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Section II: Academic 
Policies at 
Shaftesbury 
Campus 
 

Registration  
Registration Process 
After a student has received admission to CMU, that 
student is eligible to register for specific courses. CMU 
provides registration guides to new students early in May. 
The Advising Office will be available to assist them in the 
selection of their courses. 
 

Students returning to a subsequent year of studies after a 
break of at least one academic year must complete a 
Returning Student Continuance Form and submit it to 
the Registrar’s Office. Normally CMU will provide 
registration guides to returning students by early April. 
Students should consult with the Advising Office for 
assistance in selecting their courses.  
  

Academic Advising 
The Advising Office assigns each first-year student to a 
Faculty Advisor who is their academic mentor. In addition 
to faculty, the Advising Coordinators are on hand to 
consider CMU degree and pre-professional options with 
students. Academic advisors work with students on 
course selection and program requirements. 
 

Full-time or Part-time Status  
Students may register either as full-time or as part-time 
students. A student who registers for a minimum of nine 
credit hours per semester will be recognized as a full-time 
student. A student who registers for fewer than nine 
credit hours per semester will be considered part-time. 
 

Academic Load 
Normally, a full course load is fifteen to seventeen credit 
hours per semester. In some circumstances, a student 
may register for more than seventeen credit hours per 
semester with the approval of their faculty advisor or the 
Advising Office.  
 

Registration Requirements for the First 
Year 
A student’s first eighteen credit hours must include:  

INTD-1000 Ways of Knowing I 
A course with a W designation or ACWR-1010 Writing 
for Academic Purposes 

INTD-0900 CMU First Year Advising Seminar 
Students may use transfer credit to meet these 
requirements. The registration requirements for the first 
and second years apply to all students, except extended 
education students. 
 

Declaring or Applying to a Degree 
Program  
CMU admits new students into one of the following 
programs: the Bachelor of Arts (four-year), the Bachelor of 
Business and Organizational Administration, or the 
Bachelor of Music. Students may change from their initial 
baccalaureate programs by applying for their desired 
programs after completing pertinent Prerequisite. 
 
Students enrolled in the Bachelor of Arts may declare 
their choice of major(s), and minor(s)/concentration(s) 
after completing fifteen credit hours and the necessary 
program Prerequisite. Students must declare a major 
upon completion of sixty credit hours. To declare a major 
or to change into a Bachelor of Arts three-year, students 
must complete an Academic Program Declaration Form. 
The form is available on-line at www.cmu.ca.  
 
Students may be admitted directly into the Bachelor of 
Business Administration (co-op and non-co-op) or they 
may apply for admittance upon completion of fifteen 
credit hours. Students enrolled in the BBA may declare a 
major after completing fifteen credit hours. Students 
must declare a major upon completion of sixty credit 
hours. The program/major application form is available 
from the Registrar’s Office or from the Business Program 
Director. 
 
Students may be admitted directly into the Bachelor of 
Science or they may apply for admittance upon 
completion of thirty credit hours. The program/major 
application form is available from the Registrar’s Office. 
 
Students enrolled in the Bachelor of Music may apply for 
admission to a concentration within the Bachelor of 
Music or for admission to the Bachelor of Music Therapy 
after completing two years of the Bachelor of Music 
program. For more information on making such an 
application, see the admission requirements pertaining 
to the respective programs as listed in the ACADEMIC 

PROGRAMS section of this calendar. The 
program/concentration application form is available from 
the Registrar’s Office or from the School of Music.  
 
Students who have completed a Bachelor of Music or its 
equivalent may apply for admission to the Bachelor of 
Music Therapy after-degree program. 
 

Course Changes  
Students may add or drop courses without financial or 
academic penalty during the course change period 
specified by the academic schedule. Course changes 
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must be made through the on-line course change 
process. Failure to attend a class does not constitute an 
official withdrawal. 
 

Voluntary Withdrawal  
After the last date for course changes has passed, 
students may still voluntarily withdraw from courses 
without incurring academic penalty until the prescribed 
date. For courses following a twelve-week meeting 
format (i.e., they run throughout fall or winter semester), 
the prescribed date appears in the academic schedule. 
For courses following an intensive format (e.g., classes 
compressed into one or two weeks or over a series of 
three or four weekends), the prescribed date will appear 
in the header of the syllabus. Normally, withdrawal after 
the prescribed date will result in a failing grade on the 
student’s transcript. In order to withdraw from a course, 
students must complete a Course Change Form. 
Discontinuing attendance in classes does not constitute 
official withdrawal. 
 

Repeating a Course  
Students who fail required courses must repeat those 
courses. Students may repeat any courses they fail, and 
students who wish to improve their academic 
performance in courses already successfully completed 
may repeat those courses. When a student repeats a 
course, the highest grade earned will become the grade 
for calculating the cumulative GPA.  
  

Payment of Fees 
When students have paid their fees, their registrations are 
complete!  Students may view their fee statements 
through their Student Portals. Fees are calculated by 
semester and are due at the beginning of each semester. 
Students have the option of paying the fees for a 
semester in one full payment or by way of a deferred 
payment plan. Students may pay on-line through their 
banks’ payment facility, or North Side Finance Office by 
cheque or debit card. 
 
CMU’s Financial and Student Services Advisor is available 
to assist students in planning for their financial 
requirements. 
 
For details on due dates, the deferred payment plan, 
procedures for payment of fees, and overdue accounts, 
please see the “Student Payment Policy” in the annual 
Registration Guide or the website. 
 

Transfer 
From Post-Secondary Institutions  
Students may request a transfer of credit for courses 
completed at universities, Bible colleges or institutes, 
community colleges, and technical colleges or institutes 
toward the requirements for a degree program at CMU. 
Students must provide official transcripts. Copies of 

syllabi or course outlines may be required. Courses for 
which students have earned a minimum grade of ‘C’ will 
be considered for transfer credit. Courses may be 
evaluated in one of three ways: 
• For equivalency to a CMU course, on a course-for-

course basis. 
• For block-transfer credit, by grouping together several 

courses in a subject field. 
• For unallocated credit in a subject field or as a general 

elective. (In this context the term ‘unallocated credit’ 
means that the credit does not match any course 
offered at CMU.) 

The total amount of credit that can be transferred is 
limited by the residency requirement (see requirements 
for specific programs). Credits older than ten years may 
be considered outdated and therefore not transferable. 
They will be considered on a course-by-course basis. 
 
Unallocated transfer credit is designated using the 
following format: ABCD-0XXX. The ABCD prefix indicates 
the subject field of the course. It is an alphabetic code of 
three or four characters. The digit, “0” indicates it is a 
transfer course and the remaining digits, XXX, indicate 
the level of the course. See examples below. 
• BTS-0101 Unallocated Bible indicates the transfer credit 

is at the 1000-level in the area of Biblical and 
Theological studies. 

• PSYC-0200 Unallocated Psychology indicates the 
transfer credit is at the 2000-level and serves as an 
elective in the area of psychology. 

• UNAS-0320 Unallocated Social Science indicates the 
transfer credit is at the 3000-level and can fulfill a social 
science requirement. 

Transfer students will need to work closely with the 
Advising Office to determine how the transfer credit will 
apply to their degree programs. 
 

Advanced Placement or International 
Baccalaureate  
Students who have completed courses in the Advanced 
Placement program (College Entrance Examination 
Board) or the International Baccalaureate program and 
students who have completed university-level courses 
while in high school may receive either course credit or 
advanced placement at CMU. An official record of scores 
or grades must be submitted. For details, contact a CMU 
Admissions Counsellor or the Registrar. 
 

Recognition for Experience-Based 
Learning for Exemption from the 
Practicum Requirement 
Students who have completed a service assignment with 
an approved service agency up to one year prior to 
registration may apply within one year of registration to 
have this experience recognized at CMU. Students must 
write a reflective essay to demonstrate learning gained 
from their service assignment. A service assignment of 



 

 
 

146//  Academic Calendar 2324 

ten months duration may gain the student an exemption 
from the requirement to complete a six credit-hour 
practicum. For details, contact the Registrar. 
 

Prior Learning Assessment and 
Recognition 
Prior Learning Assessment and Recognition (PLAR) is a 
process by which adult learners identify, demonstrate, 
and gain recognition for knowledge and skills they have 
gained, often outside the classroom, but comparable to 
what students learn through specific courses at CMU. The 
Registrar’s Office administers the process, relying on 
faculty members to carry out assessments. The 
assessment may be based on one or more of the 
following: a portfolio, an examination, a demonstration, 
an interview, a presentation, or some other means to 
which both the student and the faculty member agree. 
For details, contact the Registrar. Students applying for 
credit through the PLAR process pay one-third of the 
tuition price normally assessed for that credit. Students 
seeking exemption from a requirement or advanced 
standing in a subject field pay $100 per exemption of 
three credit hours.     
  

