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Nova University

CENTERFORTHEADVANCEMENTOFEDUCHHON
Programs for Higher Education

POLICIES AND PROCEDURES

Admissions Process 1,01

Category: Number:

Requirements

Subject: Page — lof

The requirements for admission to the doctoral
program are as follows:

1. Master's degree from an accredited
institution

2., Current full-time employment related to the
applicant's area of specialization

3. Three letters of recommendation from senior
academic or administrative personnel in the applicant's
place of employment

4, An interview with a central staff member or
some other representative of the program

5. A portfolio

6. Must also meet specific requirements for
each specialization:

a. Leadership in Adult Education--a person
employed full time in adult education
(e.g., training or educational programs
in business, industry, the military,
postsecondary education not awarding
college credit, basic adult education).

b. Higher Education--a faculty member or
administrator employed full time in a
postsecondary educational institution
that awards college credit, &4-year

college, or universitye.
ge, y N X y

Effective: 9/1/79 Approved:

Revised: 8/1/86 /(/ «L
. Approved: v/v km



Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Admissions Process Number: 1°01

Subject: Requirements Page

c. Vocational, Technical, Occupational
Education--a faculty member or
administrator employed full time in
vocational, technical, or occupa-
tional education.

/
Effective: 9/1/79 Approved: W

Approved:

s
Revised: 8/1/86 /{M/(q *//
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CENTER FORTHE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Admissions Process Number: 1:02

Subject: Cluster Formation 1o 1

Page

If an applicant meets all requirements and has
submitted all required credentials, final admission to
the program is dependent upon the formation of a local
cluster within the applicant's geographical area or an
appropriate regional cluster.

Therefore, there may be a period of several
months between the time an applicant is admitted and a
new cluster can be formed and merged into the
schedule.

Students are notified by their coordinator
regarding enrollment and registration.

Effective: 9/1/79 Approved:

Approved:




Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Registration Nisribie: 2.01

Subject: Registration Page _ lof 2

All first and second year students who plan to
receive services during a particular term must
preregister.

1. This registration should take place at the
last cluster meeting of the previous term,

2, For any unregistered new students,
registratton will take place during the first class
session of the term.

3. Registration forms will be disseminated,
collected, and mailed by cluster coordinators to the
following address:

Registrar's Office

Programs for Higher Education Coordinator
Nova University

3301 College Avenue

Fort Lauderdale, FL 33314

IA o

>

Approved: M m’é‘ﬂ
=
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Revised: 9/1/83
Revised: .8/1/86
Approved: VS

o



Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Registration Number: 2+01

Subject: Registration Page _ 2Of 2

Students may choose to pay tuiltion in one of the
following ways:

1. A check or money order

2, Mastercard, Visa, or American Express
Authorized Form

Those students receiving financial assistance
should write at the top of the registration form:
"Receiving financial aid."

Tuition must be postmarked by the due date. To
avoid a late payment fee of $50.00, full payment for the
term must be postmarked no later than the first day of
the term: October 1st, January lst, April 1lst, and July
lst, except in the case of new students applying after
these dates.

Effective: 9/1/79 Approved:
Revised: 8/1/86

Approved:
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Registration Number: 202

Subject: Third Year Registration - Page 1l 1
Doctoral Program :

Students will be sent a bill for tuition for
each three-month term for the third year. Students
should return the tuition payment to the Office of the
Comptroller, Nova University.

Approved:

Effective: 9/1/79 Approved: M
Revised: 9/1/83 // j
Revised: 8/1/86 — | 3 ﬁ#Lf”//
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Registration Number: 2+03

Category:

Subject: Continuing Services Page _ {m 1

Students continuing beyond the third year will
be enrolled in continuing services.

' When students enter continuing services, they
are sent a bill for tuition for each three-month term.

Beginning and tuition due dates for the
terms are:

Fall - October 1

Winter January 1

Spring April 1

Summer - July 1

Students will be billed according to this
schedule. Students who do not remit tuition when due
will be withdrawn.

Students who enroll and pay tuition for any term
in continuing services are eligible for a refund if they
complete all requirements for the degree within the
first month of the term.

Revised: 7/01/83

Revised: 9/01/83 .
Revised: 8/01/86 Approved:




Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Registration Number: 2+04

subiject: Financial Assistance Page L of 1

Registration deferments of tuition will be given
+o0 students expecting financial assistance from the

following programs:

a. Guaranteed Student Loan
b. National Direct Student Loan
c. Auxiliary Loan to Assist Students

d. Nova scholarships
e. Private scholarships

f. In certain circumstances, a student may be
granted a Nova University Loan that makes up
the difference between the total charges
assessed and available sources of financial
assistance.

Further information on financial assistance is
available from the Office of Student Financial Planning

and Resources.

Approved:

W BN A
Effective: 9/1/79 ) Approved: ’y J )/)%
AN,
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Registration Number: 2:05

Subject:

Educational Services Page lof__ 1

Students must be registered and current in
tuition to be eligible to receive services. The only
e xception is for the removal of a grade of "Incomplete."

Effective: 7/1/83 Approved:

Approved: U

14
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Registration Number: 2+06

Readmission Page 1o 1

Subject:

Individuals on withdrawal who wish to be
readmitted must complete a readmission form, remit a
reinstatement fee, and be approved for readmission by
the Admissions Committee of the Programs for Higher

Education.

Students reentering are subject to the current
tuition rate.

Effective: 7/1/83 Approved:

Revised: 8/1/86
Approved:
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Registration
RDRREES Number:

Category: 2.07

Subject:  refund W "

A student paying tuition prior to the start of a
seminar and notifying the Admissions Office in writing
of withdrawal from the program before the first seminar
meeting will be entitled to a full refund of all monies
paid, with the exception of the nonrefundable

application fee.

A student attending any part of a seminar is
l1iable for the full tuition and fees for that term.

If a cluster fails to form in the applicant's
geographical area, all monies will be returned.

Approved:

Effective: 9/1/79 Approved: /.EZ ] ] 7@;5&5‘4
Revised: 8/1/86 /{/44(42&77 //‘
/ - § " /
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Registration Number: 208

SUbieCt.‘ Withdrawal Page l‘Of ik

Students who wish to withdraw from the program,
either temporarily or permanently, must inform the
Admissions Office in writing to be eligible for
allowable refunds.

