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Online and Hybrid Courses Policy 
(Approved May 6, 2011) 

 
This policy defines and identifies online and hybrid courses. In recognition of the rapid pace of 
technological development and the increased interest across the CSU and state as it relates to 
online learning, the Academic Technology Committee shall review these definitions at three-year 
intervals for as long as the Senate Executive Committee deems that such reviews are needed. 
Descriptions of online and hybrid courses should be inserted in the university catalog as part of 
the course numbering systems and types of courses. Courses listed in the Schedule of Classes 
should carry appropriate tagging to identify the presentation format being utilized.  Details of 
online and/or CSUN campus meetings should be available in the course notes for a class and in 
the syllabus.   
 
Definitions: 
 

1. A Fully Online Class (FO) is an online course offering in which all class sessions and 
exams are presented in an online environment. If a course meets at a specified time 
online, the course should list the day of the week and time in the Schedule of Classes. 
FO courses have no on campus meetings. 

2. A Campus Online Class (CO) is an online course offering in which most class sessions 
are presented in an online environment. Any face-to-face meetings are usually for 
activities such as orientation, special in-class presentations, exams, or other in-class 
proofs of competency.  

3. A Hybrid Class (HY) is a course offering in which students attend class sessions on 
campus and in an online environment. The class typically meets approximately half 
online and half on campus. 

4. A Traditional Class is a course offering in which all or most of the class sessions take 
place on the CSUN campus. Most CSUN courses make use of some web-based tools to 
supplement or enhance a course, so even a traditional class may include online 
components and activities (e.g., view a syllabus, take quizzes/exams, participate in 
discussions). 
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Upper Division Writing Proficiency Exam Policy 
(Approved December 15, 2010) 

 
The University has implemented the CSU Trustee Policy for the Writing Skills 
Graduation Requirement for all Upper-Division students. All students must pass the 
Upper Division Writing Proficiency Examination (UDWPE) as a requirement for 
graduation.  
 

1. Undergraduate students are encouraged to attempt the UDWPE as early as possible 
after completing 56 units and meeting the Lower Division writing requirement. 
Students must take the UDWPE no later than the semester in which 75 units are 
completed. Students who have not taken the UDWPE by the completion of 75 units 
will have a registration hold placed on their subsequent registration. 

2. The UDWPE shall consist of an essay on an assigned topic evaluated by the faculty. 
3. The evaluation criteria shall include: 1) a demonstration of analytic skills, (2) use of 

relevant evidence to support an argument, (3) effective organization, (4) use of 
standard English grammar, diction and mechanics. 

4. Transfer students are encouraged to take the UDWPE as early as possible after being 
admitted for transfer.  Transfer students must attempt the examination no later than 
the semester in which 75 units are completed. Transfer students coming into the 
university with 75 units already completed must attempt the examination during their 
first semester at CSUN. 

5. Students who fail the exam shall be permitted to repeat the examination. However, 
before repeating the exam, it is recommended that students take further steps to 
improve their writing skills by contacting the Learning Resource Center or 
completing an appropriate writing course.  

6. Administrations of the examination will be announced on CSUN’s UDWPE and 
Testing Center websites.   

7. The examination will be scheduled at least five times within an academic year. 
8. Students may register for the exam at University Cash Services. 

 
According to CSU policy, certification of graduation writing competence shall be transferable 
from one CSU campus to another. 
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Major and Minor Policy 
(Approved May 25, 2010) 

Maximum Number of Majors and Minors: 
A maximum of up to two majors and up to two minors is permitted, provided all work can be completed 
within 140 units.  A major and an honors major in the same program are considered to be a single major. 
Exceptions to the 140­unit completion rule can be made for CSUN bachelor’s degrees that require more 
than 120 units to complete. Students who receive an exception must be able to complete the second major 
and any additional minors within 20 units beyond the number of units required for the bachelor’s degree 
in their first major. 

Declaring a Major: 
Students who start at CSUN must declare a major by the completion of 60 units. Students who are 
currently Undecided or Undeclared and wish to declare a major must have the major approved by the 
department chair of the new major. Transfer students must declare a major in their transfer application. 
Students who have earned 60 units and have not declared a major will have a registration hold placed on 
their ability to register for the following semester’s courses. These students will not be able to register for 
courses until they declare a major. Note: Courses numbered below the 100 level do not count toward the 
60 units.  Advanced Placement (high school) units do count toward the 60 units. 

