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Academic Regulations

Dropping or Adding Courses
A student who wishes to drop or add a course or change to audit (i.e., attend
without credit) must obtain the appropriate form from the Office of the Registrar.
For the change to be effective, the signature of the advisor and instructor must be
obtained, and the form must be filed with the Registrar’s Office within the specified
time periods (stated below). If illness or extenuating circumstances preclude a
student from personally processing a change form, the Office of the Registrar will
process the change when notified in writing of the request. The effective date of
all changes is the date the schedule change form is received by the Registrar’s
Office. The grade of F is assigned for each course not completed and processed in
this manner.

Add Period - Prior to the completion of the sixth day of class of the semester,
schedule conflicts should be resolved and courses added.

During First Three Weeks - Courses dropped during the first three weeks
do not become part of the student’s permanent record. An administrative
fee of  will be charged for each student-initiated section or course change
made after the Add Period. A student who wishes to audit a course (i.e.,
attend without credit) should apply to the Office of the Registrar. Overload
fees are determined on the basis of enrollment at the end of this period.

After Completion of Three Weeks–Before Expiration of Ten Weeks -
The grade of W will be assigned for all courses dropped during this period.
A course is dropped only when the procedure outlined above is followed. A
student may change from credit to audit during this period.

After Ten Weeks–Until the End of the Semester - A student may not
withdraw from a course or change from credit to audit during this period.
Students who withdraw from the College or are suspended after the tenth
week of the semester are assigned grades for all classes (either W or F). These
grades become part of the student record and are used to determine semester
and/or cumulative QPA in the same manner as if the student had completed
the semester.

Final Examinations
The giving of a final exam is optional; however, when a final examination is not
given, an alternative assessable exercise or assignment appropriate to the nature of
the course is given. In either event, the relative importance of the examination,
exercise, or assignment in determining the total course grade lies with the instructor.



Comprehensive Examinations
A written comprehensive examination is required in most M.Ed. programs and
in the M.S. in nursing program. It is an alternative to the School Leaders Licen-
sure Assessment in the M.Ed. in educational leadership program, the portfolio in
the M.Ed. in reading program, the National Board Certification process in the
M.Ed. in curriculum and instruction program, and the thesis in the M.A. in history
program. The examination, which should be taken at the end of the graduate
program, is given three times each year on the first Saturday of November, the third
Saturday of March (unless in conflict with Easter), and the last Saturday of June.
Students must apply to take the exam at least three weeks prior to the examination
date. Application forms are available in the Office of Graduate Studies.

Students pursuing the M.A. in music will complete a comprehensive exam
inclusive of written and oral components. Further information is available from
the program director.

Grading System
Grades for graduate work are A (.), A- (.), B+ (.), B (.), B- (.), C+ (.),
C (.), or F (). All grades represent passing work except F. In the School of
Education and Human Development, a grade of S (satisfactory) or U (unsatisfac-
tory) will be assigned to internships in the counseling program. Final grades are
given at the end of each semester to all students. Grades are distributed to students.

The grades used to indicate the quality of a student’s work are relative, not
absolute; their significance varies according to the level, the objectives, the materials,
and the procedures of a given course. Instructors are guided by the following
definitions in evaluating the achievement of their students.

A The grade of A is awarded for excellence. According to the nature of
the course, the grade may indicate one or more of the following: deep
and extensive scholarly mastery of the material, genuine critical thought,
clear insight into problems and understanding of values involved,
notable originality and creativity, and unusual distinction in the acqui-
sition of appropriate skills.

(Quality points per semester hour: A+, .; A, .; A-, .)

B The grade of B indicates that the student’s work, while not excellent,
is distinguished in many ways. The work shows a depth of under-
standing of content and proficiency in skills and it indicates initiative,
enthusiasm, and creative thought.

(Quality points per semester hour: B+, .; B, .; B-, .)

C The grade of C indicates minimally passing work for an individual
course. Only one course with a grade of C+ or below may count toward
graduation.

(Quality points per semester hour: C+, .; C, .; D-, .)
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E The grade of E, conditional failure, may be assigned to a student who
fails a final examination or does not satisfactorily complete assigned
work and where failure to achieve minimal objectives is sufficiently
limited to warrant a reasonable expectation of success through re-exami-
nation or through completion of assigned work. The E counts as an F
in computing the semester and cumulative quality point average until
such time as it is removed. A student has until the end of the first two
weeks of the following semester to remove a grade of E. If not removed
within that time, an E automatically becomes an F.

F The grade of F signifies that the student’s work is below the minimum
standard and that the student has failed to pass the course. In computing
quality point averages, failed courses are counted as work undertaken,
but no credit and no quality points are awarded.

I Work incomplete. The grade will be assigned in a course only for reasons
of illness or other unavoidable conditions acceptable to the instructor.
A student will be granted a reasonable time, not later than the end of
the semester immediately following (excluding summer session), in
consultation with the instructor, to remove an Incomplete grade. Any
I grades remaining at the end of that following semester will become F.
“I” grades must be removed prior to graduation.