Students who give written notice of their intent
to withdraw prior to the first meeting of a seminar will
not be assessed for that or subsequent terms until they
are readmitted.

Approved:

Effective: 9/1/79 Approved:
Revised: 8/1/86 é:)&;?f Zi:#f*”/
%
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CENTER FOR THE ADVANCEMENT OF EDUCATION
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POLICIES AND PROCEDURES

e

Category: Grades Number: 301

biect: Interpretation of P 1 1
S Seminar Grades age — of

PR

The program has these seminar grades: Pass, No
Pass, and Incomplete. These grades are recorded on
students' official transcripts at the university,

For interim progress reports and counseling
purposes, the Pass grade is divided into three options:
Honors Pass, Pass, and Marginal Pass. These grades are
not recorded on the official transcripts.

1. Pass. A student has satisfied all seminar
requirements.

2. No Pass. Indicates that a student has
attempted to complete all requirements in the seminar
put has failed to satisfy the requirements or the
student has not completed all requirements, and there is
no evidence that an attempt to complete the requirements
has been made. Any student receiving a "No Pass" must
repeat the seminar. When a second "No Pass" is
received, whether it is for the same seminar or two
different seminars, the student will be terminated from
the program,

3. Incomplete. A student has failed to
complete the seminar requirements and as a result of a
discussion with the national lecturer, it is reasonable
to expect that the student will be able to complete the
requirements of the seminar,

TP Y,
Effective: 9/1/79 ' Approved: //W}/S M@:

Revised: 9/1/83 ;21/(}%7/ 7Zi”,/
‘Approved: \’. -
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Grades 3.02

Category: Number:

Incomplete Grades

Subject: Page lop__1

Students must remove their "Incomplete" grades
within six months from the end of the term in which they
were assigned. If the "Incomplete" in a seminar is not
removed within this time, the student will receive a
"No Pass" and will be required to repeat the semester,

Term Incomplete Grade Date Incomplete Grade
Was Assigned ’ Must be Removed
Fall June 30
Winter September 30
Spring December 31
Summer March 31

Approved:

Eﬁective: 9 / 1 /83
Revised: 8/1/86 /%( YZL—”///
Approved: H
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CENTER FORTHE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

—

Grades 3,03
Category: @ Number:
—— Interpretation of Practicum P 1 1
Subject: Grades 909 — of
1 Grades given for practicums may be "Pass,"

wy," or "No Pass."

a. "Pass" is given when a practicum is
acceptable and needs no revisions,

b. "U" is given when a practicum is
unacceptable and needs revisions.

c. "No Pass" is given when a practicum has
received a "U" on the second revision.

2. Recording of two "No Pass" grades as
ermanent grades will terminate the student in the

program.

I A ¥
Effective: 9/1/79 Approved: W @/I/(g'q

7 v
Revised: 9/1/83 %{M L//
’ - Approved: \L/
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

—

Category: Credit Number: 4-01

Subject: Assignment of Credit Page 1 of 2

Program credit is assigned as follows:

1. Seminars. Three semester hours credit is
assigned for receiving a "Pass" in a seminar,

2., Practicums. Four semester hours credit is
assigned for receiving a "Pass" for a practicunm.

3. MARPs. Three grade reports will be issued
to MARP year students. Each grade reporting period
carries seven semester hours credit, and credit will
be awarded when the required work has been completed
according to the following plan:

a. First Grade Report. A "Pass" grade is
given only if the student has completed
the MARP Proposal and has filed with the
Central Office the completed proposal
with the three required signatures,

b. Second Grade Report. A "Pass" grade is
given only when the student has
completed the required Individualized
Evaluation report, and the MARP advisor
has reported to the Central Office that
the student is making satisfactory
progress on the MARP. The student
cannot receive a "Pass" for this period
until all seminar work is complete and

iy A - e
Effective: Approved: //W W
Approved: // M\LA/
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: ©T® dit Number:

4,01

Assignment of Credit 2 2

of

Subject: Page_

approved, and the MARP proposal has been
approved and on file in the Central '
Office.,

c. Final Grade Report. A "Pass" grade is
given when the student has completed the
MARP and has submitted an acceptable
copy to the Central Office, with the
three required signatures. Students
expecting to participate in commencement
exercises must have all work completed,
fully approved, and on file no later
than the first day of June. Students
are, however, encouraged to submit their
signed documents well ahead of this date
to facilitate clearance for the
commencement exercises.

Approved:

72 @11:
Effective: 9/1/79 Approved: 1t ym
Revised: 8/1/86 / /M K/
1‘
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

category: Ethical Conduct Number: 5.01
subject: Legal and Ethical Standards Page 1 of 1

Students are expected to comply with the legal
and ethical standards of Nova University and the
prograns for Higher Education, Academic dishonesty and
nonacademic misconduct are subject to disciplinary
action. Specific instances of misconduct include, but
are not limited to, cheating, plagiarism, knowingly
furnishing false information to the University, and
forging or altering University documents or academic
credentials.

Effective:

4 o -y _ .
Approved: W m

7/1/83

Approved: i / //%L ’?‘Z/



Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

P

Category: Grievance Procedures Number: 6.01

Subiject:

Petition Process Page 1ot 2

The Programs for Higher Education requires
adherence to all policies except when there may be
exceptional circumstances. In such cases the following
procedures shall be followed:

1. Students should discuss their concern with
the cluster coordinator or a member of the central

staff.

2, If, after these discussions, it appears to
be appropriate to submit a petition to the Programs for
Higher Education for an exception to any policy, such

etition should be submitted to the Petitions Committee
at the Programs for Higher Education.

3. Cluster coordinators, MARP advisors,
national lecturers, instructors, and local research
associates with concerns about a student should contact
a member of the central staff of the Programs for Higher

Education.

Each petition will be considered on its
jpndividual merits based on determining whether or not
there is a genuine need for an exception.

4, Submission of petition to the Petitions
Committee shall be in writing addressed to the Progranms
for Higher Education, Nova University.

