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Most Salient Points and Quick Tips

Got a question? Ask any assistant dean in the Ot for Undergraduate
Studies, 104 O'Shaughnessy. We are here for you.

Is an Arts & Letters student having trouble or notattending class? Call an
assistant dean in the Office for Undergraduate Stués immediately.

Make yourself familiar with the University’'s Academic Code of Honor
(p. 21), including your responsibilities (p. 2, and recommended practices

(p. 22).

In your course syllabi, clearly state your class &ndance policies (p. 23).

We suggest you take attendance regularly, especialh the first two weeks of
the term, in order to identify those students who e not correctly registered.

Plan to have at least one major examination or papeyraded and returned to
the students BEFORE the mid-term break, to help then ascertain whether to
retain or drop your course before the course drop dadline: Friday after
break (p. 24).

Mid-term grade reports MUST be submitted to the Regstrar (p. 27) for all
first-year students in your course and for those ggthomores, juniors, or
seniors who are performing unsatisfactorily (D and- level work) (p. 26). If a
student has not turned in assignments, but is stithn the official class list, you
must turn in an “F".

A two-hour final examination MUST be given or termpaper MUST be
collected at the time and place stipulated in thefficial examination schedule

(p. 25).

There is no grade of “Incomplete (I)” for undergraduates at Notre Dame.
Final grades must be based on work performed by thstudent during term
time (p. 29).
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Structure

of Undergraduate Education
at Notre Dame



Introduction from the Dean

Welcome to the faculty of the College of Arts aretters at the University of Notre Dame. The Collegmal is
to nurture sophisticated, cosmopolitan citizenspant this means acquiring the reading, writing apdaking
skills indispensable for careers and vocationahgafter graduation. But choosing Arts and Lettds® means
serious engagement with the profound questions ahahate both the world of liberal learning and @it
intellectual life.

The importance of these questions -- as diverdeasbest to understand Shakespedtiamlet how economic
analysis might inform our understanding of a justisty and how we can study the nature of Godhapss all
students and faculty in the College. They explaity wve insist on a broad array of courses beyondrtagr,
including requirements in the Arts, Social Scienaad Humanities, as well as two courses each ilo$iphy
and Theology. They explain why so many Arts andtdrst students study abroad in order to gain
fresh perspective on their intellectual work, artdyvall Arts and Letters students study a foreigrgleage as an
indispensable tool in a more global world. Theyregeiggest why Arts and Letters values small classes
intellectual dialogue among students and betwagtests and faculty.

The College of Arts and Letters is also part ofyaainic research university. Our professors arelach&nown
across the world for their original contributiomsscholarship. They bring to the classroom andtoversations
with students the latest knowledge of their fiedahsl the skills and passions of active researcNéeshope that
you will encourage our undergraduates, too, to imeceesearchers, and to use undergraduate researth gnd
collaborations with faculty as a springboard ineanced study and reflection.

Intellectual life within College of Arts and Lettenlso takes place in an explicitly Catholic enwiment. Here
ultimate questions of the meaning and value of hulife before God are welcome, and efforts to de#h such
questions draw on the immense resources of theoliatiadition. Inquiry and faith are seen not ggpaosing
forces, but as complementary elements of the fullpan pursuit of truth.

Students throughout the university take courselenCollege, including university seminars and otieguired
courses Approximately 2,600 undergraduates andiynéa000 graduate students are enrolled in the edegr
programs offered by the College. More than 500h@cand research and special professional fastdtff the
College and are organized into twenty-one deparsremd the Medieval Institute.

You will find in the following pages, orientation aterials that should assist you in your transitionthe
University of Notre Dame. This is the tenth yeaattthese notes have been assembled, and we upéate t
annually with the most accurate information avddaht the time of publication. If you have suggarssi for
improvements or changes, please pass them alahg ©ffice for Undergraduate Studies, the entispomsible
for assembling these materials.

| look forward to working with each of you and exteto you my warmest wishes as you join our faculty

John T. McGreevy
I. A. O’Shaughnessy Dean
College of Arts and Letters



Welcome from the Associate Dean for Undergraduatet@dies

Undergraduate teaching has traditionally beeneavény heart of the College of Arts and Letterstéechers, we
share a common mission: to foster the intellecanal spiritual development of our undergraduateestted While
this takes different forms in different disciplinesir commitment to undergraduate education remains
nevertheless, what binds us one to the other ek $aculty within our diverse college.

You will no doubt bring your own talents, interestad teaching styles to your classrooms. Yougebylill
articulate the goals for your particular coursed @aflect the priorities you have chosen to hiditligs crucial for
those engaged in serious, intellectual work witronr field. But, in the end, we all share the ovening goal of
arousing our students’ intellectual curiosity sattthey can become truly life-long learners. Wendbwant our
classes to be thought of as one more hoop fortadests to jump through before they can get ohédusiness
of finding a suitable, rewarding life’s work. Rathee hope that they will take with them, on tHé@’s journey,
some small part of what we have provided for theraur courses, whether that be the art of crattiegperfect
sentence (or appreciating a perfect sentence driajtsome great writer), the ability to measuresthiendness of
an argument (or, indeed, to argue cogently therasedbout the topic of the day), or to reflect on mmmber of
great ideas that make up our intellectual traditidie would like for our students to feel as condbté and
confident talking about current political eventg tmost recent exhibit at the local art museunth@mnewest
play performed by the community theater, as theyldvabout the trials and tribulations of their hedd sports
teams. Indeed, we would hope that, after takingcourses, our students would find it completelyuredtto
engage in such conversations about important ideas.

The Office for Undergraduate Studies is committeddsisting you in achieving this goal of sparkjogr
students’ excitement about learning. The followjrages are intended to familiarize you with the €g#f's
policies, procedures, and other practical matteaswill require your attention as you begin yoeaiching career
at Notre Dame. We look forward to meeting you aiathd ready to support your efforts throughout thed@mic
year.

JoAnn DellaNeva
Associate Dean for Undergraduate Studies
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The College of Arts & Letters and the Office for Urdergraduate Studies

The College's administrative center for undergréglséudies is located in the Office for Undergradustudies

in 104 O’'Shaughnessy. The Office is the primaryreewf advising for sophomores who have not yetaded a
major and the site of general advising for all stitd who have questions about college or university
requirements, or their academic progress, prograntgreer goals.

If an Arts & Letters student is having trouble iowy course or not attending class, please calbtfiee ASAP.
The office phone numbers a881-7098 or 631-8636T he Office for Undergraduate Studies includes:

Associate Dean of Undergraduate Studies

JoAnn DellaNevais the newest dean in the Office for Undergrad&itelies. She has been a member cf the
Notre Dame faculty since 1982 and was appointeBégn John McGreevy to this position in the sprifig o
2010. She chairs the Undergraduate Studies Conamitteich reviews students’ proposals for self-desi)
majors and proposals for interdisciplinary mindgsan DellaNeva works with departments on Collegaewi
requirements that include thesis writing, undergede research, writing intensive requirements, r&no
tracks, and both the University and College semsin&he also coordinates programs such.esrning
Beyond the Classroomwhich funds students who wish to attend profesdiconferences and events related
to students’ academic interests.

Assistant Deans

Paulette G. Curtis has been with the Office for Undergraduate Studiese 2009. Like her assistant dean
colleagues, she is responsible for advising stsdemtmatters including, but not limited to, study#broad,
overloads, dropping and adding courses, transfeslsreadmissions, student leaves, dismissals, astiadp
appeals.

Ava Preacher, Associate Director of the Office for Undergradu8tudieshas been with the Office since 1993.
She is responsible for advising undergraduatesirwithe college, particularly juniors and seniorhieS
oversees the PIN night and transfer student otientaserves as the Pre-law advisor, and admisistes
Dean’s Fellows program with Dean Stanfiel. @ls® serves as one of the campus Victim’'s Resd®ecsons
for victims of sexual assault.

Joseph Stanfielhas been with the Office for Undergraduate Studiese 2006. He is responsible for
advising of undergraduate students in the Collégbeasophomore, junior and senior levels. In dafatior
with the associate dean and the other four assideams for the Office for Undergraduate Studiesassists
with administration of the transfer and readmissipnocess, handling of student dismissals, aneéwewof
special appeals. Stanfiel is the faculty advisartfee Journal of Undergraduate Studiesd, with Dean
Preacher, advises the Dean’s Fellows.

Vicki Toumayan has been with the Office for Undergraduate Studiese 2005. She sees Arts and Letters
sophomores, juniors, and seniors for general adyisthe is also advisor for all students in thesAmd
Letters premed supplementary major (ALP2) and ®exshe study leaves of absence for students who
participate in non-Notre Dame programs abroad. iShee member of CWIP (Campus-Wide Internships
Programming) and serves on the Roger's Summemisitgrs Selection Committee.

Len Banas, C.S.C.oversees the review of transfer files, and issaiver of the Department of Classics.



Undergraduate Advising in Arts and Letters

advising:

Collegiate Advising

Undergraduate Studies in 104 O’Shaughnessy; stsidgmbiuld consult with the deans in the Office for
Undergraduate Studies for answers to questionst abein general academic progress. Departmentasais,
even the Directors of Undergraduate Studies, maybeofamiliar with all of the complexities regardin

Office for Undergraduate Studies for all non-deerttal, non-major questions.

Major Advising

All major and departmental advising is handled hg tlepartments. Each department or program witien t

student advisees.
Pre-med, Pre-law, and Education

In addition to the departmental and collegiate sidg, some career-related advising is availabtaénCollege. _

Pre-professional (pre-med andpre-law advising are both available in the Office for Urgtaduate Studies
with Dean Toumayan and Dean Preacher, respectively.

Notre Dame does not offeeducation courses; however, through a cooperative arrangemdh the
Department of Education at Saint Mary’s Collegedsnts can take education courses and arrangaderst
teach in local schools. After appropriate courséward one semester of student teaching, studemtsligible
for state certification at both the primary andhthgghool levels. Additional questions should Herred to the

to increase our students’ awareness of the reqeintsrof their degree. It was not designed to rep@allege
or departmental advisors. Rather, it was designéelp advisors and students make more productgefithe °
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Other Colleges and Their Advisors
The First Year of Studies

All first year Notre Dame students enter the Fifsar of Studieshttp://fys.nd.edy/ The responsibilities of
the First Year of Studies are to arrange the acadprograms for the first year students and to pethe
guidance needed as they adjust to their new enmieoh The academic program for each first yearestud
is constructed around a framework called the Fiesir Curriculum, each semester of which includes fi
courses plus physical education or ROTC.

The courses that comprise the First Year Curriculum University requirements that the University
Academic Council has stipulated must be completethd the first year. All first year students aegjuired

to take one University Seminar, one course in cahipn, two semesters of mathematics, two semesfers
either science or a foreign language, and at leastsemester of another required course chosentfrem
humanities, social sciences or arts.

A team of seventeen professional advisors and appately fifty peer advisors work together to as§ist
year studentdHugh Pageis theDean of the First Year of Studiesand his office is located on the second
floor of the Coleman-Morse Center. Dean Page ist@ssbyAssociate Deans Angie ChambleandKevin
Rooney and Assistant Deans Ken DeBoer and Holly Martin If you have questions or concerns, or
experience difficulties with any first year studegpiease feel free to contact the student’s fiestryadvisor or
one of the First Year of Studies’ deans by caltimg First Year of Studies 681-7421

Upon successful completion of their first year, ldddame students advance to one of the four
undergraduate colleges—Arts and Letters, Busir&sgineering, or Science—or to the School of
Architecture.

The School of Architecture

The School of Architecture offers a five-year pramgrleading to the degree of Bachelor of Architeztdrhe

Associate Dean and Director of Undergraduate Studidohn Stamper,110 Bond Hall, phon€31-2682 The

Assistant Dean and Undergraduate Academic AdvisBev. Richard Bullene, C.S.C.,110 Bond Hall, phone
631-6172

The Mendoza College of Business (MCoB)

Business students declare one business major irfosie disciplines: Accountancy, Management Cotisg)
Management Entrepreneurship, Information Technolddgnagement, Marketing, or Finance. General
administration of the undergraduate program takasepin the Office of the Assistant Dean for Undadyate
Studies, Room 101, Mendoza College of BusinessdBigl The Assistant Dean &&amuel Gaglio phone631-
6602. In addition to Assistant Dean Gaglio, there aree fAcademic Advisors:Doug Hemphill, Gina
Shropshire, Sharon Clancy Orban andAlison Levey.

Junior- and Senior-level students who are not é&ddh the Mendoza College of Business frequentiyress
interest in registering for business fundamentalarges. Seats in each of the eight business fusmtat
courses have been reserved for non-business studeath of the fundamentals courses — Accountancy |
Accountancy Il, Corporate Finance Essentials, kples of Management, Principles of Marketing, Bess
Statistics, Computer Business Applications, andifss Law — now have an accompanying cross-listedse
titted “BAUG”. The courses are open to any non-hass Notre Dame junior or senior during the normal
registration period without college or departmegstriction (normal prerequisites do apply).
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The College of Engineering

The College of Engineering grants the Bachelorai&e in Engineering degree in: aerospace engpger
mechanical engineering, chemical engineering, cdrigineering, computer engineering and elecirical
engineering, and the Bachelor of Science degreminputer science and environmental geoscierides.
undergraduate program is under the direction ofAksistant Dean for Academic Affairs Cathy Pieronek.
located in 257 Fitzpatrick Hall, pho®81-4385

The College of Science

The College of Science offers curricula leadinghte degree of Bachelor of Science in each of sdetgraduate
departments: applied and computational mathematiod statistics, biological sciences, chemistry and
biochemistry, mathematics, physics, and pre-prajess studies (health care). The undergraduateranogs
under the direction of thassociate Dean, Bei Huphone631-6375located in room 174 Hurley.



The Curriculum



University and College Requirements

Every student graduating from the College of Antgl d etters must have a minimum of 120 credit hand
must have fulfilled all university, college and miajequirements. Unless special permission has bbtined
from the Office for Undergraduate Studies, spestiaties and directed readings coumesot satisfy university
or college requirements. Rationales for each of tfelowing requirements can be found at
http://www.nd.edu/~corecrim/Committees composed of faculty from multiple dépents are responsible for
ensuring that the courses designated as fulfiinrticular university requirement are alignechwite rationale
articulated for that requirement. The requiremeassindicated in th&indergraduate Bulletin of Informatiomyre
as follows for all Notre Dame undergraduates relgasdof their college:

University Requirements Courses
English Composition 1
Mathematics 2
Science 2
*Theology

2
*Philosophy 2 *One of theseequirements
*History 1 must be a&Jniversity
*Social Science 1 Seminar, numbered as
*Fine Arts or Literature 1 appropriate
(Physical Education-two courses) _ 2

14 courses

College of Arts and Letters Requirements Courses

College Seminar 1
Language 1-3
+History/Social Science 1
#Literature or Fine Arts 1
(whichever one is not taken for the Univ. Requirathe
Major 8-12

+In addition to the university requirements of onigtdry and one social science course, the Collegpiires a
third course which can be either history or social sceenc
#Every student ilrts and Letters is required to complete one fins and one literature course.

Course Load

The normal course load in the College of Arts aettdrs is five courses. The maximum number of ¢tieolirs
per semester is 17. Overloads for juniors and serdce allowed only with the permission of the deanthe
Office for Undergraduate Studies granted duringdbsignated days of the enroliment period. The Aoacl
Code requires all undergraduates at Notre Dame folbtime students. Only second semester seniarg elect
to be part-time in their final semester with persioa from the Office for Undergraduate Studies.tibaiis pro-
rated for these students.