Adding a Second Major: 
Students can add a second major (double major) only if they can complete both majors within 140 units. 
Students may not add a second major after completing the requirements for their first major.  Student 
requests to add a second major must be approved by the Department chairs of the existing major and the 
second major. If the student seeking to add a major has 90 or more earned units, the request also must be 
approved by the associate dean of the new major. All requests to add a second major must be 
accompanied by a plan demonstrating that the additional major can be completed within 140 units.  When 
a student completes two majors, both majors will be recorded on the diploma. Courses taken to satisfy the 
requirements for one major may be double counted if they satisfy requirements in the second major. 

Changing Major or Option: 
Students seeking to change majors /options must be able to complete the new major/option within 140 
units.  Student requests to change a major/option must be approved by the Department chair of the new 
major/option.  If the student has 90 or more earned units, the request also must be approved by the 
associate dean of the new major/option. Requests to change majors or options must be accompanied by a 
plan demonstrating that the new major/option can be completed within 140 units. 

Adding a Minor: 
Students can add a minor only if they can complete both their major and the minor within 140 units. 
Student requests to add a minor must be approved by the Department chair of the new minor. If the 
student has 90 or more earned units, the request also must be approved by the associate dean of the new 
minor. Requests to add a minor must be accompanied by a plan demonstrating that the minor can be 
completed within 140 units. 

Changing a Minor: 
Students may drop their current minor at any time.  They may add a new minor as long as they satisfy the 
policies and procedures for adding a new minor. 

Earning a Major and Minor or More than One Minor from the Same Department: 
Students may earn a major and a minor from the same department, or more than one minor if the major 
and minor(s) are associated with different academic degree programs.  Note that different options in the 
same degree program are not considered different academic degree programs for this policy.
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Transfer Units: 
When computing the earned unit limits on adding majors and minors, a maximum of 70 community 
college transfer earned units or a maximum of 90 four­year college/community college combination 
transfer earned units will be counted. 

Appeals Process: 
Students who wish to appeal this policy or a related decision can apply to a Majors/Minors Appeals Board 
composed of an associate dean, a representative of Undergraduate Studies, the AS President or designee, 
and two faculty members selected by the Faculty President.  For example, students who cannot complete 
their current major because of an inability to complete/pass a requirement may file a request with the 
Majors/Minors Appeals Board to change majors even though they may need to exceed the 140­unit limit 
to complete their new major. 

Summary of approvals needed for adding or changing majors, minors and options. 

Student has <  90 earned 
units 

Student has ≥ 90 earned 
units 

Add second major  Approval by dept chairs of 
both majors. Must complete 
within 140 units. 

Approval by dept chairs of 
both majors and associate 
dean of second major.  Must 
complete within 140 units. 

Changing major/option  Approval by dept chair of 
new major/option. Must 
complete within 140 units. 

Approval by dept chair of 
new major/option and 
associate dean of new 
major/option.  Must 
complete within 140 units. 

Dropping second major  Approval by dept chair of 
second major. 

Approval by dept chair of 
second major. 

Adding a first or second 
minor 

Approval by dept chair of 
new minor. Must complete 
within 140 units. 

Approval by dept chair of 
new minor and associate 
dean of new minor. Must 
complete within 140 units. 

Changing a minor  Approval by dept chair of 
new minor. Must complete 
within 140 units. 

Approval by dept chair of 
new minor.  Must complete 
within 140 units. 

Dropping a minor  No approval required.  No approval required. 

Implementation: 

EPC shall report to the Faculty Senate twice per semester during the 2010­2011 academic year 
on the impacts of this policy.
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Administrative Graduation Policy 
(Approved May 25, 2010) 

Upon review by the Office of Undergraduate Studies, students who accumulate over 140 earned 
units may be graduated administratively if they have completed all of the degree requirements in 
any major, whether or not they have declared that major.  Enrollment beyond the 140 units will 
be restricted to courses required to graduate in the major for which the student has accomplished 
the highest percentage of requirements.  The decision on administrative graduation will be made 
in consultation with the Associate Dean, Department Chair or designee, and the student. 

Implementation: 
The policy would affect all students, current and new, beginning in Fall 2010.
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Undergraduate Programs, Policies, 
and Procedures 
Academic Advisement

Academic advising helps students connect their needs, values, abilities 
and goals to CSUN’s educational program. It helps students realize 
their academic and professional goals and facilitates timely graduation. 
Regular contact with an academic advisor is the best way to assure that 
all required classes are taken at the proper time, in the proper order.  
Academic advisors can answer questions about policies, procedures, 
resources, and information posted on a student’s portal. 