5. Elements to be included in a petition:

a. Name, address, and telephone number of

the petitioner ‘A 4

Effective: ’ Approved:

// 7 /M u//
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Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category:

Subiject:

Grievance Procedures Numben6'01

Petition Process Paée | 2 of 2

b. Statement of Policy concerned

c. Specific statement of exception being
sought

d. Rationale for the request

e. Summary of discussion with staff member
if applicable (be sure to include name
of contact person)

6. The Petitions Committee will meet on
Wednesday of each week. However, the
Director of the Programs for Higher
Education may cancel, postpone, or call
special meetings at his discretion.

7. Within ten (10) days of Committee action,
the decision will be transmitted to the
petitioner by the Secretary of the
Committee.

8. In the event of a ruling unsatisfactory to
the petitioner, the petitioner has the right
to resort to the Appeals Process outlined
in 6,02 of the Policy and Procedures

Effective:

Manual.
B, sl
2/4/81 Approved: ,/Vd//y @0}{5@
9/1/83 / é

Approved: L
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Nova University

( CENTER FOR THE ADVANCEMENT OF EDUCATION
' Programs for Higher Education

POLICIES AND PROCEDURES

category: Grievance Procedures Number: 6.02

subject: Appeals Process Page 1 of

1. Any decision of the Petitioms Committee
affecting the progress or status of a student may be
appealed.

2. The Appeals Process shall be used after all
remedies available in regular staff procedures and the
pPetition Process are exhausted.

3. A student desiring to appeal an action by
the Petitions Committee must file written notice of
08 the substance of the ruling being appealed with reasons
: for its revocation or modification. The written
appeal, with additional supporting documentation, shall
pe filed with the Secretary of the Appeals Committee.

4., A panel of three persons holding a doctorate
from the Programs for Higher Education will function as
an Appeals Committee.

5. The Committee shall be composed of three
members selected from a resource panel of graduates
who have consented to be available and serve.

6. Hearing dates of the Appeals Committe shall
pe set in advance and be available upon request to
appellants. There will be no meeting by the Committee
unless an active appeal is on file. In any event, all
appeals will be acted upon within ninety days of date
of receipt of appeal by the Secretary of the Appeals
Committee.

7. The Secretary of the Committee shall be
responsible for logistics of all committee meetings, }nd

l A A s N
Effective: Approved: /z/ K/ [g M’—‘\
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Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

R
Category: Grievance Procedures Number: 6+02
subject: Appeals Process Page 2002

correspondence attendant to the appeal. The Secretary
shall also be responsible for assembling the evidence
and other material relating to the appeal for the use of
the Committee.

8. At times it may be necessary to call for
additional evidence and/or interview the student in
person or by telephone. If the interview is requested
by the Committee, expenses of the student (travel and
1o0dging) shall be paid by the University. If the
appellant requests the interview, he or she shall pay
expenSES.

9, At the request of the Committee or the
appellant, a tape recording or stenographic record shall
pe made of the evidentiary portion of any Committee
discussion or hearing held pursuant to this Appeals
process. The requesting party or parties will be
responsible for the cost of such proceedings.

10, A unanimous vote by the Appeals Committee is
necessary to revoke a decision by the Petitions
Committee.

11. The Secretary will transmit the decision of
the Committee to the Director of the Programs for Higher
Education within ten days of receipt of the decision,
The Secretary will be responsible for notifying the
gtudent no later than fifteen days after the decision,
The text of the decision together with any actions of
the Central Staff, if any action is necessary, will
constitute the transmittal.

Effective: 2/4/81 Approved:

Revised: 9/1/83

Revised: 8/1/86 Approved:
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CENTER FORTHE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Graduation Number: 7.01
Subject: Requirements Page 1o 1

The graduation requirements for students
enrolled in this program are:

1. Attend and pass seven seminars (3 semester
hours each)

2. Pass five practicums (4 semester hours each)

3. Successfully complete the MARP Proposal and
MARP (21 semester hours)

4., Attend two summer institutes (no credit
given, but attendance is required)

5. Submit an individualized evaluation

6. Be current in all tuition and fees

7. Pass a General Comprehensive Examination*
All requirements must be completed within seven

years of the date of the beginning of the term of entry.

* For new students enrolling Fall, 1986 and
after.

Effective: 9/1/79 Approved:
Revised: 9/1/83 l/
Revised: 8/1/86 V/ -

Approved: I/ k
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Time Limit Number: 7+02
Subject: ;:ll_nolzrf;;mit to Complete the Page___ lof 1

The time limit for a student to complete the
doctoral program offered in the Programs for Higher
Education will be seven years from the first day of
t+he first month of the term (Fall, Winter, Spring,
gummer initial enrollment).

Terms:
Fall - October 1
Winter - January 1
Spring - April 1
Summer - July 1
S
Effective: 7/1/83 ' Approved:

8/1/86

Approved:
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

subject: Participation in Page 1 of 1

Commencement Exercises

1. To be eligible to participate in the mid-
summer commencement exercises at Nova University, the
jndividual must be a graduate of record.

2. To be a graduate of record, all requirements
must be met and on file in the Central Office no later
than June lst.

Effective: 1/1/80 Approved: -{

9/1/83
Approved: &
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Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Graduation

Category: Nombar: 7+08

Subiject: Summer Institutes Page lop 1

Attendance at two summer institutes is required
for graduation. While there is no additional fee for
the summer institutes, students must be currently
enrolled and pay their own transportation and living
expenses.

Effective: 9/1/79 Approved:

Approved:
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Time Limit Number: 7 +02
. Time Limit to Complete th
bject: pLetce e 1
Senl Program Page - of

The time limit for a student to complete the
doctoral program offered in the Programs for Higher
Education will be seven years from the first day of
the first month of the term (Fall, Winter, Spring,
gummer initial enrollment).

Terms:
Fall - October 1
Winter - January 1
Spring - April 1
Summer - July 1
Effective: 7/1/83 ' Approved:

8/1/86

Approved:




Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Ccategory: Gradustion Number:

e

7.05

Fees Page Lot

gubject:

Upon meeting graduation requirements, each
g tudent must pay a major applied research project fee.

