APC Academic Calendar Assumptions
October 26, 2009

APC presents the AY 2011-2014 calendar with the following assumptions and
restrictions.

e The Fall semester begins on a Monday and contains fifteen weeks of instruction,
but we lose four weekdays: Labor Day, Veteran's Day, Thanksgiving Day, and the
Friday after Thanksgiving Day. There are thus 71 instructional days in the Fall.
Since the day of the week for Veteran’s Day changes from year to year, there is
no fixed pattern of MTWRF frequencies. For already approved 2008-09, 2009-
10 and 2010-11 calendars, these were 14-14-15-14-14, 14-15-14-14-14 and 14-
15-15-13-14, respectively. For the proposed 2011-12, 2012-13 and 2013-14
calendars, these will be 14-15-15-14-13, 13-15-15-14-14 and 13-15-15-14-14,
respectively. Saturday classes do not meet over Thanksgiving weekend.

e The Spring semester begins on either the Monday before or the Tuesday after
Martin Luther King, Jr. Day and contains fifteen weeks of instruction and a
Spring Break week (the same week as Cesar Chavez Day). We lose one weekday
(for Martin Luther King, Jr. Day) which leaves 74 instructional days in the
Spring. The MTWREF frequency pattern is always 14-15-15-15-15. Saturday
classes meet on the weekend at the beginning of Spring Break, but not on the
weekend at the end of Spring Break.

e Together the Fall and Spring semesters contain 145 instructional days, the
minimum required number. There are fourteen Saturdays in the Fall and Spring
semester, but these are not officially counted as “instructional days,” since
Saturday is not a typical class day.

e Summer session runs for 11 weeks. The first day of instruction is a Monday
unless the first half-session would otherwise have two fewer Saturdays than the
second half-session, in which case it is a Saturday; this is an "Independence Day
effect.”

e All grading for the Fall semester is completed before Winter Break. There are
either four days in this grading period (Monday through Thursday) unless
December 25 falls on a Friday or Saturday, in which case the grading period is
shortened to three days (Monday through Wednesday).

e There is an entire week set aside for final exams for each semester. It runs
Monday through Saturday in the Fall and Saturday through Friday in the Spring.
The Saturdays of finals week count as academic work days (academic work days
are instructional days, faculty preparation days, final exam days and grading
days).




There is a four-day (Tuesday through Friday) faculty preparation period the
week before class start in the Fall; Convocation is held during this period. There
is a three-day (Wednesday through Friday) faculty preparation period for the
Spring semester.

There is a four day (Monday through Thursday, after Commencement weekend)
grading period at the end of the Spring semester.

There is no instruction in the week before the faculty preparation period, and
Summer session grades are due the Thursday of that week. This allows working
days for grading, as Summer session classes end the preceding week.

There is one full week of *"processing time'* between the end of the Spring
semester and the start of Summer session. At least this much time is necessary for
Advising and EMS Operations/Registrar to act on Spring grades for
disqualification, etc.

Additional Comments:

The effect of the Academic Calendar on Lecturer Benefits in January:
Lecturers who have an appointment with a time-basis of at least .40 who do not
have a Spring appointment with a time-basis of at least .40 lose benefits at the end
of the last month before the pay-period containing the start of the Spring semester.
The calendar principles that San Marcos has been using sometimes call for the
Spring semester to begin late enough that the beginning of the semester can be
contained entirely in the February pay-period, which means that benefits for the
group of lecturers defined above expire at the end of the January pay-period
(depending on the year, January 29, 30 or 31). All three of the calendars being
proposed for 2011-12, 2012-13 and 2013-14 begin early enough that it is
necessary to use the January pay-period for the beginning of the Spring semester,
and so benefits for these lecturers will expire at the end of the December pay-
period (always December 31).