Overloads

The normal course load in the College of Arts &teet is five classes per semester and/or no marelt credit
hours. Every semester, however, a number of stadequest permission to take more than five courstsa
total of more than 17 hours. The deans in the Offr Undergraduate Studies grant permission feseh
overloads only under the following conditions:

1. Students must be in good academic standing.
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2. Students must be in their junior or senior year.
3. Juniors must have a cumulative grade point aveségeleast 3.5.
4. Seniors must have a cumulative grade point aveshgeleast 3.0.

Permission for overloads is granted on the sixth seventh day of classes. This may seem somewtkablat it
allows the rest of the student body (including méatg transfer students and students returning fleawes) to
find at least five courses. Students who want terload are advised to attend their extra coursa fite first
day, and then, if permission is granted, add tasscto their schedules through the web or by arstdgnt form.

Five-Course Overloads

We will allow students to request a five-coursertpad at any time. A five-course overload is defires five
courses that exceed 17 hours. (Normally, studekieg two sciences and an intensive language uléissxceec
17 hours and will require an overload approval.)

Language Requirement

Students in the College of Arts and Letters areiired to reach the "intermediate level" in onehaf following
languages: French, Spanish, Italian, Portuguesen®@e Russian, Greek, Latin, Chinese, Japanesesalipr
Arabic, or Irish. For the specific requirementshiiteach language, consult the departmental désergpin the:
Bulletin of Information: Undergraduate ProgramStudents with some background in the language éhagy
will be placed at the appropriate level through @a@lege Entrance Examination Board (CEEB) Achiegei
Test, the Advanced Placement test, or the depatainglacement examinations which are given duriegffman
orientation and prior to the Spring pre-registnatjgeriod each year. Specific placement questiosighbe:
directed to the respective departments.

Regardless of the scores on these exénssimpossiblefor a student to test out of the language requérgm
in the College of Arts and Letters.

Every student in Arts and Letters must take attleas course at the appropriate level that dedls tekts in
the original language. For the specific detaila given language offering or program, check with th
relevant department.

If a student’s high school education was done anstitution where English is not the primary laage of
instruction, a University official must make anessment of the transcript and determine if theirement
should be waived or if the student needs to takeast one more class at Notre Dame.

College Seminar (CSEM 23101 and 23102)

The College Seminar is a unique one-semester cexyserience shared by all students majoring inGbkege
of Arts and Letters. Although normally taken in th@phomore year, students may take this coursaglamy
semester; however, no student is exempted fromrégjgsirement. The course offers students an inttolu to
the diversity and distinctive focus of Arts and teet at the University of Notre Dame. Specific gt of the
College Seminar vary in their topics and texts (tleere will not be a shared reading list acresgisns), but all
feature an interdisciplinary approach, commitmergrigaging important questions, employment of majarks,
and emphasis on the development of oral skillsrE@®llege Seminar syllabus will include works thgproach
the topic from the perspective of each of the thdedsions of the College: Arts, Humanities, andcial
Sciences. Acting on their own or in groups, facutg encouraged to develop new versions of thee@ell
Seminar or to choose from among an ever-expanding bf existing versions.

One advantage of the flexibility in both topic aedt allowed by the College Seminar is that it whdfaculty to
develop and teach courses consistent with their ioberests and areas of expertise. At the same fiacailty
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will stretch beyond disciplinary boundaries by depéng courses that employ works from fields outsad their
own. Resources will be available to assist facuftythis task, as well as to encourage and suppwt t
development of new courses, collaboration betweenlfy across divisions, and the enhancement dfifspe
pedagogical skills.

The director of the College Seminar prograrRisfessor John Duffy,whose office is located in 338 Decio and
may be reached &81-9796.

University Seminars

University seminars are designed to foster inténseraction between first year students and facuiltgmall

classroom settings. These courses are offereddry elepartment within the College of Arts and Lesttand will

satisfy the relevant university requirement in drigt literature, fine arts, social science, or fing course of the
requirement in philosophy or theology. Each firgtay student will be required to complete one usitgr
seminar.

The University Seminars, as envisioned by the Usite Curriculum Committee and the Academic Council
should meet the following criteria:

1. They should foster intense interaction betwaadents and faculty in small settings with appraatiety 1&
students.

2. They should incorporate a significant writingngponent that includes a minimum of 24 pages ardaat:
one rewrite of a corrected paper.

3. They should satisfy a university requirementiiyoducing students to the paradigms of a giviscipline,
but the university seminar will NEVER count towatts major.

4. They should be taught by teaching and resdacoclity.

5. If a final exam is needed, it will be schedutkding the final exam week and given at the timd place
stipulated in the official examination schedulejatthis established by the Office of the Registrar.

6. The contents of the philosophy/theology coudesuld be equivalent to those of PHIL 10101 and DHE
10001.
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Arts and Letters Academic Offerings

The College of Arts and Letters offers primary mgjsupplementary majors, and minors. Every stuitettte
college must complete one first major sequencepl8agentary majors and minors are optional and neataken
to supplement or enhance a student's first major.

Arts and Letters Majors

Majors usually contain 8-12 courses (24-36 hoursdrie of the units listed below. Students may dedlaeir
major in the departmental office. Primary majora sgand alone in qualifying a student for an undetgate
degree. Students must have one primary major.

MAJOR
Africana Studies
American Studies
Anthropology (Honors option)
Arabic Studies (Honors option)
Art History (Honors option)
Art Design (BFA option)
Art Studio (BFA option)
Classics
Greek & Roman Civilization
Classics
East Asian Languages & Lit:
Chinese or Japanese
Economics (Honors option)
English (Honors option)
Film, Television & Theatre
German (Honors option)
History (Honors option)
Mathematics (Honors)
Medieval Studies (Honors option)
Music (Honors option)
Philosophy (Honors option)
Philosophy/Theology (Honors option)
Political Science (Honors option)
Program of Liberal Studies
Psychology (Honors option)
Romance Languages & Lit:

General Questions

French (Honors option)

Italian (Honors option)

Rom. Lang.& Lit.

Spanish (Honors option)
Russian (Honors option)
Sociology (Honors option)
Theology (Honors option)

LOCATION
327 O'Shaughnessy
314 O'Shaughnessy
611 Flanner
304 O'Shaughnessy
306 Riley Hall

306 Riley Hall
306 Riley Hall

304 O'Shaughnessy
205 O'Shaughnessy

245 O’Shaughnessy
356 O'Shaughnessy
230 Performing Arts Cent
318 O'Shaughnessy
219 O'Shaughnessy
275 Hurley Bldg.
715N Hesburgtrailp
105 Crowley

100 Malloy

130 Malloy

217 O'Shaughnessy
215 O'Shaughnessy
118B Haggar Hall

343 O’Shaughnessy
343 O'Shaughnessy
343 O'Shaughnessy

343 O'Shaughnessy
343 O'Shaughnessy
318 O’Shaughnessy
810 Flanner
130 Malloy
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CONTACT
Maria McKenna
Annie Coleman
DeboraitrRan
hada Bualuan
RobirhBdes

Robert Sedlack
Rev. Martin Nguyen, CSC

Catherine Schlegel/Tadeusz Mazurek

Dayle Seidenspinner-Nufiez

Michgavero
ChrisdéaBossche
Don Crafton
Denisa Belssa
Dan Graff
Michael Gekbhh
Linda Major
Peter Smith
Richard Cross
Bitieg
Josh Kaplan/ Carolina Arroyo
Eadidilunzel
Anrentée

Shauna Williams
Cathé&trerry
JolatiaV
Shauna afitls
Eacimn Juarez-Almendros
Mollgriey
Ann Power
David Fagexper



Supplementary Majors

Supplementary majors cannot stand alone in quagif@ student for an undergraduate degree, but neutstken
in conjunction with a primary major. They includetl interdisciplinary and departmental offerings.
SUPPLEMENTARY MAJORS

LOCATION CONTACT

Arts and Letters P-professional (49 h) 104 O'Shaughnes

Asian Studies (26 houl
Art History (24 hours

Chinese (24 hours)
Classics (24 hour

210 O'Shaughnes
306 Riley

205 O'Shaughnessy
304 O’'Shaughnes

Computer Applications (CAPP)(24 hour8%8 Flanner

French (24 hours)

Gender Studies (24 hours)

German (24 hours)

Greek & Roman Civilization (24 hours)

Italian (24 hours)
Japanese (24 hou

Latino Studies (24 hout
Medieval Studies (24 hou

Peace Studies (24 hours)
Philosophy (24 hour
Russian (24 hours)
Spanish (24 hours)
Theology (25 hours)

343 O'Shaughnessy
325 O’'Shaughnessy
318 O’Shaughnessy
304 O’'Shangssy
343 O'Shaughnessy
205 O'Shaughnes

330 McKenna Ha
715N Hesburgh Librai

118 Hesburgh Center
100 Malloy
318 O'Shaughnessy
343 O'Shaughnessy
130 Malloy

Minors

Vicki Toumayatr
Howard Goldbla:
Robin Rhode
Dayle SeitterapNiiiez
Catherine Schleg
Louis Berzai
Shauna Williams
Abirgaiio
Denise Deladro
Catherine Schlegel
Shauna Witliam
Dayle Seidenspinn«-Nufie:
Karen Richma
Linda Majoi
AangDverberghe
Richard Cros
Molly Peeney
Shauna Wdliam
David Fagerberg

Minors generally consist of five courses. The Ggéldnas three categories of minors: Departmental,
Interdisciplinary and Area Studies.

Departmental

Africana Studies Irish Language and Literature

Anthropology Italian

Art History Japanese

Chinese Korean

Classical Literature Liturgical Music Ministry
French and Francophone Studies Music

German Portuguese & Brazilian Studies

Greek Russian
Greek & Roman Civilizatio Theology

Interdisciplinary Minors

Peace Studies
Philosophy i€etature

Philosophy, Politics and Econoniéx)
Philosophy withe Catholic Tradition

Catholic Social Tradition

Education, Schooling & Society (ESS)
Gender Studies

Hesburgh Program in Public Service
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International Development Studies Poverty Studies

Journalism, Ethics & Democracy (JED) Religion &driture

Medieval Studies Science, Technology & Values (STV)
Technology, Business, and Society (T

Area Studies

Asian Studies Latino Studies
European Studies Mediterranean/Middle East Studies
Irish Studies Russian and East European Studies

Latin American Studies

Activity and Experiential Learning

Three elective credits of the required 120 hougsiired for graduation in the College of Arts andtees may be
obtained from the following activity courses (extieps will be made for music majors):

Band (Marching and Concert) Orchestra

Chorale Glee Club

Liturgical Choir Folk Choir

Music lessons and ensembles Ballet

Debate Social Concerns Seminars

Declaring Majors, Minors, and Programs

Students desiring to declare a major, minor, and/@rogram should start in the Office for Undergizte:
Studies. AStudent Academic Program Selectfonm is processed for this purpose and requireameoval of
the academic department and the student's deader88iin Arts and Letters also have the option ekl
designed major. For additional information regagdthis initiative, please consult the most recBotletin of
Information Undergraduate Programs

Please notethe only recognized dual degree program in thevéfsity, at this time, is one between the colleges
of Arts and Letters and Engineering. Students rolistk with assistant deans in each college fgitdity.

Academic Standings
Latin Honors (Graduation Honors)

Latin Honors are granted to the top 30% of thosdetgraduates in a college who are receiving a bache
degree. Summa cum laude granted to the top 5%nagna cum laude the top 15%; andum laudeto the top
30%. More information concerning determination leé grade point average representative of thesemtaiges
can be found on the Office of the Registrar’'s wiebgittp://registrar.nd.edu/LatinHonorsTerm.shtml ).

Dean'’s List

For undergraduate students, the dean's honos itstricted to those students who 1) carriedast |82 graded
credit hours in the previous semester and 2) hayrade point average in that semester which meetisianum
requirement set by the dean of any college or ddnoahich they are currently enrolled. At the beging of
each academic year, each college and school wilbss#h and make known to its students and the Odficbe
Registrar the necessary minimum grade point averglgis choice will be made so that by best estim&e:
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percent of the students in the college or schobblre¢eive dean's honor list in a given semes#taflemic Code
21.7).

Academic Good Standing

The minimum semester GPA for a student to remaigoiod standing is: 1.700 for first-semester stuslémthe
First Year of Studies, 1.850 for second-semestetesits in the First Year of Studies, and 2.000afbothers.
(Academic Code 22)1

Academic Probation

Failure to retain good standing will result in aeanic probation. Academic probation makes a stuntetigible

for class, hall, and university offices and prigiés, and intercollegiate athletics; in additione #tudent’s
academic program may be restricted at the diserefithe dean.Academic Code 221

Academic Dismissal

Undergraduate students are subject to dismissal for

a) Two consecutive semesters on probation, or

b) A total of three nonconsecutive semesters ohgtion, or
¢) Failure to achieve a semester average of 1@§irdless of previous academic wokcgdemic Code 23)2
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Classrooms, Courses,
and Policies
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Standard Class Time Periods

50 - MINUTE CLASSES

MWF 8:30 a.m. to 9:20 a.m.
MWF* 9:35 a.m. to 10:25 a.m.
MWF* 10:40 a.m. to 11:30 a.m.
MWF* 11:45 a.m. to 12:35 p.m.
MWF* 12:50 p.m. to 1:40 p.m.
MWF* 1:55 p.m. to 2:45 p.m.
MWF 3:00 p.m. to 3:50 p.m.
MWF 4:05 p.m. to 4:55 p.m.
MWF 5:10 p.m. to 6:00 p.m.
75 - MINUTE CLASSES

TR 9:30 a.m. to 10:45 a.m.
TR* 11:00 a.m. to 12:15 p.m.
TR* 12:30 p.m. to 1:45 p.m.
TR* 2:00 p.m. to 3:15 p.m.
TR 3:30 p.m. to 4:45 p.m.
TR 5:00 p.m. to 6:15 p.m.
75-Minute Class Times Not Permitted for 10000-levetourses
MW 8:00 a.m. to 9:15 a.m.
MW* 11:45 a.m. to 1:00 p.m.
MW* 1:30 p.m. to 2:45 p.m.
MW 3:00 p.m. to 4:15 p.m.
MW 4:30 p.m. to 5:45 p.m.

*Prime time hours are typically overbooked. Facaltg strongly encouraged to consider alternativetimg time
options.

Course Registration
Web Registration

Students use web registration via the Student Anadiab Registration Tools channel in insideND iider to
register for classes. Registration occurs in Nowvanftr spring semester and in April for fall seneesEach
classification (senior, junior, etc.) has Time Ttkassigned during a two-day window. Registrafiibme

Tickets are assigned randomly within each classlI&ach Time Ticket represents a registratiort stae,

which will not end until the end of on-line regation, which is the 7 class day of the term for which the student
is registering. They are assigned at times thatad@onflict with the students’ current class salled. (This is

one reason why it is imperative that students lbeectly registered for your class.) Time Tickets acheduled
8:00 a.m. - 4:30 p.m., Monday-Friday.

