12

BUR
COM
DOO
FAN
FOL
HIL
NOR
PER
SEA
STR
UNH
WHH

Burns Fine Arts Center
Communication Arts

BuiLbings WHERE CouRSES ARE HELD

These abbreviations for buildings with classrooms are used in PROWL
and in the Schedule of Classes:

Doolan Hall

Foley Annex

Foley Building

Hilton Center for Business
North Hall

Pereira Hall of Engineering
Seaver Science Hall

St. Robert's Hall
University Hall

William H. Hannon Library
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COURSES

StupeNT Course LoD

The optimum course load for a full-time undergraduate student is 15-18 semester hours. Undergraduates
are limited to a maximum of 17 hours until shortly before the beginning of the semester when enrollment in
up to 18 hours is allowed. Graduate students are limited to 15 hours per semester. Summer students are
restricted to 6 hours per session. Students who qualify for more than 18 hours may register on PROWL as
soon as soon as an approved General Petition form is submitted to the Office of the Register.

STUDENT CLASSIFICATIONS

As courses are completed with passing grades
LMU degree-seeking undergraduate students are
classified according to the following norms:

Freshman........... 0-29 semester hours completed

Sophomore........ 30-59

urior......... 6089 STUDENT STATUS

SENIOT wei, 90+ Undergraduate students with 12 or more semester hours and graduate

— students with 6 or more semester hours are classified as full-time. Summer
students enrolled in 6 or more semester hours in a session are classified as

full-time. Students with fewer semester hours are considered as part-time.

Time PATTERN FOR COURSES

Most Fall and Spring semester classes follow a weekly 150-minute meeting pattern with a 10-minute break
between scheduled class times. Monday, Wednesday, and Friday classes meet three times a week for 50
minutes. Tuesday and Thursday classes meet twice a week for 75-minutes. Evening classes meet once a
week for 150 minutes. No classes are scheduled Tuesday and Thursday from 12:15 pm to 1:25 pm.

DescripTioNs oF COURSES

Descriptions of LMU courses are found in the University Bulletin which is distributed free of charge through
the Office of the Registrar and is found online (registrar.Imu.edu). Course descriptions are accompanied
by requirements for the class including prerequisites and co-requisites.

NuMBERING SysTEM FOR CouRSES WiTH DEGREE CREDIT

100-299 Lower division undergraduate courses

300-499 Upper division undergraduate courses

500-599 Graduate and upper division undergraduate courses
600-699 Graduate courses

5000-6999 Graduate courses
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COURSES

How Courses ARE CLASSIFIED
The Schedule of Classes may list a course as “12345 ENGL 110 12 College Writing” which translates as:

12345 = 5digit CRN (Course Reference Number) which is used for PROWL
ENGL 4 letter abbreviation of the department in which the course is offered

110 = 3or4digit course number
12 = 2digit section number
College Writing = course title

Core CurricuLuM COURSES

Core curriculum courses are required of all LMU undergraduates. Core courses span lower and upper
division and may be completed at anytime through the student’s course of study with the exception of
upper division Philosophy and Theology which are reserved for students who have completed 60 hours.

Cross-LisTED COURSES

A cross-listed course is a course offered through more than one department in a semester. Students
attending a cross-listed course may be registered for it under different numbers or departments.

ELecTivE CouRrsES

Electives are those courses which do not fulfill requirements in the student's core, major, or minor programs,
but do fulfill overall semester hour requirements.

INDEPENDENT STUDIES COURSES

Independent Studies are courses with numbers ending in -99 and are created for the student seeking an
educational experience beyond the scope of a regular course. Independent Studies are arranged by the
student with a faculty member and approval of the department. An approved Independent Studies form
submitted to the Office of the Registrar is needed to enroll the student in an Independent Studies course.
These courses are considered part of the student’s semester program.

SpeciAL STubies COURSES

Special Studies courses are courses with numbers ending in -98. They are courses which may be taken
for degree credit but have a description maintained by the department and not listed in the University
Bulletin. Students may need to submit a Petition for CAPP Adjustments form for the course to fulfill the
correct requirement on CAPP.