Academic Standing
Academic standing is defined by the student’s Grade Point Average 
(GPA). The GPA is calculated by dividing the number of grade points 
earned in courses that assign letter grades by the number of units 
attempted. Courses in which grades of CR, NC, I and W are assigned 
are not used in GPA calculation.
A student’s academic status takes into account both the (1) Cumulative 
Total GPA, which includes coursework transferred from other institu-
tions as well as coursework taken at CSUN, and (2) the CSUN GPA, 
which only includes coursework taken at CSUN.
The four categories of undergraduate academic status and the regula-
tions pertaining to each are listed below: 

1. Good Standing: Students are in good standing at the conclusion of any 
matriculated term in which they have both a Cumulative Total GPA 
and a CSUN GPA of 2.00 or higher. Students in good standing are 
eligible to enroll in the University through the regular enrollment pro-
cess. Students can enroll in the maximum number of units determined 
by the University for the coming semester. To request enrollment in 
more than the maximum units, students must complete the Extra Unit 
Authorization form and obtain the appropriate approvals by the posted 
timeline: http://www.csun.edu/anr/index.html.

2. Probation: Students are placed on probation if either their Cumulative 
Total GPA or CSUN GPA falls below 2.00 at the conclusion of any 
term. Students remain on probation until they either regain good 
standing or are placed in disqualified status. Students on probation 
are eligible to enroll in the University through the regular enrollment 
process. However, they receive registration holds and are not able to 
register for classes until they have received advisement, to review prog-
ress toward improving academic status. Declared majors on probation 
will typically receive advisement from the Student Service Center 
(SSC/EOP) Satellite office in their College. Undecided students will 
receive advisement in the Advising Resource Center/EOP. Students 
on probation can enroll in a maximum of 13 units in a semester or 
summer term. To request more than 13 units, students must com-
plete the Extra Unit Authorization form and obtain the signatures of 
the Director of their College SSC/EOP Satellite and the Director of 
Undergraduate Studies. Students on probation will be disqualified if 
either their Cumulative Total GPA or CSUN GPA falls below the GPA 
listed for each class level in the chart below under “disqualified status.” 

3. Disqualified Status: Students who were on probation the previous 
semester are placed in disqualified status if, at the end of the next 
semester, either their Cumulative Total or CSUN GPA falls below the 
GPA listed for each class level in the table below.  
Class Level  		  GPA at the Time of Disqualification
Freshman (1-29 units earned)	 1.50
Sophomore (30-59 units earned)	 1.70
Junior (60-89 units earned)		  1.85
Senior (90 + units earned)		  1.95
Units of developmental coursework are included in determining class 

level. Students in disqualified status are not eligible to enroll in the 
University through the regular enrollment process. They can enroll in 
CSUN courses only through Open University in the Tseng College. 
Students seeking to enroll in courses should refer to the Tseng College 
website: www.tsengcollege.csun.edu. Only 24 units of course credit 
earned in the Tseng College can be counted toward a CSUN degree.
	 Before students in disqualified status can be readmitted under an 
Academic Performance Agreement (APA), they must demonstrate 
acquired skills or achievements that support a successful return to 
the University. Such evidence may include successful completion 
of courses in the student’s degree program at another institution or 
through the Tseng College with grades that demonstrate the student 
can achieve good standing in a reasonable time frame if readmitted 
to CSUN. Students are strongly urged to meet with their CSUN aca-
demic advisor to discuss the requirements that must be completed in 
order to be readmitted to the University. When all requirements have 
been met, students may apply to the University for readmission. 	

4. Readmitted under Academic Performance Agreement (APA): 
Students who have been academically disqualified, but who are read-
mitted to the University under terms of a special type of probation, 
are classified as readmitted under an APA. Students who are readmit-
ted under an APA have registration holds and are not able to register 
for classes until they have received advisement. During advisement, 
the student and advisor examine the student’s progress toward improv-
ing academic status and set goals for the next semester. Declared 
majors typically receive advisement from the SSC/EOP satellite in 
their College. Undecided students receive advisement in the Advising 
Resource Center/EOP. 
	 Students who are readmitted under APA can enroll in a maximum 
of 13 units in a semester or summer term. To request additional units, 
students must complete the Extra Unit Authorization form and obtain 
the signatures of the Director of their College SSC/EOP satellite and 
the Director of Undergraduate Studies.
	 Students in this status, whether they have one or two disqualifica-
tions must fulfill all of the following requirements until they reach 
good standing: 1) earn a minimum 2.00 semester GPA, 2) enroll in 
classes each semester and 3) have in place a signed APA that details the 
academic progress that must be achieved to move the student toward 
completion of the baccalaureate degree within a designated time 
period.
	 Students who are readmitted under an APA, but who fail to maintain 
continuous enrollment in classes each semester, revert back to disquali-
fied status. They must reapply and be readmitted to the University 
as a previously disqualified student in order to be eligible to enroll 
in classes through the regular enrollment process. See section below 
entitled Readmission of Previously Disqualified Students.
	 Academic disqualification is a permanent notation in a student’s aca-
demic record and has serious consequences that can impact attainment 
of a baccalaureate degree.  The consequences of academic disqualifica-
tion depend upon whether it is the first, second or third disqualification 
that the student receives.