The automated registration system defines the quésite/co-requisite classes and other assigneds cla
restrictions (majors only, juniors only, etc.) whicstudents must meet in order to be able to welister
successfully. All students are required to registificially for any class that they wish to atterd.faculty
member cannot register a student for a clas®dditional information about registration can Hetained from
the Office of the Registrar or by reviewing thedsnt registration instructions found on the Offakthe
Registrar's website: http://www.registrar.nd.edtudgnts should make all schedule changes. Thesegeba
should be made using Web Registration, which idave using insideND from the beginning of theist@tion
period (in November or April) through the seventhss day of the new semester. For more informatitegse
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log onto the Registrar's homepagéehtip://registrar.nd.edu/

Enrollment
Departmental “Wait Lists” and Registration Exception Procedures

The Office of the University Registrar does not mtain registration “wait lists,” although some aesatc
departments do maintain such lists for specifiss#s. Each department determines the priority divestudents
on a wait list, and department personnel managesl#ctronic permission for wait listed studentsegister for
a class. It is essential that all students attengour class who are not properly registered s#ite registration
issues by theclass day. If the registration limits have beeached for your class but you desire additional
students to be added, consult with the adminisgagiersonnel in your department who handles redistr
matters (administrative assistant, DUS, DGS, eBojsideration will be given based on departmeli¢ge class
size philosophy, availability of a classroom witlona seats, and other administrative concerns asiehidsy the
dean’s office. When an individual needs to be admegour class and that person will increase tlassclimit
over the “maximum seat count” or change the depamtrastablished “seat allocation,” then an Adjustinkerm
must be completed and processed. This form reqtiresapproval of the department representative thad
dean’s office.

Remember, faculty members can never register a stedt for a course. The student must always register
him/herself, either by registering via the web or g an Adjustment Form.

Last Day to Add or Drop a Class

The registration and enroliment period for undedigedie and graduate students continues throughrtheséven
class days of a given semester. Students havethatieventh class dayadd a class. This is one and one-half
weeks into the termYou should take attendance on the sixth or seventtiass day to insure that all your
students are properly registered for your classesClasses cannot be added after the seventh classxdapt
under unusual circumstances and only with a dgzerisiission.

The last day tarop a class usually falls on the Friday after the stusl return from the mid-semester break.
Students are normally allowed to drop a class 89 bs the drop does not reduce their load belowal®s.It is
important that faculty provide feedback to studentson their class status before the mid-semester briea
Plan to have a major examination or paper gradedreturned to students before the mid-term breakelp
them ascertain how well they may be doing in ydass

Deficiency reports for upper division students amid-semester grades for freshmen are due to thestrRagon
the Friday before the break. You will report midategrades or deficiencies on-line using insideNyou have
a student in danger of receiving a grade of D grds, must submit a deficiency report. (For mor@infation on
mid-semester grades and deficiency reports, see 3y

After the seventh class dayall adds anddrops are handled on aicademic Course Chanderm and require
the approval of the student's dean. If a studerdised to your class list after thd @ass day or if a student
drops your course after th& Zlass day, you will be notified. The On-line Classt with Photos is always up-to-
date and should be used as your active clasg\isis and drops are also updated in the WebCT ti&isand in
the other class list available to you in the FacBkrvices channel using insideND.

Class Rosters

Rosters for the first day of class are availabldioe. They can be obtained electronically in ame @f three
ways:

1) On the Faculty tab in insideND, you can obtain &itked or summary class list which includes theletis in
each section. If your class is cross-listed witheotdepartments, you must access a class liswéoy disting of
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your class. (e.g. Since History 30608 is crosgdistith AMST 30352 and HESB 30410, the professostrget
three class lists.)

2) On the Advising Services tab in insideND, a linksex for “Class Roster.” This is another summarythef
students in your classes, but, it should be nakésl]isting does not include students from crasted classes.

3) On the Faculty tab in insideND, you should havénk to On-Line Photo. This will include a photo edéch
student in your class. This on-line photo listisghe ONLY one of these three options that wilBdésting of all
the students in your class (including cross-liging his option is only available to the instructdémrecord for a
course.

Be sure that your list is accurate and that evargient attending your class is on the class listthe case of a
discrepancy, you should direct the student to tffe@®of the Registrar if it is still within the it seven class
days. After the first seven class days, the studéhneed to obtain signed approvals from theatépent and
the student’s dean to be added to the class.

Sometimes students assume that once they havesthal ypermission of a faculty member or an adniatiste
assistant, they do not need to register for theseouThis is not trueStudents must register for each class.
Faculty cannot register for them. If faculty do not take attendance during the firgb weeks, students can
spend the entire term in a class without being avthat they are not properly registered. This carhighly
problematic, and without your cooperation the deaffice has no way of tracking such students.

There are only three ways that a student can eedist your class:

1. The student registers using insideND (up until ieclass day). Your department determines registratio
restrictions. If students are not able to regifderour class, see your department representative.

2. The student obtains a signadjustment Fornfrom the department and the dean (until thelass day) or,

3. The student obtains a signédademic Course Chanderm (after the ¥ class day). Notethis is an option

we hope to use sparingly, if at all.

If a student is not properly registered in youissland there is room, please direct him/her tesaist@nt college
dean. Here are some helpful hints on how to idgstiidents who are not properly enrolled in yoassl

« Take attendance regularly, especially in the tingt weeks of the term. If you are teaching a ldeggure
course, pass around an attendance sheet and baeatst make a mark next to their names. Studemtsare
not listed on your On-line Class List with Photoe aot properly registered. Any such student neéedsther
register for the class using insideND or see adextéc dean for proper action.

» Do not grade any work for students who are not @rgpregistered in your classes. Return their ass@nts
to them and have them correct the registrationlprob

Please note that student information is privaterandt be used in compliance with the Family Edoceti
Rights and Privacy Act (FERPA}tp://www.nd.edu/~ndreg/ferpa.shtml

The Course Syllabus

Students rely on faculty to provide a syllabusdwery course. This is an opportunity to invite ystudents to
join you in an exciting intellectual journey and, such, it should contain a brief description ofawtopics the
course will cover. The syllabus also serves as ymmtract with the students and, in this capaditghould

outline the course objectives as well as the kiofdgadings and assignments in which the studeilitemgage.

It should clearly state policies regarding classratance (and class absences), the due datesignmasnts, the
dates of examinations, the grading policy, anddée and time of the final examination. It shoukbanclude

your office hours and the best way for studenteetch you. If you have a preference for voice-roaié-mail.

indicate that in the syllabus.
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In preparing your syllabus, remember that mostesitalin the College of Arts and Letters take fieeirses per
term. This means that they have four other coutsgsepare in addition to yours, and they neede@ble to
make plans and prioritize their time commitments dompleting major projects and assignments, warlin

presentations, and studying for examinations. Blégsnot to change your syllabus in mid-semestdess it is
absolutely necessary (e.g.: a book you ordereddaticrrive on time).

Departmental offices must collect a syllabus framulty for every class they teach. Syllabi playle in the
evaluation of teaching. See the 2010 guideline®feparing a Case for Renewal/Tenure/Promotiomemeb

at https://www3.nd.edu/~provost/for-current-

faculty/resources/documents/Guide_to _the RPT_Pso&¢NAL_R1-June 2010.pdf you need assistance
designing your syllabus, call th&aneb Centerat 631-9148The staff will be happy to assist you.

The Academic Code of Honor

The University most recently revised The Acadenmicd€of Honor in 2006. A copy of the handbook tHédrs a
complete description of the honor code can be fatndhttp://honorcode.nd.edu/docs/handbook. hath faculty

and students are responsible for becoming familitlr the Code, which applies to all undergraduatieblotre
Dame. (Issues of academic integrity involving geséustudents are dealt with via separate procedures
established by the Graduate School.) The partdefCode that are most pertinent for faculty arenlighted
below. For more information, please SHee Faculty Guide to the Academic Code of Hommailable as a
booklet (from the dean’'s or provost's office, ororfi your department) or on the web at
http://www.nd.edu/~hnrcode/docs/FacultyGuide.pdf

Pledge (taken by all undergraduates) to abide by thHonor Code (The Academic Code of Honor, Article
I):

“As a member of the Notre Dame Community, | wilk participate in or tolerate academic dishonesty.”
Principal Faculty Responsibilities

1. All members of the University faculty are reauirto become aware of the policies and proceduréseo
Honor Code, which are summarized in The Facultydétd the Academic Code of Honor.

2. Faculty are expected to explain the conditiamden which students are allowed to share their wdrider our
Honor Code, however, any work that a student submitst clearly indicate the source of any ideaxpression
that the student has taken from another. Collabaravork on assignments is permitted unless explici
forbidden by the instructor. Please make your irtsions clear.

3. When assigning writing in their courses, facualtg encouraged to distribute a handout with in&drom about
what constitutes plagiarism and about what soufess, internet sites) students are and are notved to use
when writing papers. Keep in mind that our goaltasteach students how to use and document sources
appropriately.

4. Each faculty member will strive to establish emvironment conducive to evaluating students imia dnd
reasonable manner. The purpose of the Academic Gfddenor is not to test the students' ability &fprm in a
highly competitive and stressful environment, laubhelp them develop habits of moral character.

5. Faculty members may be present in classroomisglexaminations, fostering an environment whickesinot
create opportunity for dishonest action.
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6. Anyone with the responsibility to teach oristsim a course must not tolerate academic dishgnds/ou
suspect that a violation of the Code may have oeduyou should talk with the student about yourosons. If

you find that your suspicions are justified, anglafi and the student can agree on an appropriatdtpeyou can
settle the matter by filling out an Honor Code \ditbn Reporhttp://honorcode.nd.edu/docs/violation.haimd
sending it to the Provost’s Office. If no such agnent can be reached but you still suspect thatdale was
violated, you must turn the issue over to the Hyn€smmittee of your College. For further informoat, please
consultThe Faculty Guide to the Academic Code of Hdrttp://www.nd.edu/~hnrcode/docs/FacultyGuide.pdf

Investigating Possible Plagiarism

In the Fall of 2002, the University joined Turnitom to provide assistance to faculty checking ibtss
plagiarism from the internet. However, due to thepimited ways in which Turnitin has been useérthe past
seven years, the University has decided to drojstitutional subscription and to provide indivaldicenses on
an as-needed basis. Faculty members can get thdisediual subscriptions of Turnitin.com at the uerisity’s
expenseOther lighly effective alternative means of detecting paigm include Google (simply run a search on
suspect passages) and WCopyfind, a freeware progreailable for download at the following site:
http://plagiarism.phys.virginia.edu/Wsoftware.html

For assistance purchasing an individual licens&€uitin.com, please contaktelley Collins in the Provost's
Office (collins.79@nd.edy 631-9488).

A copy of the Honor Code Violation Report form da@ found on the following page, or downloaded fritie
internethttp://honorcode.nd.edu/docs/violationreport)pdf

Recommended Practices to Promote Academic Integrity

Emphasize orally and in your syllabus that you supihe Honor Code and that you expect the sanme fr@ur
students.

Syllabus

= Include the Honor Code pledge — “As a member ofNlbre Dame community, | will not participate in or
tolerate academic dishonesty.”
= Specifically define your expectations with regat@sicademic integrity.
Clearly state when collaboration is forbidden arfewit is O.K. to work with others.
Clearly define when students may use electronipaupcalculators, laptops, etc.
= Explain to students where they can get help foegubn citation. Point them both to the Internet
http://www.nd.edu/~writing/resources/AvoidingPlagaism.html and to appropriate reference books (e.g.,
The Bedford Researchby Mike Palmquist) for your discipline. Some stats may be advised to seek help
from Notre Dame’s Writing Center.
= Indicate your intent to follow the policies and pedures outlined in th8tudent Guide to the Academic Code
of Honorhttp://honorcode.nd.edu/docs/studentquide.pdf

Classroom Practice

= Be a good role model. In your lectures, cite thepbe who originated the ideas you present in class.your
students see that this is good form.

» Introduce issues of academic integrity into youassl discussions. Provide examples of how academic
misconduct in your field has damaged the schokemtgrprise.

= Restate approved and disapproved forms of collaéibordor completing homework assignments, take-home
quizzes/exams, papers, etc.

= Instruct students about proper research techniopobsding appropriate methods of citation. Givetjgatar
attention to the dangers of using Internet sources.
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Tests and Exams

* Include the Honor Code pledge on the cover ofaings, and require students to sign below the pletige
Honor Code pledge is printed on the cover of blogbaold on campus.

= Avoid using exactly the same questions on testaeseer after semester. Students review old vergibagam
questions to prepare for tests.

» Provide adequate spacing between students duramgeif at all possible.

= |f you are using objective test questions, consaeating different versions of the test so thatlents sitting
next to one another see a different order to tbblpms or answers printed on the test booklet.

= Be available during examinations to answer questi@epending upon the size and nature of the cjass,
may want to remain in the classroom throughougttam, since your mere presence might deter cheating

Essays and Papers

= Avoid assigning exactly the same paper topics stanafter semester.

= Consider requiring students to sign a statemerth siscthe following on the cover page to each pdjper,
accordance with the Academic Code of Honor, | herest that | am the original author of the faliog
paper and that all ideas and statements expresseih fare my own unless explicitly marked with tatbdn.”

= Be mindful of whether students are citing referanapgpropriately.

= Use search engines (such as Google) or TurnltiniEgwu suspect that a paper might include matdrah
uncited internet sources.

Attendance Policies
Official University Excused Absences

Notre Dame’s policy concerning absence from classll but three circumstances, accords to theesttisl
professor the discretion to accept the excuse antiipmake-up work. The three exceptions to thécpadre:
personal iliness, death in the immediate familyd daties performed for the University. Under theethspecial
circumstances noted, the assistant vice-presidemesidence life is responsible for verificatiditioe reason for
the absence. When an absence is approved, arabféioin is forwarded to the professor(s) and déawnsived.

Unexcused Absences

You are free to determine your own attendance polie., how many unexcused absences will be censid
excessive, but you must state it clearly in théabyls. You also should indicate what the conseqsendl be for
missing more than the allowed number of timesgé@mmple, "More than three unexcused absencesesililtrin
failure of this course." Your class attendanceqgyotioncerning absences on the days before andraftielays
and/or vacations should also be indicated. Mainteeaof attendance records is left to the discretibrhe
individual instructor.

The Academic Guidenakes the following comments about class atterelanc

At the beginning of the semester the instructorl wiate in writing the class policies concerning
attendance and grading. The instructor is expettedtate the class policy concerning excessive
absences and permission to make up work when missedrhe instructor should also specify how
excessive absences will be handled and whetheotar grade of “F” will be given for such excessive
absences. Before a failing grade is given for esiee absences, howevenyarning in writing to the
student and a notice to the student's dean MUSTdbeen stating that "further absences will result in a
grade of 'F." Except for official excuses issugdtie Office of Residence Life for illness, deattthe:
family, or for duties performed for the Universithe instructor has full discretion as to the ataepe

of excuses and permission to make up wokkaflemic Guide See alsé\cademic CodéArticle 13.2.
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Please also consult theademic Code, Article 13far guidelines concerning graduating seniors whatinavel
to interviews for employment, fellowship, or gratkiachool opportunities.

The Office for Undergraduate Studies in 104 O'Shaegsy has designed Brcessive Absence Forrthat you
can use to notify your delinquent students. You stap by and pick up a form as needed. Pleaseaseaogy of
the completed form to us so that we may keep ttieenn the student’s permanent file.

You can also e-mail the student indicating yourcamn about excessive absences and the implicatisigting
from such absences.

You must cc the appropriate dean in the student’s collsge (ist below). For example, if the roster intbsa
that Jane Doe is SC, this means that you needtify tiee College of Science.

cc: Dean of Student's Colleg@assistant Deans Curtis, Preacher,
Stanfiel, or Toumayan - Arts & LetteAL)
(Assistant Dean. Sam Gaglio — Business, BA)
(Associate Dean, Bei Hu — Science, SC)
(Associate Dean, Angie Chamblee -Freshmaar,YeY)
(Assistant Dean, Cathy Pieronek — EnginggiitG)
(Assistant Dean, Richard Bullene, CSC —School ah#tecture, ARCH)

Office Hours

Faculty should make themselves available in plehthd generous ways and should inform studentheif
availability. This is most easily done by postirffice hours on your door and including them in ysytiabus.