Why Spring Break is not aligned with Easter; Why Cesar Chavez Day falls
during Spring Break: All CSU campuses are required to be closed in observance
of Cesar Chavez day. If Spring Break were moved to any other week besides the
week with Cesar Chavez Day, then — because we would not hold on class on five
days in addition to Cesar Chavez Day (as opposed to the current practice of four
days in addition to Cesar Chavez Day), the calendar would be one instructional
day short. Additionally, the Academic Senate asked the old APP to investigate
aligning Spring Break with Easter back in 1997-98, and APP concluded that there
was too much variability in terms of when Easter Sunday falls. For instance,
while Easter Sunday will be the first Sunday of the proposed Spring Break in
2013-14 (March 31, 2013), the following year it is April 20 and there are only two
weeks of instruction remaining in the Spring semester after this Sunday.
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Faculty Preparation Day (includes Convocation)

Saturday class day; counts as an Academic Work Day if classes begin or end on this day

Evaluation Day, "Other Days," and Grades Due Day

Commencement (not an Academic Day)

University Holiday (May have been moved from some other holiday date)

Likely dates from future calendars not yet developed

[Maximal End-dates of February Pay Period

Demarcation line between first and second halves of semesters or summer session
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GEC —Cross-Listing UDGE Courses

1 No student may use a course from their major area, or any course cross-listed with their major
area, to satisfy the-upper division general education (UDGE) requirements BB, CC, DD.

2. For interdisciplinary majors with a primary field, students are prohibited from using coursesin
their primary field or any course cross-listed with their primary field. In the case of Human
Development or similar majors in which students take courses from a variety of fields, and no
primary field is named, students are not prohibited from taking courses in these fields. (e.g.,
Human Development majors take courses in Biological Sciences, Psychology, and Sociology.
They are not prohibited from taking courses that are cross-listed with these fields.)

3. This measure supersedes the “ Upper Division General Education Requirement” resolution passed
by the Academic Senate on February 5, 2003.

®

This petiey-with-ge-intomeasure shall take effect in the Fall of 20042010. {Fhiswill-coineidewith

EC 10/28/2009
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FAC - CoE Evaluation of Temporary Faculty Unit 3 Employees

A. General Elements

1.

2.

3.

4.

5.

6.

Definition of Temporary Faculty Employees - Temporary faculty in the College of Education may be instructors
in courses and/or supervisors of clinical practice.

Appointment Categories of Temporary Faculty Employees - For the purposes of appointment® and evaluation?,
the collective bargaining agreement (CBA) distinguishes between three types of Temporary Faculty Unit 3
Employees:

(1) part-time or full time appointments for one (1) semester or less

(2) part-time appointments for two (2) or more semesters

(3) full-time appointments for two (2) or more semesters

Submission of WPAF — All temporary faculty members shall submit a Working Personnel Action File (WPAF) to
the office of the Associate Dean or appropriate administrator according to the timeline of the type of appointment
described under Evaluation Cycle. Failure to submit a WPAF, or submitting an incomplete WPAF, will be reflected
in the evaluation. If the WPAF is submitted according to the established timeline and no evaluation takes place,
performance of the temporary faculty member is assumed to be satisfactory. In such cases, temporary faculty may
request to be evaluated by the appropriate administrator. Electronic submission for part of or all elements of the
WPAF is acceptable. The program should inform faculty of any preferences.

Evaluation Cycle

a. Temporary faculty appointed for one semester (1) shall be evaluated at the discretion of the Associate Dean
or appropriate administrator. The employee may request that an evaluation be performed.

b. Temporary faculty appointed for two (2) or more semesters, regardless of break in service, shall be
evaluated after every two semesters of employment. Evaluations may be conducted more frequently than
every two semesters at the discretion of the Associate Dean or appropriate administrator.

c. Temporary faculty on three-year appointments (3) shall be evaluated at least once during the term of their
appointment or more frequently at the discretion of the Associate Dean or appropriate administrator. The
employee or the President may request more frequent evaluations.

Peer Input (Optional) — The temporary faculty member may request additional peer input in the file. Peer input
can be provided by Unit 3 faculty, tenure-track faculty members or lecturers only from the same content area or
program. The peer input must be provided in alignment with the timeline of the evaluation process. Faculty
members who provide peer input may not serve on the PRC of a full-time temporary faculty member.