Effective: 9/1/79 Approved:

Approved:




i Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: FPracticums Number: 8-01
Submission of Practicum
Subiject: Proposals Page 1 o 1

The following documents should be included when
submitting practicum proposals to Nova Central:

1. Two copies of the proposal and the proposal
critique form approved by the cluster coordinator

2. Proposal check sheet

’A Y A Vi
Eﬁective: 9/ 1 /79 Approved: //v//% W
Revised: 9/1/83 %%%/ y
Approved: J K IL//




Nova University

CENTER FORTHE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Practicums Number: 8.02

subiect: Submission of Practicums

Page l_of 1

——

Students must send all completed practicums to
rhe cluster coordinator. The following documents should
be included when submitting practicums to Nova Central:

1, Two copies of good quality

a. One of the copies should include:
1. copy of the proposal

2. proposal critique form

3. Nova Central staff reader comments
(if any) relating to the proposal

4., signed peer reader form
Students should retain the original practicum.
Students from clusters which do not have the

cervices of a cluster coordinator should submit their
Practicums directly to the Director of Instruction.

b _a.n A /
Effective: 9/1/79 Approved: /V/WS W

povised: 9/1/83 l—’/
Approved: ‘



Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Practicums Number: 8.03
Submission of Revised
Subject: ~Practicums Page__ 1 of 1

All revised practicums should be mailed directly
to Nova Central by the student and the following
documents should be included:

1. Two good quality copies

2. A copy of the original practicum evaluator's
comments.

Students should retain the original revised
practicum.

Revised: 9/1/83

Approved: //V _/A, }% M%@

Approved:
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Category: Practicums Number: 8.04

Required Practicums

Subject: Page 1o 1

Students are required to complete with a grade
of "Pass," practicums relating to the following areas:

1. Applied Educational Research and Evaluation
2. At least one of the specialization seminar

areas, but it is recommended that students complete a
practicum in both seminar areas.

A

Pare y
Effective: 9/1/79 Approved: /Vd }%%ﬂ
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Category: MARP Number: 2+01

Subject:

MARP Assignments Page 14 1

1. At the end of the second year, each
student's progress will be evaluated to determine
eligibility for being assigned a Major Applied Research
Project advisor. To be eligible the student must have
successfully passed six seminars and four practicums.*

2, Students whose progress is evaluated as
unsatisfactory will be delayed assignment until such
time as they complete the appropriate work.

3. Students must be current in tuition and
fees to receive third year services (MARP, practicunms,
or seminars).

*# For new students enrolling Fall, 1986 and after.

o) Fi

S

W’Smm

I
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Category: MARP Number: 9.02
N Change in Advisor: Request P 1 1
Subject: By a Current Advisor e _ s

Advisors wishing to discontinue an advisee shall
notify the Director of the Programs for Higher
Education, in writing, stating the reasons thereof. The
pirector will secure another advisor.

- ) K
Effective: 9/1/79 7 Approved: //W-( W
Revised: 9/1/83 / éM L/
Approved: - kﬂ
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Gategory: MARP Nurnber: 9.03
- Change in Advisor: Request Page l g1
Subject By a Current Student 88— i

Students, during the MARP year, may request
changes of advisors if extenuating circums?ances are
hindering the student's progress, such as illness of
an advisor, prolonged absence of the advisor from the
U.S.A., inability of an advisor to counsel with a
gtudent because of a change of address or status of
employment, or any other reason accepted as valid.

Students desiring a change of advisor should
notify the Director of the Programs for Higher Education

in writing.

Effective: 9/1/79 7
Revised: 9/1/83 //{/// ‘L
Approved: e k&//
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Submission of the P 1 1
MARP Proposal % o

Subject:

I

The student should follow the procedure stated
below when submitting the MARP Proposal to the Programs
for Higher Education.

One copy (not the original) of the MARP Proposal
and the signature page, containing the signatures of the
MARP advisor and the local committee member, should be
submitted to the Programs for Higher Education at Nova

University.

When the MARP Proposal has been approved by the
central staff committee member, it is placed in the
student's folder in the Programs for Higher Education.
At this time, the first grade report is mailed to the
student indicating seven semester hours credit,

Effective: 9/1/79 ' Approved:

Revised: 9/1/83 /%%/
Approved: L \A
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Category: MARP Number: 9.05

Submission of the MARP Page lof 1

Subject:

The student should follow the procedure stated
pelow when submitting the MARP to the Programs for

Higher Education.

One copy (not the original) of the MARP and the
signature page, containing the signatures of the MARP
advisor and the local committee member, should be
gubmitted to the Programs for Higher Education at Nova

University.

When the MARP has been approved by the central
staff committee member, the student is notified by mail.
The copy of the MARP is retained at Nova and reproduced
on microfiche. The student needs to send a fee to
cover the reproduction cost.

Effective: 9/1/79 7 7
Revised: 9/1/83 %éﬁ L
Revised: Approved: L 4
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Category: Individualized Evaluation Number: 10.01
subject: Submission of the Individualized page 1of__1
Evaluation

Students must submit to the Central office an
Tndividualized Evaluation as soon as all seminars and
I,racticums have been completed,

The purpose of the Individualized Evaluation is
to determine the effect or impact of each seminar and
each practicum upon the student's professional growth
and/or the student's institution or organization.

Effective: 9/1/79 ~ :
Revised: 9/1/83 /&W -P
Approved: [ \‘—/



Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

category: Information Retrieval Service Number: 11.01

Subject: Comprehensive Searches Page 1o 1

Comprehensive bibliographic computer searches

are done on demand for all program students and

raduates. These computer search requests are made
via the "Computer Search Request Form." The costs of
the computer search must be paid by the program (in
which the cluster coordinator must sign the request
form) or by the student (in which case prepayment must
accompany the request). The cost for a computer search
on one database is $30.00. Multi-database searches
cost $30.00 for the first database plus $20.00 for
each additional database.

Effective: 9/1/79 ' Approved:

Revised: 9/1/83

Revised: 8/1/86 Approved:
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Category: Information Retrieval Service Number: 11,02
subject: Microfiche Delivery Page 1 o1
Jp——

Microfiche copies of ERIC documents and
gselected Nova material are available to any student
or graduate upon request, Requests may be made via the
Microfiche Order Form. There is no charge for this
ervice, and users may keep all the documents they
eive. A maximum of fifteen ERIC microfiche may be

rec
ered per computer search.

ord

Effective: 9/1/79 Approved:

Revised: 9/1/83

Approved:
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Attendance 12,01

Category: Number:

Subject: Attendance Policy-- Page 1o 1
Seminars and Courses

Attendance at all sessions of each seminar is
required for each student expecting to receive credit.
Any exception must be based on an emergency and an
agreement between the student and the national
lecturer. In no case, however, can a student receive
credit for a seminar if more than one seminar meeting
is missed.

