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Viterbo University is accredited by the Higher Learning Commission (hlcommission.org), an institutional accreditation agency
recognized by the U.S. Department of Education. 230 South LaSalle Street, Suite 7-500, Chicago, Illinois 60604-1411, 800-621-
7440; 312-263-0456; info@hlcommission.org.

Viterbo University is registered with the lowa College Student Aid Commission to offer programs via face to face and distance
education delivery to lowa residents.

Viterbo University is registered as a private institution with the Minnesota Office of Higher Education pursuant to Minnesota
Statues, sections 136A.61 to 136A.71. Registration is not an endorsement of the institution. Credits earned at the institution may
not transfer to all other institutions.

It is the policy of Viterbo University not to discriminate against students, applicants for admission, or employees on the basis of
sex, race, color, religion, national origin, ancestry, age, sexual orientation, or physical or mental disabilities unrelated to
institutional jobs, programs, or activities. Viterbo University is a Title IX institution.

This catalog does not establish a contractual relationship. Its purpose is to provide students with information regarding
programs, requirements, policies, and procedures to qualify for a degree from Viterbo University. Viterbo University reserves the
right, through university policy and procedure, to make necessary changes to curriculum and programs as educational and
financial considerations may require.

A student follows the curricular requirements in the catalog in effect at the time of entry (as a new degree seeking student) and
duration of attendance at Viterbo provided attendance is uninterrupted and a degree is completed within a period of six years.

All academic policy and course additions/revisions will apply to all students as of the date they become effective, regardless of
whether they were in effect at the time the student initially enrolled at Viterbo.

The university catalog is normally revised every year and changes are announced. When changes occur, either the original or the
most recent catalog may be followed.



General
Information

Accreditation and Approvals

Viterbo University is accredited by the Higher Learning Commission, and institutional accreditation
agency recognized by the U.S. Department of Education; 30 North LaSalle Street, Suite 2400, Chicago, IL
60602-2504; 800-621-7440; http://www.hlcommission.org/

Viterbo University is accredited for academic programs in specialized fields by the following
organizations, which are recognized by the U.S. Department of Education and/or the Council for Higher
Education Accreditation (CHEA).

* American Society of Biochemistry and Molecular Biology (ASBMB); 11200 Rockville Pike, Suite
302, Rockville, MD 20852; 240-283-6600; http://asbmb.org

« Accreditation Council for Business Schools and Programs (ACBSP); 11520 West 119th Street,
Overland Park, KS 66213, (913) 339-9356; www.acbsp.org

e Accreditation Council for Education in Nutrition and Dietetics (ACEND); 120 South Riverside
Plaza, Suite 2190, Chicago, IL 60606-6995; 800-877-1600, ext. 5400; http:.//www.eatright.org/
students/education/accreditedprograms.aspx

e Commission on Collegiate Nursing Education (CCNE); 655 K Street NW, Suite 750; Washington
DC, 20001; 202-887-6791; http://www.ccneaccreditation.org

«  Council for Accreditation of Counseling and Related Educational Programs (CACREP); 500
Montgomery Street, Suite 350, Alexandria, VA, 22314; 703-535-5990; http://www.cacrep.org

¢ Council on Academic Accreditation in Audiology and Speech-Language Pathology (CAA) -
applicant for candidacy; 2200 Research Boulevard, #310; Rockville, MD 20850; 800-498-2071,
https.//caa.asha.org

¢ Council on Social Work Education (CSWE); 1725 Duke Street, Suite 500, Alexandria, VA 22314-
3457, 703-683.8080; http.//www.cswe.org/

* National Association of Schools of Music (NASM); 11250 Roger Bacon Drive, Suite 21, Reston, VA
20190-5248; 703-437-0700; http://nasm.arts-accredit.org

The nursing program is approved by the Wisconsin State Board of Nursing for the licensure of
registered nurses.

The substance abuse counseling program is approved by the State of Wisconsin’s Department of Safety
and Professional Services as a pre-certification education program for Substance Abuse Counselor
certification in the state of Wisconsin.

The social work program is recognized by the Wisconsin Department of Safety and Professional
Services, Board of Marriage and Family Therapists, Professional Counselors, and Social Work as an
accredited program that prepares students to apply for Certified Social Worker credential in the state of
Wisconsin. The accreditation is also recognized by American Social Work Boards for credentialing in the
United States.

The education program is recognized by the Wisconsin Department of Public Instruction for the
certification of teachers in the elementary and secondary schools and for the training of veterans.

Viterbo University is recognized and approved by the lowa College Student Aid Commission to offer
degree programs in education.

Viterbo University is recognized and approved by the lowa State Board of Education for the K-12
Principal licensure/Supervisor of Special Education (189).
(https://www.educateiowa.gov/sites/files/ed/documents/2014-5-15%20Viterb0%20Tab%20M.pdf)

Degree and Other Offerings
Viterbo University offers the following undergraduate degrees:

* Associate of Science in Education (for current Viterbo education students)



* Bachelor of Art Education

e Bachelor of Arts

« Bachelor of Business Administration
* Bachelor of Fine Arts

e Bachelor of Music

e Bachelor of Science

« Bachelor of Science in Education

* Bachelor of Science in Nursing

Pre-And Post-Professional Programs

* Pre-Art Therapy, Chiropractic, Dentistry, Law, Medicine, Occupational Therapy, Optometry,
Pathologist’s Assistant, Pharmacy, Physical Therapy, Physician Assistant, Veterinary
e Community Interpreting Certificate

Accelerated Degree Programs
< Biology (three years)
Graduate Programs

¢ Master of Arts in Education

e Master of Arts in Servant Leadership

¢ Master of Business Administration

e Master of Business Administration (online Health Care Leadership)
¢ Master of Science in Mental Health Counseling

e Master of Science in Community-Medical Dietetics

* Master of Science in School Counseling

e Doctor of Education in Counseling Education and Supervision

* Doctor of Education in Ethical Leadership

< Doctor of Nursing Practice

For further information on these programs and policies, students may refer to the university graduate
catalog.