Try to schedule office hours on different days iffetent times. Bear in mind that a student who'tcaee you
because of a class conflict at 11:00 a.m. on Tyepdzabably won't be able to on Thursday at 11:00. @ither.
The same holds true for Monday/Wednesday/Fridagdules. The ideal schedule would include officerh@mn
Monday/Tuesday, Tuesday/Wednesday, Wednesday/Thyrstc., so that you can accommodate both the
Monday/Wednesday/Friday and Tuesday/Thursday stéedu

Canceling Classes

The instructor who cannot meet with a class wilvige the department chair and normally provide dor
substitute. Students may presume a class is diethigsthe instructor does not appear within 15 resu
(Academic Code, Article 13.3

If you have an emergency and do not have timeramge for a substitute, call your departmentakeffand ask
that a sign be taped to the door or written onctelkboard announcing that the class has been leanfe the
day. Likewise, if you reschedule a class for aetléht room (e.g., if you are viewing a film or caoting class
on the lawn), tape a sign to the door of the roowlhich you normally meet for the students who é&rgr might
have been absent on the day you announced theeiamgnue. Also, inform the departmental admiaisir.

When you make arrangements to make up a missex] aotake sure that you do not place any of the stade a
conflict with another class/lab or with athleti@ptice. The best times for rescheduling classea@maally early
mornings or evenings.

Examinations

Regular or Mid-term Examinations
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In some courses, final grades are based on a sd#riesaminations, including a final examination. dther
courses, grades are based on a combination of eataoms, papers and/or projects. Whatever youriggad
method, it is important that you have at least ex@mination, paper, and/or project assigned in fong/ou to
grade it and return it to the studebtfore the midterm break The last day to drop classes falls on the Friday
after students return from the break, and studegesl some indication of how they are doing to lieén decide
whether to retain or drop your course.

Departmental Examinations

In several departments, multiple sections of thmesaourse share a common syllabus and synchromée t
regular examination schedules. In such cases, estions are scheduled on Tuesday/Thursday moraing§©0
a.m., since Tuesday/Thursday classes do not begind:30am. Departmental examinations are mostraon

in the Science and Business Colleges, but occdbioAats and Letters courses may be included on the
departmental examination schedule. Courses apptetr a departmental examination schedule aermdeted

by the department chair, the Dean's office, aneédualed by the Office of the Registrar.

Reading Days

Between the last day of class and the first finane, the University allows students to have upotar freading
days. These days are meant to be used by studemtguflying. They are not meant to be used for the
unauthorized rescheduling of final exams.

Final Examinations

A two-hour final examinatiomust be given at the time and place stipulated in ffieial examination schedule,
which is established by the Office of the Registrany exceptions to this policy must be approvedtiy
chairperson and reviewed by the Dean. Requestsxfeptions should go to Assoc. Dean JoAnn DellaNsend
Asst. Dean Ava PreacheAc¢ademic Codérticle 14.])

The examination must count for at least 20% ofgteale, but not more than 50%cademic Guide) Students
who miss the final examination without an officiadiversity excuse (i.e., serious illness, deatthefamily) will
receive a grade of 0 on the examcddemic Codéirticle 14.29

Final Examination Conflicts

No student shall be required to take three or rfioe¢ exams in one day or four or more final exaations in a
24-hour period. If a student finds him/herself withnflicts he/she should report the conflict to Dfice for
Undergraduate Studies. A dean will check the stislesthedule, verify the conflict, and write a ntbethe
faculty member indicating that the conflict is remid that the student has permission to have a -upake
examination scheduled for one of the courses. (BeeAcademic Guidefor guidelines regarding final
examination conflicts.)

Grades
The Grading System
You are free to determine your own method for eatihg your students, but it is strongly recommenthext

letter grades be used exclusively in grading testsers, and classroom performances. Your methaohy case,
must be clearly described in your syllabus. Theensity grading system is as follows:

A 4.000 C+ 2.333
A- 3.667 C 2.000
B+ 3.333 C- 1.667
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B 3.000 D 1.000
B- 2.667 F 0.000

Note that there is no grade of A+, D+, D-, nor ishere an | (Incomplete grade), for undergraduate
students. (Academic Code , Article 18.1

Some courses (e.g., physical education, internshépsl experiential learning courses) are graded S/U
(satisfactory/unsatisfactory). S/U courses areimcitided in a student’s grade point average coatjmurt, and
thus do not affect his/her grade point average.

Pass/Fail Option (P/F)

Juniors and seniors have the option of taking angse per regular term (fall and spring, but nahser) as a
non-graded, P/F course. They cannot take cour§eshBt are in their major(s), minor(s), or crassed with

their major(s) or minor(s), nor can they take cearB/F to satisfy any of the general requirememtse course
they select must be an elective. Students musgrtete the course P/F during the enrollment andstragion

period: the first seven (7) class days. Once dedlathe action cannot be reversed atbuld not be

communicated to the course instructor. Grades thfrdugh D are considered passing grades. (Sekcddemic
Code, Article 19.1

Mid-term Grade Reports for First Year Students

A letter grademust be submitted to the Office of the Registrar atrtiiddle of each semester by the instructor for
each first year studentin that instructor's courséA¢ademic Code, Article 16.1

Mid-term Deficiencies for Upper Division Students

If the work of a sophomore, junior, or senior inyjamdergraduate course during the first half obmester is
unsatisfactory [D or F], a report of that fantist be made by the instructor to the Office of the iRegr. The
Registrar transmits the mid-term grade for deficienotice to the studentA¢ademic Code, Article 16.1f a
student has not turned in assignments, but is stithn the official class list, you must turn in an “F’ Do not
assume the student has dropped the course. Some Ukg assume that turning in mid-term reports for
upperclassmen is voluntary. This is incorrect. Accaling to the Academic Code, mid-term reports are
mandatory if a student is performing unsatisfactorywork.

The deficiency report is a vital tool used by tlademic advisors to track students in academidleoulf, by
the middle of the semester, you have identifiedestéis who are in danger of failing your coursés important
that you submit a deficiency report to the Offidale Registrar. The only way of identifying "&k" students is
through the deficiency reports. Please help usageearly handle on potential problems by subngttinese
reports on time.

The deficiency report does not become a part of thetudent's permanent record It does not harm the
student in any way. In many cases, students wteiwe deficiencies at mid-term can bring their ages up to
B’s, or even A’s, by the end of the term! By sutiing a deficiency report, you help the students advisors by
signaling that there is a problem. Often, recgjvendeficiency report serves as a "wake-up calhictv alerts

students to potential trouble, and they are abtake responsibility for their own academic program

We in the Office for Undergraduate Studies rely yamu to let us know who is having serious difficulty
Sometimes we can resolve a problem by advisingtilndent to drop a class if the situation is beyloope, or by
requiring that the student set up an appointmetit yu to discuss the situation. If a studentasihg difficulty

in several courses, this may be an indication déep-seated, non-academic problem. If we catclpribielem
early enough, we may be able to encourage cougselinthe most serious cases, we advise withdréravad the
University, so that the student can take some &may from school to resolve the problem. But refnemwe
rely on you to apprise us of potential trouble.
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Mid-term Grade Report Due Date Information
For further information, seéttp://registrar.nd.edu/

Mid-term grade reports are due 815 P.M. on the Friday_beforethe mid-semester break.

STEP-BY-STEP INSTRUCTIONS FOR GRADING

1. Log into insideND.

2. Goto the Academic tab. On the Academic tab, ailfaServices Channel exists. Click on the plus
sign next to ‘Grading’. Once expanded, pleas&adit the link to Mid-term Grade Submission.

3. Select the current semester using the drop dowrahdxhen click on submit.

4. Choose the class you want to grade by using the diwan box. The drop down box will list only
the classes for which you are listed as an ingiruct

5. Press “Submit.” (The result will be your class.)is¥ou may need to scroll down or click on the thex
record set to view additional students.

6. Click on the drop down arrow for each student ® the eligible grades.

7. Click on the grade you are assigning the stud@mice you have clicked on it, it will appear in the
box.

8. Press “Submit” often to save the grades you hatered

9. Continue entering mid-term grades for the appropiséudents.

10. Press submit before moving on to the next pag®(deset) if applicableNOTE: You can continue
to access the class list and adjust your grades tirthe deadline announced by the Office of the
Registrar.

11.1f you have another class to grade, click on thRNJink” at the bottom of the page and repeat steps
1-10.

12.When finished grading make sure you have pressdihig” to save the grades entered. To close the
browser, click on the “X” in the upper right corrarthe screen.

For additional grading information and an on-lirerbnstration of the grading process, please viewGtading
Tutorial in the “Training and Support” link &ttp://reqistrar.nd.edu If you have questions, please contact the
Office of the Registrar @&31-6488during business hours or e-mail Jennie Brackébratket@nd.edu.

What happens to the deficient students?

The Office of the Registrar sends a deficiency refmthe students and to the Office for UndergeddiStudies.
Students who receive a deficiency in more thanadags, or students on academic probation who recileast
one deficiency report are called into the Officefmdergraduate Studies for an advising session.

Grade Reports for Athletes

At about the same time that you are requestedimisumid-term reports, you will also receive froncademic

Services for Student-Athletes a list of the varsitiyletes in your class and a request to indic&erevthey stand,
even if they are not in danger of failing. Acaderiervices for Student-Athletes pays close attentiothe

academic performance of the varsity athletes. Tpreyide free tutoring for any athlete who requestand

mandatory advising and tutorial sessions for thretbéetes who are having academic difficulty. Péeasmply

with these requests as well, for these reports tialathletes succeed academically.

Final Grades
For further information seehttp://registrar.nd.edu/

Final Grade Submission Instructions for insideND
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1. Log into insideND.

2. Goto the Academic tab. On the Academic tab, ailfaServices Channel exists. Click on the plus
sign next to ‘Grading’. Then click on the link tfél Grade Submission’.

3. Select the current semester and then click submit.

4. Choose the class you want to grade by using the diwan box. The drop down box will list only
the classes for which you are listed as an ingiruct

5. Press “Submit.” (The result will be your class.)is¥ou may need to scroll down or click on the thex
record set to view additional students.

6. Click on the drop down arrow for each student ® the eligible grades.

7. Click on the grade you are assigning the stud@mice you have clicked on it, it will appear in the
box.

8. Press “Submit” often to save the grades you hatered (similar to what you would do in any word
processing program).

9. Continue entering grades until each student has dssigned a final grade.

10. Press submit before moving on to the next pag®(deset) if applicableNOTE: You can continue
to access the class list and adjust your grades tirthe deadline announced by the Office of the
Registrar.

11.1f you have another class to grade, click on thRNJink” at the bottom of the page and repeat steps
1-10.

12.When you have finished grading and have pressduhiglito save the grades entered, close the
browser by clicking on the “X” in the upper righaroer of the screen.

For additional grading information and an on-lirernstration of the grading process, please viewatading
Tutorial in the “Training and Support” link &ttp://reqistrar.nd.edu If you have questions, please contact the
Office of the Registrar &31-6488during business hours or e-mail Jennie Brackgttratket@nd.edu.

Final grades must be submitted to the Registrarimvit2 hours after the final exam period ertl&s imperative
that you submit your grades on time.At the end of each semester, grade reports aretsethe deans,
department chairpersons, hall rectors, Office ofRtial Aid, and students, by requestddemic Guide)ithin
two days after grades are due, the Office of thgiker sends to the deans a list of students winaacademic
trouble and may be subject to academic probatiatisonissal. Normally, we have a fair number ofisits who
are borderline, and whose academic status fordiening term is in question. If the borderlinaidents are
missing a grade, the Office for Undergraduate $sidannot take any academic action, or provideestsdvith
a sense of where they stand. Students, espeataihe end of fall term, need to make plans forftlthcoming
term. So, please, remember to submit your finatlgs on time!

Grade Changes

Once the announced deadline for grades arriveQffiee of the Registrar will roll the grades yoave entered

to the students’ records. A “Y” will appear in thRolled” column. Once that occurs, grades can mmpév be
adjusted on-line. A grade once reported shouldlb®othanged except fdrona fideerror on the part of the
instructor in making or calculating the grade. Aymde change must be made by the instructor oAd¢hdemic
Grade Changdorm and must include a written explanation fag rade change. It must also be approved by a
dean of the student's college.

How to correct a mistake: If you discover that you made a mistake in calingpf student's grade after you
have submitted the final grade report, you canembryour error by submitting akcademic Grade Chanderm.
Simply indicate on the form what grade you originalssigned, what the new grade is, and the natlithe
mistake. The most common mistakes are mathematicals in grade calculation, and these are easy to
correct.

You can obtain anrAcademic Grade Changérm in the Office for Undergraduate Studies, ar yiour
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departmental office. Students should not havesscteanAcademic Grade Chanderm and may not be asked
to obtain one or deliver one under any circumstance

1. Unacceptable reasons for changing a grade.

A student's grade cannot be changed on the basigod received after the term has ended. Thereois n
incomplete grade for undergraduates, and the @irrle must be based on work received before thedads.

We do not change grades for students on acadeotiafion or subject to dismissal. Students in acéd&wuble
often try to have professors change their grademnireffort to avoid dismissal or to return to acaiegood
standing. The Office for Undergraduate Studies, éx@x, will not process a grade change form for stagent
who is not in good academic standidgédemic Code 17).3

2. Word of advice.

Any time you are asked to review a student's wartk ehange a grade, you may want to tell your stuthet
you'll think about it for a day or so. It can béfidult to make a non-pressured decision with thelent in your
presence. Buying yourself a little time will insuhat you are making a good decision based on trk and that
you are not reacting to student pressure.

3. Ask for help.

If you are uncertain whether you should submit adgrchange, or if you feel you are being pressbsed
student or by parents, call the Office for Undedgigte Studies. We will be happy to talk with youl delp you
deal with the situation.

The X Grade

There is no grade of incomplete (I) for undergraduges, but there is a provision for handling emergency
situations that result in incomplete work at thd efithe term. In such cases, the student catiquefor a grade

of "X." After we have verified that the situatievarrants an X grade, we will notify the RegistraDffice and
the professor that permission has been grante@ professor may then enter the grade through thnda
system.

The X grade allows the student a maximum of 30 daies the next regular term (i.e., fall or springt ot
summer) to complete the remaining work. The facoigmber must submit ekcademic Grade Chandgerm to
change the grade from “X” to the new grade by thth Zalendar day after the term begins. If the grethnge
form is not submitted by the 30th day, the Offiéehe Registrar changes the grade from “X” to “fRcademic
Code, Article 18.1

NR Grades (Not Reported)

If a faculty member fails to submit a grade for #tedent, the Office of the Registrar records ttezlg as "NR"
or "not reported.” An unreported grade may alsceappn the student's record as "F*". The unrepatede is
averaged into the student's record as an F, wdality points.