Because a student cannot miss an entire session
and still satisfy the seminar requirements, they are
required to complete specified assignments relating to
the missed session. The assignments may take different
forms. After national lecturers have determined the
type of makeup work a student must complete, they
should send a copy to the Programs for Higher Education.

Approved:
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f

_ Admissions Process

category Number: £ 08
o Requirements

subiect Page __ Ttof 2

___/_-__—_

The requirements for admission to the doctoral
program are as follows:

1. Master's degree from an accredited
iristitution

2. Current full-time employment related to the
ai,plicant's area of specialization ‘
3. Three letters of recommendation from senior
a.(:ademzl.c or administrative personnel in the applicant's
1ace of employment

4. An interview with a central staff member or
some other representative of the program

5. A portfolio

6. Must also meet specific requirements for
each specialization:

a. Leadership in Adult Education--a person
employed full time in adult education
(e.g., training or educational programs
in business, industry, the military,
postsecondary education not awarding
college credit, basic adult education).

b. Higher Education--a faculty member or
administrator employed full time in a
postsecondary educational institution
that awards college credit, 4-year
college, or university.

- - & L
Effective’ 9/1/79 PR //X M _L QA@_
/ M i «L

fovised: 8/1/86 /
Approved: ' /
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;;;;;;;;;; Admissions Process Number: 1+01
sub.ieCt: Requirements Page 2_of 2

c. Vocational, Technical, Occupational
Education--a faculty member or
administrator employed full time in
vocational, technical, or occupa-
tional education.

_—/--—-—
e i Approved: J jz ] : :$
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;;;;: Admissions Process Nirber: 1 +02
subiect: Cluster Formation Page 1o 1

If an applicant meets all requirements and has
ubmj_tted all required credentials, final admission to
ihe program is dependent upon the formation of a local

1u5ter within the applicant's geographical area or an
appropriate regional cluster.

Therefore, there may be a period of several
nths between the time an applicant is admitted and a
mt;w cluster can be formed and merged into the
gchedule.

Students are notified by their coordinator
egarding enrollment and registration.
r .

f ,
Effective- 9/1/79 Approved: /,/k
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_-——/’_—

Registration 2,01

: Number: ~°
Category .
supiect Registration Page lot_ 2
» ’

/———_

All first and second year students who plan to
receive services during a particular term must

I“:_e];-.ggister.

1. This registration should take place at the
1ast cluster meeting of the previous term.
2., For any unregistered new students,
istration will take place during the first class

Tl ion of the term.

sesS

3. Registration forms will be disseminated,
llected. and mailed by cluster coordinators to the
EOJJLQWing address:

Registrar's Office

Programs for Higher Education Coordinator
Nova University

3301 College Avenue

Fort Lauderdale, FL 33314

1N

— vy
9/1/79 Approved:

Effective: 41783 7
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Category: Registration Number: 2+01
subject: Registration Page 26t 2

Students may choose to pay tuition in one of the
following ways:

1. A check or money order

2, Mastercard, Visa, or American Express
Authorized Form

Those students receiving financial assistance
should write at the top of the registration form:
wReceiving financial aid."

Tuition must be postmarked by the due date. To
avoid a late payment fee of $50.00, full payment for the
term must be postmarked no later than the first day of
the term: October 1st, January 1lst, April 1st, and July
1st, except in the case of new students applying after
these dates.

—

Effective: 9/1/79 Approved:
Revi58d2 8/1/86

Approved:
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_.—-/——
Ccategory: Registration NiitTber: 2.02

- en Third Year Registration - P 1 1
subject: Doctoral Program " of
g

Students will be sent a bill for tuition for
ach three-month term for the third year. Students

pould return the tuition payment to the Office of the
Camptroller, Nova University.

____/-—_

Effective: 9/1/79 Approved:

Revised: 9/1/83
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S Registration

category: g ' Number: 203
subiject Continuing Services Page 1_‘:’f 1
f

Students continuing beyond the third year will
be enrolled in continuing services.

When students enter continuing services, they

are gent a bill for tuition for each three-month term.

Beginning and tuition due dates for the
g erms are:

Fall - October 1
Winter - January 1
Spring - April 1
Summer - July 1

Students will be billed according to this
8 nedule. Students who do not remit tuition when due
wi 1l be withdrawn.

Students who enroll and pay tuition for any term
5 continuing services are eligible for a refund if they
jete all requirements for the degree within the

omP
;irst month of the term.

___/-___f
Effectivé: 9/24/81 Approved:
jsed: 7/01/83
gz:ised: 9/01/83 eaas
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T e

catedory: Registration Number: 204
sulsject Financial Assistance Page 1. o 1
f

Registration deferments of tuition will be given
students expecting financial assistance from the

- olj_owing programs:

fo
a. Guaranteed Student Loan

b, National Direct Student ann

c, Auxiliary Loan to Assist Students

d. Nova scholarships
e, Private scholarships

f£f. In certain circumstances, a student may be
granted a Nova University Loan that makes up
the difference between the total charges
assessed and available sources of financial
assistance.

Further information on financial assistance is
available from the Office of Student Financial Planning

and Resources.

Eftective: 9/1/79 Approved:

Approved: ( A
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iR

catedory. Registration Number: 2+05
SubieCt: Educational Services Pagé | lof 1
./-__—

Students must be registered and current in
gition to be eligible to receive services. The only
o xception is for the removal of a grade of "Incomplete."

f

Effective: 7/1/83 Approved:

Approved:
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Category Registration Number: 2+06
SUDjeCt: Readmission Page 1 of 1
.——/_‘_——_

Individuals on withdrawal who wish to be
eadmitted must complete a readmission form, remit a
einstatement fee, and be approved for readmission by

rhe Admissions Committee of the Programs for Higher
Ed ucation.

Students reentering are subject to the current
tuition rate..

__——-—"‘——-—

Effectivé: 7/1/83 Approved:
Revised’ 8/1/86
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Registration 2,07

Category: Number:

Subject: Refund ' Page 1of 1

A student paying tuition prior to the start of a
seminar and notifying the Admissions Office in writing
of withdrawal from the program before the first seminar
meeting will be entitled to a full refund of all monies
paid, with the exception of the nonrefundable
application fee.