Mission, Vision, Identity — Core Values — History

http://www.viterbo.edu/about-viterbo

Campus Facilities and Grounds
http://www.viterbo.edu/about/campus-information
Statement of Non-discrimination

Viterbo University values diversity and seeks talented students, faculty, and staff from diverse
backgrounds. Viterbo University does not discriminate on the basis of race, sex, sexual orientation,
gender identity, religion, color, national or ethnic origin, age, disability, or veteran status in the
administration of educational policies, programs, or activities; admission policies; scholarship or loan
awards; athletic, or other university administered programs or employment. The Office of Human
Resources has been designated to handle inquiries regarding the non-discrimination policy and may be
contacted at Viterbo University, 900 Viterbo Drive, La Crosse, W1 54601; 608-796-3930.

Undergraduate

Admission Viterbo University welcomes applications for admission from all students who have prepared for a

competitive collegiate program. Admission to Viterbo University is offered to those for whom academic



and personal success seems likely. Each candidate is evaluated individually. Evidence of ability to do
college-level work is essential. All qualified students, regardless of sex, race, religion, color, national or
ethnic origin will be extended an offer of admission on a first come, first served basis as long as space
remains available. Students will be evaluated for admission in accordance with the general admission
criteria stated below.

General Admissions Criteria

Viterbo University reserves the right to deny or place conditions on the admission, re-enroliment, or
continued enrollment of any applicant, former student, or current student, who in the judgment of the
university officials has failed to maintain satisfactory academic progress, would be disruptive of the
orderly process of the college’s programs, would interfere with the rights and privileges of other
students or employees, is not prepared to benefit from the course of study offered, or places a risk to
the safety or well-being of the campus community. The university may consider criminal, juvenile, and
disciplinary history in admission and enrollment decisions. Information submitted to Viterbo University
must be true, complete, and accurate. Withholding any pertinent information may result in denial of
admission or dismissal.

For Applicants with Acts, Crimes, or Offenses That May Prohibit or Restrict Admission

Applicants for admission or re-admission with criminal or disciplinary records must disclose information
about their prior records. Failure of the applicant to accurately and completely provide information and
records may result in denial of admission, revocation of admission, or discipline, up to and including
permanent dismissal from the university. Information to be disclosed includes criminal felonies,
misdemeanors, pending criminal charges or other pertinent offenses or violations.

Certain affiliates associated with Viterbo require that students placed in their facility for
clinical/internship/field placement experiences clear a criminal background check prior to placement.
Students whose background check reveals criminal history may be prevented access to the clinical site,
and as a result, the student will not have sufficient clinical experience to successfully complete the
program. Additionally, licensing boards for certain professions including health care occupations may
deny the individual the opportunity to sit for an examination if an applicant has a criminal history.

Fully qualified applicants for criminal and community justice, nutrition and dietetics, education, nursing,
social work, and some other programs may be subject to a criminal background check conducted by an
approved outsourced agency, at the student's expense, at the point of admission to Viterbo University
in addition to the point of admission into a professional coursework sequence.

Procedure

A review committee will evaluate the application, the criminal history disclosure form and all
explanatory materials, of any student who indicates any of the aforementioned convictions, charges,
records, etc. Prior to making a decision on admission or re-enrollment, the review committee may
request additional materials from the applicant, including requesting the student pay for an approved
criminal background check, conduct a phone interview with the applicant, request that the applicant
appear before the review board to discuss their application, etc.

The review committee may consult with academic departments regarding anticipated issues in finding
clinical placements or sitting for licensing exams and will recommend admission or denial of admission
in one of three ways: (1) admit or re-enroll the applicant without conditions, (2) admit or re-enroll the
applicant with condition (e.g., restrictions on location or place, denial of option to live in university
housing facilities, etc.), or (3) deny admission or re-enrollment of the applicant. Recommendations on
admission or re-enrollment will be forwarded from the review committee to the appropriate university
administrator who will formally admit or deny admission to the applicant based on the
recommendation from the committee. The recommendation of the review committee is final and not
subject to appeal. The review committee is typically comprised of the vice president for student affairs,
the vice president for academic affairs and institutional effectiveness, the vice president for enroliment
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management, and the director of campus safety, or their respective designees.
Criminal Convictions Occurring After University Admission

Students are required to disclose in writing to the vice president for student affairs criminal convictions
occurring since completing the application for admission. This policy applies to all Viterbo University
incoming and current students.

Admission Criteria

Any student who does not meet one or more of the admission criteria will be referred to the director of
admissions and/or the Viterbo University Admission Committee for further review and consideration.
The admissions committee will offer a recommendation on the admission of the student, or ask for
additional information, which may include but is not limited to updated transcripts, test scores, personal
statement, letter of recommendation, phone, video, or in-person interview, or that the student come to
campus and take a Viterbo University placement test.

Admission to Viterbo University does not equate with admission into every academic program. Many
programs have additional requirements for admission as an incoming student or a continuing Viterbo
student, which may include performing arts auditions, art portfolio reviews, satisfactory prerequisite
coursework or background checks, etc. In these cases, additional steps and review may be required.
Additionally, changes of an intended major or academic program may require a new admission review
for incoming students.

Any student wishing to appeal an admission decision must notify the admissions office in writing.
Additional information such an additional ACT or SAT score, updated transcript, letters of
recommendation, etc., should be submitted for reconsideration.

Freshman Admission for Traditional Daytime Programs

A freshman is defined as a student entering college for the first time or a student who graduated from
high school in the same calendar year as the intended date of entry at Viterbo, but may have already
taken college courses at another institution.

Freshman students will be considered for admission if they have received or are on track to receive their
high school diploma (or equivalent) prior to enrolling. If a student is deficient in GPA, test scores, or
other program specific requirements, their file will be reviewed by our Admission Committee.

Transfer Admission for Traditional Daytime Programs

A transfer student is defined as any student with college credits from another institution who did not
graduate from high school in the same calendar year as the intended date of entry at Viterbo.

Transfer students will be considered for admission as long as they have a cumulative GPA of at least
2.25 on a 4.0 scale, are free to return to their previous college or university, and are considered to be in
good academic standing both at their previous school and at Viterbo University. Additional program-
specific requirements may apply. If a student is deficient in one of these categories, their file will be
reviewed by our Admission Committee.

Alternative Credit/Transfer Credit

See the Academic Regulations section of the catalog for information on alternative means to earned
credit, such as ACE, Advanced Placement, CLEP, DSST, International Baccalaureate, military training, or
prior life/work experiences.

See the Academic Regulations section of the catalog for information on Viterbo’s transfer credit policy.

