Credit Regulations, Grading & Enrollment Policies
(From The Counselor Education Program Student Handbook)

6raduate grading system. The following grading scale is employed at the
graduate level:

A=400B-=267D+=133

A-=3.67C+=233D=100

B+=3.33C=2.00D-=0.67

B=3.00C-=167F=0.00

The grading system at the graduate level is defined as follows:
A—Excellent

B—Satisfactory

C—Below graduate standard

D—Failure

F—Failure

The following marks are also used:
P—Satisfactory completion (B- or better)
NP—No credit, unsatisfactory
I—Incomplete

IP—In progress

W—Withdrawn

X—No grade received/No basis for grade
M—M.issing grade

Although grades of C+, C, and C- are below the graduate standard, they may
be counted as credit foward a graduate degree with the specific approval of
the department if taken at PSU after the term of formal admission to the
graduate program. The student must have a B average (3.00 GPA) on the
courses fulfilling the degree requirements (courses listed on the GO-12
form for master’'s students), and departments may establish a more rigorous
standard.

Grades of D or F indicate clearly unacceptable work and carry no graduate
credit.

The grades of P/NP are used by only a limited number of departments which
have received special authorization and may be counted as credit foward a
graduate degree in resident credit only.



A mark of IP may be used for 501/601 Research and for 506/606 Project
when a student is progressing in an acceptable manner toward completion of
the work; final grades for 501/601 and 506/606 are assignhed by the
instructor on a Supplemental Grade Report. A mark of IP must be used for
503 Thesis/603 Dissertation when a student is progressing in an acceptable
manner; final grades for 503/603 are assigned by the instructor on the
Recommendation for the Degree form (60-17) and posted after acceptance
of the thesis/dissertation by the

Office of Graduate Studies.

Incompletes. A student may be assigned an I grade by an instructor when
all of the following four criteria apply:

1. Quality of work in the course up to that point is C level or above.

2. Essential work remains to be done. "Essential” means that a grade for the
course could not be assigned without dropping one or more grade points
below the level achievable upon completion of the work.

3. Reasons for assigning an I must be acceptable to the instructor. The
student does not have the right to demand an I. The circumstances must be
unforeseen or be beyond the control of the student. An instructor is
entitled to insist on appropriate medical or other documentation. In no case
is an "Incomplete” grade given to enable a student to do additional work to
raise a deficient grade.

4. A written agreement, signed by both the student and the instructor,
should include a statement of the remaining work to be done o remove the I
grade, and the date, not to exceed one year from the end of the term of
enrollment for the course, by which work must be completed in order to earn
credit toward the degree. The instructor may specify the highest grade
which may be awarded upon completion; the grade awarded should not
exceed the level of achievement attained during the regular course period.

An Incomplete grade becomes part of the permanent transcript record
after the deadline

expires, unless a retroactive withdrawal is approved by petition to the
Graduate Council. To remove an I an instructor must file a supplementary
grade report within one year (i.e., by the end of fall 2005 for a course
registered for fall 2004).



Withdrawals. Withdrawal from a course must be initiated by the student.
It is the student's responsibility to withdraw properly by the deadline dates
published in the Schedule of Classes.

A student may withdraw with no record on the transcript up to the end of
the fourth week of the term. As a courtesy, students are advised to notify
the instructor concerned of the intended or completed withdrawal.

A student may withdraw for any reason before the end of the fourth week,
but withdrawal

between then and the end of the eighth week requires instructor approval. A
student withdrawing after the end of the fourth week shall have a W
recorded on the transcript.

A student wishing to withdraw after the eighth week must petition the
Deadline Appeals Board. A W is recorded if the petition is allowed. Reasons
for withdrawal beyond the eighth week must be beyond the student's
control, and medical reasons must be documented. Instructor's comments
are required on the petition.

Refunds are automatic and are calculated from the date of official course
load reduction. The refund is 100 percent only if withdrawal occurs within
the first week of the term. If a student, to the best of the instructor's
knowledge, has never attended class, the name on the grading register may
be assighed an X grade. An auditor may also be assigned an X for insufficient
attendance.