A student attending any part of a seminar is
liable for the full tuition and fees for that term.

If a cluster fails to form in the applicant's
geographical area, all monies will be returned.

Effective: 9/1/79 Approved: .
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Subject: ~ Withdrawal : Page_Llof 1

Students who wish to withdraw from the program,
either temporarily or permanently, must inform the
Admissions Office in writing to be eligible for
allowable refunds.

Students who give written notice of their intent
to withdraw prior to the first meeting of a seminar will
not be assessed for that or subsequent terms until they
are readmitted.

Effective: 9/1/79 Approved:
Revised: 8/1/86

Approved:
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Subject: Interpretation of - Page__ L of 1
Seminar Grades

The program has these seminar grades: Pass, No
Pass, and Incomplete. These grades are recorded on
students' official transcripts at the university.

For interim progress reports and counseling
purposes, the Pass grade is divided into three options:
Honors Pass, Pass, and Marginal Pass. These grades are
not recorded on the official transcripts.

1., Pass. A student has satisfied all seminar
requirements.

2., No Pass. Indicates that a student has
attempted to complete all requiremeéents in the seminar
but has failed to satisfy the requirements or the
student has not completed all requirements, and there is
no evidence that an attempt to complete the requirements
has been made. Any student receiving a "No Pass" must
repeat the seminar. When a second "No Pass" is
received, whether it is for the same seminar or two
different seminars, the student will be terminated from
the program.

3. Incomplete. A student has failed to
complete the seminar requirements and as a result of a
discussion with the national lecturer, it is reasonable
to expect that the student will be able to complete the
requirements of the seminar.

— / ﬂ”i @,,/67:.
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Category: Grades Number: 5+02

Subject: Incomplete Grades Page ' Lg_ 1

Students must remove their "Incomplete'" grades
within six months from the end of the term in which they
were assigned. If the "Incomplete” in a seminar is not
removed within this time, the student will receive a
"No Pass" and will be required to repeat the semester.

Term Incomplete Grade Date Incomplete Grade
Was Assigned Must be Removed
Fall June 30
Winter September 30
Spring December 31
Summer March 31
l

Effective: 9/1/83 Approved:

Revised: 8/1/86 /%(
Approved:
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3.03
Category: Graliae Number:
Subject: é::s;gretatlon of Practicum Page 1 of 1

1. Grades given for practicums may be "Pass,”
"y," or "No Pass.”

a. "Pass" is given when a practicum is
acceptable and needs no revisions.

b. "U" is given when a practicum is
unacceptable and needs revisions.

c. "No Pass" is given when a practicum has
received a "U" on the second revision.

2. Recording of two "No Pass" grades as
permanent grades will terminate the student in the
program,

Effective: 9/1/79 Approved:
Revised: 9/1/83

Approved: A
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Category: Credit Number: 4+01

Subject: Assignment of Credit Page 1 o2

Program credit is assigned as follows:

1. Seminars., Three semester hours credit is
assigned for receiving a "Pass" in a seminar.

2. Practicums. Four semester hours credit is
assigned for receiving a "Pass" for a practicum.

3. MARPs. Three grade reports will be issued
to MARP year students. Each grade reporting period
carries seven semester hours credit, and credit will
be awarded when the required work has been completed
according to the following plan:

a., First Grade Report. A "Pass" grade is
given only if the.student has completed
the MARP Proposal and has filed with the
Central Office the completed proposal
with the three required signatures.

b. Second Grade Report. A "Pass" grade is
given only when the student has
completed the required Individualized
Evaluation report, and the MARP advisor
has reported to the Central Office that
the student is making satisfactory
progress on the MARP., The student
cannot receive a "Pass" for this period
until all seminar work is complete and

Effective: _ ~ Approved: /(

Approved:
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Category: Credit Number: 401

Subject: Assignment of Credit Page 242

approved, and the MARP proposal has been
approved and on file in the Central
Office.

c. Final Grade Report. A "Pass" grade is
given when the student has completed the
MARP and has submitted an acceptable
copy to the Central Office, with the
three required signatures. Students
expecting to participate in commencement
exercises must have all work completed,
fully approved, and on file no later
than the first day of June. Students
are, however, encouraged to submit their
signed documents well ahead of this date
to facilitate clearance for the
commencement exercises,

Approved:

" - 5
Effective: 9/1/79 Approved: At ml
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Category: Ethical Conduct ' Number: 5.01

Subject: Legal and Ethical Standards Page l'of 1l

Students are expected to comply with the legal
and ethical standards of Nova University and the
Programs for Higher Education. Academic dishonesty and
nonacademic misconduct are subject to disciplinary
action. Specific instances of misconduct include, but
are not limited to, cheating, plagiarism, knowingly
furnishing false information to the University, and
forging or altering University documents or academic
credentials.

) y Y A .
Effective: Approved: W W
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Category: Grievance Procedures Number: 601

Subject: Petition Process Page 1of__ 2

The Programs for Higher Education requires
adherence to all policies except when there may be
exceptional circumstances. In such cases the following
procedures shall be followed:

1, Students should discuss their concern with
the cluster coordinator or a member of the central
staff, ’

2. If, after these discussions, it appears to
be appropriate to submit a petition to the Programs for
Higher Education for an exception to any policy, such
petition should be submitted to the Petitions Committee
at the Programs for Higher Education.

3, Cluster coordinators, MARP advisors,
national lecturers, instructors, and local research
associates with concerns about a student should contact
a member of the central staff of the Programs for Higher
Education.

Each petition will be considered on its
individual merits based on determining whether or not
there is a genuine need for an exception.

4, Submission of petition to the Petitions
Committee shall be in writing addressed to the Programs
for Higher Education, Nova University.

5. Elements to be included in a petition:

a. Name, address, and telephone number of
the petitioner

» '
Effective: ' Approved: /W Mé%
Approved: ///M;‘/’!'Z/
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Category: Grievance Procedures Number:6'01

Subject: Petition Process Page 2 4 2

b. Statement of Policy concerned

c. Specific statement of exception being
sought

d. Rationale for the request

e, . Summary of discussion with staff member
if applicable (be sure to include name
of contact person)

6. The Petitions Committee will meet on
Wednesday of each week. However, the
Director of the Programs for Higher
Education may cancel, postpone, or call
special meetings at his discretion.