Reentry and Readmission



Re-entry student information can be found on the Re-entry Admissions web page.
International Student Admission
https.//www.viterbo.edu/international-student-admission

High School Students: Early College Credit Program

Viterbo University welcomes students in the Wisconsin Early College Credit Program. High school
students who have not yet graduated and who have been pre-approved to take college coursework by
their school district may attend Viterbo University on a space available basis at reduced per credit
charges and applicable course fees. Viterbo University will issue credit to students upon successful
completion of the course(s), with such credit being fully acceptable toward a bachelor’s degree. The
reduced per credit charge is available for fall or spring semesters only and may be paid in full by the
school district or in combination with the school district per state guidelines. Additional admission
criteria may apply. High school students not approved by their district through the Wisconsin Early
College Credit Program yet still choosing to enroll as a non-degree student in Viterbo coursework are
responsible for all costs associated with the coursework.

High School Students: Diocesan High School College Credit Program

Viterbo University offers college credit to students enrolled in approved high schools. The course and
high school instructor are approved for college credit by Viterbo University faculty. Viterbo University
will offer college credit for a maximum of five courses per high school per year. High school students
may take a maximum of three courses (total) of these Viterbo University approved courses at a reduced
per credit charge.

Non-degree-seeking Student

Students desiring to audit or take selected courses for credit, but who do not expect to earn a degree at
this university, may be enrolled as a non-degree-seeking student. Complete transcripts of high school
and college records need not be submitted, but high school graduation, a GED, or its equivalent is
required. Students may be admitted as a degree-seeking student at a later date. Students interested
should complete the online student application at https://www.viterbo.edu/apply. Refer to the audit
policy, in the academic regulations section of this catalog for the audit policy.

Senior Citizen Enrichment Program

Persons 62 years of age or older may audit selected undergraduate courses at no charge. This program
is offered on a space-available basis. Since no grade is given the course cannot be converted to credit
at some later date. This program is not available during the summer. To apply and register, complete
the online application at http:.//www.viterbo.edu/apply.

Continuing Education Units

Continuing Education Units (CEUs) may be offered for some workshops with the understanding that at
no time may these units be substituted for academic credits received in academic courses in the basic
programs. The CEU is defined to mean 10 contact hours of participation in an organized continuing
education experience under responsible sponsorship, capable direction, and qualified instruction.



Student Life

Financial Aid and
Tuition

Academic Services

Academic
Regulations and
Policies

Viterbo University’s Division of Student Life includes a wide range of departments, programs, and
services designed to facilitate students’ academic success, personal growth, leadership development,
and social and community engagement. Please visit the Student Life web page to access a full listing of
Student Affairs departmental websites and other important resources.

Security/Student Right-to-Know and Campus Security Act

Viterbo University is in compliance with Public Law 101-542, the Student Right-to-Know and Campus
Security Act. Information on the completion/graduation rate for full-time, degree seeking
undergraduate students may be obtained from the registrar. Information on campus security and crime
statistics may be obtained from the director of security or from the campus safety website.

Annual Security Report and Fire Safety Report can be found on the Student Services web page.

Graduation rate of first time freshman can be found on the Institutional Research web page.

Tuition and fees are set on a yearly basis. The university may set additional fees as needed. Students
pay for their own books and course materials. All expense items are subject to change.

Business Office
Information about the following policies and information may be found on the Business Office
Web page.

* Viterbo University Bookstore -- Students are allowed to charge books to their account the first
week of each semester, excluding summer session.

e Student Identification Card

e Parking

¢ Payment Policy

e Federal Truth-in-Lending Act

¢ Refund Policy

Financial Aid Office
Information about the following policies and information may be found on the Financial Aid Office Web
page.

« Aid Eligibility

e Types of Financial Aid
¢ Financial Aid Tools

e Scholarships

The development of the whole person is the goal of the university experience for each student at
Viterbo University. This development occurs chiefly through an academic program conducted in a
meaningful, growth-filled, Catholic, Franciscan environment.

Viterbo University’s Academic Services includes a wide range of departments, programs and services
including academic advising, academic early alert, academic resource center, career services, disability
services, library services, technology support, and the help desk. Please visit these departmental
websites to find many important resources.

Academic Calendar

http.//www.viterbo.edu/reqgistrar/academic-calendar
Regardless of delivery methods, the academic year is divided into two semesters, each 15 weeks in




length plus a final exam week. The summer session typically runs 14 weeks.
Academic Forgiveness Policy for Reentry Students

Students who reenter Viterbo University after at least two years’ absence and whose cumulative grade
point average is below a 2.5 at the time of re-entry may petition for academic forgiveness of previous
Viterbo coursework. This petition will be reviewed by the Academic Standing Committee, and convened
by the Director of Academic Advising and Career Development, which will decide whether academic
forgiveness will be granted.

Academic forgiveness means that;

e All credits earned in semesters in which academic forgiveness is granted will be treated as
earned or not earned, similar to grades of CR/NC, and will not count towards the student’s GPA.
Grades of C or better translate to earned credits, whereas grades of CD or below translate to no
credit. Since all credits below a C are lost when academic forgiveness is granted, students should
carefully consider whether it is in their best interests to petition for academic forgiveness. Once
academic forgiveness is granted, the decision is final. On the student’s transcript, all grades
earned prior to reentry will remain but be identified by the statement “academic forgiveness
policy applied to the above.”

¢ A new cumulative GPA will begin from the semester of reentry to Viterbo

e Students who are granted academic forgiveness are eligible to graduate with academic honors;
however, the original grades of the forgiven coursework will be used in the grade point average
(GPA) calculation for academic honors.

In order to be granted academic forgiveness a student must;

¢ Have been readmitted to Viterbo University and in been continuous attendance since reentry

e Have completed, since reentry, at least 16 but not more than 45 credits of graded coursework

e Have an overall GPA of at least 2.0 since reentry

«  Apply to the Director of Academic Advising and Career Development for academic forgiveness.
The online form can be found on the Office of the Registrar webpage.

A student will be granted academic forgiveness no more than once. The criteria for entry into specific
programs are independent of this policy.

Academic Integrity

All members of the Viterbo University community are expected to conduct themselves in an ethical
manner and adhere to the highest standards of academic integrity. Furthermore, Viterbo University
students are expected to adhere to a standard of academic honesty befitting their enroliment in this
Catholic Franciscan university. They will not engage in plagiarism, cheating, lying, or stealing, nor will
they tolerate those who do so. Fundamental to the principle of independent learning and professional
growth is the requirement of honesty and integrity in the conduct of one’s academic life. Academic
dishonesty in any form is a serious offense against the academic community. Each academic program
will review the standards of academic integrity and have students acknowledge their acceptance of the
standards.