Categories of Disqualification
First Disqualification: Any student whose cumulative GPA is below 
a 1.0 will be disqualified immediately without first being placed on 
probation. In addition, students who were on probation the previous 
semester are placed in disqualified status if, at the end of the next semes-
ter, either their Cumulative Total or CSUN GPA falls below the GPA 
listed for each class level (See Table under Academic Standing item 3. 
“Disqualified status.”) Students who receive a first disqualification will 
not be eligible to enroll at CSUN through the regular enrollment pro-
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cess for at least one semester. They will need to apply for readmission 
as a previously disqualified student by posted deadlines. Disqualified 
students can enroll in Open University through CSUN’s Tseng College 
for up to 24 units, or can take courses at other institutions that can be 
transferred. In order to gain readmission students will be expected to 
demonstrate  ability to succeed in university-level classes. For admis-
sion deadlines, see www.csun.edu/anr/AdmissionStatus.html.
Second Disqualification: Students who receive a second disqualifica-
tion are not permitted to continue to enroll in CSUN courses through 
the regular enrollment process for at least one semester. They must 
reapply to the University and be readmitted under an APA in order to 
be eligible to enroll in classes through the regular enrollment process. 
Readmitted students are subject to all of the regulations described above 
in the section entitled readmitted under APA. Students who fail to earn 
a minimum 2.00 semester GPA will receive a third disqualification. For 
admission deadlines, see www.csun.edu/anr/AdmissionStatus.html.

Third Disqualification: Students who receive a third disqualification 
are not eligible to seek readmission to the University for a minimum of 
five years after the final day of the semester during which they received 
the third disqualification. Students who have been disqualified three 
times may not retake classes or finish an Incomplete contract for the 
purpose of raising grades to avoid a third disqualification.

Readmission of Previously Disqualified Students
Students in disqualified status who are interested in returning to the 
University for a subsequent semester must reapply to the University.
	 Students in disqualified status seeking readmission must submit: 
(1) a formal application for readmission through CSU Mentor 
(www.csumentor.edu), (2) official transcripts of course(s) completed 
at another college or university during the period in which the stu-
dent has been in disqualified status and (3) a Previously Disqualified 
Student Questionnaire. These documents must be filed in the Office 
of Admissions and Records by the published deadline before campus 
review can begin. For admission deadlines, see www.csun.edu/anr/
AdmissionStatus.html.

Academic Reinstatement to the University after a Third 
Disqualification 

Five years from the final day of the semester during which the stu-
dent received a third disqualification, the student may reapply to the 
University during the appropriate application filing period. The student 
must provide evidence that demonstrates acquired skills or achieve-
ments that support a successful return to the University. Reinstated 
students are readmitted under an APA and are subject to all of the 
regulations that apply to students in this status. Students who fail to 
earn a minimum 2.00 semester GPA will receive a final disqualification 
and will be given no further opportunities for readmission. For admis-
sion deadlines, see www.csun.edu/anr/AdmissionStatus.html.

Schedule Adjustments
Students are permitted to change their initial enrollment by follow-
ing the University’s Adjustment of Schedule procedure. Ordinarily 
during the first three weeks of a semester, a student may add, drop 
or change the basis of grading in SOLAR, sometimes using permis-
sion numbers, or later by filing a Late Change in Academic Schedule 
for Undergraduate Students form. For additional details concern-
ing approvals required, time deadlines and fees, consult the current 
Schedule of Classes Registration Guide. Forms may be obtained on 
the CSUN website: www.csun.edu/anr/forms, or from Admissions and 
Records.

Adding: The last day to add a class is the end of the third week of instruc-
tion. Students may add with the approval of the course instructor using 
a permission number.

Dropping: Students are responsible for attending all courses in which 
they are registered. During the first two weeks of instruction, students 
may withdraw without academic penalty and without the course 
instructor’s approval by accessing SOLAR. Non-attendance does not 
constitute withdrawal and will result in a failing grade.

Changing the Basis of Grading: Changing the basis of grading from 
regular letter grading to Credit/No Credit or conversely may be 
accomplished through SOLAR only during the first three weeks of 
instruction.