Courses and Their Requirements 
Course Syllabi, Requirements, and 
Grading  
The specific requirements of a course, including due 
dates, and the value each item will have in the final grade 
shall be published by way of a finalized syllabus by the 
last date for course changes. Any changes made after this 
time must be negotiated with the class and made in 
consultation with the Registrar’s Office. If such changes 
are made, the instructor must immediately inform the 
students. All grading in the course shall then be done 
consistently with the agreed-upon course requirements. 
 
The instructor shall assign a letter grade (A+, A, B+, B, C+, 
C, D, or F) to every submitted assignment that contributes 
toward the final grade for a course before returning it to 
the student (unless the syllabus stipulates that the 
assignment is to be marked as pass/fail or credit/no 
credit). It shall be possible for the student to discern from 
the mark how it affects the final grade. 
 
All term work submitted on time shall be evaluated and 
returned with a grade to the student within a reasonably 
short period of time. At least 20% of the coursework 
assigned for a course must be graded and returned at 
least one week prior to the deadline for voluntary 
withdrawal (if submitted by the student by the relevant 
due dates). 
 
Instructors are encouraged to utilize multiple means of 
assessment—tests, examinations, research projects, 
reports, minor papers, book reviews, journals, field 

assignments, etc. Instructors may give students options 
as to how they will meet the course requirements. 
 

Extensions and Incompletes  
All academic course requirements must be completed at 
the times specified by the syllabus for the course, unless 
the student requests and receives an extension for an 
assignment(s) within the semester or an extension for the 
course beyond the end of the semester.  

 
Extensions within the semester: A student may request 
an extension for an assignment(s) within the semester 
from the instructor. A student should request the 
extension prior to the date the assignment is due. The 
instructor has discretion in granting extensions within the 
semester. Extensions for assignments cannot extend 
beyond December 15th for fall semester courses, April 15th 
for winter semester courses, and August 15th for 
spring/summer semester courses.  

 
Extensions beyond the end of semester: If a student 
requires an extension for course work past the closing 
date of the semester, the student must submit an appeal 
to the Academic Student Issues Committee by way of the 
Registrar’s Office. The last date to appeal is December 16th 
for fall semester courses, April 16th for winter semester 
courses, and August 16th for spring/summer semester 
courses.  

 
If the student’s appeal for an extension beyond the end 
of semester is granted, the Registrar’s Office, in 
consultation with the instructor and the student, will 
determine due dates for the remaining assignments. The 
maximum time allotted for extensions are: August 1, for 
courses ending in April; December 1, for courses ending 
in August; and April 1, for courses ending in December. 
Registrar’s Office will enter a grade of I (for incomplete) 
accompanied by a temporary grade, which is based on 
completed work, assuming a value of zero for 
uncompleted work. If the student completes the 
remaining work within the extension period, the grade 
will be recalculated and the incomplete status will be 
removed. If the student does not complete the work 
within the extension period, the incomplete status will be 
removed and the grade will remain as originally entered. 
  

Submission of Assignments  
The syllabus for each course will indicate the permitted 
forms for submission of written assignments. These may 
include but are not limited to: paper submission, 
submission via e-mail, submission through a learning 
management platform. It is the instructor’s responsibility 
to provide clear information within the course syllabus 
about acceptable forms of submission, the dates/times 
when assignments are due, and a process to confirm 
receipt of assignment (if applicable). It is the student’s 
responsibility to be aware of acceptable forms of 
assignment submission for each class and to be aware of 
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available facilities to submit assignments in the required 
format.  
 

Multiple Submissions of the Same Work  
Students may, on occasion, wish to prepare one piece of 
work (e.g., an essay) to fulfill requirements for two 
different courses. This can be an important way for 
students to bring different areas of study into dialogue or 
to study a topic relevant to two courses in greater depth. 
Students who have completed at least thirty credit hours 
of university-level courses may request such an 
arrangement. Such requests must conform to the 
following guidelines: 
•  The student will submit the request in a written 

proposal to the Academic Student Issues Committee 
by way of the Registrar. 

•   The student must receive consent from the instructors 
in both courses. 

•   The title page of the submission must indicate for 
which courses it is being submitted and what value it 
has been assigned in each of the two courses. 

•  Normally, the assigned value of the submission is no 
more than 30% in either course. 

•  The submission must reflect the amount of work 
approximately equivalent to what would be required 
to prepare the two assignments it replaces. 

•  When students make multiple submissions of the same 
work not governed by this policy, it will constitute 
academic misconduct. 

  

Attendance in Classes  
At CMU regards the educational process as a community 
endeavour. It is much more than an individual 
undertaking by individual students. Each student has the 
potential to contribute to the learning in a class, and each 
will benefit from contributions by other students. 
Moreover, it is in the classroom that instructors 
communicate the subject matter of their courses, 
demonstrate ways of interpreting information, and 
provide guidance for students to work through important 
issues.  Therefore, in order to maximize the potential of 
the educational process, it is important that each student 
attend classes regularly.   
 
From time to time a student may need to miss a class. The 
student is responsible to advise the instructor before the 
class occurs, but if that is not possible, the student should 
communicate with the instructor as soon as possible after 
the class. The student is responsible to consult with other 
students in the class about the missed content.  
 
A student who misses an excessive number of classes 
may be barred from further class attendance and from 
taking the examination in the course concerned. 
Normally six class hours (i.e., six fifty-minute periods, four 
seventy-five-minute periods, or two three-hour periods) 
would be an excessive number of classes. 

• The instructor has the option to define “an excessive 
number of classes” differently in the course syllabus, 
and the instructor may set consequences for failure to 
attend as the instructor deems appropriate to the 
course.  

• In all cases where the syllabus does not address 
attendance requirements, the instructor has the option 
to debar any student whose absences come to a total 
of six class hours in a semester.  

 
Debarment means the student may not continue 
attending classes, the instructor will not grade 
assignments submitted by the student, and the student 
may not write the final examination. Debarment may 
result in the student losing eligibility to play on athletic 
teams. 
 
When an instructor chooses to debar a student, the 
following steps will occur: 
• The instructor will send the student a note informing 

the student. The instructor will also send a copy of this 
note to the Registrar. The instructor must maintain a 
record of the student’s absences as documentation for 
the grounds of debarment. 

• If debarment occurs prior to the VW date, the student 
has the option to withdraw from the course. In order to 
withdraw from the course, the student must complete 
a course change form. Debarment from the course 
does not constitute official withdrawal. If the VW date 
has passed, the student will receive an “F” in the 
course.  

 
A student who receives notice of debarment from a class 
may appeal for reinstatement.  
• This process should begin with the student initiating a 

conversation with the instructor.  
• If that does not result in a satisfactory outcome, and if 

the student believes they have received unjust 
treatment, the student may immediately appeal to the 
Academic Student Issues Committee in writing. The 
written appeal should include any documentation 
pertinent to the absences. The appeal should be 
directed through the Registrar’s Office. 

 

Attendance in Individual Applied Music 
Studies 
Students who are unable to attend music lessons for valid 
reasons, such as illness, must make arrangements with 
the instructor concerned in order to reschedule such 
lessons at a time suitable to both the student and the 
instructor. A full year of individual applied music studies 
consists of twenty-four lessons. A student must attend a 
minimum of twenty lessons in order to receive credit. 
 

Examinations and Term Tests  
Between the last day of classes and the beginning of the 
examination period there is a reading period that is 
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reserved for studying. No tests or examinations may be 
scheduled during this time.  
Term tests may not be scheduled during the last five 
class-days of a semester. A term test may not count for 
more than 33% of the final grade. Term tests given during 
the last three weeks of classes may not collectively 
exceed 33% of the final grade. Normally, final 
examinations may not count for more than 50% of the 
final grade. 
 
Other forms of examinations should be considered 
before take-home examinations are given. Take-home 
examinations have a time limit of seventy-two hours. 
 
The weight of each question shall be clearly indicated on 
all tests and examinations. Also, the header of each test or 
examination shall include the course number and title 
and the name of the instructor. 
 
Normally instructors will design final examinations for 
completion within two hours, but in a few subject fields 
(e.g., accounting, mathematics) examinations will have a 
longer duration. Instructors shall indicate the duration of 
the final examination (normally not exceeding two hours) 
within the course syllabus.  An instructor has the 
freedom, at the time of the final examination, to offer 
extended time to all students in the class. Thus, for 
example, though the syllabus and the examination itself 
may indicate a duration of two hours, the instructor may 
choose to allow three hours for completion. 
  

Examination Rescheduling  
Final examinations must be written during the 
examination period, as scheduled. At the time of 
registration, the student must choose courses in such a 
way that there will be no direct conflicts in the 
examination schedule for the courses chosen. 
Occasionally a scheduling conflict may arise for CMU 
students between examinations for courses taken at CMU 
and those taken at either the University of Manitoba or 
The University of Winnipeg. In such circumstances, the 
student should contact the Registrar at least two weeks 
before the end of classes to request the rescheduling of 
an examination. If such a conflict occurs for a visiting 
student, that student should seek a resolution of the 
conflict at their home institution.  
 