Academic Integrity Policy

Viterbo University students, faculty, and administration share the responsibility of maintaining a
standard of academic honesty. The faculty must create an atmosphere in which students may display
their knowledge. This atmosphere includes sufficient safeguards to control dishonesty including an
orderly testing room, restrictions on text messages, etc. Students are responsible for understanding and
refraining from academic misconduct.

Academic Misconduct Policy



Academic misconduct is any activity that may compromise the academic integrity of the university, or
subvert the educational process. Examples of academic misconduct include, but are not limited to:

« Violating course rules as contained in the course syllabus or other information provided to the
student; violating program regulations as established by departmental committees and made
available to students;

«  Knowingly providing or receiving information from others during examinations; or possessing or
using unauthorized materials during examinations;

« Knowingly providing or using assistance in the laboratory, on field work, in scholarship, or on a
course assignment when said work was to be completed individually;

e Submitting plagiarized work for an academic requirement. Plagiarism is the representation of
another’s work or ideas as one’s own whether intentional or unintentional; it includes the
unacknowledged paraphrasing or word-for-word use of another person’s work, and/or the
inappropriate unacknowledged use of another person’s ideas. Each student is responsible for
understanding plagiarism and the consequences of committing plagiarism. The Viterbo
University library offers information about plagiarism and how it can be avoided. Viterbo
students are strongly encouraged to complete an online tutorial on avoiding plagiarism, which is
available at www.indiana.edu/~istd.

e Submitting substantially the same work to satisfy requirements for one course or academic
requirement that has been submitted to satisfy requirements for another course or academic
requirement, without permission of either the instructor of the course for which the work is being
submitted or the supervising authority for the academic requirement;

e Falsifying or fabricating laboratory results, research results, or any other assignments;

e Serving as, or enlisting the assistance of a substitute for a student in the taking of examinations;

e Altering grades or marks in an effort to change the earned grade or credit;

e Altering university forms or records, or using such forms or records without authorization; or

* Engaging in activities that unfairly place other students at a disadvantage, such as taking, hiding,
or altering resource material, or manipulating a grading system.

« A faculty member who suspects a student of academic misconduct shall follow these steps:

> Notify the student in writing of the allegation.

o Contact the program director (graduate program) and/or the department chair or dean of
the college (undergraduate program)

o Contact the Vice President for Academics to notify that office that the student is involved
in an allegation of academic misconduct and to discover if the student has previously
violated the academic integrity policy.

Procedures for Unintentional Violations of Academic Misconduct Policy (undergraduate/graduate)

If the student has not previously committed academic misconduct, the faculty member shall determine
whether this academic misconduct is intentional or unintentional. Unintentional academic misconduct
occurs when a student attempts to acknowledge, quote, and/or cite sources but does so inadequately
or incorrectly. In determining if the misconduct is intentional or unintentional, the faculty member may
consult with the student and/or program director. Students may have only one report of unintentional
academic misconduct; more than one unintentional offense shall be treated as intentional academic
misconduct.

If the faculty member determines that the misconduct is unintentional, the faculty member:

¢ Must provide a written warning that the continuation or repetition of academic misconduct will
be cause for additional disciplinary action; and

* May award a failing grade on the assignment; or

« May require the student to resubmit the corrected assignment or complete an alternative
assignment. The faculty member shall determine the grade for the resubmitted or alternate
assignment.

In determining the appropriate sanction, the faculty member shall consider all pertinent facts, including
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the nature of the offense, mitigating and aggravating circumstances, and the student’s response to the
event. The faculty member shall notify the Vice President for Academic Affairs and Institutional
Effectiveness that the misconduct was determined to be unintentional so that the Vice President for
Academic's office may properly monitor all faculty notifications for patterns of academic misconduct.

Procedures for Intentional Violations of Academic Misconduct Policy (undergraduate/graduate)
Graduate Program Procedures

If the faculty member determines that the misconduct was intentional, they shall refer the incident to
the director of the relevant graduate program. The director of the program shall collect all pertinent
facts, including the nature of the offense, mitigating circumstances, the student’s response to the event,
and the failure of the individual to comply with past sanctions. The program director shall make the
final determination of whether or not academic misconduct occurred and, if so, whether said
misconduct was intentional or unintentional.

If the program director finds that the student has intentionally violated the academic integrity policy,
the program director will notify the student in writing and make a recommendation to the Vice
President for Academic Affairs and Institutional Effectiveness who shall impose sanction(s). At a
minimum, the student shall receive a failing grade in the course. Most cases of intentional academic
misconduct at the graduate level will result in either suspension or expulsion from Viterbo University.

Undergraduate Program Procedures

If the faculty member decides that the misconduct was intentional or the student admits the academic
misconduct, then one or more or the following sanctions may be imposed by the faculty member:

* Award a failing grade on the test or paper; or

* Require the student to take another test or resubmit the paper;

* Award a failing grade for the class. (This action must have the approval of the dean of the
relevant college.)

In the event that the student disputes the allegation of academic misconduct or has previously been
found in violation of the academic misconduct policy, the incident will be referred to the dean of the
relevant school. Imposing sanctions will be deferred pending the dean’s finding on the allegation. The
school dean shall collect all pertinent facts, including the nature of the offense, mitigating
circumstances, the student’s response to the event, and the failure of the individual to comply with past
sanctions. The school dean shall make the final determination of whether or not academic misconduct
occurred and, if so, whether said misconduct was intentional or unintentional.

If the faculty member or college dean meets with a student, the student may have a consultant present.
The consultant may provide notes to the student during the meeting, but is not permitted to respond
to questions for the student during the meeting. If the student is found to be in violation of the
academic misconduct policy, the dean forwards their recommendation to the Vice President for
Academic Affairs and Institutional Effectiveness, or designee, who may impose sanction(s) listed in the
Code of Student Conduct.

The student will be notified in writing of the findings by theVice President for Academic Affairs and
Institutional Effectiveness and Dean of Students. A copy of the decision letter will also be sent to the
Vice President of Student Life and Dean of Students, or designee. This action is required for
maintenance of complete disciplinary records.

