advanced degrees in a number of fields for which
professional practice requires licensure or certification by
state, local, or professional boards. Capella University makes
no representation, warranty, or guarantee that successful
completion of the course of study will result in the learner
obtaining the necessary licensure or certification.

Learners may not enroll in a Capella University degree
program for which licensure or certification may ultimately
be required without signing a statement of agreement
acknowledging that compliance with state or professional
licensure or certification requirements is the learner’s sole
responsibility.

As with all programs involving endorsement, licensure, or
certification, individual states have varying requirements.
Capella University cannot guarantee that licensure,
endorsement, or certification will be granted. For this reason,
it is important that learners interested in these programs
contact the appropriate authorities in their state.

-
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Financial Aid

Capella University offers assistance to learners who would like
to secure educational funding to help finance their academic
program. Learners can find out more about financial aid by
calling 1.888.CAPELLA (227.3552) or on iGuide at Resources,
Financial Aid, Financing Your Education.

Financial Aid Satisfactory Academic Progress

Federal and state laws require learners to make satisfactory
academic progress during their period of enrollment to
remain eligible for financial aid. In compliance with federal
and state regulations, Capella University has established
policies for all learners regarding satisfactory academic
progress, academic probation, academic progress review, and
the appeals process.

These policies are described in detail on iGuide at Resources,
Policies and Administration, University Policies.

Course Repeat Policy

Capella University’s Financial Aid Office does not permit
learners to use federal financial aid to pay for a course they
have attempted more than twice during their program and
paid for both times with federal financial aid. Learners are not
able to use federal financial aid to repeat a course for which
they have received a passing grade.

Scholarships

Capella offers many scholarship options, including three
internal scholarships—the Helene Krivosha School of
Education Scholarship, the Robert C. Ford Scholarship, and
the Scott Sathers Memorial Scholarship. Learners are also
encouraged to apply for external scholarships that are offered
specifically to Capella learners. These scholarships vary and
are updated regularly on iGuide. Free scholarship search
engines are also available on iGuide.

Refund Procedure for Financial Aid Recipients

Learners receiving financial aid should contact the Financial
Aid Office before canceling course enrollment and requesting
a refund. They may be required to pay back all or part of the
financial aid award prior to receiving any refund from Capella
University.

Financial aid recipients who completely withdraw from their
program or drop all of their courses prior to the 60 percent
point of a term are subject to the Federal Return of Title

IV Funds policy regulations for any federal aid not earned.
Details of actual refund calculations are available upon request
from the Financial Aid Office. Financial aid funds will be
returned to the appropriate agency in the following order:

e Unsubsidized Federal Stafford Loans
e Subsidized Federal Stafford Loans

The amount of the refund is in direct correlation to the
learner’s approved withdrawal date as determined by the
Records Processing and Operations department. If learners
withdraw from Capella and have received financial aid, specific
procedures will be followed, which can be found in the
Tuition Refunds policy located on iGuide.

-
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Military Education Benefits

Veterans Educational Benefits

Capella University is approved by the Minnesota State
Approving Agency to grant veterans educational benefits.
Learners may determine their eligibility for veterans benefits
by visiting www.gibill.va.gov or contacting the Department of
Veterans Affairs (VA) at 1.888.442.4551. Learners can find
more information about veterans educational benefits on the
Armed Forces page on iGuide.

Capella honors the following veterans educational benefits:
¢ Post-9/11 GI Bill (Chapter 33)
* Montgomery GI Bill (Chapter 30 and Chapter 1606)

* Reserve Educational Assistance Program (REAP)
(Chapter 1607)

¢ Survivors’ and Dependents’ Educational Assistance (DEA)
(Chapter 35)

® Post-Vietnam Veterans’ Educational Assistance Program
(VEAP) (Chapter 32)

® Vocational Rehabilitation (Chapter 31)

e Tuition Assistance Top-Up

Yellow Ribbon Program

In partnership with the Department of Veterans Affairs (VA),
Capella University is a part of the Yellow Ribbon Program,

a provision of the Post-9/11 GI Bill. Learners can find more
information on the Yellow Ribbon Program on the Armed
Forces page on iGuide.

Tuition Assistance (TA)

Capella University accepts Tuition Assistance (TA) vouchers
from each branch of the United States Armed Forces, as well
as the National Guard, Reserve, and Department of Defense
(DoD). Capella is also a partner institution with GoArmyEd.
Members of the United States A rmy or Army Reserve must
visit www.goarmyed.com to request their funding.

Military Spouses Career Advancement Accounts (MyCAA)

Military spouses who are pursuing an academic degree may be
eligible to receive a maximum of $6,000 of financial assistance
through the MyCAA program, which is administered by the
Department of Defense (DoD) and Military OneSource.
Learners can find more information about MyCAA at
www.militaryonesource.com.
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Information Access and Doctoral Recognition

Access to Learning Resources

Capella University recognizes the need to provide limited
access to the online courseroom, the Capella University
Library, iGuide, and other Capella University learning
resources to persons other than Capella learners, alumni,
faculty, and staff, as described below.