In a few other situations a CMU student’s request for 
rescheduling an examination will be granted—e.g., 
serious illness (documented by a doctor’s note), accident, 
or a death in the family. Also, a student may request 
rescheduling if the examination timetable is such that 
within one day or within two consecutive days a student 
is scheduled to write (i) three examinations in three 
successive examination slots, or (ii) four examinations 
within five successive examination slots. The student 
should contact the Registrar at least two weeks before 
the end of classes to request rescheduling of an 
examination.  

If a CMU student wishes to request the rescheduling of an 
examination on other grounds, the student must make 
an appeal in writing to the Academic Student Issues 
Committee at least two weeks before the beginning of 
the examination period. Students should be aware that 
appeals for reasons of personal convenience or to enable 
vacation travel do not normally succeed. If the appeal is 
granted, the student must pay a special examination fee 
before writing the rescheduled examination(s). 
 
Attendance at Term Tests and Final Examinations 
Students are responsible to attend term tests and final 
examinations at their scheduled times. However, 
students do occasionally miss tests or examinations due 
to illness or some other unanticipated circumstance. A 
student who misses a term test must contact the course 
instructor, providing an explanation for the absence. The 
instructor has full discretion over rescheduling the test for 
the student. A student who misses a final examination 
due to illness, a death in the family, or some other 
emergency should contact the Registrar to arrange for 
another opportunity to write the examination. The 
student should be prepared to present documentation 
regarding the circumstances preventing attendance. A 
student who misses a final examination for any other 
reason may submit an appeal to the Registrar’s Office. 
The Registrar will adjudicate the appeal in consultation 
with the course instructor. If the appeal is granted, the 
student will pay the examination rescheduling fee before 
writing the examination. 
 

Thesis Writing Procedures 
Students enrolled in either CMU’s four-year BTS Honours 
or its four-year Interdisciplinary Honours programs 
complete theses courses (six credit hours) as part of those 
programs’ requirements. Students in other fields of study, 
completing a four your major, also have the option of 
applying for a thesis course. Completion of a thesis 
course may enhance their prospects for admission to a 
graduate school, especially in cases where the school 
prefers applicants from honours programs.  
 
Thesis work requires faculty advising, and the viability of 
any proposal will depend on having a faculty member 
with the expertise, interest, and time to advise the 
project. Students thinking about doing a thesis should 
test their idea in conversation with the faculty member(s) 
with whom they would like to work. This conversation 
should happen at the latest early in the semester prior to 
the planned work. 
 
Eligibility Requirements 
• Minimum cumulative GPA of 3.5 
• Minimum GPA of 3.8 in courses taken in the major 
• Minimum of 75 credit hours of course work 

completed 
 

The dates outlined in the procedure pertain to students 
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intending to graduate in April. In the case where a 
November graduation is desirable, the due dates are 
outlined in the table at the end of this document.  
 
Proposal 
The student will provide an initial proposal that includes 
the following: 
• a provisional title for the thesis course 
• a description of the proposed thesis (700 words) 
• a rationale for how the proposed thesis fits into the 

student’s program and learning objectives (300 
words) 

• a name of a faculty who is willing to be the advisor 
of the thesis 

• A statement regarding whether application to the 
Research Ethics Board is required  

• A preliminary bibliography of 1-2 pages.  
 
The student will then submit this information together 
with a completed Thesis Course Request Form to the 
Program Chair. This Form can be obtained from the 
Registrar’s Office or from the Program Chair. 
 
Thesis Writing 
The first step in thesis writing is to work with the advisor 
in reviewing the initial proposal and clarifying the focus 
of the work. This should include further attention to the 
central argument or thesis statement, an account of 
prevailing scholarship including views and methods, an 
outline of the whole project, and a bibliography. This 
work may contribute substantially to the introduction 
and/or first chapter of the thesis. 
 
The Thesis is an extended essay, approximately 12,000 to 
15,000 words in length, although the word-count may 
vary depending on the discipline or the nature of the 
project. The word-length includes the footnotes and 
bibliography. After the title page, the thesis must include 
a page naming the thesis advisor and second reader (see 
appendix). This should be followed by a 300- to 400-word 
abstract and then a page outlining the table of contents.  
 
The student must submit an electronic copy of the 
completed thesis by the date specified in the below table. 
The thesis advisor has the right to ask for two printed 
copies in addition to an electronic copy. At this time, the 
advisor will secure a date and location for the oral 
presentation.  
 
The advisor and second reader will take a week to 
evaluate the thesis to determine its readiness for oral 
presentation. They may agree to proceed with it as 
submitted, or they may require corrections and revisions.  
The oral presentation must take place no later than the 
final Reading Day prior to the beginning of the exam 
period. The advisor is responsible for publicising the 
thesis presentation.  
 

The Presentation and Concluding Process 
The oral presentation is seventy-five minutes in length, 
chaired by the thesis advisor and open to the public. The 
student gives a ten to fifteen minute introduction to the 
thesis, describes the argument and presents conclusions. 
The student supplies an abstract of one or two pages, 
single-spaced, for those attending the presentation. The 
readers have opportunity to ask questions regarding any 
aspect of the thesis. Finally, the public has the 
opportunity to ask questions, or offer comments.  
 
After the conclusion of the presentation, the advisor, in 
consultation with the reader, informs the student 
regarding the status of the thesis. If no corrections are 
required, the student submits a copy of the thesis in pdf 
format, along with the signed non-exclusive license, to 
the advisor who then submits the thesis to the library 
director to be archived. If minor corrections are required, 
the student must complete them within a week following 
the oral presentation. If major corrections are required, 
the thesis advisor may direct the student to apply for an 
extension of the thesis course. Once all corrections are 
completed, the student submits a copy of the thesis in 
pdf format, along with the signed non-exclusive license. It 
is the responsibility of the advisor and second reader to 
ensure all corrections are complete and that the final 
version of the thesis to be archived is properly formatted 
and overall in excellent order. The advisor, in consultation 
with the second reader, assigns a letter grade for the 
thesis. 
 

 April 
Defense 
Date 

October 
Defense 
Date 

December 
Defense 
Date 

Proposal 
Due Date 

May 30 October 
30  

March 30 

Thesis 
Writing 

September 
to March 

January to 
August 

May to 
November 

Final Thesis 
Draft Due 
Date 

March 10  August 31 November 
10 

Thesis Oral 
Defense 
Date 

Prior to 
April exam 
period 

Prior to 
September 
30 

Prior to 
December 
exam 
period 

Thesis 
Corrections 
Due Date 

One week 
after 
defense 

One week 
after 
defense 

One week 
after 
defense 

Thesis 
Grade Due 
Date 

Last day of 
winter 
semester 

October 
20  

Last day of 
fall 
semester 

 

Grades and Grading 
Grades  
To receive credit for a course, students must obtain one 
of the following passing grades—A+, A, A-, B+, B, B-, C+, 
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C, C-, D or P. An F is a failing grade. Registrar’s Office will 
make final grades available through the students’ portals. 
  

Grade Points and Scale 
 

Letter 
Grade 

Percentage Grade 
Points 

Descriptor Definition 

A+ 90-100 4.5 Exceptional 
Exceeds 

expectations    A 85-89 4.25 Excellent 

   A- 80-84 4.0 Great 

B+ 77-79 3.5 Very Good Clearly 
meets 

expectations 
   B 73-76 3.25 Good 

   B- 70-72 3.0 Proficient 

C+ 67-69 2.5 Satisfactory 
Adequately 

meets 
expectations 

   C 63-66 2.25 Acceptable 

   C- 60-62 2.0 Adequate 

   D 50-59 1 Marginal 

Below 
expectations 

but 
minimally 

acceptable 

   F 0-49 0 Failure 
Inadequate 

Does not 
meet 

minimal 
expectations 

 
Grade Point Averages  
Grade point averages are calculated as follows: For each 
course a student has completed, its value in credit hours 
is multiplied by the grade points corresponding to the 
grade the student has earned for that course. The 
product is the number of weighted grade points the 
student receives for that course. The sum of the weighted 
grade points received in all courses completed is then 
divided by the total number of hours of credit taken. The 
result is the student’s cumulative grade point average. 
 

Grade Vetting  
CMU is committed to building a culture of fair and 
consistent grading. This is important for the integrity of 
the university, for its reputation among other universities, 
for the integrity of students’ transcripts, and for the 
recognition of these transcripts at other universities. 

Over the course of a semester, instructors will provide 
grades to students for each assignment submitted, and at 
its end instructors will provide a cumulative grade. Those 
grades are provisional until the completion of a vetting 
process. Thereafter the Registrar’s Office will publish final 
vetted grades through the transcript function in the 
student portal. Normally vetted grades will be published 
by January 15th for courses ending in December, by May 
15th for courses ending in April, and by September 20th for 
courses ending in August.  