Procedures for Subsequent Violations of Academic Misconduct Policy (undergraduate/graduate)

If the student’s record shows previous academic misconduct, the matter shall be handled by the Vice
President for Academic Affairs and Institutional Effectiveness, who may impose one or more of the
following sanctions:
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Interim suspension — Suspension from classes, campus facilities, university premises and/or
university-sponsored functions, for an interim period pending disciplinary proceedings. A
student suspended on an interim basis may discuss with the Vice President for Academic Affairs
and Institutional Effectiveness or designee the reliability of the information related to the
student’s academic misconduct.

University suspension — Separation from the University for a specified period of time. The Vice
President for Academics may specify conditions for readmission

University expulsion — Permanent separation of the student from the University.

The Vice President for Academic Affairs and Institutional Effectiveness will communicate the decision in
writing to the student. The Vice President for Academics will also send a copy of the letter to the Vice
President for Student Life and Dean of Students, or designee.

In accordance with procedures set forth in the Viterbo University Student Handbook, students may
appeal any decision for breach of academic honesty to the University Board of Review. (See academic
appeals below.) In any appeal case the breach of the academic policy itself takes precedence over the
sanction given for the violation.

Procedural Norms for Academic Appeals

In accordance with procedures set forth in the Viterbo University Student Handbook, students may
appeal any decision for breach of academic honesty to the University Board of Review. (See academic
appeals below.) In any appeal case the breach of the academic policy itself takes precedence over the
sanction given for the violation.

Appeals Process for the Academic Integrity Policy

When a student disputes the charge of breaching the academic honesty policy or the sanction given for
the violation:

The student should address in writing the specific complaint to the individual faculty member
and include copies of all communication used in the initial stages of the investigation.

If the student disagrees with the faculty member’s decision, the student may continue the written
complaint and include copies of all communication used in the stages of the investigation to the
program director (graduate) or chairperson of the relevant department (undergraduate).

If the student disagrees with the program director or chairperson’s decision, the student may
continue the written complaint and include copies of all communication used in the stages of the
investigation to the dean of the relevant college.

If the student disagrees with the dean’s decision, the student may continue the written complaint
and include copies of all communication used in the stages of the investigation to the Vice
President for Academic Affairs and Institutional Effectiveness.

If the informal appeals do not satisfactorily resolve the grade dispute, the student may file a formal,
written appeal to the Board of Review.

When called upon, the Board of Review will meet during:

Fall in-service week in August (To address all spring and first seven-week summer session
appeals.)

The last week in November (To address all summer and first eight-week fall session appeals.)
The second week in April (To address all fall and first eight-week spring session appeals.)
Any other times as necessary

Formal grade appeals to the Board of Review must be filed within the first four weeks of the subsequent
semester following the finalization of grades in the Registrar’s office. This written appeal shall include:

A request to the chairperson of the Board of Review to meet to hear the appeal.
An initial statement of the problem, including both a chronology of events leading up to the
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informal appeal, and a description of the previous attempts to resolve the dispute with the
instructor, chairperson, dean, and Vice President for Academics.

e Submission of a name of a member of the Viterbo University faculty, administration, general
staff, or student body to serve on the Board of Review on the student's behalf.

The Board of Review will acknowledge the receipt of the appeal within five working days and notify the
student of the next Board of Appeals meeting date.

A copy of the written appeal shall be presented to the Vice President for Academic Affairs and
Institutional Effectiveness and the aggrieved faculty member, program and/or department by the Board
of Review within five working days. The respondents shall in turn present in writing a response with any
necessary documentation to the Board of Review with five working days. The vice president for
academic affairs shall name a member of the Viterbo University faculty, administration, general staff,
and/or student body to serve on the Board of Review on the respondent's behalf.

All parties affected by the appeal shall have a copy of the student’s written grievance no later than three
working days before their meeting with the Board of Review. All parties that the Board requests to
participate in the hearing will be notified in writing no later than three working days before a meeting
convenes.

Any additional evidence deemed necessary by the Board to consider the appeal adequately shall be
solicited in writing no later than three working days before the meeting date. All written statements and
documentation shall be made available to both the complainant, the respondent, the vice president for
academic affairs, and to the president by the chairperson of the Board of Review no later than one
working day in advance of the meeting.

The Board of Review may let stand the decision of the Vice President for Academic Affairs and
Institutional Effectiveness, reverse it, or take another course of action, including but not limited to
remanding the issue to any previous party in the appeals process. If after thorough review of a grade
dispute, the Board of Review finds a serious injustice in the awarding of the grade, it may recommend a
grade change to the President of the university. The grade change can be affected only by the action of
the President on the specific recommendation of the Board of Review.

The recommendation(s) of the Board of Review shall be submitted to the President and conveyed in
writing within 24 hours of the end of the hearing to the student who filed the appeal, the affected
faculty member, the affected department's chairperson, and the Vice President for Academic Affairs and
Institutional Effectiveness.

The decision of the Board of Review may be appealed by either party to the President of the university.
The appeal must be written and submitted to the President within two weeks of the recommendation
by the Board of Review. After considering the appeal, the president shall render a decision, which is
final. The President shall notify both parties of the decision within one week of this appeal.

Other than the deadline for initiating the appeals process, all deadlines stated in the appeals process
may, given good cause, be lengthened or shortened by the reviewing entity upon the request of either
party or at the reviewing entity’s own discretion.

All records and correspondence in such cases will be kept in the office files of the Vice President for
Academic Affairs and Institutional Effectiveness until graduation. Students’ academic transcripts shall
exclude academic misconduct violations except for cases of expulsion.

Academic Policy Exception

Students seeking an exception to any university academic policy listed in this academic policy section
may petition the Vice President for Academic Affairs and Institutional Effectiveness for an exception.
The Academic Policy Exception form is found on the registrar’s office Web page. This form cannot be
submitted without the permission of the student’s advisor, department chair and college dean.
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Academic Standing

Academic Probation

The purpose of academic probation is to assist students’ academic progress. Students whose scholastic
performance is below a cumulative GPA of 2.0 are placed on probation. Students whose semester GPA
is below a 2.0 for two consecutive semesters may be placed on academic probation. Students on
academic probation may take no more than 14 credits in the semester in which they are on probation,
and may be required to complete other terms of probation. Students are removed from probation
when the cumulative grade point average reaches 2.0 or above and a semester grade point average
above a 2.0 is achieved.