IP In Progress. The grade of IP may be given in courses when an extension
of time is justified. The student will be granted a reasonable time, not
later than the end of the semester immediately following (excluding
summer session), in consultation with the instructor, to remove an In
Progress grade. Any IP grades remaining at the end of that following
semester will become F grades. IP grades must be removed prior to
graduation.

L Late Grade. The grade of L is given when a faculty member is unable
to submit a grade to the Office of the Registrar during the designated
time period.

S/U Satisfactory/Unsatisfactory. In certain designated courses in which regular
letter grades are not appropriate, grades of S and U may be given. No
quality points are given for an S, but in computing quality point aver-
ages, a grade of U is counted as work undertaken and treated as an F.

W Withdrew. The grade of W is given after the first three weeks and within
the first ten weeks of a semester if a student drops a course with the
written consent of the advisor, the instructor, and the vice president
and dean for academic affairs or registrar. The course is not counted as
work undertaken.
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Grade Review
The principle of academic freedom gives an instructor broad discretion in estab-
lishing goals for a course, the criteria by which student achievement is to be assessed,
and making decisions about the student’s accomplishment according to those
criteria. Thus, except in unusual circumstances, an instructor’s decision about a
grade may not be overruled. A student may, of course, request that his or her
instructor review a grade for any required work in a course.

A student who believes that a final grade is in error should first discuss the matter
with the instructor. If the student fails to persuade the instructor, the student may
submit a written appeal within three weeks after the grade notifications are provided
by the Office of the Registrar to the dean of the School in which the course is listed
in the catalogue. The School dean, in turn, will designate a review committee. The
committee’s recommendation will be forwarded to the vice president and dean
for academic affairs who will notify the instructor and the student, in writing, of
the decision. Other than the course instructor, only the vice president and dean
for academic affairs may change a grade. (Detailed procedures are available from
School deans and the Office of the Dean of the College.)

Retention in the Program: Academic Standards
A quality point average of . (B) is required for graduation. Only one course with
a grade of C+ or below will count toward degree requirements. Any student earning
more than three hours with grades of C+ or below will be suspended from the
program for a minimum of one semester.

A student in counseling receiving a grade of C+ or below in any two courses
will be dismissed from the program, with the option to appeal to the counseling
faculty (per the ACA Code of Ethics Sections C..g and F..a-b and the CACREP
accreditation Standard I.P.).

Appeal of Suspension
If a student believes that extenuating circumstances make suspension unwarranted,
he/she may file a written appeal documenting those circumstances with the associ-
ate Dean for Academic Affairs. The appeal must provide evidence that supports the
student’s position, and it must reflect a plan developed in conjunction with the
academic advisor for enhanced academic performance.

Reapplication after Suspension
A student who has been suspended may apply for readmission to the College after
one semester. In such cases, the student must demonstrate an improvement in
achievement and/or motivation suggesting that he/she will be able to meet the aca-
demic standards of the College. A suspended student may not enroll at Lynchburg
College without having been readmitted. After a second suspension, a student is
not eligible for readmission.
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Independent Studies
Independent Study courses allow capable students an opportunity to pursue
interests that are not available in courses for a given program. Special registration
forms with the signature of the student, instructor, program director, and associate
dean for academic affairs must be completed prior to beginning an independent
study and by the end of the add period.

Internships
Students enrolled in graduate programs that require field experiences must make
application for internships. Applications for graduate internships must be submitted
to the School of Education and Human Development office prior to February 
for the fall semester and September  for the spring semester.

Leave of Absence
A student may obtain a leave of absence from the College for personal reasons such
as work obligations, illness, to study abroad, or to complete an internship. To
request a leave of absence for non-medical reasons, a student should speak with
his/her academic advisor and submit a written request to the dean of graduate
studies stating the reason for the leave and the date of return. To request a medical
leave of absence, a student should follow the procedures described in the section
below (“Medical Leave of Absence”).

If a leave of absence begins while a semester is in progress, grades will be assigned
for that semester according to the normal policy governing withdrawal from courses.
Refund of fees will be made in accordance with the refund policy.

Students granted a leave of absence need not apply for readmission to the
College. To ensure that their enrollment is reactivated, students on leave should
register for classes for the semester they plan to return to LC at the first opportunity
made available by the Office of the Registrar. If the date of return needs to be
changed, the student must submit a written request for an extension of leave to the
dean of graduate studies.