Field Personnel Input (Optional)

-Temporary faculty members engaged in clinical practice supervision may also request input from field personnel
(i.e. from cooperating teachers, clinical personnel, etc.) optional input regarding the performance of the temporary
faculty supervisor.

B. Evaluation Procedures

1. General Procedures:
a. At the time of appointment, the College of Education will provide temporary faculty with a copy or
web link of this policy no later than 14 working days after the first day of instruction of the academic
term. All evaluation instruments will be provided to the faculty member.?

b. If an evaluation is to be performed, the Associate Dean or appropriate administrator must notify the

! The appointment of temporary faculty is governed by Article 12 of the Collective Bargaining Agreement. Please refer to the
Faculty Affairs web site, then go to Academic Resources (http://www.csusm.edu/faculty_affairs/) to view the current contract

% The evaluation of temporary faculty is governed by Atrticle 15 of the Collective Bargaining Agreement.

® Evaluation instruments including rubrics may be periodically revised. All instruments must be approved by the COE
Personnel Committee prior to use in the process.

EC 10/28/2009 Page 1 of 11
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temporary faculty member no later than the 10" week of the semester of the appointment that the
WPAF should be submitted to the office of the Associate Dean or appropriate administrator in
accordance with the timeline. When analysis of student evaluations of instruction and/or supervision of
clinical practice is available, they must all be placed in the WPAF by the Associate Dean or
appropriate administrator.

Temporary faculty must provide all candidates* (university students) with the opportunity to evaluate
faculty performance. Official CSUSM College of Education Student Evaluations of Teaching shall be
administered in accordance with university and college procedures. All Clinical Practice Supervisors
must administer prescribed evaluations each semester in accordance with the evaluation procedure.

Temporary Faculty will follow the specific procedures defined by the appointment (Full-time, Part-
time, or Supervisory) as described below in 2, 3, or 4.

The evaluation process should be completed within 45 days after the receipt of the WPAF. If
circumstances require an extension, the Associate Dean or appropriate administrator shall notify the
affected temporary faculty member.

The temporary faculty member shall be provided copies of the evaluation(s), sign the evaluation
form(s), and is advised to retain a copy. The Associate Dean or appropriate administrator shall place
the original evaluation form(s) in the temporary faculty member’s Personnel Action File (PAF).

Within 10 working days from the date noted on the evaluation report, the temporary faculty member

may request a meeting with the Associate Dean or appropriate administrator to discuss the evaluation
and/or may submit a written response to the evaluation for inclusion in the WPAF.

In the case of a classroom evaluation, a temporary faculty member shall be given a minimum of five

(5) days written notice prior to a classroom visit. After the visit there shall be consultation about the

classroom observation between the temporary faculty member and the visitor. Written confirmation

that a consultation has taken place shall be provided to the associate dean within ten (10) days of the

classroom visit.

Any party to the evaluation may request an external review in accordance with the CBA.

2. Instructional Full-Time Temporary Faculty (including those who also engage in supervision of clinical practice)

a.

Full-time temporary faculty members must be evaluated in accordance with the university periodic
evaluation procedure. Evaluation of full-time temporary faculty shall include:
i. Candidate evaluations of teaching performance for those with instructional duties;
ii. Candidate evaluations of supervision performance for those who supervise clinical
practice;

iii. Field Experience Coordinator input for those who supervise clinical practice;

iv. Review by the College of Education Peer Review Committee (PRC); and

v. Evaluation by the Associate Dean or appropriate administrator.

Full-time temporary faculty members shall submit the following documentation to the Associate Dean
or appropriate administrator’s office for evaluation by the Peer Review Committee (PRC) no later than
the Monday of the 15" week of the semester. When analysis of student evaluations of teaching is
completed for the semester, they must be placed in the file by the Associate Dean or appropriate
administrator:
i. Cover Sheet including teaching activities with courses taught and information on
supervision of clinical practice, if applicable, each semester since the previous
evaluation (Form A)
ii. A reflective statement (1/2 — 1 page) assessing strengths and areas for improvement on
instructional duties.
iii. Content Area or Program Coordinator/Program Faculty Evaluation (Form B) and, if
applicable, Field-ExperieneceClinical Practice Coordinator and/or Program Coordinator

EC 10/28/2009

* The term “candidates” refers to university students enrolled in credential or MA. For the College of Education, the term
“student” refers to K-12 students. Where terms may be misleading, clarifying language will be used.