7. Within ten (10) days of Committee action,
the decision will be transmitted to the
petitioner by the Secretary of the
Committee.

8. In the event of a ruling unsatisfactory to
the petitioner, the petitioner has the right
to resort to the Appeals Process outlined
in 6.02 of the Policy and Procedures
Manual.

Effective: 2/4/81 Approved: /Vd //ZS M
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Category: Grievance Procedures il 6.02

Subject: Appeals Process - 1 of 2

1. Any decision of the Petitions Committee
affecting the progress or status of a student may be
appealed.

2. The Appeals Process shall be used after all
remedies available in regular staff procedures and the
Petition Process are exhausted.

3. A student desiring to appeal an action by
the Petitions Committee must file written notice of
the substance of the ruling being appealed with reasons
for its revocation or modification. The written
appeal, with additional supporting documentation, shall
be filed with the Secretary of the Appeals Committee.

4., A panel of three persons holding a doctorate
from the Programs for Higher Education will function as
an Appeals Committee.

5. The Committee shall be composed of three
members selected from a resource panel of graduates
who have consented to be available and serve.

6. Hearing dates of the Appeals Committe shall
be set in advance and be available upon request to
appellants. There will be no meeting by the Committee
unless an active appeal is on file. In any event, all
appeals will be acted upon within ninety days of date
of receipt of appeal by the Secretary of the Appeals
Committee.

7. The Secretary of the Committee shall be

responsible for logistics of all commi;tee meetings, 9nd
23 A a
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Subject: Appeals Process Page of

correspondence attendant to the appeal., The Secretary
shall also be responsible for assembling the evidence
and other material relating to the appeal for the use of
the Committee.

8. At times it may be necessary to call for
additional evidence and/or interview the student in
person or by telephone, If the interview is requested
by the Committee, expenses of the student (travel and
lodging) shall be paid by the University. If the
appellant requests the interview, he or she shall pay
expenses,

9. At the request of the Committee or the
appellant, a tape recording or stenographic record shall
be made of the evidentiary portion of any Committee
discussion or hearing held pursuant to this Appeals
Process. The requesting party or parties will be
responsible for the cost of such proceedings.

10. A unanimous vote by the Appeals Committee is
necessary to revoke a decision by the Petitions
Committee.

11. The Secretary will transmit the decision of
the Committee to the Director of the Programs for Higher
Education within ten days of receipt of the decision.
The Secretary will be responsible for notifying the
student no later than fifteen days after the decision.
The text of the decision together with any actions of
the Central Staff, if any action is necessary, will
constitute the transmittal.

Effective: 2/4/81 Approved:

Revised: 9/1/83

Revised: 8/1/86 Approved:




Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Graduation T — 7«01

Subject: Requirements Page %of .

The graduation requirements for students
enrolled in this program are:

1. Attend and pass seven seminars (3 semester
hours each)

2, Pass five practicums (4 semester hours éach)

3. Successfully complete the MARP Proposal and
MARP (21 semester hours)

4, Attend two summer institutes (no credit
given, but attendance is required)

5. Submit an individualized evaluation

6. Be current in all tuition and fees

7. Pass a General Comprehensive Examination¥*
All requirements must be completed within seven

years of the date of the beginning of the term of entry.

* For new students enrolling Fall, 1986 and
after.

Effective: 9/1/79 Approved:
Revised: 9/1/83 (& j/
Revised: 8/1/86 Approved: / ' KIA’



Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

-

POLICIES AND PROCEDURES

Subjec;: .Time Limit to Complete the Page 1o 1
Program

The time limit for a student to complete the
doctoral program offered in the Programs for Higher
Education will be seven years from the first -day of
the first month of the term (Fall, Winter, Spring,
Summer initial enrollment).

Terms:
Fall - October 1
Winter - January 1
Spring - April 1
Summer - July 1
Effective: 7/1/83 ' Approved:

8/1/86
Approved:




Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

1

Subject: Participation in 1

of
Commencement Exercises

Page

1. To be eligible to participate in the mid-
summer commencement exercises at Nova University, the
individual must be a graduate of record.

2. To be a graduate of record, all requirements
must be met and on file in the Central Office no later
than June lst.

Effective: 1/1/80 Approved: ‘
9/1/83
Approved: y L
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Nova University
CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Graduation Number: T:0%

Subject: Summer Institutes Page lof 1

Attendance at two. summer institutes is required
for graduation, While there is no additional fee for
the summer institutes, students must be currently
enrolled and pay their own transportation and living

expenses.

Effective: 9/1/79 Approved:

Approved:




Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: ~Graduation ' Number: 7 +03

Subject: Fees _ Page lof_ 1

Upon meeting graduation requirements, each
student must pay a major applied research project fee.

m

Eftective: 9/1/79 | Approved: %?/%

Approved:




Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Practicums _ Number: 8-01

Submission of Practicum

The following documents should be included when
submitting practicum proposals to Nova Central:

1. Two copies of the proposal and the proposal
critique form approved by the cluster coordinator

2. Proposal check sheet

Effective: 9/1/79 Approved:
Revised: 9/1/83 /
Approved:
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CEWTERFORTHEADVANCEMENTOFEDUCNHON
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Practicums Number: 8.02

Subject: Submission of Practicums 1 X

Page

.of

Students must send all completed practicums to
the cluster coordinator. The following documents should
be included when submitting practicums to Nova Central:

1. Two copies of good quality

a. One of the copies should include:
1. copy of the proposal

2. proposal critique form

3. Nova Central staff reader comments
(if any) relating to the proposal

4, signed peer reader form
Students should retain the original practicum.
Students from clusters which do not have the

services of a cl_uster coordinator should submit their
practicums directly to the Director of Instruction.

Effective: 9/1/79 Approved: / )/ % W

Revised: 9/1/83 /{% l—’,
Approved: / '



Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Practicums Number: 8+ 03
Submission of Revised
Subject: ~Practicums ' Page L of 1

All revised practicums should be mailed directly
to Nova Central by the student and the following
documents should be included:

1. Two good quality copies

2. A copy of the original practicum evaluator's
comments.

Students should retain the original revised
practicum.