For various reasons, grades vary from one class to 
another (e.g., large introductory courses will vary from 
small upper-level courses). However, if significant 
anomalies appear in grades for a particular course, an 
adjustment of grades in that course may be required. The 
vetting process includes consultation with the instructor. 
Factors such as the following are considered: 

•   the class GPA in comparison to the average GPA of all 
classes for the semester 

•  the class GPA in comparison to previous years for the 
same course 

•  the class GPA in comparison to the GPA in other classes 
within the same subject area 

•  the average grades of individual students in the class in 
comparison to the individual students’ GPAs for other 
courses 

Transcripts  
The academic transcript is an official university 
document, signed and sealed by the Registrar. It lists all 
courses for which a student has registered, final grades 
that have been assigned, credit hour values, and the 
cumulative grade point average. Students may order 
official transcripts by completing a form available on 
CMU’s website and upon payment of the transcript fee. 
 

Academic Performance 
Academic Standing 
The purpose of CMU’s policy on academic standing is to 
promote strong academic achievement among students 
and to provide structure and support for students with 
academic difficulties.  
 
There are four levels of academic standing at CMU: 
Satisfactory Standing, Academic Alert, Conditional 
Continuance, and Academic Suspension.  An applicant 
may receive admission to CMU either in Satisfactory 
Standing or on Conditional Continuance.  An applicant’s 
academic standing at admission is determined by the 
applicant’s level of academic performance in high school 
or in previous work at other post-secondary institutions.  
 
At the end of each semester, the Registrar’s Office will 
review the performance of all students who have 
attempted nine credit hours or more to reassess their 
academic standing.  Assessments will be completed by 
the middle of January for performance during fall 
semester, by the end of May for performance during 
winter semester, and by the middle of September for 
performance during spring/summer semester. 
 
After performance assessments are completed, the 
Registrar’s Office will notify those students who do not 
achieve Satisfactory Standing.  Academic transcripts will 
indicate a student’s standing if it is Conditional 
Continuance or Academic Suspension.   
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The four levels of Academic Standing are defined as 
follows:  
(i) Satisfactory Standing—The student achieves a 

sessional grade point average (GPA) of at least 2.5, or 
the student achieves a sessional grade point average 
of 2.0 and a course completion rate of at least 50%.  
The course completion rate is calculated by dividing 
the number of courses a student has completed by 
the total number of courses in the student’s 
registration for the pertinent academic period.  A 
course is complete if a final grade has been assigned.  
A course is incomplete if the student withdraws or if a 
student successfully appeals for an incomplete 
standing in the course.   

(ii) Academic Alert—The student has not satisfied the 
criteria for Satisfactory Standing but the student’s 
sessional GPA is above 1.4.  The student’s standing 
will be reassessed after the student has attempted a 
minimum of nine additional credit hours.  

(iii) Conditional Continuance—The student has been 
admitted on Conditional Continuance, or the 
student’s sessional achievement is below the 
standards set for Academic Alert, or the student has 
completed nine credit hours while on Academic Alert 
but has not achieved the minimum standards to 
return to Satisfactory Standing, or the student has 
been found guilty of academic misconduct.  The 
student’s standing will be reassessed after the 
student has attempted a minimum of eighteen 
additional credit hours. 

(iv) Academic Suspension—This standing will apply to 
two categories of student: (a) The student has 
attempted eighteen credit hours or more while on 
Conditional Continuance but has not met the 
minimum academic standards to return to 
Satisfactory Standing, or (b) the student has earned a 
sessional GPA of less than 1.0 in any particular 
semester and has shown a low level of academic 
engagement (e.g., missing classes, failing to submit 
assignments, etc.).   

 
A student with the standing Academic Alert will meet 
with the Coordinator of Advising to discuss strategies to 
improve academic performance during the following 
semester.  To achieve Satisfactory Standing, the student 
must earn a minimum sessional GPA of 2.0 over a 
minimum of nine credit hours with a course completion 
rate of at least 50%.  If the student does not achieve this 
standard, the student may continue, but the student’s 
standing will be Conditional Continuance. 
 
A student on Conditional Continuance will fulfill the 
following four requirements: 
(i) The student will meet with the Registrar before 

registering for the following semester.  The Registrar 
will appoint a faculty advisor for the student and 
advise the student regarding an appropriate course 
load. 

(ii) The student will attend all classes. 

(iii) The student will prepare a master schedule of tests, 
examinations, and assignment due dates for 
submission to the faculty advisor by the end of the 
third week of classes. 

(iv) The student will develop an academic covenant in 
consultation with the faculty advisor.  An academic 
covenant is (i) a personalized strategy, based on a 
careful assessment of factors contributing to the 
student’s academic difficulties, (ii) a commitment by 
the student to work according to that strategy, and 
(iii) signed by both the student and the faculty 
advisor. A key element of the academic covenant will 
be an arrangement for regular meetings between the 
student and the faculty advisor, the focus and nature 
of which will be determined by the strategy.  The 
student will provide copies of the covenant to the 
Registrar, to the faculty advisor, and retain one for 
herself/himself.  

 
Students on Conditional Continuance may lose their 
eligibility to play on CMU’s inter-varsity athletic teams or 
to participate at some levels in student governance.  
Students on Conditional Continuance who miss classes 
without adequate explanation, submit assignments late, 
or violate the covenant in any way (e.g., missing meetings 
with the faculty advisor) may be subject to disciplinary 
action.  Disciplinary action could include deregistration 
from CMU.  Such action will be the responsibility of the 
Registrar’s Office. 
 
A student will move from Conditional Continuance to 
Satisfactory Standing when, over the course of a 
minimum of eighteen credit hours, the student earns a 
GPA of 2.0 with a course completion rate of at least 50%, 
or a minimum GPA of 2.5.  If the student does not achieve 
these standards, the student will normally be placed on 
Academic Suspension.  When a student returns to 
Satisfactory Standing, the Registrar will provide a 
memorandum of commendation, informing the student 
of this change in standing.   
 
A student with the standing Academic Suspension may 
appeal to the Academic Student Issues Committee for re-
admission to CMU.  If the student has attempted more 
than thirty credit hours at CMU, the student must accept 
suspension for a period of one full year before submitting 
such an appeal.  A student who has attempted less than 
thirty credit hours may make an immediate appeal.  
During the period of Academic Suspension, the student 
should develop a strategy to address the factors that 
contributed to poor academic performance.  This could 
include registering for courses to improve study skills, 
writing skills, English language skills, etc.  Readmitted 
students will return under the terms of Conditional 
Continuance.   
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Dean’s Honour Roll 
CMU has established a Dean’s Honour Roll in order to 
recognize academic excellence among undergraduate 
students. At the end of each academic year, all full-time 
students who have achieved a grade point average of 3.5 
or higher over the course of the academic year are placed 
on the Dean’s Honour Roll. 
 

The President’s Medal–for Scholarship, 
Leadership, and Service 
The purpose of this award is to recognize and celebrate 
students graduating with a baccalaureate degree who 
best represent the ideals of the mission and vision of 
CMU.  The award is shaped by CMU’s mission to “inspire 
and equip for lives of service, leadership, and 
reconciliation in church and society,” and will focus 
especially on those students whose academic 
achievement is matched by their growth as well as 
potential in the practical application of their education. 
Recipients must have achieved a minimum GPA of 4.0 by 
January of the pertinent year, completed at least 60 credit 
hours at CMU, and demonstrated leadership and service 
within their community. CMU awards two medals each 
academic year. 
 

Students with Disability  
CMU strives to provide a fair and supportive learning 
environment for academically qualified students with 
disabilities. The term "disability" refers to both mental 
and physical conditions which are permanent, ongoing, 
episodic, or of some persistence, and cause a significant 
limitation for the person in carrying out some of life's 
major activities. 
 
CMU's Application for Admission form invites applicants 
to identify any physical or learning disabilities. It is the 
applicant's responsibility to make an adequate disclosure 
to enable CMU to assess its capability to respond to that 
applicant's disabilities. 
 
When an applicant discloses a disability, the Admissions 
Counsellor will ask the applicant to provide detailed 
information by filling out the form entitled Self-
Identification for Students with Disabilities. The applicant 
should normally complete and submit the form at least 
one month before classes begin. 
 
At least a month before classes begin, applicants with 
disabilities should seek an interview with either or both 
the Coordinator of Accessibility Programs and the 
Registrar to work toward an understanding regarding 
responsibilities each of CMU and the prospective student 
will assume to appropriately structure the CMU 
experience for the prospective student.  
 
The prospective student will normally provide current 
medical documentation regarding the nature of their 

disabilities from an appropriately licensed professional. 
As much as possible, the student should also provide 
documentation that clearly identifies accommodations 
needed to enable the prospective student to work or live 
comfortably on campus at CMU and academic 
accommodations that would assist the prospective 
student in their efforts to learn and demonstrate mastery 
of course content. 
 