TuTtorIAL STUDIES COURSES

Tutorial Studies are courses listed in the University Bulletin which are not offered in a semester. The
student may arrange a Tutorial Studies through the course department. An approved Tutorial Studies form
submitted to the Office of the Registrar is needed to add the class to the student’s semester course load.
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GRADES

FINAL GRADES

The coursework of a student is reported and measured with a final grade at the end of each semester by
the instructor of the course. Final grades are posted to PROWL approximately one week after exam week
and final grade reports are emailed to the student at the end of each semester. Official transcripts can be
requested free-of-charge on PROWL whenever official proof of grades is required.

The LMU Grading System

Graduate

.. Superior

Satisfactorily demonstrated potential for professional
achievement in field of study

Passed the course but did not do work indicative of
potential for professional achievement in field of study

[ IS POOK .o N/A
F o Failure ...oocvevececeeeeeiee Failure
CR oo Credit, C or higher.........c.ccev..... Credit, B or higher

No Credit, C- or lower .. ..No Credit, B- or lower
AUt ..o Audit

Work incomplete
..Work in-progress
Official withdrawal

‘A’ may be modified by a minus suffix; ‘B’ or ‘C’ may be modified with a plus or minus suffix.

GRADES oF AupiT (AU)

Students may audit courses with the approval of the dean of the college or school in which the course
is offered. Not all courses are open to auditors. Auditors are expected to attend class and will receive a
grade of AU for the course. A student who has enrolled as an auditor may not take the course for credit in
a subsequent term.

GRrapEes oF CrepiT/No crepiT (CR/NC)

Students may apply for a grade of CR/NC for courses that are not part of a major, minor, or core curriculum.
To apply for CR/NC grading, a student must submit an approved General Petition form to the Office of the
Registrar by the published deadline. For a grade of CR, the work must be of C or better for undergraduates
and B or better for graduates. CR courses count as degree requirements but do not affect the GPA.
Students may be graded on this basis for no more than 20% of total semester hours at LMU.

GRADES OF INcOMPLETE (1)

If the instructor permits, a grade of | may be assigned when a student has completed at least 80% of the
coursework but cannot complete the remaining 20% by the end of the semester. Graduates are given
a year to finish the incomplete coursework, but undergraduates must complete the coursework by the
deadline as noted in the academic calendar (3 weeks into the following semester).
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GRADES

GRADE PoINT AVERAGE (GPA)

GPAis determined by dividing the total number of LMU grade points by the number of LMU semester hours
completed with a letter grade. Grade points are a measure of the quality of the work completed, just as
semester hours are a measure of the quantity of this work.

GRADES AND PoINT VALUES UseD To CaLcuLATE THE GPA

A.. ...4.0 grade points C+.... .... 2.3 grade points
A 3.7 grade points O 2.0 grade points
Bt 3.3 grade points O 1.7 grade points
B 3.0 grade points D 1.0 grade points
B 2.7 grade points F o 0.0 grade points

Grades of AU, CR, NC, I, IP, and W have no point value and do not calculate into the GPA.

Mip-Term DEFICIENCIES

Mid-term deficiencies are grades posted to PROWL informing students of unsatisfactory work. Mid-term
grades are issued prior to the last day to withdraw from a course during the semester. These grades are
advisory in nature and are not recorded as part of the student’s permanent academic record.

PROBATION AND DISQUALIFICATION

Academic probation carries a serious warning to the student that the scholastic record is unsatisfactory
and continued failure to improve this record may result in being declared ineligible to attend the University.
Students on probation may also have restrictions imposed regarding the program of studies and
participation in extracurricular activities.

Academic disqualification terminates a student’s relationship with the University. A disqualified student
may not register in any division of the University and is denied all privileges of the University and of all
organizations or activities connected with it.

RepeaTING COURSES

A student may try to improve the final grade received in a course by retaking the same course at LMU. It
need not be taken with the same instructor, but the course number and title must match.

When a student repeats a course to improve the grade, the previous grade can be seen on the student’s
academic transcript but is not included in the calculation of the GPA nor in the total amount of hours earned.
The latest grade of the repeated course, whether higher or lower, is used to calculate the GPA.