Courseroom Access

For regulatory, accreditation, and other business purposes,
the courseroom may be accessed and observed by persons
other than Capella learners, faculty, and staff. Access to the
courseroom will be authorized by the chief academic officer
only after the review of such a request and the determination
that access is necessary and appropriate, does not infringe on
the activities of learners and faculty, and does not threaten
the academic integrity of the courseroom. Although the
courseroom is not open to public access upon demand, it is
not a private nor confidential domain; neither learners nor
faculty should assume privacy within the courseroom.

Library and iGuide Access

For regulatory, accreditation, and other business purposes,
access to the Capella University Library, iGuide, and other
Capella learning resources may be granted to persons other
than Capella learners, alumni, faculty, and staff. Access to
these resources will be authorized by the chief academic
officer only after the review of such a request and the
determination that access is necessary and appropriate and
does not threaten the integrity of the university.

Contact Information for Learners

Learners are responsible for keeping their contact information
accurate and current. Learner information may be updated

at any time on iGuide or via Learner Support. The primary
form of official communication from Capella University is
through email. Learners are required to maintain active email
addresses. To ensure receipt of important communications,
learners should make sure that spam filters are set to receive
email from Capella University.

External Requests

The university maintains a record of external requests for
learners’ education records, except for directory information,
and of the disposition of the requests. The university may
disclose education records to authorized agencies and
appropriate institutions as specified in the FERPA policy
located on iGuide.

Completion of Advanced Graduate Study (CAGS)
Recognizing Doctoral Learner Achievement

Capella University’s Completion of Advanced Graduate Study
(CAGS) recognizes a learner’s achievement of a significant
doctoral milestone: successful completion of all requirements
necessary to begin comprehensive examination courses.

The CAGS recognition marks a specific level of doctoral
achievement; it is not an academic degree or credential.
Eligibility

To be eligible for Completion of Advanced Graduate Study
(CAGS) recognition, a learner must currently be admitted to a
doctoral program in any of Capella University’s four graduate
schools and enrolled in doctoral course work. Eligible learners
must have completed all core, specialization, and elective
courses and all other program and residency requirements,
including field work, with a minimum cumulative grade point
average of 3.0 on a 4.0 scale.

Applying

Doctoral learners at Capella University may apply for
Completion of Advanced Graduate Study (CAGS) recognition
once they have met all eligibility requirements and any time
thereafter prior to graduation but may not receive more

than one CAGS recognition. Any learners who are currently
enrolled and active in courses at Capella University and who
have completed all requirements for CAGS recognition should
visit iGuide for contact information and CAGS application
material or call Learner Support at 1.888.CAPELLA
(227.3552).

Transcripts

Learners may request transcripts on iGuide or by calling
Learner Support at 1.888.CAPELLA (227.3552). Capella
University reserves the right to withhold the official transcripts
of learners who are not in good financial standing with the
institution.

Transferability of Capella University Credits

The transferability of Capella credits to another institution is
solely at the discretion of that institution.

-
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Feranda Williamson, EdD
Dean

School of Undergraduate Studies

From the Dean

I'am pleased to extend you a warm welcome to the School of Undergraduate
Studies at Capella University. The School of Undergraduate Studies is dedicated
to the development of our learners’ knowledge, skills, and values, offering
programs that have an immediate and long-term impact on learners’ lives and
careers as they demonstrate increased leadership, scholarship, and service.

Our curricula help learners expand their experience in the global community
through interactive technology, broad-based discussions, and a recognition of
the importance and impact of diversity and culture. School of Undergraduate
Studies programs are designed around industry standards and key professional
organizations so that our learners are prepared to meet today’s challenges of a
rapidly changing work environment in business, technology, nursing, psychology,

public administration, and public safety.

Bachelor’s degree programs in the School of Undergraduate Studies are designed
for working adult learners who want to develop relevant skills in a variety of areas
in the fields of business, information technology, nursing, psychology, public

administration, and public safety.

The Bachelor of Science in Business degree program integrates the mastery of
business fundamentals with practical application related to current issues. Learners
in the Bachelor of Science in Information Technology degree program benefit
from a relevant curriculum that addresses essential IT competencies. The Bachelor
of Public Administration degree program combines business and public sector
fundamentals with a practical application approach that provides learners with

the knowledge and skills necessary for effective public sector program and policy
implementation. The specialization and concentration curriculum of Capella’s
Bachelor of Science in Public Safety degree program prepares learners to assess
and address complex public safety issues. The School of Undergraduate Studies
most recent addition, the Bachelor of Science in Nursing degree program,
provides its learners with the additional knowledge, skills, and proficiencies
required of bachelor’s-prepared nurse generalists. Another new addition,

the Bachelor of Science in Psychology degree program, engages learners in a
curriculum across the broad science of psychology, emp