The Academic Student Issues Committee, which includes 
the Coordinator of Accessibility Programs for this agenda, 
has authority to approve academic accommodations and 
responsibility to serve as a consultative body for the 
Registrar and the Coordinator of Accessibility Programs in 
their administration of academic accommodations.  
 
In all cases where accommodations have implications for 
the delivery of courses, for tests, or for examinations, the 
Registrar will communicate them to the student’s 
instructors by way of a memorandum copied to the 
student. During the first week of classes, the student 
should seek an interview with each of their instructors to 
ensure that arrangements are in place in accordance with 
the Registrar’s memorandum. 
 

Academic Integrity  
PURPOSE 
CMU has a responsibility to set standards of student 
conduct that promote and maintain an environment in 
which academic integrity is understood and valued, and 
serves as the basis for student learning. The objective of 
this policy is to encourage appropriate student conduct 
and, when necessary, to identify and regulate student 
academic misconduct (“AM”) that infringes on the culture 
of academic integrity upon which the University is built. 
The policy seeks to ensure fair and consistent process for 
students.  
 
FOUNDATIONS 
It is the role of faculty members to design assignments 
that enable students to develop capacities that will help 
them to flourish in their various roles in life. Assignments 
are process-oriented: it is by going through the exercise 
of completing such assignments, rather than the 
completed product per se, that students develop such 
competencies. Thus, when students plagiarize or cheat, 
they are taking a shortcut and avoiding the learning 
opportunities that form the very purpose of university 
education. Furthermore, CMU instructors assume that 
when students hand in an assignment they are claiming 
that the assignment represents their own work. Thus, 
when students submit work that is not their own, they 
deceive the instructor and break down trust between 
themselves and their instructor. Academic misconduct 
can thus seriously undermine the relational context in 
which learning best takes place. 
Underlying this policy is the intention that all student 
encounters with AM processes have as their goal the 
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pedagogical benefit of the student, and their restoration 
as trusted and valued members of the student 
community, with the recognition that, in some cases, this 
will entail consequences that students may experience as 
punitive, including course failure and even suspension. 
For this and other reasons, this policy has instructors play 
an active role in AM procedures, not only because of their 
intimate knowledge of cases and their relevant scholarly 
contexts, but also because their existing relationship with 
students makes it less likely that the student will 
experience the process as arbitrarily punitive and unfair. 
Instructor involvement means that the student is more 
likely to gain pedagogical benefit from the process. 
 
TYPES OF ACADEMIC MISCONDUCT 
- Academic misconduct includes all of the following: 
- Plagiarism 
- Cheating 
- Inappropriate research and writing practices 
- Impersonation 
- Forging, falsifying, or modifying an academic record 
- Encouraging or assisting academic misconduct 
 
Plagiarism is presenting language or an idea from a 
source of any kind as if it were one’s own, that is, without 
explicitly and clearly citing and documenting the source. 
The following are examples of plagiarism: 
- Copying an essay in its entirety from a single source, 

or copying sections from several sources and 
connecting them together with a few sentences of 
one’s own, and submitting the product as one’s own 
work. 

- Having another person complete an assignment in 
whole or in part. This is often referred to as “contract 
cheating.” 

- The use of AI tools to generate or paraphrase text 
when those tools are not permitted by instructor; or, 
if their use is permitted by the instructor, when that 
text is presented as the student’s own work without 
acknowledging the AI tool through a reference and 
documentation. 

- Copying a phrase, a sentence, or a paragraph from a 
source into a written submission without 
acknowledging the source by providing a reference 
and documentation. 

- Presenting a paraphrase or summary of material 
from a source in one’s paper without acknowledging 
the source through a reference and documentation. 

- Quoting a phrase, sentence, or paragraph from a 
source without enclosing it in quotation marks or 
setting it off as a block quotation, even if one is 
acknowledging the source through a reference and 
documentation. 

 
As the foregoing examples may suggest, a student may 
plagiarize intentionally or unintentionally. Sometimes 
students, due to a lack of understanding or due to 
negligence, submit assignments in which they have used 

sources inappropriately or have failed to adequately 
acknowledge them.  
 
Cheating is dishonest or attempted dishonest conduct 
during examinations or tests or in the completion of any 
other requirement for a course, whether this conduct is to 
benefit oneself or to benefit another student. Cheating 
includes the following actions, but it could take many 
other forms: 
- Copying from another student’s test/examination in 

the test/examination room, or making one’s 
test/examination visible to another student to copy. 

- Communicating with another student during a test 
or examination. 

- Bringing unauthorized material into the test or 
examination room, whether on paper, in electronic 
form, or in any other medium.  

- Copying from another student’s assignment, lab 
report, problem solutions, etc., and submitting it as 
one’s own work, or making one’s own work available 
for another student to use.  

- Submitting the same work for more than one course 
without gaining permission in advance to do so. 

- Acquiring a copy of a test or an examination in 
advance of the scheduled time for the test or 
examination.  

 
Inappropriate research and writing practices involve 
intentionally misrepresenting or falsifying research 
results. Examples include:  
- Fabricating or falsifying research data. 
- Manipulating the design of one’s research to ensure 

desired outcomes.  
- Using another’s research data without permission or 

attribution. 
- Making references either to non-existent resources 

or to resources unconnected to the material being 
cited, to give the false appearance of good 
scholarship. 

 
Impersonation means to present oneself as someone 
else. To impersonate someone or to arrange for someone 
to impersonate oneself are acts of misconduct, whether 
in-person in a classroom or examination room setting, or 
virtually through an electronic medium. 
 
Forging or modifying academic documents such as 
tests, examinations, letters of admission, 
recommendation, permission, academic transcripts, or 
any other formal academic document of the university 
are acts of misconduct. Similarly, submitting false or 
incomplete information by way of a university form is 
academic misconduct. 
 
Encouraging or assisting another person to do any of 
the above is itself academic misconduct. Examples 
include:  
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- Providing an essay, lab report, or other assignment 
in whole or in part for another student to submit as 
their own.  

- Providing answers to another student during an 
exam. 

- Providing exam questions to a student who will be 
writing the same exam at a later time. 

- Uploading CMU essays, lab reports, or other 
assignments to essay vendor or trader sites, i.e., 
filesharing sites that are known providers of 
academic material for use by others who submit 
them to instructors as their own work. 

 
BASIC COMPONENTS OF ACADEMIC MISCONDUCT 
CASES 
Every case involves a decision about whether AM has 
occurred, and, if so, what the appropriate consequences 
are.  
1. Decision: This decision is to be made by 

adjudicating the evidence gathered and arguments 
made by the instructor and the student, according to 
a balance of probabilities (i.e., whether AM is more 
likely than not to have occurred) 

2. Consequences: Appropriate consequences depend 
on context and follow certain patterns. Further 
guidance is given below, under the heading 
“Consequences.” 

 
Major Cases 
While every instance of AM is of some import, some cases 
are more serious and thus considered to be “major,” 
either because of the context or the nature of the AM 
involved. Typically, in major cases of AM, a meeting with 
the ASIC Subcommittee will be mandatory. 
Major cases may include, but are not limited to: 
- Significant plagiarism in a work of substantial value. 
- Cheating on term test or final exam. 
- Contract cheating. 
- Impersonation. 
- Prior instance(s) of AM. 
- AM in the last 30 credit hours of a student’s program. 
- AM at the graduate level. 
- Forging, falsifying, or modifying an academic record. 
 
PROCEDURE I: ASSESSMENTS 
There are two processes to decide AM cases and assess 
consequences: Instructor Assessment and ASIC 
Subcommittee Assessment. There are two further 
disciplinary processes related to AM that do not involve a 
decision about whether AM has occurred. Those are 
treated below, under the heading “Procedure II: 
Academic Suspension and Appeals to the VPA.” 
 
When AM issues arise, it is always preferable for the 
instructor to make first contact with the student about 
the issue, if possible. Thus, all AM procedures begin with 
the instructor gathering evidence, consulting with 
ASIC, and meeting with the student, though the aims of 
that meeting differ depending on the context. 

1. Gather Evidence: when there is reason to suspect 
AM, the instructor begins to gather evidence. If there 
is enough evidence, the instructor proceeds to a 
consultation with ASIC. 

2. Consult with ASIC: The instructor consults with the 
ASIC Co-Chair (AM) to review the situation, confirm 
that there is reason to suspect AM, and receive 
guidance about how the case might be best 
approached. The case is then diverted either to 
Instructor Assessment, or ASIC Subcommittee 
Assessment. 