Acourse repeated at LMU may not be taken for a grade of CR/NC (credit/no credit). Also a course repeated
for a better grade may not be taken at another institution.

Some LMU courses are established by departments as courses that may be taken more than once for
credit. These courses are listed in the University Bulletin as repeatable for credit. The grades received for

each occurrence of these courses will calculate into the student's GPA.
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EXAMINATIONS

COMPREHENSIVE EXAMINATION AND MASTERS THESIS

Graduate degree programs may require a comprehensive examination or thesis as a final requirement
The student must register on PROWL for the examination or thesis as listed in the Schedule of Classes
for the semester in which the degree is to be completed. If the examination or thesis has semester hours
associated with it, tuition per semester hour is charged.

CREDIT BY CHALLENGE EXxAMINATION

A student may obtain credit for undergraduate courses by examination with approval of the course
chairperson and student's dean. To challenge a course by examination, a student must be a full-time
degree seeking student. An approved Request to Challenge a Course form must be submitted to the Office
of the Registrar before the class is posted to the student’s transcript. There is a $50 processing fee.

FINAL ExAmINATIONS

Final examinations are 2 hours in duration and are administered during the last week of the semester in
the regular classroom according to the schedule below. Examinations for courses that begin after 3 pm are
held at the regular course time in the regular classroom during examination week. Students should check
the final exam schedule before registration to confirm availability for the exam. In cases where classes do
not conform to the standard class meeting times, the instructor will inform the class of the exam time and
location. Summer final examinations are administered on the last day of class.

SCHEDULE FOR FINAL EXAMINATIONS

Class Start Time  Class DayS.......cccvuvrvrrnrnennnnrieneins Exam Start Time  Exam Day
8am  Monday, Wednesday, Friday...........ccccccrvvrrvrrerrrrnnnnn. 8am Monday
8am  Tuesday, ThUISAAY ........ccoverrvrrrrirrereiriereeeeieennne 8am Tuesday
9am  Monday, Wednesday, Friday...........ccocoerermernrinrinnne 8am Wednesday

9:25am  Tuesday, ThUrsday..........ccoeeiviiiiininiciciinisiins 8am Thursday
10am  Monday, Wednesday, Friday ...........cccoeevivrrnrrerinnnns 8am Friday
10:50 am  Tuesday, TRUISAAY ... 11am Tuesday
11am Monday, Wednesday, Friday.........c.ccoovvrvrrnrreernennns 11am Monday
12 pm  Monday, Wednesday, Friday ............cccovrrvrrerrernnnnns 11am Wednesday
1pm  Monday, Wednesday, Friday ..o 2pm  Thursday
1:35pm  Tuesday, ThUrSAay.........ccoeviriiieiniieiniiisiss 11am Thursday
2pm  Monday, Wednesday, Friday...........ccccccovrvrrerininnnn. 2pm Monday
3pm  Monday, Wednesday...........ccovrrrnrenrnrnieneinnnnns 2pm  Wednesday
3pm  Monday, Wednesday, Friday...........cccoocvvvrrvrrerrrernnnnn. 2pm  Wednesday

3pm  Tuesday, TRUISAAY ........ererrrrrririrrereeereeieieesnne 2pm Tuesday
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PLACEMENT

ADVANCED PLACEMENT

LMU participates in the Advanced Placement (AP) program of the College Board. Students may be granted
credit at the time of entrance into the University for subjects completed with scores of 5 or 4. As soon as
scores are received from the College Board, students receive course credit in accordance with guidelines
which can be found in the University Bulletin.

It is the responsibility of the student to be aware of AP courses successfully transferred into the LMU
program of study. Students should not register in LMU courses that are the equivalents of successfully
completed AP courses.

AP courses which have become a part of the student's record can be viewed on PROWL (Student Services
| Student Records / Transfer Information).

PLACEMENT EXAMINATIONS

Placement Examinations assist in placing students in mathematics classes and foreign language courses.
The Learning Resource Center (LRC) administers the examinations during orientation sessions and at the
beginning of the Fall and Spring terms.