Medical Leave of Absence
If a student needs to withdraw from the College for health reasons, he/she should
contact the director of Health and Counseling Services at /- to request
a medical leave of absence and to provide medical documentation supporting the
request. If a medical leave of absence begins while a semester is in progress, grades
will be assigned for that semester according to the normal policy governing with-
drawal from courses. Refund of fees will be made in accordance with the refund
policy. Students who are academically eligible to continue enrollment for the next
semester do not have to apply for re-admission; their enrollment is automatically
activated for the semester they plan to return.
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Military Leave of Absence
Students who are called to military service during the semester will be placed on
Military Leave of Absence and receive  percent refund of the tuition for that
semester.

Students will receive one of the following marks at the end of the semester,
depending on their individual situations:

. I (for incomplete);
. a letter grade; or
. W (for withdrawn)

Students will normally receive a grade of I and the ten-week withdrawal period
will be suspended. Incomplete grades will be continued beyond one semester as
conditions warrant and must be completed within one year after the student
returns from service.

Faculty will submit these I grades to the registrar fully documenting the fol-
lowing:

• the individual and cumulative grades to date;
• the remaining requirements necessary for completion of the course; and
• possibilities for computation of a final grade.

A copy of this documentation should also be on file with the School dean.
For instances in which the major work of the course is completed at the time

of deployment, the faculty member may provide an appropriate grade for the
student. In the case of course withdrawals, the student will receive a grade of W.

Out-of-Residence Study
Completion of the Transfer Credit Request form (available from the Office of
Graduate Studies) is required in advance for out-of-residence study, and approval
must be obtained from the advisor, the dean of the School offering the program
toward which the out-of-residence course is to apply, and the dean of Graduate
Studies. Credit will not be allowed for courses with a grade of C or below. Out-
of-residence coursework does not affect academic probation. Upon completion of
courses taken out of residence, the student must have the official transcript sent
directly to the Office of Graduate Studies.

Transfer Credit
Lynchburg College will accept up to six semester hours of equivalent graduate
work transferred from other institutions (i.e., out-of-residency credit). Transfer
credits are subject to the following conditions:

• Courses must be comparable to Lynchburg College course requirements
or be acceptable as appropriate for the student’s program of study. The
graduate student must make this request in writing to the faculty advisor.

• Courses must have been completed at a regionally accredited institution.
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• Courses must be fully acceptable and applicable to comparable degree
programs at the offering institutions; however, transfer credit is not allowed
for a course counted within a completed graduate degree program at another
institution.

• Courses must be reflected on an official transcript that indicates regular
disciplinary prefixes, graduate-level course numbers, and titles. An official
transcript of the transfer course and a copy of the course description
from the appropriate academic year catalogue must be submitted with the
student’s written request to the faculty advisor.

• Continuing education, professional development, and in-service courses
are not transferable unless the course(s) is (are) fully acceptable and appli-
cable to a comparable degree program at the offering institution.

• Any courses proposed for transfer credit, whether taken before or after
admission to Lynchburg College, must receive the approval of the student’s
advisor, the dean of the specific academic school, and the dean of graduate
studies. (A special form is provided for this purpose.)

Quality Point Averages
A student’s quality point average for a given semester is computed by dividing the
number of quality points earned by the number of semester hours undertaken.

Repetition of Courses
If a student repeats a course at Lynchburg College, only the most recent grade will
be considered in the calculation of the cumulative quality point average. Repeated
courses are indicated on the grade transcript with a suffix of R on the original
grade, for example: “FR,” and “CR.” In the event the grade of F is received in
repetition of a course previously passed, the quality points will be lost, though the
previously established credit will remain. If a student fails a course more than once,
the previous grades of F will be disregarded in computing the cumulative average.
No additional credit may be granted for a repeated course.

Since credit is not given twice for the same course, out-of-residence repetition
of a course originally passed at Lynchburg College has the effect of increasing the
hours required for graduation by that number of hours.

The above policy does not apply to courses repeated after the degree has been
granted.

Student Academic Load
A full-time graduate student’s academic load is nine or more credit hours per
semester. No student carrying fewer than nine credit hours of work per semester
will be classified as a full-time graduate student.



Policy Regarding Class Attendance
Regular attendance, preparation for classes, and the prompt completion of assign-
ments are obvious responsibilities expected of students. Each instructor will inform
students of the attendance policies in effect for each class. A statement about
attendance policy will comprise a portion of the course syllabus.

Graduation
All requirements for a graduate degree, including any courses accepted by transfer,
must be completed within a period of six calendar years.

Application to Graduate
All students are required to complete an Application for Graduation form prior
to registration for the final year (two semesters) of enrollment. This policy is
intended to ensure that the student will complete requirements yet to be fulfilled.

January, May, and August degree candidates are eligible to participate in the
May commencement exercises of the academic year in which they complete their
degree requirements.

Withdrawal from College
A student withdrawing from the College must notify the College in writing. If
withdrawal occurs during the semester, a withdrawal form is available from the
Office of the Registrar. Grades will be assigned according to the operating policy
governing withdrawal from courses. Refund of fees will be made in accordance
with the refund policy.

 Lynchburg College
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