If you are unsure whether a student on your gradetss actually registered in your course or aotf you think

a student listed has dropped the course, pleakéheaDffice for Undergraduate Studies. Please atoassume
that the name was mistakenly placed on the graelet st there really is a mistake, we need to adritze student
and the Office of the Registrar to correct the pob Failure to report a grade usually creates npooblems
than it solves, so please help us resolve the taintes up front.
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Course Instructor Feedback (CIF)

Systems for gathering student feedback as pafteokvaluation of teaching have been in place ateNDame
since 1970. The Teacher and Course Evaluation (T8yEem was used from the early 1980s through 2008.
Beginning in 2007, the Advisory Committee to thewst on the Evaluation of Teaching (ACPET), as phan
overall re-design of the evaluation of teachingyelieped the CIF as an online system for gatheringent
feedback. The CIF was approved by Academic Cotncllpril 2008. Notre Dame works with an independent
vendor, Gap Technologies, to gather this feedbasikguGap’s OnlineCourseEvaluations software (OCE).
Department chairs decide which faculty and instrgcteaching which sections are designated for.GtFsrder

to take team teaching into account, the unit ofy@mafor CIFs is the instructor-section combinatio

Student feedback on teaching can serve three imoffunctions: (1) the formative function of helgin
instructors reflect on and improve their teachi(), the evaluative function of contributing to tleerall
assessment of the instructor’s effectiveness aacher, and (3) the analytical function of helpiing University
understand which factors are associated with pgorepof effective teaching.

A feature added along with the switch to the onfiorenat is the combination of a tier of questionsed for all
courses and another tier of items tailored to these type. The latter asks students to rate pnegress toward
six learning goals. Departments set default leargmals for groups of courses with similar purposestructors
can, however, modify those goals to create an betier match (see below) if they so choose.

The CIF feedback window is the last ten calendaisdzefore the end date for a particular instruststion

combination, plus three days after the end-datettfer number of study days before finals begin foat t
semester). Students will receive instructions viaal and a link to the feedback forms. Seven aiderdays
before the feedback window opens for studentstuogirs are notified by e-mail that they can acthesOCE

website to add up to 30 of their own questions taretview and modify, if desired, the learning goassociated
with their courses. Detailed instructions will beyided at the time, but the essence is that faa#h replace
any of the default learning goals with goals framiraventory of about sixty goals developed by ACPET

Results of the CIF can be viewed at the OCE webgitehe end of the semester and after your grades been
submitted and rolled into the Registrar’'s databgea,will be able to see a variety of statistics dach section,
along with the responses to the open-ended qusstigour chair, your dean, and the Provost can tiewsame
statistical reports, but can see neither the opelee comments nor the results of items you addecifgglly for
your courses. If you teach a course in a depattotéer than that of your appointment, the corresiyy chair
and dean for that department can also view youwrtegor that course.

If you have any questions about CIF administratmntactCyndi Belmarez in Institutional Research &31-
5425or cif@nd.edu You can also visit the CIF webshép://www.nd.edu/~cif/cif.shtmto review research on
the evaluation of teaching, browse through FAQsn@re further documentation and rationale for tHe C
instrument, see the full learning goals inventaryd much more.

College Teaching Awards

The Sheedy Excellence in Teaching Awari$ presented annually to an outstanding teachieitCollege
of Arts and Letters.

The Sheedy award was founded in 1970 in honor uf Rbarles E. Sheedy, C.S.C., who served as dean of
the College from 1951-69, and acknowledges a facnémber who has sustained excellence in reseacth a
instruction over a wide range of courses. Thisvitlial must also motivate and enrich students using
innovative and creative teaching methods and infteg¢eaching and learning within the department,
College, and University.
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For more information please visiittp://al.nd.edu/about/the-faculty/sheedy-award/

University Teaching Awards

Joyce Awards for Excellence in Undergraduate Teachg - Established in 2007, the Rev. Edmund P. Joyce,
C.S.C., Award for Excellence in Undergraduate Teagthonors faculty members who have had a profound
influence on undergraduate students through sestaéxemplary teaching at Notre Dame. In particullae,
Joyce award recognizes faculty who create enviromsnéhat stimulate significant student learninggvete
students to a new level of intellectual engagememd, foster students’ ability to express themsedféectively
within the discipline.

Dockweiler Award for Excellence in Undergraduate Adising - Established in 2007 through a gift from the
Julia Stearns Dockweiler Charitable Foundation, Bwckweiler Award for Excellence in Undergraduate
Advising annually recognizes members of the full-time facut exempt staff who have demonstrated a
sustained commitment to Notre Dame undergradudwesidh outstanding mentoring, academic advising or
career counseling services.

Dondanville Family Graduate Award in Arts & Letters - Established to emphasize the vital importance of
maintaining undergraduate teaching excellence vgnidenoting graduate programs. The award consists o
$1,000, paid through the University to a graduaident in College of Arts and Letters.

Madden Teaching Award - The Thomas P. Madden Award is given annualhatéaculty member who is
deemed to be an outstanding teacher of first-ytedests.

31



Logistics and
Faculty Support

32

V.



Hesburgh Libraries (631-6258)
http://www.library.nd.edu

Most major collections fall under the auspicesha Hesburgh Libraries system which includes thebHeeh
Library and the following branches: Architecturebtary, Art Image Library, Business Information Gamt
Chemistry/Physics Research Library, Engineeringrdryy Kellogg/Kroc Information Center, Mathematics
Library, and Radiation Laboratory Reading Room.e Kiesge Law Library is administered separatelynftbe
Hesburgh Libraries.

Hesburgh Library Hours: (Fall and Spring Semesters)

Monday — Friday 7:30 a.m. —2:00 a.m.
Saturday 9:00 a.m. —2:00 a.m.
Sunday 10:00 a=12:00 a.m.

For a complete list of hours for all branches aedise points, please see
http://www.library.nd.edu/about/hours/index.shtml

The Information Desk, located on the first floor of Hesburgh Libraryfess assistance in all facets of library
use: suggesting sources for information on vargugects, assisting in the use of reference tasksisting in the
use of the on-line catalog, and supplying speé#atual information. For further information, pseacontact the
Hesburgh Library Information Desk 681-6258or by chat or email dtttp://asklib.nd.edu

Subject librarians are available to assist you and your students litlary research. They can also be
contacted to recommend purchases. For a compigteofi subject librarians, please visit this site
http://www.library.nd.edu/directory/subjects

Library Instruction for undergraduates, graduate students, and facaitype arranged through the Coordinator
for Instructional Services. Sessions are taughd bigrarian and may range from fundamental seanchcatalog
skills to subject specific database guides. Ctesas are equipped with wireless laptop computersafbive
learning activities. Contact Cheri Smith @mith@nd.eduor 631-4271for information on topics that can be
covered in library instruction sessions, or, visitis site to arrange an instruction for your class:
http://www.library.nd.edu/instruction/

Library Course Pagescan be developed for your individual classes. &thjbrarians will work with you
to develop a list of resources specifically desthte support class research assignments. Plesisehis
site for examples of existing course padef://quides.library.nd.edu/

The Renner Audio-Video Center located on the second floor of the Hesburgh Iigrprovides an extensive
collection of over 12,200 audio and video recordify class assignments and leisure viewing oerisig. The
audio collectionincludes both music and the spoken word, whilevideo collection contains documentaries
and classic English and foreign language films.fEdher information, please c#&B1-7438

Electronic Resources
Library Catalog: The online catalog is accessible from Notre Danf@me pagewww.nd.ed). Choose

"Popular Sites" then "Libraries." Direct accessaiso available from the University Libraries homagp
http://www.library.nd.edu

Subjects (http://www.library.nd.edu/subjedtsThis is a list of subjects with pointers to infortioa resources
and the name and number of the librarian to corfitacssistance with information on that particidabject.
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E-journal Locator: For quick access to full-text articles and jalsnthe e-journal locator is available on the
library homepage under the tab labeled “e-Jourhals.

Electronic Forms for services such as: Ask a Librarian, InterLiprdroan, and Reserves are available at
http://www.library.nd.edu/eresources/forms/problieiéx.cgi#tab fs

Library Services for Faculty

Faculty Borrowing Privileges: Books are loaned tBaculty and administrative staff for one year (0&.
1%). Journals and other material due dates vatye Library is a shared resource that relies onirit
collegiality and cooperation among all of its pagpso bookare subject to recall at any time.

Library circulation staff will provide the name afborrower of a specific item only upon requespénson,
to patrons with a valid Notre Dame ID card. Anyrowver who does not want his or her name revealed
must complete a Patron Confidentiality form (.daegilable on the web or at the circulation desks.

Books may be renewed using the My Account featufdD catalog.Bound periodicals are loaned for two days.
Current Unbound journals do not circulafEo borrow an item, present the item and your &l@ame ID card at
the Circulation Desk.

Interlibrary Loan , located on the first floor of Hesburgh Librarg,responsible for securing from other libraries
books and articles not owned by the Hesburgh LigsarAllow a minimum of two weeks for delivery of
materials. For more information please vigip://www.library.nd.edu/ill/

Photocopies can be sent to you electronically & f8s or as hard copy via campus mail. You aso submit
an electronic form to request a book from IntedityrLoan at:
http://www.library.nd.edu/ill/direct request.shtml

Document Delivery is also available to all Arts & Letters departnarffices. An electronic form to request
materials is available ahttp://www.library.nd.edu/docdel/index.shtml Materials may now be directly
requested for Interlibrary Loan from the databétterit\WorldCat. For more information c&B1-9832

Course ReservesThe Reserve Book Roonon the first floor of the Hesburgh Library worksdooperation with
the teaching faculty to make required reading niterfor class assignments easily accessible tdests.

Faculty members may place personal or library copiebooks, articles, etc. on reserve. The ResBoak

Room adheres to copyright laws for articles ancepts from books. Electronic reserves are alsdabla. For

additional information, please contact the ReseB@mok Room at631-7578 or visit their website at
http://www.library.nd.edu/reserves/index.shtml

For a complete list of library services for facyipyease visit this page:
http://www.library.nd.edu/services/faculty.shtml
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Design, Copy & Logistic (DLC) Services (631-5632)

The College of Arts and Letters - Design, Copy &lstic (DCL) Services currently maintains one cehtr
location at 301 O’Shaughnessy Hall - Print Sh¥pu can contact the staff 681-5632/
631-4267/631-6672/631-80&9 e-mail them atopy301@nd.edu

Faculty Servicesprovides typing services and conversion from PDF tMSWord documents:

Typing services for Arts and Letters faculty areyided byCheryl Reed,who is located in Room 232 Decio
Faculty Hall andNancy Mitchell, who is located in 924 Flanner Hall. Cheryl and Naocean type_letteren
department letterhead with specified envelope §ige, letters of recommendation, but not persdeteérs),
forms resumes manuscriptsthat include tables, footnotes, etc. (allow one kvee longer for completion,
depending on their workload, and the size and ldethidocument). Cheryl can also type book manpssthat
are "camera-ready book" (instructions from the higlr). Cheryl and Nancy can scan text documends. pdf
files and alsaonvert .pdf files into a MSWord document for textediting purposes. You may contact either
Cheryl Reed at 631-7746 _Cheryl.A.Reed.9@nd.edu or Nancy Mitchell at 631-7458
Nancy.L.Mitchell.19@nd.edu If you have other typing needs or other facultpsurt needs, please contact
Linda Lange, Supervisor a631-6672or Linda.S.Lange.4@nd.edu

All DCL Services and Faculty Services locations énaffice hours from 8:00a.m. - 5:00 p.fopen during
lunch), Monday through Friday during the schoolryesummer hours are 8:00a.m. - 4:30 p(open during
lunch). If you have any questions, please contawda Lange, Supervisor in 301 O’Shaughnessy Hall at 631-
7974 or via e-maisitLinda.S.Lange.4@nd.edu

Course Packets:

The 301 O’Shaughnessy office will produce your seysacket(s) for the spring/summer/fall

semesters. The DCL staff is experienced in prongssbpyright permissions at no additional costs ailidsell
your packets to your students each semester. Yguchecrk the DCL web site for more details by cligkion the
link for “Course Packet Preparation Instructions.”

Class Handouts:

You can send your files to print through the DCWsb order form alttp://dcl.nd.edu/ Detailed instructions are
located on the DCL web site within the “Copy” box the Home Page. Bookmark the DCL web order fosm a
an efficient way to submit your orders from homeroyour office. You can also attach your docursentyour
order in one easy process. Ask the DCL staff taupest DCL profile in their database. Your profiél keep all

of the repeated information you enter on the ofden, providing you with a more efficient methanl grocess
your orders. Projects submitted during the fingi weeks of the semester may require more tinprdoess due
to the large volume of orderBlease note on your order form what time you rieectopies and the day (Monday
through Friday), and the DCL staff will have yowpées ready for your class. For larger jobs, sgealne of the
DCL staff members to ascertain when your job wélldompleted.

Free Pick-up and Delivery Service:

DCL Services offers free Pick-up and Delivery Seesgi for all campus locations. Contact the O’'Shaagéyn
office at 631-4267 for requests. Please provide your name, locatioonf and building), phone number,
department and a description of what is being mickp. If you would like to see a sample of the lor to
completing production, they will do their best wlider it the same day (i.e., send a file via efjnai

Arts and Letters Mail:

All departmental and faculty mail is sorted and ide to the departments located in the O’Shaugtye
building at a centralized mailbox location on tleeend floor. Mail is available for pickup by a dgsated person
by 11:00 a.m. and 3:00 p.m. weekdays.

Scantron Exams:
Would you like to eliminate grading exam papersCLD Faculty Services located in 924 Flanner presid
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scantron forms for your exams and processes thednades for your entire class. Contact NancyMill at
631-7458 for more information.

Scanning
The 301 O'Shaughnessy office can scan photos, sBnagd text in color and black/white as .tif, .jpg,pdf files.
The files can be e-mailed to you directly or prihgend saved on a memory card or CD.

Faxes:
The 301 O’Shaughnessy office is equipped with anfiachine for your convenience. If you receive g fgu or
your department will be notified. The fax numbe631-4268

Book Orders through Hammes Notre Dame Bookstor¢631-7828)

The Bookstore offers faculty an on-line servicetéottbook ordering. You can access their web sitthe ND
home page:

= Visitors — (link on the bottom far left)
= Shop Here Hon the next page.)
= EDoptions —(in the blue bar.)

You can also find this page from InsideND HOME tathe Quick Links Services Menu or go to:
http://www.ndbookstore.com

The faculty password to get started790'. If you are using the service for the first tintlee store encourages
you to experiment with the web site. Once you hawamitted your course materials order, you wilkiee an
immediate e-mail acknowledgment. Future benefitssing the system include one-click adoption itufe
terms, as well as a working history for your futatasses.

Orders can also be placed via campus mail; e-nfiRalbert Thomson (RThomson@nd.edu) or
Rose McMahon(RMcMahon@nd.edu); fag&31-7842;0r by phone531-7828.

In order for the University of Notre Dame to maintaompliance with theecentH.E.O.A. (Higher
Education Opportunity Act) legislative action itmmndatory to order textbooks early or on time. This is a
critical action that allows students to view coubseks while they are enrolling in classes, whileviring the
bookstore the necessary time to research, ordestaeide the books for your classes. The due dateke
upcoming academic year are:

» Spring 2011 - October 15th
» Summer 2011 — March 15th
» Fall 2011 — April 1st

Desk copies should be ordered directly through thi#igher. The Bookstore can provide publisher atinta
information.

Textbook Rental,Rent-a-Text, is now available to students. Theysave 50% or more on the price of
their textbooks. @ view titles available for rent, go vaww.rentatext.comand proceed with the adoption
process.

Course Packetscan also be ordered through the Hammes Notre Bouokstore or directly through Xanedu
Publishing. Contact Rose McMahonRi¥lcMahon@nd.eduor 631-9731for pdf forms & instructions or Kathy
Jones at Xanedkathyjones@xanedu.conor 1-800-218-5971 ext. 6540
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Arts and Letters Computing Office (ALCO) (631-7021)

The Arts and Letters Computing Office (ALCO) is #able to assist Arts and Letters faculty and steth their
computing needs and questions. The main officeld®@ is located in 234 Decio Faculty Hall and is ofe®m
8am-5pm, Monday - Friday and closed during Unixtgrsolidays (631-7021).