Math Placement Testing
All first-year students with majors in the Frank R. Seaver College of Science and Engineering or the
College of Business Administration, or who are Economics majors or Liberal Studies majors within
the Bellarmine College of Liberal Arts, must take the mathematics placement examination.

The placement examination is waived for those students who have successfully completed a college
algebra or higher level college mathematics class approved by the Mathematics Department prior to
entering LMU. The mathematics placement examination may only be taken once.

Any student who plans to register for MATH 106, 111, 112, 120, 122, or 131 and who has not
transferred a college algebra or higher level college mathematics class must take the mathematics
placement examination.

Foreign Language Testing
Students with knowledge of or prior instruction in a foreign language in high school or at a college or
university other than LMU must take the foreign language placement test before registering for a foreign
language course at LMU. This requirement includes students who have passed AP Examinations.
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SERVICES AND SUPPORT

ONECARD

OneCard is LMU's identification card. Students are required to have a OneCard as soon as registration is
complete. The OneCard serves as a library card, meal card, rec-center card, residence hall key, and a debit
card for purchases on and off campus. OneCards are processed by the Campus Business Services Office
located in the St. Robert's Hall Annex. For more information visit www.Imu.edu/onecard.

VEHICLE REGISTRATION

Student vehicles must be assigned a parking permit which allows parking and access to the campus entry gates.
Bicycles should also be registered. From the Main Menu of PROWL, students can select Vehicle Registration
Permit Application to begin the vehicle registration process. As soon as the student has a OneCard, the vehicle
parking permit can be picked up in the Public Safety Office which never closes. It is located in Foley Annex.
For details on requirements for the parking permit, visit www.Imu.edu/publicsafety.

TEXTBOOKS

After PROWL registration, students can select the Buy Textbooks Online (New or Used) link found on the
PROWL Registration menu. After selecting the term, the required textbooks for the student’s courses are
displayed. By selecting Buy Books the student may purchase the required textbooks online. Textbooks
may also be purchased in-person at the LMU Bookstore located on the 1st floor of the Malone Student
Center.

LMU Contacts

Office of the Registrar LMU (general)

(310) 338-2740 (310) 338-2700

registrar.Imu.edu www.Imu.edu

Student Accounts Department Student Housing

(310) 338-2711 (310) 338-2963
www.Imu.edu/studentaccounts housing.Imu.edu

Financial Aid Information Technology Help Desk
(310) 338-2753 (310) 338-7777
financialaid.Imu.edu studenthelp@Imu.edu
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SERVICES AND SUPPORT

ONLINE LisT oF LMU SEeRrvicES

Student support www.Imu.edu/studentlife

Academic support www.Imu.edu/academics

TUTORING

The Learning Resource Center (LRC) is a place where LMU students can enlist the help of specialists and
tutors to enhance the learning process. Specialists in the fields of writing, reading, mathematics, study skills,
as well as a peer tutoring staff, are available free of charge. For more information visit www.Imu.edu/lrc.

DisABILITY SuPPORT

Disability Support Services (DSS) provides specialized assistance and resources that enable students with
physical, psychological, and learning disabilities to achieve maximum independence. More information can
be found at www.Imu.edu/dss.

LIBRARY SERVICES

The LMU Library provides the materials and services needed to support academic success. The library’s
extensive web site can be found at www.Imu.edu/library.

FIRST YEAR EXPERIENCE

The First Year Experience (FYE) office provides first-year students with an opportunity to establish a
connection with campus life through a variety of programs. For further information visit www./mu.edu/fye.

MINISTRY

Campus Ministry embraces students of all faith traditions and promotes spiritual growth. Visit Campus
Ministry in the Malone Student Center or ministry.Imu.edu.

HEALTH SERVICES

The Student Health Center is a medical clinic located on campus. Services are available to all LMU students
enrolled in six or more hours. More information can be found at www.Imu.edu/health.

HousinG

The Student Housing Office creates a living and learning environment in the student residences on campus.
More information can be found at housing.Imu.edu.