A student who has participated in a course but has failed o complete
essential work or attend examinations, and who has not communicated with
the instructor, will be assigned an F, a D, or whatever grade the work has
earned.

Repeat of graduate courses. If a graduate course is repeated, the grades
awarded both times are included in the GPA; however, credit toward the
number of credits required for the degree is counted only once. Repeating
courses to raise the GPA is not acceptable.

Audit. Graduate students may take any course for which they have the
prerequisites and which is open to them on the basis of their admission



category on an audit (no credit) basis. The tuition and fees for auditing
courses are the same as for taking the courses for credit, but a student’s
load (total credit hours) does not include audit enrollments.

Courses taken more than once on an audit basis cannot be repeated for
graduate credit. During the add-drop period a student registered for a
course for audit may change to credit status or vice versa through the
official methods; thereafter the change cannot be made.

Television course credit. Graduate credit earned through enroliment in
television courses (closed-circuit TV excepted) will not be acceptable toward
an advanced degree, except when approved in advance by the graduate
adviser, the department, and the vice provost for Graduate Studies.
Correspondence credit. Under no circumstance will graduate credit earned
through correspondence study be acceptable toward an advanced degree.

Academic load. The normal term load for a student devoting full time to
graduate study is 12 credits including coursework and thesis. Graduate
students must seek approval of registration in excess of 16 credits. A
student registering for 17 to 19 credits must obtain the approval of the
department chair or faculty adviser. A student registering for 20 credits or
more must obtain the approval of the department chair or faculty adviser,
the student’s academic dean, and the vice provost for Graduate Studies. A
graduate assistant registering for more than

16 credits must obtain approval from the department chair and the vice
provost for Graduate Studies. Overload approval forms may be obtained
from the departments or the Office of Graduate Studies.

Minimum enrollment. The University requires that graduate students who
are involved in activities requiring faculty time or the use of University
facilities register each term, including those working on any aspects of a
thesis or dissertation.

A minimum of one credit is required when taking any comprehensive or final
examination. A minimum of one credit of registration is required when
engaged in any phase of research, such as developing or collecting data, or
any aspects of a thesis or dissertation until its final acceptance is approved
by the Office of Graduate Studies. The student’s department can require



additional registration in any given term in relation to the amount of fime
required of
faculty or the use of University facilities during the term.

Residence credit. In all cases, a master's student must earn a minimum of
two-thirds of the courses applied to the degree after formal admission to
the graduate degree program at PSU; courses taken at any institution,
including PSU, before the term of formal admission to a PSU graduate
degree program are pre-admission credits. Additionally, a minimum of two-
thirds of the courses applied to the degree must be taken atPSU; courses
taken at other institutions at any time are fransfer credits. A minimum of 12
credits in a 45-credit program (or 25 percent

of the required credits in a degree program greater than 45 credits) must
be taken in residence in 500, 500/600, or 600 course level categories. The
remainder of the required credits may be 400/500 courses taken for the
500-level number.

In a doctoral program, a minimum of three consecutive ferms must be spent
in full-time residence (minimum 9 graduate credits each term) after
admission to the doctoral program.

A maximum of 12 graduate credits acquired by an undergraduate student at
Portland State University through the graduate credit reservation
procedure will be counted as reserved credits if approved for inclusion in
the student’s graduate program. Reserved credits are subject to pre-
admission limits and requirements.

Residence requirements are intended to ensure that the candidates work in
close association with other graduate scholars in the intellectual
environment of Portland State University.

Credit distribution and limitations for master's degrees. Limitations are
placed on the use of credits in 501, 502, 503, 504, 505, 508, and 509
courses. In a 45-credit program, the limits are as follows: a maximum of 12
credits in 501, 502, and 505 combined; a maximum of 9 credits in 504, 508,
and 509 combined; a range of 6 to 9 credits in 503. Courses numbered 60x
are included in these limitations.



Courses applied to the degree must be 500 or 600 level. The 700- and 800-
level courses are not acceptable in graduate degree programs, with the
exception of the master's degree programs in the School of Education as
well as some M.A.T./M.S.T. programs; these programs may allow a maximum
of 6 credits at the 800 level.