Effective: 9/1/79 ' Approved:
Revised: 9/1/83
Approved:




Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Practicums Number: 8.04

Subject: Required Practicums Page 1 1

Students are required to complete with a grade
of "Pass," practicums relating to the following areas:

1. Applied Educational Research and Evaluation

2. At least one of the specialization seminar
areas, but it is recommended that students complete a
practicum in. both seminar areas.

. . ) ;
Effective: 9/1/79 Approved: /Ud W_f%ﬂ

7 FF \
Revised: 9/1/83 /é/p/ y
Approved: yAS Iy ké_, -
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

MARP Number: 2°01

Category:

Subject: MARP Assignments Page lof 1

1. At the end of the second year, each
student's progress will be evaluated to determine
eligibility for being assigned a Major Applied Research
Project advisor. To be eligible the student must have
successfully passed six seminars and four practicums.*

2. Students whose progress is evaluated as
unsatisfactory will be delayed assignment until such
time as they complete the appropriate work.

3. Students must be current in tuition and
fees to receive third year services (MARP, practicunms,
or seminars).

* For new students enrolling Fall, 1986 and after.

Effective: A/ 1 8/80 ApprOVEdZ
Revised: 9/1/83

Approved:
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURESl

Category: MARP Nambec: *° 02

Change in Advisor: Request Page lot_ 1

Subject: 3
j By a Current Advisor

Advisors wishing to discontinue an advisee shall
notify the Director of the Programs for Higher
Education, in writing, stating the reasons thereof. The
Director will secure another advisor.

Effective: 9/1/79 Approved:

~ Revised: 9/1/83
Approved: /8



Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: MARP : Nombae: 9+03

Change in Advisor: Request Page lof_ 1
By a Current Student ’

Subject:

Students, during the MARP year, may request
changes of advisors 1f extenuating circumstances are
hindering the student's progress, such as illness of
an advisor, prolonged absence of the advisor from the
U.S.A., inability of an advisor to counsel with a
student because of a change of address or status of
employment, or any other reason accepted as valid.

Stﬁdents desiring a change of advisor should
notify the Director of the Programs for Higher Education

in writing.

Effective: 9/1/79 -
Revised: 9/1/83 ///4;;/>¢/ _Zi,,f—
Approved: /




Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: ~ MARP Nurbee: 904

Subject: Submission of the Page lof 1
MARP Proposal

The student should follow the procedure stated
below when submitting the MARP Proposal to the Programs
for Higher Education. &

One copy (not the original) of the MARP Proposal
and the signature page, containing the signatures of the
MARP advisor and the local committee member, should be
submitted to the Programs for Higher Education at Nova
University.

When the MARP Proposal has been approved by the
central staff committee member, it is placed in the
student's folder in the Programs for Higher Education.
At this time, the first grade report is mailed to the
student indicating seven semester hours credit.

Effective: 9/1/79 ’ Approved:

Revised: 9/1/83 /%%/
- Approved: L A



Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: MARP Number: 2°+03

Subject: ~ Submission of the MARP Page __ Llof__1

The student should follow the procedure stated
below when submitting the MARP to the Programs for
Higher Education.

One copy (not the original) of the MARP and the
signature page, containing the signatures of the MARP
advisor and the local committee member, should be
submitted to the Programs for Higher Education at Nova

University.

When the MARP has been approved by the central
staff committee member, the student is notified by mail.
The copy of the MARP is retained at Nova and reproduced
on microfiche. The student needs to send a fee to
cover the reproduction cost.

e rar y,
Approved: /V///ﬁ/_gm

- Effective: 9/1/79 7 7
Revised: 9/1/83 /%54?22?/_;f£i”/
Revised: e — Approved: L 4
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Individualized Evaluation Number: 10.01

Subject: Submission of the Individualized page lof_ 1
Evaluation

Students must submit to the Central office an
Individualized Evaluation as soon as all seminars and
practicums have been completed.

The purpose of the Individualized Evaluation is
to determine the effect or impact of each seminar and
each practicum upon the student's professional growth
and/or the student's institution or organization.

VI — 1 Vi
Approved: M W -S @. % (0 L

Revised: 9/1/83 /?/2522?/ 7zi;",
Approved: [ L
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Information Retrieval Service Number: 11.01

Subject: Comprehensive Searches Page 1o 1

Comprehensive bibliographic computer searches
are done on demand for all program students and
graduates. These computer search requests are made
via the "Computer Search Request Form." The costs of
the computer search must be paid by the program (in
which the cluster coordinator must sign the request
form) or by the student (in which case prepayment must
accompany the request). The cost for a computer search
on one database is $30.00, Multi-database searches
cost $30.00 for the first database plus $20.00 for
each additional database.

Effective: 9/1/79 ' Approved:

Revised: 9/1/83

Revised: 8/1/86 AR




Nova University

CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Information Retrieval Service Numbm111'02

Category:

Subject: Microfiche Delivery Page__ L of 1

Microfiche copies of ERIC documents and
selected Nova material are available to any student
or graduate upon request. Requests may be made via the
Microfiche Order Form. There is no charge for this
service, and users may keep all the documents they
receive., A maximum of fifteen ERIC microfiche may be
ordered per computer search.

Effective: 9/1/79 Approved:

Revised: 9/1/83 A/' A}{iﬂ”’//
Approved: / Gt k A 5
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CENTER FOR THE ADVANCEMENT OF EDUCATION
Programs for Higher Education

POLICIES AND PROCEDURES

Category: Attendance Kamker: 12,01

Subject: Attendance Policy-- Page lof 1
Seminars and Courses

Attendance at all sessions of each seminar is
required for each student expecting to receive credit.
Any exception must. be based on an emergency and an
agreement between the student and the national
lecturer. In no case, however, can a student receive
credit for a seminar if more than one seminar meeting
is missed.

Because a student cannot miss an entire session
and still satisfy the seminar requirements, they are
required to complete specified assignments relating to
the missed session. The assignments may take different
forms. After national lecturers have determined the
type of makeup work a student must complete, they
should send a copy to the Programs for Higher Education.

7117k
Approved: m S

Effective: 9/1/79 7,
Revised: 9/1/79 /4/%
Revised: . Approved: kﬂ.
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