TECHNICAL SUPPORT

The Information Technology (IT) Help Desk provides students with computing, network, communications,
and limited computer hardware support. IT also maintains computer labs open to all students. The IT Help
Desk located in the basement of St. Robert's Hall can be contacted at studenthelp@Imu.edu.
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FAQs

Q: How do | find PROWL online?
A: www.Imu.edu/prowl or as a link through mylmu.

Q: What is mylmu?

A: mylmu is the secure on-line portal used by the
LMU community to “stay connected”. In mylmu
the student can access email, view campus
announcements, keep up with campus events, and
find links to campus services.

Q: How do | login to mylmu?

A: mylmu is accessed through a link on www.
Imu.edu. First-time users should select reset your
password from the mylmu login page and follow
the directions for new users.

Q: How do | find my LMU email account?
A: In mylmu select the System Logins pull-down
menu and select the link titled Lion Mail.

Q: How do | find my University ID Number?
A: The ID can be found in PROWL (Personal
Information / View University ID Number).

Q: How do | find my PIN?

A: The PIN (personal identification number) is
used to access PROWL. It is a combination of six
numbers created by the user. For first-time users
the PIN is set as student’s birth date (MMDDYY).

Q: How do | find my academic advisor?

A: Find the academic advisor's name in
PROWL (Student Services / Registration / Check
Your Registration Status). The name will link
automatically to the advisor's email account.

Q: When can | register?

A: In PROWL select Student Services then
Registration then Check Your Registration Status
to view the student's registration day and time.

Q: What if | have a class during my registration
appointment?

A: The registration day and time is the earliest time
a student can register. The student may register
anytime after the appointment time.
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bulletin.........ccocevrvrernnee, Catalog of policy, requirements and courses
CAPP ..o, online degree audit which tracks academic progress
(070] (T general university course requirements
CO-TEQUISIEES .. vvevreenne courses that must be taken in the same semester
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hOUTS .o, units of semester credit
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FAQs

Q: What do | do if there is a hold in PROWL?

A: Offices on campus can place a “hold” on a
student's PROWL account. Most of these holds
will prevent registration. Holds can be viewed on
PROWL (Student Services / Registration / View
Holds). Contact information for removal of the hold
is displayed on PROWL.

Q: What if | try to register for a class and there
is an error message?

A: The student may see an error message on
PROWL after submitting a CRN. Registration in the
class will be prevented. See page 6 for possible
overrides to these restrictions.

Q: What do | do if a class | need is closed?

A: The student can register in another section of
the course or the student can try the same section
again, since PROWL is a real time process and
classes open and close as classes are added and
dropped by system users. The course department
may be contacted for an override into the class.

Q: When can | register for more than 17 hours?
A: Undergraduates are restricted to 17 hours until
shortly before the start of each semester when
limits are raised to 18 or more hours.

Q: How do | register for a class with a lab?
A: When registering for a class with a required lab,
both CRN's must be submitted at the same time.

Q: Where are my classes located?

A: The student schedule can be viewed on PROWL
(Student Services / Registration / Student Schedule
by Day & Time or Student Detail Schedule). The
map on page 12 has a list of campus building
abbreviations.

Q: What is CAPP?

A: CAPP is LMU's online degree-auditing system
designed to show how courses fit into a student's
program. It is accessed through PROWL (Student
Services / Student Records / CAPP Report). A
detailed explanation of CAPP can be found on
page 8.

Q: Why are my current classes not on CAPP?
A: A user must select Generate New Evaluation in
order to view the most current version of CAPP.

Q: How can | report an error on CAPP?
A: Contact the Office of the Registrar at registrar@
Imu.edu or (310) 338-2740.

Q: How do | see grades?

A: Afinal grade report is emailed to the student’s
LMU email account at the end of each semester. A
student can also view grades on PROWL (Student
Services / Student Records / Midterm Grades,
Final Grades, or Academic Transcript).

Q: How do | change my address?

A: Correct contact information can be updated in
PROWL. Select Personal Information and view or
update any of the contact information links listed.

Q: How do | prove to my loan and insurance
companies that | am registered?

A: Official enroliment verification certificates can be
printed from PROWL (Student Services / Student
Records / Enroliment Verification). See page 10 for
details.
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