 
Instructor Assessment 
1. Meeting with Student: After gathering sufficient 

evidence, and consulting with the ASIC Co-Chair 
(AM), the instructor meets with the student to 
discuss concerns regarding AM (but not accuse, per 
se). In some cases, an instructor may request the 
support of ASIC in meeting with the student. The 
meeting should take place as soon as reasonably 
possible, ideally before subsequent assignments are 
submitted. The instructor will make all reasonable 
effort to contact the student. If the student does not 
respond or refuses to engage, a decision will be 
made in the student’s absence. 
1.1. Meeting Goals 

1.1.1. To gather evidence and better 
understand the situation. The purpose 
of the meeting is to gather and share 
information about the suspected AM. 
The instructor will note their suspicions, 
share what evidence they have, and ask 
the student for an account of the matter. 
The student will have an opportunity to 
share any evidence or material they feel 
is relevant. If the student has additional 
evidence, they must submit it within 24 
hours of the meeting. 

1.1.2. To decide whether AM has occurred. 
The instructor will determine whether 
AM has occurred based on information 
gathered and according to a balance of 
probabilities. The instructor may 
communicate the decision to the student 
in the meeting. In cases where it is not 
completely clear that AM has occurred, 
the instructor may postpone a decision 
to allow for additional consideration or 
further consultation with ASIC.  

1.1.3. To determine next steps.  
1.1.3.1. If AM has not occurred, proceed to 

step 2. Report to ASIC. 
1.1.3.2. If AM has occurred, the instructor 

will determine consequences 
according to the guidelines 
indicated in this policy. Then 
proceed to 2. Report to ASIC. 
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2. Report to ASIC. Regardless of the outcome, the 
instructor should notify both the ASIC Co-Chair (AM) 
and the student in writing (via email), including the 
following information: 
2.1. A brief precis of the nature of the AM, 

including the type(s) of misconduct and a brief 
description. 

2.2. The consequences determined. 
2.3. Or, where applicable, a brief account of why 

the case did not constitute AM. 
3. Appeals. If a student believes they have been 

inappropriately sanctioned for AM by their 
instructor, that student has the right to appeal 
within fifteen days after receiving notice of the 
sanction. The appeal will be directed to an ASIC 
Subcommittee. 
3.1. Grounds for Appeal 

3.1.1. Where there is reason to think the 
instructor’s decision was incorrect and 
AM has not, in fact, occurred. 

3.1.2. Where process as outlined in this policy 
was not followed, to the detriment of the 
student. 

3.1.3. Where consequences were 
disproportionate, or otherwise out of line 
with policy and past practice. 

3.2. Appeals Process 
3.2.1. Intent to Appeal. Students will notify 

ASIC Co-Chairs (Registrar and AM) of 
their intent to appeal within 15 days of 
the instructor’s decision report. This 
notice of intent should include a 
rationale for the appeal. 

3.2.2. Notice of Intent Review. The ASIC Co-
Chair (AM) will determine, on the basis of 
the Notice of Intent to Appeal and in 
consultation with the ASIC Co-Chair 
(Registrar), whether or not to hear the 
appeal. An ASIC Subcommittee will hold 
an appeal hearing if it seems on the face 
of it that there are grounds for appeal. 

3.2.2.1. If the ASIC Co-Chair (AM) 
determines that there do not 
appear to be grounds for appeal, 
the ASIC Co-Chair (AM) proceeds 
to step 4. Report, under heading 
“ASIC Subcommittee Assessment,” 
and notifies the student and 
Instructor. 

3.2.2.2. If the ASIC Co-Chair (AM) 
determines that there appear to 
be grounds for appeal, the process 
proceeds to step 2. ASIC 
Subcommittee Meeting, under 
heading “ASIC Subcommittee 
Assessment,” bypassing 1. Initial 
Instructor Meeting with 
Student. 

ASIC Subcommittee Assessment 
1. Initial Instructor Meeting with Student. After 

gathering sufficient evidence, and consulting with 
the ASIC Co-Chair (AM) to determine there is a 
possible case of major AM, the instructor meets with 
the student. The purpose of the meeting is to share 
and gather information about the suspected AM. 
The instructor will note their suspicions, share what 
evidence they have, and ask the student for an 
account of the matter. The instructor will tell the 
student it is a suspected case of major AM and that 
the case will be reviewed by ASIC. The student will 
have an opportunity to share any evidence or 
material they feel is relevant. If the student does not 
respond or refuses to engage, the matter will 
proceed to the ASIC Subcommittee Meeting. 

2. ASIC Subcommittee Meeting 
2.1. Meeting Participants 

2.1.1. ASIC Subcommittee: ASIC Co-Chair (AM) 
plus one faculty representative, on a 
rotating basis. 

2.1.2. The instructor (or representative). If the 
instructor is unable to attend, they 
should submit in writing (e.g., by email) 
at least a brief statement of their 
argument why AM has occurred for the 
ASIC Subcommittee to weigh against the 
student’s claims. 

2.1.3. The student. The student may invite a 
support person to the meeting, whom 
the student may consult, and who may 
ask questions of clarification, but will 
otherwise not normally speak on behalf 
of the student. ASIC will make all 
reasonable effort to contact the student. 
If the student does not respond or 
refuses to engage, a decision will be 
made in the student’s absence. 

2.2. Meeting Preparation 
2.2.1. Relevant files for discussion will be 

circulated to all participants of the 
meeting one business day in advance. 
This will include the nature of the 
accusation, accompanied by all evidence, 
with time for all to review. If the student 
has additional evidence, they must 
submit it to the ASIC Co-Chair (AM) two 
business days in advance of the meeting. 

2.3. Meeting Goals 
2.3.1. To hear and evaluate evidence. All 

participants will have the opportunity to 
present and respond to evidence and ask 
questions. 

2.3.2. To decide whether AM has occurred. 
The ASIC Subcommittee will determine 
whether AM has occurred based on 
information gathered and according to a 
balance of probabilities. The meeting will 
typically involve a time in which the 
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student and instructor are excused for 
the Subcommittee to confer about the 
case, but the Subcommittee will 
normally make a decision before the 
conclusion of the meeting, while the 
student is still present. Occasionally the 
Subcommittee may delay the decision to 
gather more evidence or consult more 
broadly before making a decision. In 
such cases, the Subcommittee will 
reconvene the meeting to give the 
student a chance to respond to any 
additional evidence. In cases where there 
is disagreement between the two 
members of the ASIC Subcommittee, the 
question will be referred to the larger 
ASIC. 

2.3.3. To determine next steps. 
2.3.3.1. If AM has not occurred, proceed to 

step 4. Report. 
2.3.3.2. If major AM has occurred, the ASIC 

Subcommittee determines 
consequences according to 
guidelines indicated in this policy. 
If the ASIC Subcommittee 
determines consequences of an F 
in the course or greater, the 
process proceeds to 3. Decision 
Review. Otherwise, it proceeds to 
4. Report. 

2.3.3.3. In cases of appeal, the ASIC 
Subcommittee determines 
whether the instructor’s 
consequences are appropriate. 
The committee may choose to 
uphold the decision of the 
instructor or may determine 
different consequences. The 
decision of the Subcommittee is 
final. The process proceeds to 4. 
Report. 

3. Decision Review 
3.1. In cases where the Subcommittee determines 

consequences of an F in the course or greater, 
the decision and its consequences must be 
ratified by the rest of ASIC. This ensures a) that 
the decision and consequences assessed by 
the Subcommittee are consistent with past 
practice; and b) that any additional matters not 
satisfactorily addressed by the Subcommittee 
meeting are considered (e.g., to discuss 
whether an additional course penalty or 
suspension is warranted). 

4. Report. Regardless of the outcome, the ASIC Co-
Chair (AM) will notify both the student and the 
instructor in writing (via email), including the 
following information: 

4.1. A brief precis of the nature of the AM, 
including the type(s) of misconduct and a brief 
description. 

4.2. The consequences determined and 
contributing factors. 

4.3. Or, where applicable, a brief account of why 
the case did not constitute AM. 

5. Appeals. See below, Appeals to the VPA. 
 
CONSEQUENCES  
The maximum penalty an instructor may assess is a 0 in 
an assignment. Consequences as severe as a course 
failure should only arise in major cases and should thus 
be processed by ASIC. When discussing the range of 
possible consequences, faculty may look for direction 
from their consultation with ASIC. 
Factors in Determining Consequences: 
a) The severity and the extent of the misconduct. 
b) The nature and weight of the assignment. 
c) Whether the student has committed a previous 

offence. 
d) Whether there is evidence of honest 

misunderstanding of expectations, or of an intent to 
deceive. 

e) Whether the student indicates a willingness to admit 
errors and learn. 

f) The year in which the student is enrolled and level of 
studies (i.e., bachelor’s or master’s). 

g) The experience a student has with Canadian 
academic expectations. 

h) The pedagogical needs of the student. 
i) Past precedent. 
 
Consequences in Cases Assessed by Instructors 
The hope in Instructor meetings is that a case reaches a 
resolution in which the student and the instructor (as well 
as any other relevant parties) mutually and voluntarily 
agree upon a path toward repairing any harms and 
achieving the relevant pedagogical goals. Occasionally 
such resolutions are not forthcoming, and instructors will 
have to assess consequences unilaterally. 
Typical consequences assessed by the instructor may 
include: 
a) A warning. 
b) A requirement to correct and resubmit an 

assignment (e.g., by fixing citations, other issues). 
c) A requirement to rewrite an assignment. 
d) A reduced or a failing grade for the assignment. 
 