Page 2 of 11
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Input (Form D).

iv. Classroom Observation (Form C)

v. Student Evaluations of Teaching and evaluations of supervision of clinical practice as
described in section 4 below, if applicable.

vi. Course materials including syllabi for each course, sample lesson plans, assessments of
student learning outcomes, assignments, and examples of student work for use in
completion of Form B.

vii. Evidence of candidates (university students) meeting program/course learning
outcomes (such as TPEs®, TPAs®, or other program-based assessments)

viii. Evidence of scholarly/creative activity and/or service (if appropriate)

ix. Current vita

X. Optional Peer Input (See p. 2 for description)

Instructional Part-Time Temporary Faculty (including those who also engage in supervision of clinical

practice).

a. Evaluation of part-time temporary faculty shall include:

Candidate evaluations of teaching performance

Candidates evaluations of supervision performance for those who supervise clinical
practice

Field Experience Coordinator Input for those who supervise clinical practice
Evaluation by the Associate Dean or appropriate administrator

Current vita

b. Part-time temporary faculty members shall submit the following documentation to the Associate Dean
or appropriate administrator’s office no later than the Monday of the 15" week of the semester. When
analysis of student evaluations of teaching is completed for the semester, they must be placed in the
file by the Associate Dean or appropriate administrator:

Cover Sheet including teaching activities with courses taught each semester since the
previous evaluation and information on supervision of clinical practice, if applicable
(Form A).

A reflective statement (1/2 — 1 page) assessing strengths and areas for improvement in
carrying out instructional and supervision duties (if applicable).

Content Area or Program Coordinator/Program Faculty Evaluation of Instructional
Materials (Form B) and, if applicable, Field-ExperienceClinical Practice Coordinator
and/or Program Coordinator Input (Form D)

iv. Classroom Observation (Form C).

v. Student Evaluations of Teaching and, if applicable, student evaluations of clinical
supervision.

vi. Course materials including syllabi for each course, sample lesson plans, assessments of

student learning outcomes, assignments, and examples of student work for use in
completion of Form B.

vii. Evidence of candidates meeting program/course learning outcomes (such as TPEs,
TPAs, or other program-based assessments).
viii. Current vita
iX. Optional Peer Input (See p. 2 for description)

Supervisors of Clinical Practice

a. Temporary faculty (part-time and full-time) who are supervisors of clinical practice shall submit their
documentation to the Associate Dean’s office no later than the Monday of the 15™ week of the
semester. When analysis of student evaluations of supervision is completed for the semester, they must
be placed in the file by the Associate Dean or appropriate administrator.

b. The supervisor documentation shall include the following:

® TPE - Teaching Performance Expectations — The TPEs are the California standards used to assessment basic credential
teacher candidates.
® TPA - Teaching Performance Assessment — The TPA is a state approved performance assessment for teacher candidates.

EC 10/28/2009 Page 3 of 11
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i. Cover Sheet including a list of teacher candidates with descriptions of the candidates
(university students) (e.g., beginning, advanced, shared supervision) since the previous
evaluation (relevant portion of Form A)

ii. A reflective statement (1/2 — 1 page) assessing strengths and areas for improvement in
carrying out supervision duties.

iii. Field-ExperienceClinical Practice Coordinator_ and/or Program Coordinator Input

(Form D)

iv. Candidate evaluations of supervisor
v. Examples of completed observation and evaluation forms for teacher candidate

performance

vi._ Other supporting material related to supervision (e.g., communication with candidates
(university students) and site personnel, evidence of supporting candidates in meeting
performance assessments, agendas and handouts for candidate support meetings.

vii. Optional Field Personnel Input (See p. 3 for description)

c. Temporary faculty (part-time and full-time) supervisors of clinical practice who are asked to leave a
clinical site by the site administrator, shall have the site administrator’s request for removal and any
response submitted by the faculty member placed in the PAF by the Associate Dean or appropriate
administrator’, in accordance with the procedures in the CBA.