Academic Eligibility for Non-Required Co-curricular Involvement

Students who have been placed on academic probation may be restricted from serving on University
committees or participating in extra-curricular activities, non-required co-curricular activities, or
intercollegiate athletics.

Suspension

Academic

Students on probation who have failed to obtain a cumulative grade point average of 2.0 at the end of
the term in which they were on academic probation may be academically suspended from the
university. Additionally, any student who receives less than a 1.00 semester GPA may be suspended due
to insufficient academic progress. Academic suspension may have an impact on a student's financial aid
and/or visa status (international student) and students must contact the Financial Aid Office, Business
Office, and/or International Admissions to discuss the implications. After a minimum of one full fall or
spring semester of non-enrollment a student can petition the Director of Academic Advising and Career
Development to be eligible for re-enrollment. Contact the Director of Academic Advising and Career
Development to request the Academic Suspension Petition for Reentry form. A suspended student may
not enroll for summer courses, nor qualify for a leave of absence.

Administrative

Students who are excessively absent from class or have otherwise failed to meet university standards
may be administratively suspended from the course and/or university at any time within a given
semester. Students will be contacted via their university email account and phone prior to the
administrative suspension. An administrative suspension may have an impact on a student’s on-campus
housing, financial aid and/or visa status (international student) and students must contact the
Residence Life Office, Financial Aid Office, Business Office and/or International Admissions to discuss
the implications. Students will receive a grade of “SU” on their transcript for courses enrolled in the
semester of their administrative suspension. The “SU” grade will calculate in the students’ grade point
average as an “F” would (zero grade points.) It also may be replaced, per the repeat policy. After a
minimum of one full fall or spring semester of non-enroliment a student can petition the Director of
Academic Advising and Career Development to be eligible for re-enrollment. Contact the Director of
Academic Advising and Career Development to request the Academic Suspension Petition for Reentry
form. A suspended student may not enroll for summer courses, nor qualify for a leave of absence.

Appeals Process for Suspension Length

Students who are suspended from the university may appeal the suspension length and ask to return to
school in the next semester rather than remain away from the university for the required one semester.
In order to appeal the suspension length, a student must submit an Academic Suspension Appeal form
to the Director of Academic Advising and Career Development along with any appropriate
documentation to substantiate any extenuating circumstances identified in the appeal. Contact the
Director of Academic Advising and Career Development for the Academic Suspension Appeal form. The
completed Academic Suspension Appeal form will outline why the student should be allowed to return
before the suspension period is completed and why returning would be the best strategy for academic
success. Suspension appeals are reviewed by the Academic Standing Committee and Vice President for
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Academic Affairs and Institutional Effectiveness, and the student may be asked to meet with the
committee prior to a decision being made about the appeal. The appeal deadline is two weeks prior to
the start of the semester of intended enrollment. The committee and Vice President for Academic
Affairs and Institutional Effectiveness will review the appeal and make a decision regarding the student’s
readmission within 10 working days. If the appeal is granted, students will be placed on probation and
follow the policy set forth for students on academic probation.

Readmission after Suspension

Students who are suspended must sit out for a minimum of one full fall or spring semester (not
including summer). Students must apply for readmission by completing the online reentry application
and the Academic Suspension Petition for Reentry form to be eligible for re-enrollment. Contact the
Director of Academic Advising and Career Developmentto request the Academic Suspension Petition
for Reentry form. The petition must be submitted to the Director of Academic Advising and Career
Development and should provide evidence of commitment towards academic success. The application
deadline is two weeks prior to the start of the semester of intended enrollment. Re-enroliment and
readmission to an academic or professional program are not guaranteed. In the first regular semester
after readmission, reinstated students will be on academic probation. See the Academic Probation
section of this catalog for further details. Reinstated students will follow the catalog requirements for
the semester of their readmission and may be subjected, by the Director of Academic Advising and
Career Development, to other conditions for their continuance.

Dismissal

Viterbo University retains the right to dismiss a student from the university for grievous acts of
academic misconduct. A student dismissed from the institution is ineligible to return to Viterbo
University.

Administrative Withdrawal

Viterbo University works to provide a safe and orderly environment in which all qualified students, with
or without disabilities, are able to participate in the university’s programs and activities and to pursue
their academic, physical, moral and social development.

The Vice President for Academic Affairs and Institutional Effectiveness and/or the Vice President for
Student Life and Dean of Students reserve the right to take immediate, necessary, and appropriate
action to protect the health, safety, and well-being of an individual and/or the university community. A
student who does not conduct themselves in a manner compatible with a safe and orderly environment
is subject to discipline through the student conduct system. In an unusual case where a student
engages in one or more behaviors listed below or exhibits a pattern of such behaviors, the university
reserves the right, consistent with applicable law, to require an administrative withdrawal. These
behaviors include:

1. Student engages in, or threatens to engage in, behavior which poses a danger of causing harm to
others;

2. Student indicates that they are unable to complete the academic requirements of the University;

3. Student exhibits behavior(s) that substantially impede(s) the lawful and/or daily, normal activities of
others and/or would interfere with the educational process and the orderly operations of the university.
Behaviors include those that are damaging to property or disruptive to the surrounding community and
community members and/or significantly impact the university’s human resources in continued
management of these incidents.

Prior to invoking an administrative withdrawal, a student may be given the option to take a voluntary
withdrawal. Reinstatement following administrative withdrawal may require a certification from the
student’s treatment provider or other action which satisfies the university that the student’s behavior is
compatible with the academic, behavioral and technical standards of the university.

Students subject to administrative withdrawal may be offered an informal hearing before the Vice
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President for Academic Affairs and Institutional Effectiveness or designee. This meeting shall consist of
a review and explanation for this action with the student. Readmission to the university after
administrative withdrawal must be requested in writing and approved by the Vice President for
Academic Affairs and Institutional Effectiveness or designee.

Alternative Credit
http://www.viterbo.edu/registrar/transfer-and-alternative-credit

Viterbo University will accept a maximum of 45 credits from American Council on Education (ACE)
recommended work, DSST Exam (formerly DANTES), College Level Examination Program (CLEP),
Advanced Placement Examination, International Baccalaureate, or Credit for Prior Learning towards a
bachelor degree. CLEP equivalents are acceptable for students in graduate programs requiring
prerequisite coursework. Exam or alternative credit work completed within the last 15 years will be
accepted. Of the maximum 45 alternative credits accepted, up to 30 may be for Credit for Prior Learning
not otherwise covered by ACT, DSST, CLEP, AP, and IB.