Office of Information Technologies (OIT) (631-5600)

For a more complete list and description of sersjqaease refer to thaformation Technology Resources
Guide.

The University of Notre Dame offers a variety ofonmation technology (IT) services and resourceanynof
which are offered through the Office of Informatidachnologies (OIT).

Setting Up Your Computer Account

Your NetID is your username for many campus sesyiesd will allow you to use the range of computing
services available at Notre Dame. Your NetlD aotds generated automatically when you officialcbme
part of the University. You can obtain it onling \dsiting https://accounts.nd.edu/activation

Consulting and Support

The OIT Help Desk can assist with questions and problems conceriirglows or Macintosh computers, a
variety of commonly used applications, and OIT-jled services. The OIT Help Desk is located in 128
DeBartolo Hall, and is open for walk-in or telepboassistance Monday through Friday 8:00 a.m. — p:60
(closed Wednesdays 12:00 — 1:30 p.m. for staff mgef) During the academic year when classesasession,
extended Help Desk hours are available. Visit ittep Desk web site alttp://oit.nd.edu/helpdesk/ for
extended hours information. If you have a compuéated issue when the Help Desk is closed, yousesad
email tooithelp@nd.edy leave a voicemail &31-8111 or log a help request in the Assyst incidentkirag
system ahttps://assyst-vip.nd.edu/assystEnterprise/

Computer Security

The OIT's Information Security division offers arigty of services to promote and ensure safe comgput
practices on campus. For instruction and toolkeip you stay secure, what to do if you encountsecurity
situation, and a list of useful information andaees, visihttp://secure.nd.edu/

Notre Dame provides McAfee antivirus and antispyevsoftware to employees at no cost under a canyarse
agreement. This software is available for use oth RJniversity-owned and personally owned Windowsl a
Macintosh computers. Visitttps://secure.nd.edu/antivirus/(netID and password required) for information on
how to obtain this software.

Be sure, also, to review th&esponsible Use of Information Technologies at éldirame policy at
http://oit.nd.edu/policies/rup.shtml

Training Opportunities

The OIT offers technical training opportunitiesahgh a variety of training options. In additiongcheduled,
instructor-led classes, there also are specialegiqtraining options, including one-on-one instiarctand

training for classes when students need to ledatlanology tool. For a course list, a schedulemfrses, and
self-help documentation you can print, visitp://oit.nd.edu/training/

The Kaneb Center also offers presentations on tiectwe use of technology in teaching. Visit
http://kaneb.nd.edu/events.htmlto learn more.

37



Concourse

The Concourse course management system (formerbCW#ista) is a web-based technology that is design
to enhance your classes. You provide the counstenband Concourse provides tools for structunteractivity
and management. You and your students can acaeep@se via the Internet from any location. Yan cse
Concourse to:
« Publish a course syllabus
« Manage and post grades
Provide a list of web links
Distribute files (PowerPoint, PDF, etc.)
Create and administer online quizzes
- Facilitate discussions
« Conduct surveys
Collect assignments electronically

For more information, visifttps://concourse.nd.edu/webct/entryPagelns.dowebct

Courseware

An alternative service known as Courseware provadeseans for faculty and students to share fileindgJthe
Courseware service, instructors can place files ditectories and regulate how students accese tfiles.
Courseware includes a course folder that will stbi8B of files accessible from Windows, MacintoshUmix
computers, only by the instructor, the officiallgrelled students, and others designated by theuictst. An
electronic “dropbox” is available for students tabmit assignments. Faculty and students can access
Courseware via WebFile from any web browser, or ozap to the I. drive using a special utility. Visit
http://oit.nd.edu/course _mgmt/for information.

Electronic Discussion Groups

Notre Dame offers a ListServ service that allows y@create e-mail lists that you can use for annements or
discussions. Instead of sending an e-mail messageiaily to each member of a group, you can usestseiv
list to distribute your message automatically tergene in the group, and all members then recdivelies
automatically. You also can join existing liststtbffer open, informal "communities of practice,hare you will
find a group of others who share a particular EgerTo learn more about ListServ, join an existisigor request
a new list, visithttps://listserv.nd.edu/ ListServ is a registered trademark with the UP&tent and Trademark
Office.

The OIT creates a ListServ list for each courséi@@gou teach, which helps you communicate eagiti your
students. List membership is updated automatieelgtudents add or drop a course. You can findddeess of
your course e-mail lists linked from théps://acadlist.nd.edu/web page.

Computer Store

Notre Dame’s Computer Store, located at 103 InféionaTechnology Center, offers Lenovo, Dell and kgpp
computers, accessories and software for persomeh@se at a discounted price.

Visit http://oit.nd.edu/store/ for more information. Colleges and departmentscipase computers and
peripherals for faculty use through the Universitifrocurement Servicestdtp://buy.nd.edu/

Computer Service & Repair
The ND Service Center is a fee-for-service repadgility located in 102 Information Technology Cemtelt
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provides vendor-authorized warranty repairs on Ap@ell, and IBM/Lenovo computers, and non-warranty
service on other brands and on most HP printers.

Visit http://oit.nd.edu/support/service/ for more information about hours, rates, and otmwices available
from the Service Center.

Student Computing Labs

The OIT manages six student computing labs cordidjwith approximately 200 Windows and 55 Macintosh
workstations. Student computing labs offer theesaoftware as the classroom lectern computerser@dmpus
departments also operate computer labs for speargloses, for their own students, or both. All @erated
student computing labs also offer high-quality,ckland-white printing. Color printers are avaikalih three
locations: Bond Hall, DeBartolo Hall and Hesbutgbrary.

For hours and locations of the OIT’s labs, visit:nd.edu/clusters_classrooms/cluster_informatioghtml

Computer Labs at the Coleman-Morse Center and Biatidare equipped with instructor stations and LCD
projection. Student computers are arranged imstnuctional layout. If you need a teaching labad@emall
number of class sessions, you may reserve eithteiesé labs by contacting thearning Spaces group at 631-
8778 For classes of more than 24 students, you camve either 228 or 331 DeBartolo Hall through the
Registrar. These classroom venues each offerug@st workstations.

The College of Arts and Letters also provides alfgccomputer lab in 151 Decio.
On-Line Documentation

The Office of Information Technologies provides dientation to assist computer users. Topics irchmth
Notre Dame specific information and more genergliaptions. The documents provide introductorynireay,
and reference materials for commonly used comprzaucts on campus. These documents are avadhbie
charge to members of the Notre Dame community. Tacess on-line documentation, go to
http://oit.nd.edu/training/documentation/ (NetID and password required).

Academic Technologies Services

The Academic Technologies Services team identéiss facilitates the adoption of emerging techn@sgdhat
advance teaching, learning and research. Acadeeghriblogies staff regularly review and test a wilege of
technologies which enable faculty and studentsetonbre creative and collaborative both inside andide the
traditional classroom. The OIT Academic Technadsgiab (@tLab) is a test and demonstration faciityere
faculty, students and IT staff can review and elgmee the latest emerging technologies in acti@tated in
DeBartolo Classroom Building BO03 the @tLab redylaosts vendor demonstrations, faculty focus gsoamd
experiments to test new technologies which havernatl for use by Notre Dame faculty and students i
classrooms, labs or other on-campus learning spageg them online to learn more about their rdosork and
upcoming eventshttp://oit.nd.edu/at/

Reserving Classrooms

The general-purpose classrooms are available éooutside of class hours. Weekend use of buildmtisiited

and may result in charges for the opening andistafif a building. Event requests may be made erdin
http://classrooms.nd.eduor http://roomreguest.nd.edu— new users need to request a username and password
in advance by e-mail abomreg@nd.edu All reservations should be made at least 24-hwuaslvance. For
assistance, call the Office of the RegistraBt-1479

Faculty members wishing to use non-classroom feesl{e.g., Notre Dame Conference Center, Hesburgh
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Center, Eck Visitors Center) for lectures, semineoaferences and the like should contact Academic
Conferencesgcadconf@nd.edi for assistance with scheduling, budgeting, arthping and
implementation. For additional information, pleasst the ISLA website ahttp://www.nd.edu/~acadconf/

Equipment usage and the use of technology for exarduld be reviewed with OIT Educational Serviee631-
9181 Events that are not directly related to clastriimsion may incur a small fee. For technical stsgice with
in-room equipment (DVD player, projector, computardware/software) during class, contact OIT Edanat
Services a631-9181 To schedule a time for training or computer tegfirior to class, please cé1-9181

The DeBartolo Hall building managé8heila Adkinson, 631-8773, Hue Hoang 631-017&an assist with the
unlocking and locking of DeBartolo classrooms, rommperature control, lighting needs, lost and éjwemd
weekend activities.

Should you wish to use a conference room to sceeduheeting in Decio or O’'Shaughnessy, contauda
Brady in the Dean's Office @&31-70850r e-mail a request mdean@nd.edu The following rooms are
available through the Dean's Office: 119 O'Shaugéyel31 Decio, 351 Decio, 451 Decio and Decio Comsn

Classroom Scheduling

Availability of general-purpose classrooms, esgdbcauring prime-time hours, is limited. Standatedss times
help improve the efficiencies of the space, allapior the maximum number of courses to be offehedughout
the day. As such, classes that meet during staruttasd times are assigned classrooms ahead oésldesd meet
at non-standard times. Rooms are assigned at rahdsetd on the maximum enrollment number of thescthe
type of room preferred, and the technology needieofnstructor. Every effort is made to allow astiuctor
teaching “back-to-back” classes to remain in threesauilding.

A request to change the location of a class musbbedinated with the Office of the Registrar vienail at
roomreg@nd.eduor by phone a631-5133Due to the demand for full-technology rooms, egglcduring
prime-time hours, some requests may go unfulfilled.

Departmental exams and final exams establishechéyQffice of the Registrar will be scheduled andmmo
assignments distributed.
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Institute for Scholarship in the Liberal Arts (ISLA ) (631-5730)

The goal of the Institute for Scholarship in thébdnial Arts (ISLA) is to help build, sustain, ancheay a
distinguished faculty in the arts, humanities, ahd social sciences, to foster graduate and uratdugte
research, and to facilitate and enhance the icteb life of the college and campus.

To accomplish these goals, ISLA provides grants fémulty research, travel to international confeem
curriculum development, speaker series and confeserpublication subventions, and miscellaneousareb
expenses. ISLA funds and supervises the Undergtadresearch Opportunity Program (UROP) and previde
professional development assistance and researdimfysupport for graduate students in the Coltdgérts and
Letters.

ISLA is also the College’s clearinghouse for infation, advice, and assistance in finding and olbstgigrant
funds from public and private agencies for any agad purpose. Institute staff assist faculty inesal’ ways:
advising faculty regarding the content of grantpmsals; assisting in the preparation of proposalgbts;
critiquing draft proposals; and ushering proposlatsugh the administrative review process. In suppf this
effort, ISLA provides seed money for projects tegare the way for grant applications, maintaindmaty that
includes computerized grant search databases,astsl grant proposal workshops during the year AlSifers a
variety of other faculty development activitiesclstas workshops on academic writing and publiskiity an
academic press, assistance with conference anddestries planning, and also maintains a calesfd@ollege
events.

ISLA mentors faculty about their long-term resegotdns, and maintains lines of communication whih ©ffice
of Research in the Graduate School and with Cotp@ad Foundation Relations in Development.

Beginning in 2008-2009 ISLA also provided infornaeitj advice, and assistance in finding and obtaigiragnt
funds and in areas related to professional devedoprior graduate students. For more informatiomtact the
Director, Agustin Fuentes, 681-7531 stop by the Institute office located in 101 O'@tanessy Hall, or visit the
website ahttp://isla.nd.edu

Undergraduate Research Opportunity Program (UROP) §31-5730)
Research and Materials Grants, Summer Fellowships

The Undergraduate Research Opportunity Programneebaundergraduate education by providing financial
support to students who wish to engage in indepgnesearch, creative projects, or the presentafitineir own
research at conferences. Students may independietign their projects or propose a project rdlatesome
aspect of the research of a supervising faculty begm In either case, a faculty member must endtiree
proposal and supervise the project. A small nundfggrants is also available for a combination densive
summer language study and research.

Participation in the Undergraduate Research OppitytuProgram is an intense educational experiemheg t
exposes students to the entire process of resefiorh, writing the proposal, conducting the researahd
analyzing data, to bringing the project to closiaréhe form of a written final report. A satisfagggroject must
be consistent with the standards of good scholarsthshould give evidence of a sophisticated gEspproblem
as well as an effective approach to that problehe project should involve some new data or inforomatan
original viewpoint, a new synthesis, the applicatid a new technique, or the use of a new methahalysis.

UROP provides support for research and creativgegi® through three programs: Research and Magerial
Grants, Summer Fellowships and Joint Summer Felijpss

Research and Materials Grantsprovide up to $1,750.00 to be used toward the hase of materials and
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supplies, travel, and other project needs.

Summer Fellowshipsprovide funding to allow students to concentratgrttime on a project without making it
necessary to hold a summer job to pay expenseder@gimay apply for 1, 2, or 3 months of summediiug at
$1,500 per month/$375.00 per week befapefor up to three months or a maximum total 458€0.00

Joint Summer Fellowshipsare a combination of the Summer Research and Mistemd Summer Fellowships
grants. The budget for Joint Summer Fellowship Agapions cannot exceed $6,000 in total, but thisltcan be
arrived at via any appropriate combination of sighand materials costs.

The application process is the same for all thregnams.

Faculty Lead Grant Program

The Institute for Scholarship in the Liberal Artsdathe Office for Undergraduate Studies will once

again jointly sponsor a competitive grant to suppoademic experiences aimed at enhancing teaahihg
student learning beyond the classroom. They will/jgle 2-3 grants of up to $15,000 each in thedad spring
semesters. Theeadlinefor submitting proposals for tHall 2010 semester waBriday, April 9, 2010. The
deadlinefor next spring’s 2011 proposalsill be Friday, October 15, 2010.

Learning Beyond the Classroom
FACULTY INTERIM Grants
(up to $1,500)

Learning Beyond the ClassrooRaculty Interim Grants provide funding up to $1,500 to faculty for suppoft
cultural excursions, travel to conferences, anérmglctivities aimed at enhancing teaching and stiiéarning beyond
the classroom.This grant is awarded one time during the acadeyair.

Applications for Interim LBC grants during the 2012011 academic year are available in the Office f
Undergraduate Studies, 104 O’'Shaughnessy Hall.

Proposals should be turned in at least two wdsere the project date.

« LBC faculty applications for fall 2018rants will be due on Friday, October 8, 20this includes
Christmas break proposals.

e LBC faculty applications for spring 20-tants will be due by Friday, February 11, 2011

¢ LBC faculty applications for summer 20gtants will be due Friday, April 8, 2011

Class Trips

A student group, if accompanied by a faculty membeay take trips if the purpose of the trip is totlier the

students’ academic training in the particular ceuuch trips must be approved by the group's tiaaualvisor,

the chairperson of the department which offerscihrse, and the Dean of the College. With evidexidbese

approvals, each student is responsible for sealteagance from his or her other professors whasesek would
be missed because of the trip. Field trips may mbedaken after the first day of the last monthhef semester.
(Academic Guide

If you are planning such a trip, you need to askrygiudents to sign a waiver. To obtain the appat@mwaiver,
contact the Office of Risk Managemen®6&tLl-5037and ask for a waiver and release of liability foithe Office:

of Transportation Serviceditfp://www.transportation.nd.edu/) rents cars and vans to students, faculty, and
staff to use for University business. For moreiinfation call631-6467.