C. Timdine

ACTIVITY

ASSUMPTIONS

‘ DEADLINE

TIME OF
SEMESTER

1 Hiring of Temporary | Latest date of hire is 1* day | 1* day of classes 1% day
Faculty of class
Receipt of Evaluation | Via email or print 14 working days after the | 2™ week
2 | Procedures by start of appointment
Temporary Faculty
Collection of Observation of teaching must | 2-15" week 2-15" week
3 Evaluation/WPAF occur during teaching
Documents calendar - first 8 weeks or 16
weeks
Notice of Evaluation | Only for the semester when No later than the 10™ 6-12™ week
by Associate Dean the faculty is due for week of the semester.
4 evaluation — or in which an
evaluation has been
requested
Submit WPAF Required No later than the Monday | 15" week of the
[evaluation of the 15th week of the semester

5 | Documents by
Temporary Faculty

semester

Receive university
student evaluations

Student evaluations of the
last semester

Upon receipt of
evaluations — must be

6 taught/supervised placed in the file by the
Associate Dean or
appropriate administrator

7 Evaluation Reportto | Required Within 45 days from the

Temporary Faculty day WPAF was submitted
Temporary Faculty | Optional Within 10 days after the

8 | Request for a
meeting

date of the evaluation

report

" Please note that the appointment of a supervisor assigned to a specific site is conditional upon the site administrator’s
approval. Should an administrator request a supervisor to leave a clinical site, the supervisor will not have an opportunity for

another appointment until the following semester. Removal from a clinical site serves as a strong basis for non-

reappointment as a university supervisor. Additionally, the CFA contract states that part-time temporary appointments are
contingent upon funding, enrollment, and other considerations as allowed.

EC 10/28/2009
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186
187 | . Responsibilitiesfor evaluation of temporary faculty
188

Tenure-line Clinical Field Peer Associate Dean

Faculty and Practice Experience Review or
Lecturers, Program Coordinator Per sonnel Committee Appropriate

Coordinators administrator

Notification of Policy

X<

Oversee
Policy

X<

Peer |nput (Optional)

Content Area/ Program
Coordinator I nput —
Form B

>

Classroom Observation
—Form C

>

Clinical Practice
Coordinator and/or
Program Coor dinator
Input — Form D

X
X

Field Experience

personnel Input
(optional)

X<

Peer Review
(F/T only)

X<

Associate Dean
Evaluation Form for
Temporary

I nstructional Faculty —
Form E1

>

Associate Dean
Evaluation Form for
Temporary Supervisor
Faculty — Form E2

>

Decision to
Rehire

>

M aintenance of
Files

X<

189
190
191
192
%82 E. Formsto be used for evaluation of temporary faculty
195 FormA Cover Sheet: Summary Information

196 | Form B Content Area Faculty/Program Coordinator Peer-Input

197 FormC Classroom Observation for Instructors
198 | Form D Field-ExperieneeClinical Practice Coordinator and/or Program Coordinator Input

199 FormEl Associate Dean Evaluation Form for Temporary Instructional Faculty

200 Form E2 Associate Dean Evaluation Form for Temporary Supervisor Faculty

EC 10/28/2009 Page 5 of 11



201 FORM A

202
203 COVER SHEET
204 (To be completed by temporary faculty member)
205
206  Temporary Faculty Member:
207
208  Date of Evaluation:
209
210  Status (check one):
211 Part-time instructional Full-time supervision
212 Part-time supervision Full-time instructional
213 Part-time instructional and supervision Full-time instructional and supervision
214
215
216 Date of prior temporary faculty evaluation:
217
218 Instructional faculty: List of courses taught since last evaluation:
Semester Course number ftitle No. of students
219  Insert additional rows as needed
220
221 Supervision faculty: List of candidates (university students) supervised since last evaluation:
Semester Candidate Name Placement Site Program Level
(schoal & digtrict) (Beg/Adv)
222
223  Attach additional rows and sheets as needed.
224

EC 10/21/2009 Page 6 of 11



225 FORM B

226 | (For instructional faculty)