Advanced Placement

Viterbo University participates in the Advanced Placement (AP) Program whereby high school students
may enroll in advanced high school courses, take the AP exam and receive college credit (with the
appropriate score). The student must be enrolled as a degree seeking student at Viterbo University to
receive credit. The Advanced Placement course equivalency policy is on the registrar’s office’s Web page
for further information.

American Council on Education

Viterbo University will grant credit for educational experiences evaluated by the American Council on
Education (ACE). Viterbo University will accept a maximum of 45 credits from American Council on
Education (ACE) recommended work, DSST, or College Level Examination Program.

Credit by Examination

The College Level Examination Program (CLEP) is a national program administered through the College
Board. Viterbo follows The American Council on Education (ACE) guidelines and recommendations for
minimum scores for awarding credit in subject examinations. There is a fee for each examination.
Currently enrolled students or incoming students who enroll the subsequent semester may register for
exams. Students should visit the Academic Resource Center Web page for information about CLEP test
dates. The CLEP course equivalency policy is on the registrar’s office’s Web page for further information.

Credit for Prior Learning

The credit for prior learning program is for students who feel they have significant college-relevant
learning from lifetime/work experience applicable toward college credit. A limit of six credits may be
earned by portfolio by master’s degree students and a maximum of 30 credits may be earned by
portfolio by bachelor degree students.

To participate in the credit for prior learning program, a student must:

¢ Be currently enrolled

¢ Meet with the program director/coordinator/advisor to get instructions and make a plan for
completing the application materials

e Complete the Application for Credit for Prior Learning

e Submit the application materials to the program director/coordinator/advisor. The materials will
be sent to the appropriate faculty reviewer(s) for evaluation

e The program director/coordinator/advisor will notify the student of the decision of the number
of credits the student has been awarded.

« Take the approved Application for Credit for Prior Learning to the Business Office and pay the
current fees for each credit approved by the faculty reviewer. The tuition and fees schedule is
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located on the Business Office web page.

Students who would like to know more about credit for prior learning are encouraged to contact their
advisor, program director, or program coordinator. Not all programs accept credit for prior learning.

International Baccalaureate Program

The International Baccalaureate Diploma Program is recognized by Viterbo University for purposes of
admission and course credit. The university awards credit for higher-level IBP examinations (with the
appropriate score) according to the respective academic department. The student must enroll as a
degree-seeking student at Viterbo University. The IBP course equivalency policy is on the Registrar’s
Office’s Web page for further information.

Military Education and Training Transfer Credit Agreement

For Veterans and Service Members, Viterbo University will award up to 9 academic credits for core
curriculum coursework and 3 credits for health and wellness coursework, based on competencies
learned from military training and experience, based on years of service, and validated by DD214
(military document). Admissions, Military Aligned Students, and Registrar's Offices will review the Joint
Service Transcript (JST), Community College of the Air Force transcript, and DD214 document to award
eligible military service members credit in accordance with the American Council on Education (ACE) in
conjunction with their experience gained for Time in Service (TIS) in the military.

National College Credit Recommendation Service

Viterbo University will grant credit for education experiences based on evaluation by the National
College Credit Recommendation Service (CCRS), formerly, the National Program on Noncollegiate
Sponsored Instruction (PONSI). National CCRS administers a system that evaluates courses and
educational programs conducted by non-collegiate organizations nationwide and recommends to
colleges and universities that they grant credit when learning experiences are found comparable to
college-level instruction. Viterbo University will accept a maximum of 45 credits from American Council
on Education (ACE) recommended work, DSST, or College Level Examination Program.

Retroactive Spanish Credit

http://www.viterbo.edu/spanish/retroactive-credit

Students who enter Viterbo University with advanced preparation in Spanish may receive from three to
12 retroactive credits provided —

* the student takes a placement exam to determine appropriate class level
e agrade of C or better is earned in the student’s first university course above the 101 level

Retroactive credits will appear on a student’s transcript after the grading deadline of the term in which
the first university course above the 101 level was completed and the minimum grade was achieved.
The retroactive credits granted may be used toward fulfilling the B.A. degree requirement as well as
toward the Spanish major or minor requirements.

A student who has received college credit for a Spanish course taken while in high school (through
Advanced Placement, Early College Credit Program, or other cooperative agreements between
secondary and post-secondary schools), or received Viterbo transfer credit for a course taken at another
college or university may not take the placement exam or be awarded retroactive language credits.

Additionally, students who are to some extent bilingual in Spanish and English because they grew up in
a home or environment where Spanish is spoken are encouraged to take the Spanish placement test for
Heritage Speakers (even if they have never studied Spanish formally) and to contact Dr. Jesus Jambrina
(jejambrina@viterbo.edu) to discuss language placement and eligibility for up to 9 retroactive credits in
Spanish.
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Attendance Policy

Expectations for Students

Viterbo University challenges students to be learners who assume responsibility for being a part
of a community of scholars. Student presence and participation in the classroom is an important
component of this challenge. Furthermore, as part of its mission, Viterbo University offers an
education that prepares students for professional employment. Each student is encouraged to
develop a professional work ethic that reflects responsibility, initiative, and teamwork. Students
who are absent from class miss opportunities to contribute to the learning environment of the
classroom and are developing patterns that will not be tolerated in the professional workplace.
In light of the above, students are expected to attend all classes and notify instructors
beforehand of all foreseen absences.

Absence from class may result in the loss of financial aid, including federal financial aid, and may
lead to the requirement to repay financial aid funds to Viterbo University.

If absence from class is unavoidable due to illness, emergency, jury duty, etc., the student will
contact the course instructor or the Vice President for Student Life and Dean of Students. The
instructor may ask for documentation.

A student who is not able to attend classes due to military obligations should refer to the
Military Deployment policy.

Regardless of the reasons for absence, the student is responsible for any coursework missed and
for any assignment the course instructor may give to make up for the absence.

Expectations for Faculty and Other Viterbo University Officials

Each faculty member will establish a reasonable attendance policy, which will be stated in the
course syllabus and shared at the beginning of the course. If the course requires the student to
complete any activity, in or out of class time, that can be performed only at the time specified in
the syllabus, the instructor will inform the student of this by the end of the second week of the
course.