Funding may be available for class trips througb tkearning Beyond the Classroom Grants. Requests fo
funding may be presented to the Associate Deabfilergraduate Studies in 104 O’Shaughne3%;9468.
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For international travel involving students anduiac members using LBC funding, permission musbb&ined
by using the information from the following webesihttp://www.nd.edu/~ois/Faculty/Travel Policy.html Or,
you may contact the Office of International Studie631-5882 www.nd.edu/~ois/

Center for Undergraduate Scholarly Engagement (CUSE(631-0371)

In support of the University’s mission, tRenter for Undergraduate Scholarly Engagement (“CU&")
promotes the intellectual development of our unde&tgates through scholarly engagement, researdiplasuit
of fellowships. CUSE aims to: stimulate the lifetoé mind across campus by building a scholarlyroanity to
engage and support students in intellectual aratieeepursuits inside and outside of the classraesate
opportunities for undergraduates to develop angamietheir research, scholarship, and creativeaste, and
connect them to resources such as faculty meringging projects, funding, etc.; and increase sttsde
competitiveness for and participation in applicasidor nationally competitive fellowships, emphéasizthe
value of the process itself while furthering thiatellectual growth and propelling them to gregtest-graduate
excellence.

CUSE’sUndergraduate Research Initiativeis a university-wide resource that promotes pigiton in
undergraduate research at all stages of studenfgcps. The URI helps students brainstorm idieiestify
potential faculty mentors, develop grant propossdsure funding for research and conference tramel present
their work in various venues, including the annuatiergraduate Scholars Conference. Additionally,URl|
offers grant-writing workshops to guide studentstigh the research process, and manages the Common
Application, an online grant administration systérat involves various campus partners includingGbéege of
Arts & Letters’ UROP and Learning Beyond the Classn programs, as well as the Glynn Family Honors
Program, Kellogg Institute, and Nanovic Institutdore information may be found at
http://undergradresearch.nd.edu/ or contact Dr. Cecilia Lucero, Assistant Diredimr Undergraduate

Researchglucero@nd.edy 631-8634.

CUSE'sOffice for Nationally Competitive Fellowshipswas created to raise awareness of the intellectual
benefits of prestigious scholarship programs aral/&ysee the administration of the application pssdor those
requiring university evaluation/nomination. As hrémary contact for most post-baccalaureate schlbipr
programs, it mentors potential applicants, fad#éitainteraction between students and faculty, assjgplicants
with personal statements, research proposals gmvigwing skills, and provides information aboatious
academic disciplines and professional trajectories.

Examples of nationally competitive fellowship oppmities include, but are not limited to:

For Undergraduates: Beinecke Scholarship for jenideinning graduate study in the arts, humanitiessacial
sciences; NSEP-Boren Undergraduate Scholarshihéostudy of languages and cultures critical t@onal
security; Rotary Ambassadorial Scholarship for gtalroad; Truman Scholarship for juniors with exteyal
leadership potential; and Udall Scholarship foremdaduates with commitment to the fields of theiramment,
tribal health or tribal governance.

For Graduating Seniors: Gates Cambridge Schofafshiadvanced study at the University of Cambrjdge
Fulbright Graduate Student Program for study, mesear English teaching assistantships abroadtslavi
Fellowship Program for graduate study in the dnsnanities and social sciences; Marshall Scholprfshistudy
in the UK; Mitchell Scholarship for study in IreldnNational Science Foundation (NSF) Graduate Rekea
Fellowship for study in science (including socielesices), technology, engineering and math; Rhodes
Scholarship for study at Oxford.

CUSE is located in 233 Geddes Hall; the websitgts//cuse.nd.edu For more information, contact the
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following:

Director: Dan Lindleydlindley@nd.edp631-7125

Associate Director of Scholarly Engagement: Phéigolon,colon.1@nd.edi631-0962
Assistant Director for Undergraduate Research:l@daicero,clucero@nd.edi631-8634
(the Undergraduate Research webpadrts//undergradresearch.nd.¢du

Assistant Director of National Fellowships: Robeltadanfellows@nd.edp631-0372
(the Fellowships webpage figtp://www.nd.edu/~fellows

Center for Social Concerns (631-5293)

The Center for Social Concerns facilitates comnybésed learning, research and service informe@ditolic
Social Tradition. Through the Center, learningdmes service to justice.

Teaching a Community-Based Course

The Center for Social Concerns connects faculty wit 62 local community partners and hundredsgehaies
worldwide to create engaged teaching, learning,raadarch opportunities for Notre Dame studentsfaulty.
In the past year, over 100 courses with a commb@sed component were taught by Notre Dame fadulty
every college and school, as well as many centadsirsstitutes. Center staff help faculty identi#fgd access
relevant community partners, and Center facultyp heéésign syllabi that integrate students’ work ire t
community with course readings and goals to devefmied critical thinking skills.

For support developing a community-based courgledrhumanities, social sciences, or arts, cofacConnie
Snyder Mick, Director of Social Concerns Seminars and CommtBésed Learning, atmick@nd.edu,or
visit http://socialconcerns.nd.edu/faculty/cblcourses.shil

Course Development Grants, Community-Based Researdbrants, and Faculty Fellows

The Center for Social Concerns provides finanaigp®rt for community-based teaching and researcug its
series of competitive grants and fellowships. Hs@nd graduate students can apply for Course Dpreent
Grants that nourish new community-based partnesstriprojects. Community-Based Research grantdgeo
support for innovative research projects that pammunity and university experts in an effort te\aar
questions held in common. The Faculty Fellows mogrecognizes faculty members who offer exempdaugy
sustained leadership in community-based pedagdgasing, and research.

To learn more about these opportunities, corbactMary Beckman, Associate Director for Academic Affairs
and Research, at mbeckman@nd.edu, or Migit//socialconcerns.nd.edu/faculty/cbr.shtml

Service, Justice Education, and Other Opportunities

For a complete overview of the ways faculty canagregservice and social justice through the CewteBbcial
Concerns, including support for the integratiorCaftholic social thought into courses, visit the teemvebsite at
http://centerforsocialconcerns.nd.edu/

Center for the Study of Languages and Cultures (635881)

Located in 329 DeBartolo Hall, the Center for th&udy of Languages and Cultures (CSL®) an
interdisciplinary initiative dedicated to the edtioa of the mind and heart through the advancenoént
language learning and cultural understanding aUttigersity of Notre Dame.

The CSLC provides space and programming for fordmmguage-culture exposure, interaction and
communication combined with innovative technologyl &ffective foreign language pedagogy. The center
emphasizes a learner-centered communicative agptodanguage-culture study and seeks to integhige
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knowledge with the greater humanities educatioxpesgence while also advancing internationalism and
diversity across and beyond campus.

In order to fulfill this mission, the CSLC collatades closely with scholars and practitioners acaosgle
range of departments, institutes, and affiliatéitusons as it also fosters discourse and coot@inaamong
these entities. The CSLC facilities, programminy] ataff are, therefore, informed by interdisciplyfoci
as well as an overarching commitment to developiitegcal inquiry via multiple literacies in languagnd
culture.

Design The CSLC features an innovative design incorpogadn open lounge and language discussion area
alongside semi-private study booths for pair orlsgr@up work. A private multimedia room dedicatied
private study sessions as well as foreign langtelgegision, film and video teleconferencing is also
available. A large multipurpose classroom providéditional space for technology-based course ot
small group work, a kitchenette, and coffee stataanwell as video recording for language class skid a
variety of large language learning events.

TechnologyThe CSLC also offers a host of innovative fordigmguage instructional technologies alongside
targeted programming for student interaction. Lpgtomputers with a variety of language software
applications are available at every station thrauglthe center, and a number of foreign language
collections of literature, periodicals, film, anddio have items that can be checked out from theGCS
reception desk or accessed via our website. Plaraslso under way for a small computer lab statighin

the main lounge area that will feature a live higtiinition video connection (an ‘Internet windowijth

one of several international universities in A&iarope, and South America throughout the day.

Programming Importantly, the CSLC also offers a variety afgoral and shared departmental programming
aimed at providing students with opportunitiesgarh about and be exposed to their foreign language
culture as well as interact and practice usindahguage with both fellow students and native spesak
Coordinating closely with language departmentsiadividual professors, the CSLC offers foreign laage
peer-tutoring programs, conversation partnershifis imternational students, language discussiolesab
language-culture debates, and language-cultureregiens, among many other events.

For further information, visit the Center’'s webditép://cslc.nd.edu/, or contact the Center eslc@nd.edu

The University Writing Center (631-3844)

The University Writing Center provides tutorial stance for students at all levels of writing peéicy in any
academic discipline. The Writing Center offerg) ihdividual tutoring, where students can worksarch skills

as planning the paper, developing the thesis, @omnthe argument, using evidence, and revisirgfithished
product; (2) workshops that introduce students adigular genres of writing, such as grant proppsahd
fellowship applications; and (3) one-on-one coraidhs for students writing senior theses. For more
information, contacMatthew Capdevielle,Director of the Writing Center, atcapdevl@nd.edwor 631-3844

The John Kaneb Center for Teaching & Learning (6319146)

The role of the Kaneb Center within the Universigtademy is:

» to stimulate reflection about — and advocate ferehhancement of — practices, policies and strest@alated
to teaching and learning.;
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* to emphasize that an effective teaching and legraeinvironment is - in addition to a locus wherevaht
facts and concepts are communicated - an integafdium that allows students to develop a mindket o
informed and critical assessment and an abilingspond knowledgeably and articulately;

» to sponsor programs and workshops, presentatiods;@sultations that highlight the best teachiragtices
and learning environments and encourage and dssisfforts of Notre Dame's faculty and teaching
assistants to nurture and sustain these.

To learn more about the Kaneb Center's servicesaspl visit us in 353 DeBartolo Hall, or contact us
at: http://kaneb.nd.edu/, phone 631-9146, e-mdflaneb@nd.edu

The Learning Resource Center (631-7904)

The Learning Resource Center provides both readiaterials and instructional opportunities for sntdetc
increase the efficiency of their learning strategiEhe areas in which assistance is provided arecegding in
College, Time Management, Test Preparation, Gettdrganized, Reading, and ESL Assistance. Printed
materials are available on request. Instructioprizvided through weekly workshops and through iddial
consultation.

Students who wish to improve their English langualtis--reading, writing, speaking--can arrange $oich
assistance. Assistance can be provided individuailyn groups. Students can request assistanceamngar
review, editing for standard written English (ESWEbnversation (will be done in groups only), spegk
English (pronunciation, sentence rhythms), stratedor reading textbooks, and building vocabulanglgding
recognition of idioms).

The Learning Resource Center (LRC) at Notre Danfierofseveral programs for first-year students teire
outside help for their difficult classes. All pregns are led by upper-class students who have thleoourse
and received high grades. Many students join thesgps for classes such as Calculus, Physics, aethiStry.
Sessions are free of charge and meet in the evenme a week.

The programs available at the LRC are successflielping students improve their learning. Nearly/@836f
Notre Dame students who use the LRC programs fiadésources available to them satisfactory. Spedif,
research conducted in the spring of 2008 shows s$hall group sessions are successful in encouraging
participation in our programs, especially for mibstudents. The three types of programs availabthe LRC

are Collaborative Learning, Tutoring, and Help &8ss

Collaborative Learning

The Collaborative Learning program gives studehés dpportunity to work together to complete assignts.
Upper-class leaders help small groups of first-y#adents work on their homework and answer anptipres
they have. Students use this group study to compl@mnework in a more structured setting.

Tutoring

The Tutoring program allows students to review ¢bacepts their professors have covered in clasaighra
lecture-based format. Tutoring is held in smallup®, usually kept under fifteen students. The tpfass tutor
teaches and answers any questions the studentshmigh Private tutoring is also available on dtkeh basis for
students who have participated in group tutoringstill require additional help.

Help Sessions
Help sessions are available weekly on a walk-insbfas certain classes, such as Calculus and Clwmi3he

upper-class tutor answers questions for studemtsalps with homework. Specific help sessionsoffered for
students who did not take Calculus in high schadlquire extra help.
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There are two full-time staff members in the LR@;dted at 227 Coleman-MorsBlahid Erfan, Director of the
LRC, phone631-7904 nahid.a.erfan.1@nd.edy coordinates the tutoring and collaborative laagrprograms,
which are available to all students. There is Imarge for any of the services offered through tR€L For more
information, seehttp://www.nd.edu/~fys/Irc.html

Office of International Studies (631-5882)

The Office of International Studies offers the urégpportunity for Notre Dame faculty to teach arkv
overseas in cooperation with programs abroad. sBlesfer to the following website for more details:
http://www.nd.edu/~ois/About_OIS/Special_Opportiest Abroad.htmlor call 631-5882

In addition, other opportunities may exist withirdividual Colleges or Institutes. Please see Deéd@lleges,
and Directors of Nanovic, Kellogg, Kroc, and Keoughtitutes for more details.

2010-2011 Notre Dame Programs are located in Friéenand Perth, Australia; Leuven, Belgium; Salvadar
Bahia and S&do Paulo, Brazil; Santiago, Chile; BgjjHong Kong and Shanghai, China; Cairo, Egypggeka
and Paris, France; Berlin, Germany; Athens, GreBablin, Ireland; Bologna and Rome, Italy; Nagoyal a
Tokyo, Japan; Puebla, Mexico; Moscow, St. Petegshud Viadimir, Russia; Toledo, Spain; Kampala, s
Cambridge, London, Oxford, and St. Andrews, Unk&éalgdom; and Washington, D.C.

Summer 2010 programs were offered in China (meltg®stinations); Paris, France; Rome, Italy; Jéeusa
Cape Town, South Africa; Granada, Spain; Toledaji8pTaipei, Taiwan; Uganda and Rwanda; and London,
U.K.

Non-Notre Dame Study Abroad Programs

The Office for Undergraduate Studies providesditere and advising for students who would like &otipipate

in non-Notre Dame study abroad programs duringatteelemic year. This opportunity is reserved fodeiis
who would like to study in cities or countries wédotre Dame does not sponsor a program. Studpplg for

a leave of absence for study abroad to non-NotmaeéDprograms through Dean Toumayan in the Office for
Undergraduate Studies. To apply to certain St. Ma@pllege Programs, students must also have aptaiévo

ND study abroad programs and have been waitligiedlf ND programs to which they applied. Thesedshis
must also apply for a study leave of absence thrd\ggistant Dean Toumayan.

For more information, please contact Assistant Déaki Toumayan at631-7098.
University of Notre Dame Policy on International Travel Involving Undergraduate Notre Dame Students

For international travel involving students, theufly member who is organizing the trip or acconypag the
group abroad must obtain from the web ditp://www.nd.edu/~ois/Faculty/Travel_Policy.htor from the OIS,
a Faculty Authorization form for International TeEd\unvolving Notre Dame Students. The completathfmust
be submitted at least 30 days prior to departufReip Pellegrini, Budget Manager OIS, 152 Hurleyl@ing.
Please visit the web site for further details.

The Career Center (631-5200)

The Career Center is dedicated to the developmehimaplementation of innovative programs and sewithat
promote life-long career management skills for ettd and alumni. By cultivating multi-faceted
partnerships/networks, their staff is committecptoviding the resources for students to exploreidie career
opportunities.

Staff members assist undergraduate and graduatengtuas well as young alumni with career counggBelf-
assessment, workshops, presentations for acadepartchents, career fairs, and mock interviews fitexh to
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other services.