227

%%8 | CONTENT AREA_ FACULTY OR PROGRAM COORDINATOR INPUT
230

231  Temporary Faculty Member
232

233 | Content Area Faculty or Program Coordinator

235 Date

238 Documentation is attached describing the temporary faculty member’s performance in the following areas (Please
239  check all that apply):

241 Syllabi for each course taught

243 Sample lesson plans

245 Assignments

247 Assessments

249 Classroom Visits (attach form C — Classroom Observation)
251 Other

253 Overall Assessment (areas of strength, suggestions for improvement):
254

255

256  Signature of Evaluator
257

EC 10/21/2009 Page 7 of 11
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FORM C
(For instructional faculty)

OBSERVATION OF CLASSROOM INSTRUCTION

Temporary Faculty Member

Content Area or Program Faculty Member

Course Observed (prefix, number and title)

Date of Observation

Observation notes on subject matter coverage, organization, pedagogy, and instructional delivery:

Overall assessment:

Date

Signature of Evaluator

Coptopetenc s Fosn e il 0o T

EC 10/21/2009
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302
303
304
305
306
307
308
309
310
311
312
313
314
315
316
317
318
319
320
321

323
324
325
326

FORM D
(For cClinical sSupervisors)

| CLINICAL PRACTICE_ COORDINATOR and/or PROGRAM COORDINATOR INPUT

Temporary Faculty Member

| Field-ExperienceClinical Practice Coordinator/Program Coordinator

Date

Documentation is attached describing the temporary faculty member’s performance in the following areas:

Completed observation forms of candidate performance.
Completed evaluation forms of candidate performance.
Communication with candidates (university students).
Communications with site personnel.

Candidate evaluations of supervisor.

Other.

Overall Assessment (areas of strength, suggestions for improvement):

Date

| Signature of Field-Experience-CoordinatorEvaluator

EC 10/21/2009
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Temporary Faculty Member

FORM E1
EVALUATION OF TEMPORARY INSTRUCTIONAL FACULTY
(Including those who may also be engaged in supervision of clinical practice)

By Associate Dean or Appropriate Administrator

Documentation is attached describing the temporary faculty member’s performance in the following areas:

Syllabi

Lesson Plans

Assignments

Examinations/Assessment Instruments

Classroom Visits (attach form C1 — Classroom Observation)
Student Evaluations

Other Elements

Overall Assessment (areas of strength, suggestions for improvement):

Overall Recommendation:

Date
Signature of Associate Dean
I have been provided a copy and have read the evaluation.
Signature of Temporary Faculty Member Date

Faculty members have ten working days from the date noted on the Associate Dean’s evaluation to respond if they
wish to do so.
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FORM E2

EVALUATION OF TEMPORARY INSTRUCTIONAL FACULTY -
SUPERVISORS OF CLINICAL PRACTICE
(Not engaged in instruction of program cour ses)

By Associate Dean or Appropriate Administrator

Temporary Faculty Member

Evaluative documentation is attached describing the temporary faculty member’s performance in the following

areas:

Completed evaluation forms of candidate performance.
Communication with candidates (university students).
Communications with site personnel.

Agendas and handouts for candidate support meetings.
Candidate evaluations of supervisor.-

Other elements:

Overall Assessment (areas of strength, suggestions for improvement):

Overall Recommendation:

Signature of Associate Dean or appropriate administrator

Completed observation forms of candidate performance.

Date

I have been provided a copy and have read the evaluation.

Temporary Faculty Member Signature

Date

Faculty members have ten days from the date noted on the Associate Dean’s evaluation letter to respond if they wish

to do so.
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Background and Rationale (APC 10/19/09)
0 The Chancellor’s Office has asked each campus to have a policy on Super Seniors to better manage
our enrollment.
0 There are currently 337 Active students (excluding Nursing) with over 135 total earned units
e 98 have NOT applied for graduation (37 in COBA and 61 in COAS)
e 239 (71 %) have already applied for graduation
0 135 was chosen as the cut off line because of the unit requirements in certain disciplines (e.g.
COBA).
0 It will be very time consuming to come up with the list of students for each category to treat
them differently. This is going to be manual work. Information is not online. Therefore, we have

decided to treat all students in the same manner until they come in for an advising session.