Faculty will keep a weekly record of attendance for each student to comply with federal financial
aid guidelines.

A course instructor may issue a failing grade to a student who has missed more than 15% of the
classes for the course, and will notify the student of this decision. Absences caused by attending
required co-curricular or extracurricular activities or officially representing Viterbo University in
another capacity will not be counted towards this 15%. The Viterbo University official responsible
for the student’s activity during such events will notify other instructors of known required
absences at least two weeks prior to the event. The notification will be communicated through
the office of the Vice President for Academic Affairs.

Online Attendance

Attendance is expected in all online courses. Student attendance in an online class is defined as active
participation in the course as described in the course syllabus

Guidelines for Online Attendance

A student who has not logged into their online course during the first three days may be
dropped from the course.

Instructors in online courses are responsible for providing students with clear instructions of the
active participation requirements for the class. Instructors will state on the syllabus the specific
expectations for active participation.

Completion of assignments is expected on a weekly basis. If a student has not logged into their
online class for a period of seven days of longer, they may receive a failing grade or be
administratively dropped from the course.

Faculty will report students who are not actively participating in their online course through the
Starfish Early Alert System.
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e Students not able to participate in classes due to military obligations should refer to the Military
Deployment policy.

Audit

Students pursuing a degree at Viterbo University may wish to audit a course for personal or
professional knowledge. Students who are auditing are not required to complete assignments or take
examinations, but auditors are expected to attend classes. If their attendance is unsatisfactory, auditing
students will be administratively withdrawn from the course. Students receive no credit for courses that
they audit; a grade of “AU” is entered on their records. Audited courses do not count toward students’
degree requirements. To audit a course, students must complete an audit form obtained from the
Office of the Registrar. The completed form includes the instructor’s signature, which signifies consent
for the student to audit the course. Students must return the completed form to the Registrar’s Office
no later than Friday of the first week of class. After the first week of classes, students may not change
their course status from audit to credit. In exceptional circumstances a student may change the status
of the course from credit to audit. In that case, students must file the paperwork no later than the
midpoint of the class. Students may also repeat audited courses for credit in subsequent semesters.
Students may not repeat courses for which credit was received as audited courses in subsequent
semesters. The tuition and fees for audit courses are the same as for credit courses and count toward
total enrolled credits in that semester for billing purposes.

Community members (non-degree seeking students) may also audit a course. The same policies and
deadlines apply to non-degree auditors. Interested students should submit an online non-degree
student application for initial entrance to Viterbo University. Non-degree students should check the
current fee schedule, published in the class schedule, for rate.

Bachelor Completion Students Enrolling in Traditional Undergraduate Course Sections

Students enrolled in a bachelor completion program may enroll in a maximum of three courses offered
for traditional undergraduate students.

Classification of Students

¢ Freshmen—Students whose academic record contains 29 or fewer credits.

¢ Sophomores—Students who have earned between 30 and 59 credits.

¢ Juniors—Students who have earned between 60 and 89 credits.

¢ Seniors—Students who have earned 90 or more credits.

¢ Non-degree—Students who are not actively pursuing a degree at Viterbo University.
¢ Graduate—Students pursuing a graduate degree.

Contact Hours

Viterbo defines one credit hour as 750 minutes over 15 weeks. In addition, each credit of a course
requires that students spend two hours of work outside of class per week.

Regardless of format, all sections are required to meet the required credit hour standards by any
combination of instructional time and outside work. Outside work could include additional outside
reading, group work, service projects, field work, clinical rotations, among other learning activities.

Laboratory periods, clinical, internships, and practicums vary in length depending upon the
requirements of the course. Normally one credit hour equals no less than 30 actual clock hours.

Minimum class and outside work time are calculated according to the following formula.

[750 + 1800] X the number of credits of a course = the minimum number of minutes of instructional
time and outside work required.

For example: a three credit course requires a minimum of 7,650 total minutes.
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Cooperative Program with the University of Wisconsin-La Crosse

Undergraduate students at Viterbo University may enroll in selected courses at the University of
Wisconsin-La Crosse (UW-L) as a result of an inter-institutional cooperative agreement. Through the
program, students of both institutions have access to broader educational opportunities, and resources
of the institutions can be utilized more fully. Under this cooperative agreement, a student may take
selected courses, on a space available basis only, at UW-L, during the fall or spring semesters. The
selected courses must be courses that are never available at Viterbo University, and the student must
be a full-time student at Viterbo University (not including co-op credits) during the co-op semester and
enrolled in a traditional undergraduate bachelor degree program. (One charged the tuition plateau
between 12-18 credits; not a program offered through bachelor completion or a graduate program.)
The approval of the student’s academic advisor is required. Credits earned through this cooperative
program are considered to be transfer hours and are not calculated into the student’s grade point
average at Viterbo University. Students must complete and return the appropriate form, available from
the registrar’s office. The deadline to submit the form is May 1 for fall semester and Dec. 1 for spring
semester.

Credit/No Credit Courses

Students may elect to take some courses for credit/no credit. In such courses, the instructor will submit
a letter grade for the student and the registrar will convert that grade as follows: A grade of C or above
shall be converted to CR, meaning that the student earned credit towards graduation requirements, and
a grade of CD or below shall be converted to NC, meaning that the student earned no credit. In neither
case shall the grade be included when calculating the student’s GPA. The policy for credit/no credit is as
follows:

e Students must register courses as CR/NC during the first 11 class days of the semester

e Students must have a cumulative GPA of at least 2.0. (First semester freshmen need the
permission of the Director of Academic Advising)

e Students may not ordinarily exceed 18 credits of CR/NC courses (including those courses graded
only CR/NC) towards degree requirements

¢ If a student has reached the maximum of 18 credits, an exception may be made for those
courses required by the major and graded only on a CR/NC basis. The exception needs the
permission of the Vice President for Academics

e Courses counting towards a major or minor, area of concentration or professional education
courses may not be taken CR/NC unless so specified by the respective department

e If a student later wishes to major in a field in which a CR/NC course was already taken, and credit
was given, the respective department may choose to accept the credit grade, but the credit
grade will not be converted to a letter grade

« Departments shall have the option of specifying the CR/NC system of grading for those courses
for which they consider such a system more appropriate

Dean’s List

The Undergraduate Dean’s List honors exemplary academic achievement. The Dean’s List wil