The Career Center encourages students to take shvpef their career direction and be willing tovdie the
time and energy necessary to conduct a succesefuths for jobs, internships, fellowships and/or the
identification of graduate school programs. Stusldrave the opportunity to utilize the Go IRISH systand
additional online databases to pursue post-gradamadeinternship opportunities, sign up for intewse and
conduct career related research twenty-four hodayfseven days a week.

Individual services include:

e Career advising appointments

¢ 15-minute walk-in meetings

* Preparing resumes and cover letters

e Mock interviews

« Assessing career interests

¢ Internship and job search strategies

e Career exploration resources

e Alumni job shadowing and networking

« Implementing a career plan

« Interview preparation and strategies

¢ Internship funding programs through The Globaldmséip Initiative which includes the Rogers Summer
Internship Fund for Arts & Letters Majors , the GtuPioneer Internship program, the Student Affairs
Internship Fund, the Alumni Internship Assistancadr: sponsored by the Class of 2009, Indiana
Internships, National Internships, and Internatidnternships designed to provide expense
reimbursement up to $3,000 for unpaid internshigbwp to $1,000 for paid internships.

The Career Center conducted more than 6,100 individtudent and alumni appointments in 2009-201f0. O
these, more than 51% were appointments with Artse&ers Majors. The Career Center's Arts & Letteam
also conducted career services for Arts & Lettéuslents in O'Shaughnessy each week. Students lbadsato
8,278 active employers and more than 2,800 job iatetnship postings through Go IRISH. Arts & Legter
students also participated in The Career Centeresceedit course offered through the College — &are
Development Seminar. These resources and otherdafermation are dittp://careercenter.nd.edu

During 2009-2010, The Career Center's Arts & Leitéeam members collaborated with various college
departments to offer the following programs:

¢ Alumni Design Conference

e Arts and Letters Leadership Development Program

¢ Arts and Letters Success in Investment Banking

e Careers in Publishing

¢ Careers with the US State Department

¢ Sociology ProSeminar Presentations on Resumesu@@&chool, Internships and Careers

e Arts & Letters “What's Next?” Week

¢ Theology ProSeminar Presentations on Resumes, &ma8ghool, Internships and Career Options
e FBI Honors Internship

« Finding and Applying for Public Service Jobs anttnships with the Federal Government

e Getting your Start in Politics

¢ Networking with Alumni in DC

e Strategies for Seniors

¢ Be the Change: Unlocking the Nonprofit Career

¢ Making a Living Making a Difference with alumnusdaRresident of Oxfam America, Ray Offenheiser
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¢ Psychology Class Presentation

Several annual programs are specifically geare@rndwveringing to campus employers who are seekingr®
Arts & Letters majors. The largest of these evénthe Winter Career and Internship Fair.

Career & Internship Fair 2010

e 127 corporations, nonprofit organizations, and gowent agencies participated
« 1,339 students attended

« 40 interview rooms were used by organizations erdy after the fair

« Attending employers included:

Central Intelligence Agency
Church World Service
DRAFTFCB

Federated Media

Follett Higher Education Group
General Mills

Johnson & Johnson

Liberty Mutual

Museum of Contemporary Art
Office Depot

Procter & Gamble

Southern Teachers Agency
Target Corporation

U.S. Peace Corps

Arts & Letters Business Boot Camp

This unique program offers Arts & Letters studemfeur-day seminar on various aspects of busingesations,
understanding and using financial analysis, andsplkey management problems through a case stualyss.
Students will be working in teams to develop andspnt solutions to a business problem while engaigin
employer discussions and presentations. Studemislescademic credit for participation in the piaogr

The Career Center would like to partner with youcilaborative career programming for students dary

department. Contact any member of the Arts & Letiegam a631-52000r ndcps@nd.edu issa Bill, LaTonia
Ferguson Bridget Kibbe, Rose KopecandAnita Rees
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University Health Services (631-7497)

The Student Health Center in Saint Liam Hall isaled on the northern edge of campus behind the
Administration Building. During the academic yedniversity Health Services can be reached at 631~ 74nd
is open 24 hours per day, seven days a week.

The University Health Center provides comprehensigatment of illness and injuries to all currerglyrollecl
students, eligible staff and employees with worlatesl injuries. A staff of physicians, registeragrses and
patient care assistants provide health care thrabhghambulatory care clinic and inpatient unit. Aiddal

support services include X-ray, Laboratory, andresarance/Accounts office.

University Health Services does not file with angurance company; however, you will be providedrenfwith
correct information concerning your visit that ymay send to your private carrier for reimbursenmmposes.

During the academic year, faculty members are wedcdo utilize the services of the South Bend Mddica
Foundation Laboratory and McDonald Physical Ther@@ports Rehab Center located in Saint Liam Hath w
an order from your personal physician. Laboratoorkns done on a walk-in basis. Appointments foygibal
therapy can be made by calling McDonald’s mainceffat233-5754.

University Counseling Center (631-7336)

The University Counseling Center (UCC) offers pssienal services to all degree-seeking undergradarat
graduate students of the University. The highlingd staff at the UCC is devoted to assisting gellstudents
with navigating their adjustment to college lifeveall as helping them with their problems and conseThese
concerns might include personal growth and selaanbment, vocational issues, academic anxieties,
interpersonal relationships and social difficultidepression, substance abuse and addiction, manchler of
more severe emotional and psychological problerasTservices are offered for a full range of psjafical
issues. The UCC operates under an ethical codeicfeonfidentiality. The University Counseling @er is
staffed by licensed professional psychologist&;enked social worker, counselors, a nutritiorsiat] a
consulting psychiatrist.

The UCC also provides consultation to the Univgrsimmunity through a service called Warm Line. War
Line is a non-emergency help line that providepoasive consultation to faculty and staff in thefflorts to help
Notre Dame students with psychological concern€Clbffers this service to encourage faculty to khatout
calling UCC staff when concerned about a studefdrbean emergency arises. The Warm Line numbeBis 6
7336, and is open from 9:00 a.m. to 5:00 p.m., Morithrough Friday. The faculty member can ask &akpo
the next available Warm Line therapist.

Each semester the UCC offers a variety of strudtugeups and workshops for individuals interested i
addressing particular personal concerns or buildingdemic and interpersonal skills. Topics inclimbely
acceptance, depression, stress management andtiaattaining, eating disorders, performance enbarent,
“not the perfect family,” obsessive compulsive disy, grief, anger management, study abroad/reenly
esteem, and alcohol/drug abuse. Interpersonal brgndgups are also offered for undergraduate andugte
students.

Professional services are usually by appointment @an be arranged either in person or by telephbaog,
provision is always made for an emergency. Servitghe center are offered on a minimal fee scafdoper
session. Students are offered unlimited credit Gard defer payment. If fees still pose a problemarayements
will be made. There is no charge for the initiapajptment. The center is open from 9:00 a.m. td H0n.,
Monday through Friday. Hours during holiday breedesy vary.
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Some students do not desire or do not need coungsilit could benefit from consultation with a pesfienal.
UCC staff members also provide free, individuahfadential, 15-20 minute consultation visits atieas campus
locations called “Let’'s Talk.” At “Let's Talk” stughts can receive support, identify solutions, aatr about
helpful resources. See the UCC web site for lonatand times.

The University Counseling Center is located ontthied floor of Saint Liam Hall, near Stanford ancéhan
Halls. For information or an appointment c@B1-7336 Twenty-four-hour emergency service is availabje b
calling 631-7336 The UCC web site contains online self-help materas well as tips for recognizing students in
distress and making appropriate referratip://ucc.nd.edb

Disability Services (631-7157)

The University of Notre Dame ensures that qualiaadents with disabilities have access to thernarag and
facilities of the University. Federal laws mandatés accesswhich requires post-secondary institutions to
provide reasonable, individualized academic madifans for students who have disclosed their digatznd
have requested accommodations. Examples of redscmadbmmodations may include readers, note takigns,
language interpreters, or a modification in the \@estudent takes an exam. Reasonable accommodedtiamst
lower the standards of a course or alter essatg@lee requirements. Instead, the accommodati@s gitwdents

a better opportunity to demonstrate their acadexbilities.

The Coordinator of Disability Services is respotssifor coordinating reasonable accommodations areNo
Dame. Each request for an accommodation mustiéiddhon a case-by-case basis because of theedifies in
disabilities and classroom environments. Nonetlselggere are some general principles that musppbed to
all requests.

Disclosure of a Disability and Request for an Accomodation

It is the responsibility of the student to discldsg/her disability and request an accommodatiStudents must
provide the Coordinator of Disability Services witliormation that documents their disability anghjgsorts their
request. If a student makes a request for an accolation directly to a faculty member, that facuttgmber
should ask the student for a letter from the Cowtdir that verifies the disability and the apprafemess of the
accommodation. If the student is not registerech viisability Services, he/she should be referredh®
Coordinator to register. This ensures that theestus qualified under the law as having a disgbdnd that the
accommodation he/she requested is appropriatééodisability. Faculty should not ask studentsdiyeif they
have a disability and need an accommodation. ifidesit is having difficulty in the course and aulag member
suspects a disability, it is appropriate to disahssdifficulty (i.e., poor writing) as they wouldith any student.
However, concerns about a possible disability ghbel discussed first with the Coordinator.

Determination of Reasonable Accommodations

There are two primary concerns when determiningaeable accommodations. First, the accommodaticst mu
effectively provide access for the student to tbarse or academic program and second, the accontiomoda
must not compromise academic standards. Basedeastutient’s documentation as well as his/her iopuvhat
accommodations have worked in the past, the Coatalirdetermines the accommodation that will be u$eé
professor may be consulted regarding course regeiness and student expectations to ensure that an
accommodation would not compromise the academicdatas of the course. As mentioned previously, the
student initially must make all requests to DisabilServices. The Coordinator of Disability Sensdcés
responsible for making the final determinations tasthe eligibility for and nature of the reasonable
accommodations.

! The Rehabilitation Act of 1973 and the 1990 Amerscaith Disabilities Act.
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Confidentiality

This confidentiality rule applies to all informatipregardless of its source. You may, for exampegive
confidential information from a representative fr@isability Services, who is sharing the informatieith you

on a need-to-know basis. You should also treata@pmmodations provided to a student as confiderstnd
should share the details of such accommodationg @mla need-to-know basis. There may be times when
someone directly asks you for information aboutwent with a disability that is considered confitial. For
example, classmates of a student with a disabhilitg is receiving an accommodation may inquire astg the
student receives extra time on a test, or why thdesit is never in the classroom on test days. gprapriate
response to such inquiries regarding students dighbilities may be: "Each student's academic jaimogis
confidential, including your own, and I'm unablediscuss any student's situation with his or hassthates.”

If you have any questions regarding confidentialityile working with a student with a disability, duas who
qualifies for the "need-to-know" exception to calgfintiality, you should discuss the issue with thetipular
student and/o8cott Howland, the Coordinator of Disability Service831-7157.

For additional information

Please visit the Disability Services web site fatp://disabilityservices.nd.edu/

Sexual Assault Victim’'s Resource Persons (631-7728)

Assistant DeamAva Preacher (Arts and Letters and Assistant Dean for AcadeAdi@irs Cathy Pieronek
(College of Engineering) serve as the Victim's Rese persons. They inform victims of the processes,
procedures and policies that apply when a sexwsaludtsis reported to the University and will malkegerrals as
appropriate, furnish materials on support servioesand off campus, and provide information on ca4ilc
criminal investigation and adjudication processEsey are also able to provide classroom presentata
sexual assault issues upon request. Professoriddieel free to refer students to them directly6ai-8637or
631-43850r call either of them for more information. Thenmber of the line dedicated for sexual assault
information is631-7728
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VII.

College Governance
and Committees

55



College Structure

Dean’s Office

John T. McGreevy I.A. O'Shaughnessy Dean ofxbege of Arts and Letters

Maura A. Ryan Associate Dean for Faculty ABaand the Humanities

Dayle Seidenspinner-Nufiez Associate Dean for Strategic Planning, Advanceémen
Infrastructure, and Special Projects

Daniel J. Myers Associate Dean for Centers, Bebe and the Social Sciences

Peter Holland Associate Dean for the Arts

JoAnn DellaNeva Associate Dean for UndergradSatelies

Rob J. Becht Director of Budget and Operations

Office for Undergraduate Studies

JoAnn DellaNeva Associate Dean for UndergradGatelies
Paulette Curtis Assistant Dean

Ava Preacher Assistant Dean

Joseph Stanfiel Assistant Dean

Vicki Toumayan Assistant Dean

Institute for Scholarship in the Liberal Arts
Agustin Fuentes Director
Office of Communications

Marie Blakey Director
Departments, Centers, and Institutes

For a complete listing, see: http://al.nd.edu/departments/
http://al.nd.edu/about/centers-and-institutes/

College Council

“The College Council of each undergraduate collegasists of an equal number ek officio and elected
members. Thex officiomembers of each undergraduate college consiseadean of the college, associate and
assistant deans, the chairpersons of all deparsmender the jurisdiction of the College, and anieot
administrators designated by the respective Coll@gancil” (2006-2007 University of Notre Dame Faculty

Handbook p. 40)

In the case of the College of Arts and Letters, @lolege Council consists of the deans, the chesgees, the
Director of the College Seminar Program, the Doedaif the Medieval Institute, an equal number afcedd
faculty members, and two student members. Each g@anmoximately one-third of the elected faculty nbhens

rotate off of the College Council.
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College Committees

The College of Arts and Letters has both standimdjael hoccommittees. Please refer to the following web site
for more information on all committedsttp://al.nd.edu/assets/26642/al cmt_rosters 201®PL.pdf

Standing Committees Ad Hoc Committees

- Advisory Committee on Women in Arts and - Award of Appreciation Committee
Letters - Dean’s Advisory Committee for Non-
- College Council Obligatory Promotion Cases

-College Honesty Committee

- Committee on Promotions for
Associate Professional Specialists

- Library Committe:

- Nominating and Elections Committee

- Research Committee

- Undergraduate Studies Commi
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QUICK REFERENCE PHONE LIST

The area code for Notre Dame 3§54

Your office phone is631 + (4-digit extension)

If you wish to call an office on campus, simplyldia+ 4-digit extension
To call a student dorm, dia + 4-digit extension

To obtain an outside line, did and then continue to dial as if you were off campus

Office Contact Person Phone
ALCO (Arts and Letters Computing Office) 631-7021
The Career Cent Lee Svet 631-520(
Center for Social Concerns Mary Beckman 631-5293
Center for the Study of Languages and Cultures Lance R. Askildson 631-5881
Classroom Scheduling Linda Martellaro 631-5133
Office for Undergraduate Studies JoAnn DellaNeva 631-9468
Paulette Curtis 631-7098
Ava Preacher 631-8636
Joseph Stanfiel 631-7098
Vicki Toumayan 631-8636
College of Business Administrati Sam Gagli 631-6602
College of Engineering Cathy Pieronek 6335
College of Scienc Bei Hu 631-637¢
College Seminar John Duffy 631-9796
Copy Centers Linda Lange 631-6678
631-5632
631-4367
Disability Services Scott Howland 631-7141
First Year of Studies Angie Chamblee 631-7364
Honors Program Neil Delaney 631-5398
Office of International Studies Kathy Opel 631-5882
Kaneb Center (Teaching & Learning) Kevin Barry 631-9146
OIT (Office of Information Technologies) Help Desk 631-8111
Office of the Registrar 631-6997
Sexual Assault Resource Person Ava Preacher 631-7728
School ofArchitecture Rev. Richard Bullene, C¢ 631-772:
University Counseling Center 631-7336
University Health Center 631-7497
Writing Center Matthew Capdevielle 631-3844
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