0 It may take many weeks to give an advising session to all students.
0 Ifaholdis placed, these students will have trouble registering on time._Therefore, we have

avoided placing a hold.

0 There may only be a very small number of students in the last table (i.e. have not applied for
graduation and have no excuses) (much less than 100).

APC — Super Senior Policy

Definition: Thispolicy definestheterm “super senior”, outlines procedure for
facilitating graduation of super seniors, and gives a policy to prevent
“super seniors.”
Scope: All CSUSM undergraduate students
Authority: The President of the University
Policy
l. Super Seniors

The term “super senior” will be used in this document to describe students who have more than
134 total earned units and not declared in a Nursing plan or the Liberal Studies Integrated
Credential Program. There are two different groups of super seniors: the first group has aready
applied for graduation, and the second group has not applied for graduation. For both groups,
intrusive advising shall be used to facilitate their graduation.

. Super SeniorsWho Have Applied for Graduation

If the student is aready in the Graduation Review Process, advisors will determineif the student
will be able to graduate on time.
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If the student has all the courses needed to graduate, the Registrar shall automatically graduate
the student immediately.

If it is determined that it will not be possible for the student to graduate as planned, the
following procedure shall be followed:

e If 2 0or fewer classes are needed beyond the planned graduation date, the advisor shall
review the student’ s records for possible course substitution approvals from appropriate
departments or programs to graduate the student on time.

e |If morethan 2 classes are needed beyond the planned graduation date,

1.

The student shall be given the earliest priority registration date to facilitate enrollment
in outstanding course requirements.

Student’ s expected graduation term shall be updated to keep the student in the
graduation review process.

A special notation without aregistration hold shall be placed on the student record,
and an email shall be sent urging the student to come in for an advising session.
Thelist of outstanding course requirements determined through the graduation review
process shall be given to the student and a copy shall be kept in the student’ sfile.

The student shall be informed to register for the needed courses to complete the
degree as quickly as possible.

1. Super SeniorsWho Have Not Applied for Graduation

There are two different categories of students within this group of students who have not applied
for graduation. The studentsin Category A have legitimate reasons for not being able to apply
for graduation yet.

Category A. Remedy
>= 135 units but special “programs” advising
>= 135 units but multiple magjors advising
>= 135 units but with a minor advising
>= 135 units but changed majors advising
>= 135 units but transfer units > 70 advising

For Category A students, the following procedure shall be followed:
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1. A special notation (without aregistration hold) shall be placed on the student record, and
an email shall be sent urging the student to comein for an advising session.

2. Anadvisor shall check the degree progress to make sure the student is on the right track
for graduation.

3. A graduation report document shall be created outlining necessary courses. This
document shall be given to the student and a copy shall be kept in the student’ sfile.

The students in the following category do not have legitimate reasons for not applying for
graduation.

Category B. Remedy
>=135 units and no excuses. Still need courses to graduate advising
>=135 units and no excuses. No courses needed to graduate Forced to Graduate

For Category B students, the following procedure shall be followed:

e |f the student has enough units to apply for graduation, the application shall be submitted
automatically for the student.

e If the student already has all the courses needed to graduate, the Registrar shall automatically
graduate the student immediately.

e Otherwise,

1. A special notation shall be placed on the student record, and an email shall be sent urging
the student to come in for an advising session.

2. Advisors shall review the student’ s Degree Progress Report to determine exactly which
classes are needed for graduation. This report shall be provided to the student and a copy
shall be kept in the student’ sfile.

3. The student shall be informed to register for the needed courses to complete the degree as
quickly as possible.

IV.  Prevention of Super Seniors

e Students with more than 120 attempted units may not add a second major or minors.

e Students with more than 120 attempted units may not declare additional major(s) or
minor(s).

e Students on academic probation needing to declare a new major may do so upon an
approval by afaculty advisor.

+ Students with more than 120 attempted units may not change their majors unless the
change of major allows for afaster graduation.
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