Consequences in Major Cases Handled by ASIC 
Subcommittee 
The hope in ASIC Subcommittee meetings is still that the 
case resolves with the student better oriented toward 
achieving the relevant pedagogical goals. Given the 
normal context of ASIC Subcommittee meetings, 
however, this is less likely to be achieved than in cases 
assessed by instructors.  
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Typical consequences in major cases assessed by ASIC 
Subcommittee may include, in addition to or in place of 
above: 
a) A failing grade for the course. The student will not 

have the option of withdrawing from the course to 
avoid an ‘F’ on the transcript. 

b) Remedial work and/or additional course work. 
c) Conditional continuance status. In all cases of major 

AM, the student will be placed on Conditional 
Continuance. 

d) Mandatory academic tutoring. 
e) Academic Misconduct in a course taken within the 

last thirty credit hours of a student's program will 
normally result in a failing grade for the course and 
in postponement of graduation to provide time for 
the student to re-establish integrity. Normally, the 
student will have an opportunity to re-establish 
academic integrity and graduate by completing one 
course to replace the course that was failed, plus at 
least one additional course. 

 
PROCEDURE II: ACADEMIC SUSPENSION AND 
APPEALS TO THE VPA 
There are two further disciplinary processes related to AM 
that do not involve a decision about whether AM has 
occurred: Academic Suspension and Appeals to the VPA. 
 
Academic Suspension 
When a student commits multiple cases of AM and seems 
unwilling or unable to learn from their mistakes, they 
have significantly disengaged from the learning process. 
ASIC may decide that such students should be 
considered for a one-year suspension. In such cases, an 
additional meeting shall be held to review the matter. 
1. Meeting Personnel 

1.1. ASIC, or a representation thereof, normally 
including at least both ASIC Co-Chairs 
(Registrar and AM), one representative of 
Student Life, and two faculty representatives. 

1.2. The student. The student may invite a support 
person to the meeting, whom the student may 
consult, and who may ask questions of 
clarification, but will otherwise not normally 
speak on behalf of the student. ASIC will make 
all reasonable effort to contact the student. If 
the student does not respond or refuses to 
engage, a decision will be made in the 
student’s absence. 

1.3. The meeting will be chaired by the ASIC Co-
Chair (Registrar). 

2. Meeting Preparation 
2.1. All members of the meeting should have 

copies of all relevant files for discussion 
circulated at least 24 hours in advance. In 
suspension hearings this will normally be 
comprised of past communications regarding 
previous instances of AM. 
 
 

3. Meeting Goals 
3.1. To determine whether the level and number of 

AM cases and the likelihood of committing 
future AM warrant suspension. 

3.2. The meeting will typically involve a time in 
which the student is excused for ASIC to confer 
about the case, but ASIC will normally make a 
decision before the conclusion of the meeting, 
while the student is still present.  

3.3. ASIC will seek to make the decision to suspend 
by consensus, but if consensus cannot be 
reached a decision can be made with one 
dissenting vote. 

4. Report 
4.1. Where a suspension has been assessed, the 

ASIC Co-Chair (Registrar) will notify the student 
in writing, including a brief account of the 
reasons for suspension. 

5. Suspension 
5.1. Academic suspension from the university lasts 

a minimum of one full academic year. If a 
student is suspended on account of academic 
misconduct, the student’s academic transcript 
will indicate academic misconduct as the basis 
for suspension.  

6. Reinstatement After Suspension  
6.1. The student may apply to the Registrar in 

writing for reinstatement after a period of one 
year. The appeal must be made a minimum of 
one month in advance of the intended start 
date. In the written application, the student 
should indicate that they understand the 
reasons for their suspension, and articulate 
why they are now prepared to carry out their 
studies in good standing and are unlikely to 
commit further AM. The Registrar will then 
interview the student in a meeting that 
includes the ASIC Co-Chair (AM) for 
consultative purposes. The Registrar will 
consult as appropriate but the decision to 
reinstate the student remains the prerogative 
of the Registrar. 

6.2. If reinstatement is granted, the student will 
return with the standing of Conditional 
Continuance. During the period the student 
has this standing, the student’s instructors will 
give attention to assisting the student in 
practising academic integrity. If the student 
completes this period and achieves 
Satisfactory Standing, that student may appeal 
for the removal of the notation regarding 
academic misconduct from their transcript.  

 
Appeals to the VPA  
If a student believes they have been inappropriately 
sanctioned for major AM, that student has the right to 
appeal within fifteen days after receiving notice of the 
sanction. The appeal will be directed to the Vice President 
Academic. 
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1. Grounds for Appeal 
1.1. Where process as outlined in this policy was 

not followed, to the detriment of the student. 
1.2. Where consequences were disproportionate, 

or otherwise out of line with policy and past 
practice.  

1.3. Conversely, the argument that AM has not 
occurred will not be considered grounds for 
appeal. 

2. Appeals Process 
2.1. Intent to Appeal. Students will notify ASIC Co-

Chairs (Registrar and AM) of their intent to 
appeal within 15 days of the ASIC 
Subcommittee decision report. 

2.2. Statement of Appeal. Within a reasonable 
timeframe, the student will follow the notice of 
intent to appeal with a written Statement of 
Appeal addressed to the VPA, submitted to the 
ASIC Co-Chair (Registrar), that includes: 

2.2.1. A request for the VPA to hear the 
student’s appeal. 

2.2.2. A summary of the Subcommittee’s 
decision, and any other relevant history 
and context. 

2.2.3. A rationale for the appeal. 
2.3. Statement Review. The VPA will determine, 

on the basis of the Statement of Appeal, 
whether or not to hold an appeal hearing. The 
VPA will hold an appeal hearing if it seems on 
the face of it that there are grounds for appeal. 

2.3.1. If the VPA determines that there do not 
appear to be grounds for appeal, the VPA 
proceeds to step 2.5 VPA Report, and 
notifies the student and ASIC Co-Chair 
(AM). 

2.3.2. If the VPA determines that there appear 
to be grounds for appeal, the VPA 
proceeds to step 2.4. Appeal Meeting. 

2.4. Appeal Meeting 
2.4.1. Meeting Personnel 

2.4.1.1. The VPA. 
2.4.1.2. The ASIC Co-Chair (AM), as a 

representative of the existing 
decision and consequences. 

2.4.1.3. The student. The student may 
invite a support person to the 
meeting, whom the student may 
consult, and who may ask 
questions of clarification, but will 
otherwise not normally speak on 
behalf of the student. 

2.4.2. Meeting Preparation 
2.4.2.1. The VPA may request from ASIC 

Co-Chair (AM) any files relevant to 
the case, including both materials 
pertinent to the case at hand, as 
well as any other files related to 
past student conduct pertaining 
to AM. 

2.4.2.2. All members of the meeting 
should have copies of all relevant 
files for discussion circulated at 
least 24 hours in advance 
(including both student conduct 
files and the student’s Statement 
of Appeal). 

2.4.3. Meeting Goals 
2.4.3.1. To determine whether there are 

good grounds to appeal that 
should result in an overturning of 
ASIC’s decision or a modification 
of consequences. 

2.5. VPA Report 
2.5.1. The decision of the VPA is not subject to 

further appeal. Regardless of the 
outcome, the VPA will notify the student 
and both ASIC Co-Chairs in writing (via 
email), including the following 
information: 

2.5.1.1. The appeal decision. 
2.5.1.2. The rationale for the decision. 

 

Appeals 
Various Academic Matters  
Students should direct appeals pertaining to curricular 
matters (e.g., regarding exemption from a requirement or 
a substitution for a required course) to the Curriculum 
Appeals Committee. Appeals pertaining to other 
academic matters (e.g., regarding scheduling of 
examinations, extensions beyond the end of semester for 
a course, etc.) should be directed to the Academic 
Student Issues Committee. Students should submit all 
appeals in writing through the Registrar’s Office.  
 

An appeal consists of a statement of the requested 
exemption or variance and an argument or an 
explanation in support of the request. For the appeal to 
succeed, the argument or explanation must convince the 
committee that will consider the appeal. The Registrar 
will communicate committee’s decision in writing to the 
student. 
 

Grades  
Faculty members at CMU are committed to evaluating 
students’ work fairly. A student who believes that a grade 
assigned on a particular submission is unjust may appeal 
to have the grade reviewed. The student will first meet 
with the instructor to present a case for a higher grade 
and to request a new evaluation of the submission in 
question. If this step does not result in satisfactory 
resolution, the student may submit a written appeal to 
the Registrar. The appeal will consist of a copy of the 
particular submission in question together with the case 
the student has developed in support of a higher grade. 
The Registrar will forward completed appeals to the 
Academic Dean, who, in consultation with the instructor, 
will appoint a second faculty member to evaluate the 
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submission. The Academic Dean and the instructor, in 
consultation, will use the results of the second faculty 
member’s evaluation to determine a grade for the 
submission. Appeal of grades on particular submissions 
will not normally be allowed after the end of the 
semester. 
 