Joint Campus program. Graduate students at Portland State University
may, with adviser, department, and registrar approval, take graduate courses
at any of the other institutions in the Oregon State System of Higher
Education. A student registers for these courses with the PSU registrar,
who records each grade on the academic record under Joint-Campus Course
(JC€ 510/610). The student must be a matriculated graduate student in a PSU
advanced-degree program and be registered for PSU credit the same term
the JC 510/610 course is taken.

Forms are available in the Office of Registration and Records in the lobby of
Neuberger Hall. Self-support courses and courses offered by Extended
Studies and Summer Session are ineligible for this program.

Pre-admission and transfer credit.

Courses taken at any institution, including PSU, before the term of formal
admission to a PSU graduate degree program are Preadmission credits.
Courses taken at any other institution at any time are Transfer credits. In
all cases, a master's student must earn a minimum of two-thirds of the
courses applied to the degree after formal admission to the graduate
degree program at PSU and must earn a minimum of two-thirds of the
credits applied o the degree at PSU. Departments may have stricter
limitations. The application of eligible pre-admission and/or transfer credits
to an advanced degree at PSU must be approved by the student’s
department and the Office of Graduate Studies. Both pre-admission and
transfer credits must be submitted to the Office of Graduate Studies for
approval on the GO-21 form (Proposed Pre-admission and Transfer Credit
for the Master's Degree). It is strongly suggested that this form be
submitted early in the student’s program, but it must be submitted and
approved before the Office of Graduate Studies can review the Graduate
Degree Program form, which is due in the first week of the term of
graduation. All pre-admission and transfer credits must be letter-graded B-
or higher; pass or similar grading methods are not acceptable. All Joint
Campus (JC) credits are considered transfer credits.



Credit from foreign institutions is subject to the same requirements and
limitations; requests for foreign transfer must include additional
documentation to facilitate verification of eligibility. Transfer credits must
meet all the following requirements: (1) must be graduate

credit taken at an accredited institution and acceptable into graduate
academic degrees

without qualification at the originating institution; (2) must be letter-graded
B- or higher; pass or similar grading methods are not acceptable; (3) must
not be used for any other degree at any institution; (4) must not be
correspondence credit; (5) must be no older than seven years old at the time
the master's degree is awarded; (6) must total no more than one-third of the
required credits for the degree program. Television courses and short-term
courses are generally not eligible; requests for transfer of these courses
require additional documentation and specific approval, as noted on page 64.

Courses from other institutions approved for graduate transfer credit are
not entered on PSU's graduate transcripts and are not considered in the
computation of PSU cumulative graduate grade point averages for the
purposes of determining continued admissibility and graduation (except they
are included in the program GPA, which is calculated on only those courses
applied to the degree). The M.S.W. program has specific transfer credit
allowances resulting from accreditation requirements and

interinstitutional agreements, but a minimum of 45 credits applied to the
M.S.W. must be taken at PSU.

Reservation of work for graduate credit. Only credits earned at PSU can
be reserved for graduate credit. A Reservation of Graduate Credit form
must be filed in the Office of Graduate Studies as early as possible. It must
be approved by the department or degree program, the Office of Degree
Requirements, and the Office of Graduate Studies. It is strongly suggested
that this be submitted before award of the baccalaureate degree, but it
must be submitted and approved before the Office of Graduate Studies can
review the Graduate Degree Program form, which is due in the first week in
the term of graduation with the master's degree.



Reserved graduate credit is limited to 12 completed and graded graduate
credits letter-graded B- or higher earned within the last 45 credits prior to
award of the baccalaureate

degree and not used to fulfill the requirements for the baccalaureate
degree. Such courses are pre-admission credits and subject to all pre-
admission requirements and limitations. The department may have stricter
limitations.

Leave of absence. A student admitted to a graduate program and in good
standing may petition for leave of absence for one calendar year. Leave of
absence status assures the student a continuation of the student's admission
in the program during the period of the leave of absence. Application for
leave of absence, endorsed by the department chair or program director,
must be filed in the Office of Graduate Studies not later than the last day
o register for classes in the tferm for which the application is made. A leave
of absence is granted only to graduate students in good standing and does
not constitute a waiver of the time limit for completion of the graduate
degree at PSU.

A student may petition for a second leave of absence from a graduate
program, but approval is required from the department chair or program
director and graduate committee of the college or school. Students who
have not enrolled for three terms (excluding summer) must submit a
reenrollment request.

Cancellation of admission to graduate program. If a student does not
validate admission by registering and paying for at least one credit in the
term of admission, that admission will be cancelled unless the student
contacts the Admissions Office and requests that the admission be updated
to another term within the calendar year. If the student does not validate
admission within one calendar year, the admission will be cancelled and the
student must submit a new application and a new application fee.

A student with validated admission to a graduate program who during a one-
year period (1) does not have an approved leave of absence and (2) does not
successfully complete a graduate course in the approved program of study
for the degree may have admission to the degree program canceled. For



further information, students are urged to contact individual departments
for departmental restrictions.

Degree application. Candidates must file a Degree Application card with
Graduate Studies by the first Friday of the anticipated term of graduation.
The degree will not be conferred unless the student has attained a
cumulative GPA of at least 3.00 for all graduate credits earned at Portland
State, as well as a GPA of at least 3.00 on the courses ful-filling the degree
requirements (courses listed on the GO-12 form for master’'s students);
departments may establish a more rigorous standard.

Limitations for faculty members. PSU faculty members are encouraged to
pursue additional advanced degrees at other institutions. Specifically,
faculty members above the rank of instructor are not eligible to receive an
advanced degree in their own department or school at the University:
however, in special circumstances, they may earn a degree in a department
or school in which they do not hold an appointment.

Academic standing. All students admitted to graduate studies (regular or
conditional; master's, doctoral, graduate certificate) at Portland State
University must maintain a GPA of at least 3.00 for all graduate credit
earned at Portland State University. All graduate students, especially those
in a conditional admission status, are expected to keep in close
communication with their departments and fo avail themselves of
departmental advising.

Academic probation. An admitted student is placed on probation if:

1. The student's cumulative graduate GPA at Portland State University,
based on the

completion of 9 graded graduate credits after admission to the
graduate/postbaccalaureate

level at PSU, is below 3.00 at the end of any term, or

2. The student’s term graduate GPA, based on a minimum of 6 graded
graduate credits,

is below 2.67 for a given term.

While on academic probation the student will not be permitted to graduate,
to be advanced to doctoral candidacy, to receive approval of the master's



degree program (60-12 form), to receive or continue to hold a graduate
assistantship, or to register for more than a total of 9 credits in any term.
Removal of academic probation occurs if the cumulative graduate GPA is
brought to 3.00 within the next 9 graduate credits in graded courses in the
case of probation due to a low cumulative GPA, or both cumulative and term
GPA of 3.00 or above in the case of probation due to a low term GPA.

Disqualification. A student who is disqualified may not register for any
graduate courses at PSU for at least one calendar year. Disqualification
occurs if:

1. The student on academic probation for low GPA fails to achieve a
cumulative graduate

GPA of 3.00 or higher within the next 9 graduate credits in graded courses;
or

2. The student on probation for a ferm GPA below 2.67 does not receive at
least a 3.00 term GPA and does not achieve a 3.00 cumulative GPA within the
next 9 credits of graded graduate coursework; or

3. The student becomes subject to academic probation for a second time.

Readmission after disqualification. A disqualified student may petition for
readmission

as a degree-seeking student in a graduate program after one calendar year.
Readmission after the mandatory one-year period is initiated by the
student’s filing of a petition for readmission to the Graduate Council through
the Office of Graduate Studies. Readmission is not automatic. To be
readmitted the student must meet all current admission requirements, with
the exception of the graduate GPA.

If the student's graduate program has recommended readmission, the
Graduate Council may grant readmission, with or without additional academic
requirements, or may recommend continued disqualification. If the
Graduate Council approves readmission, the student must submit a
reenrollment request to the Office of Admissions. The readmitted graduate
student is subject to all University and program requirements in effect at
the time of readmission.

The student must raise the PSU cumulative graduate GPA to 3.00 or better
with 12 credits of graded graduate coursework after readmission, or she/he
will be disqualified.



Graduate courses completed at any institution while a student is under
disqualification
at PSU will not be applied foward a graduate program at PSU.
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