A student who believes that a final grade recorded on the 
transcript of grades is incorrect will send a written 
request both to the course instructor and to the 
Registrar’s Office, requesting that the grade be checked. 
 
A student who believes that a final grade recorded on the 
transcript of grades is unjust may, within six weeks of the 
publication of the transcript, appeal in writing to the 
Registrar’s Office to have the grade reviewed. The appeal 
will consist of all the materials submitted for evaluation in 
the course together with a case the student develops in 
support of a higher grade. A processing fee will be 
charged to the student for each appeal submitted. (For 
the amount of the fee, see the schedule of fees published 
on the website. 
 

Authorized Withdrawal  
In exceptional circumstances, illness, grief, or some other 
factors may impede a student in taking appropriate 
action to voluntarily withdraw from a course before the 
last date for such action has elapsed. In such 
circumstances, a student may appeal to the Academic 
Student Issues Committee to give consideration to an 
authorized withdrawal. The appeal together with 
supporting documentation should be routed through the 
Registrar’s Office. Normally such an appeal should be 
submitted within one year of the end of the semester 
containing the course registration from which the 
student requests authorized withdrawal. 
 
When the Academic Student Issues Committee grants an 
appeal, the Registrar will enter a grade of ‘AW’ for 
‘authorized withdrawal’ into the student’s academic 
record for the courses concerned. The student will not 
receive credit for the course and it will not be calculated 
in the grade point average. There will be no tuition 
refunds payable, though there may be instances in which 
tuition credit will be granted in accordance with CMU’s 
policy regarding withdrawals for medical reasons. 
 

Authorized Leave Policy 
A student may request an authorized leave of study from 
their program for the following reasons: 

- Parental care for an infant or young child 
- Medical reasons (physical or mental) 
- Compassionate reasons (death or serious 

medical emergency of a family member) 
An authorized leave may be requested for a period not to 
exceed one year. Whenever possible, the authorized 
leave request will be made prior to the start of the term(s) 
for which it is requested. In cases of an unanticipated 

leave, the request will be made during the term. The 
request, together with supporting documentation, 
should be submitted to the Registrar for consideration. 
The request must include rationale, supporting 
documentation, and proposed dates for the leave.  
 
A student must be in good financial standing at CMU 
prior to an appeal being considered. If the leave is 
approved, a note will be placed on the student’s 
transcript indicating the dates of the leave. 
 
A student may defer an award granted by the university 
provided this meets the conditions of the award. The 
award may be deferred for the period of the approved 
leave. A non-refundable deposit may be required to 
secure the award for the following year. 
 
International students must consult with Immigration, 
Refugees and Citizenship Canada to understand how an 
authorized leave may impact their immigration status.  
 

Forfeiture of Credit Previously Earned 
Students who have not registered at any university or 
degree-granting institution for at least three years since 
last attending at CMU may choose to forfeit all their 
previous credits earned at CMU. Students who choose 
this option must submit their requests in writing to the 
Registrar’s Office. 
 
Students may elect to forfeit credits at the time of their 
returning to CMU, or they may take such action at any 
time before graduation. The forfeiture will apply only to 
and to all those courses attempted or completed before 
the minimum three-year absence from post-secondary 
educational institutions. 
 
When a student elects to forfeit credits, the courses the 
student previously attempted or completed continue to 
appear on the student’s transcript together with the 
grades the student earned. However, the credit value of 
each course is set to zero so that the transcript shows 
zero attempted credit hours and zero accumulated credit 
hours.  
 

Graduation  
The graduation weekend in April is an important event at 
CMU. It marks the official culmination of studies for 
graduating students. It is a community event because 
academic work is more than an individualistic endeavour; 
the CMU community is an important part of the learning 
that takes place. Through the graduation events the CMU 
community formally acknowledges the graduating class. 
All graduating students are expected to participate in the 
events. Graduands who are unable to attend must send a 
written notice to the Registrar by February 1st of their 
graduating year. 
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Students who believe they will be eligible to participate 
in the graduation events in any particular year must 
complete and submit a Graduation Application form and 
pay the graduation fee by September 30th. 
 

At the convocation ceremony a student will have status 
as one of the following: 

(i) Graduand: A student who has met all degree 
requirements. Graduands will receive an official 
degree parchment at convocation. 

 

(ii) Conditional Graduand: A student who has 
completed courses to cover all degree requirements 
but whose grades have not all reached Registrar’s 
Office. For example, the student may have taken a 
course at another institution during the final 
semester. When the Registrar’s Office receives the 
final grades, it will provide the degree parchment to 
the student. If the final grades do not reach the 
Registrar’s Office by June 30th, the conditional 
graduation status lapses. The student must apply 
again for graduation. 

 

(iii) Participant: A student who has completed the 
academic writing requirement and enough courses 
to be within six hours of completing the programs 
with a minimum GPA of 2.0. After a subsequent 
academic session, when a participant has 
completed all the remaining requirements of the 
degree program, the participant will notify the 
Registrar’s Office to request conferral of the degree. 

 

CMU also confers degrees in November but without a 
convocation ceremony. Students who believe they 
qualify to graduate in November must apply in writing to 
the Registrar by the end of September. If the final 
required courses are taken at another institution, a 
transcript must be received by the Registrar’s Office by 
October 15th. 
 

Completing a Second Major 
Students may include a second major within either the 
three- or the four-year Bachelor of Arts program by 
completing all the requirements of each major. Some 
courses qualify to meet requirements in several different 
majors. Students may count a maximum of six credit 
hours of such courses toward the requirements of each of 
two three-year majors, and twelve credit hours toward 
the requirements of each of two four-year majors. 
 

Completing a Second 
Baccalaureate Degree 
Students who already hold a baccalaureate degree may 
earn a second baccalaureate degree from CMU by 
completing the residency requirements as well as all the 
particular requirements of the degree sought. Credits 
earned to satisfy the requirements of the first degree may 
be used, wherever pertinent, to satisfy requirements of 
the second degree. Thus, to earn a second baccalaureate 

degree that is a three-year degree, a student must 
complete at least another thirty credit hours to meet the 
residency requirement of the second degree. To earn a 
second degree that is a four-year degree, a student must 
complete at least another sixty credit hours to meet the 
residency requirements of the second degree. 
 

If a student has completed a three-year degree with a 
particular major and wishes to upgrade it to a four-year 
degree with that same major, the student may complete 
the additional requirements of the four-year degree, 
surrender the degree parchment obtained for the three-
year degree, and receive the four-year degree parchment 
in its place. The student’s transcript will indicate only the 
awarding of the four-year degree.  
 

Adding a Credential to a Degree 
already Earned   
A student may add a credential (a major, a minor, a 
concentration) to a degree already earned at CMU by 
completing the requirements of the desired credential. 
This must occur within five years of the year in which the 
student graduated. The additional credential will appear 
in the student’s transcript. 
 

Revision or Discontinuance of an 
Academic Program  
When CMU revises or discontinues an academic program, 
students already in that program may finish that program 
by fulfilling the requirements in effect at the time of their 
initial registrations. They will have a maximum time frame 
of six years from the year of their initial registration. 
Thereafter, students must choose a new program or fulfill 
the revised requirements of the program. 
 

Notification of Disclosure of 
Personal Information to Statistics 
Canada  
Statistics Canada is the national statistical agency. As 
such, Statistics Canada carries out hundreds of surveys 
each year on a wide range of matters, including 
education. 
 

It is essential to be able to follow students across time 
and institutions to understand, for example, the factors 
affecting enrolment demand at post-secondary 
institutions. The increased emphasis on accountability for 
public investment means that it is also important to 
understand ‘outcomes’. In order to carry out such studies, 
Statistics Canada asks all colleges and universities to 
provide data on students and graduates. Institutions 
collect and provide to Statistics Canada student 
identification information (student’s name, student ID 
number, Social Insurance Number), student contact 
information (address and telephone number), student 
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demographic characteristics, enrolment information, 
previous education, and labour force activity. 
 

The Federal Statistics Act provides the legal authority for 
Statistics Canada to obtain access to personal information 
held by educational institutions. The information may be 
used only for statistical purposes, and the confidentiality 
provisions of the Statistics Act prevent the information 
from being released in any way that would identify the 
student. 
 

Students who do not wish to have their information used 
may ask Statistics Canada to remove their identification 
and contact information from the national database. 
 

Further information on the use of this information can be 
obtained from Statistics Canada’s web site: 
www.statcan.ca or by writing to the Postsecondary 
Section, Centre for Education Statistics, 17th Floor, R. H. 
Coats Building, Tunney’s Pasture, Ottawa, K1A 0T6. 
 

  