Late Requests for Change in Academic Schedule: To withdraw from 
classes after the third week of instruction, students must complete a 
Late Change in Academic Schedule for Undergraduate Students form. 
Students can obtain forms and procedural information at the Office of 
Admissions and Records or on the CSUN website, www.csun.edu/anr/
forms.

	 All late requests for Changes in Academic Schedule must be filled 
during the semester in which classes are taken.  Late changes in aca-
demic schedule that have been previously denied will not be reconsider 
as retroactive requests after the semester is over.

Simultaneous Enrollment In Classes
Students may not enroll simultaneously in two or more classes meeting 
during the same time period.  Exceptions to this policy will be permit-
ted only if one of the classes does not meet on a regular basis, such as 
independent study or internship that permits independent lab work. 
Students who meet the acceptable criteria must submit a completed 
Time Conflict Petition form to Admissions and Records no later than 
Friday of the third week of classes. Petitions will not be considered after 
the deadline.

Withdrawals
Students who find it necessary to cancel their registration or to with-
draw from all classes after enrolling for any academic term are required 
to follow the University’s official withdrawal procedures. Failure 
to follow formal University procedures may result in an obligation 
to pay fees as well as the assignment of failing grades in all courses. 
Students who withdraw without permission need to apply for read-
mission before being permitted to enroll in another academic term. 
Information on canceling registration and withdrawal procedures 
is available in the Schedule of Classes Registration Guide or from 
Admissions and Records.
	 Students who receive financial aid funds must consult with the 
Financial Aid and Scholarships Department prior to withdrawing from 
the University regarding any required return or repayment of grant or 
loan assistance received for that academic term or payment period. If a 
recipient of student financial aid funds withdraws from the institution 
during an academic term or a payment period, the amount of grant 
or loan assistance received may be subject to return and/or repayment 
provisions.

Withdrawals During the First 20 Days of Instruction: Students wish-
ing to completely withdraw from the University prior to or during the 
first 20 days of instruction may do so on SOLAR by accessing System 
Registration. University Cash Services will automatically process (and 
mail) checks based on withdrawal information. New and returning stu-
dents who completely withdraw from the University prior to the 20th 
day of instruction are not considered continuing students and must 
reapply to attend any subsequent semester. Those students who are con-
tinuing from the previous semester will automatically be placed on a 
Leave of Absence if they meet the criteria. (See Leave of Absence under 
Categories of Enrollment for further information.) 

Withdrawals After the 20th day of Instruction: Students who must with-
draw after the twentieth day of instruction and prior to the last three 
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weeks of instruction for reasons clearly beyond their control, and who 
can justify serious and compelling circumstances, may withdraw with-
out academic penalty by securing the approval of the instructor and the 
appropriate campus officials. For further information, go to http://www.
csun.edu/anr/soc/. If approved, the grade of “W” will be assigned for 
withdrawals after the twentieth day of instruction.  Students completely 
withdrawing after the 20th day of instruction will be considered con-
tinuing students for the next semester. Under no circumstances does 
nonattendance nor the stopping of payment of a check constitute a 
withdrawal from the University.

Withdrawals During the Last Three Weeks of the Semester: Withdrawals 
are not permitted during the final three weeks of instruction or thereaf-
ter except in cases such as accident or serious illness where the cause of 
the withdrawal is clearly beyond the student’s control and the assign-
ment of an Incomplete grade is not practical. Ordinarily it is expected 
that withdrawals during this period will be complete withdrawals from 
the University except in circumstances where sufficient work has been 
completed in one or more of the courses to permit an evaluation of 
coursework and an assignment of a grade. Students may obtain forms 
and procedural information at the Office of Admissions and Records.

Withdrawals After the Semester is Over (Retroactive Withdrawals): 
After the conclusion of the semester from which you are requesting a 
withdrawal, any changes in academic schedules are rarely approved.  
Requests for Retroactive Withdrawals will be considered only in cases 
where the student can provide written proof of extraordinary circum-
stances that have arisen from events beyond his or her control.  The form 
can be found at http://www.csun.edu/anr/forms/. Petitions requesting 
retroactive withdrawals beyond one year after the conclusion of the 
semester for which the withdrawal is requested will not be considered.

Complete Medical Withdrawals  
	 Students seeking complete medical withdrawals from the University 
may complete the necessary forms at the Student Health Center.  
Upon receipt of verifying information from a student’s personal phy-
sician, the Director of the Student Health Center will evaluate the 
case.  A medical withdrawal usually constitutes complete withdrawal 
from the university for the academic period in question.  Requests for 
complete medical withdrawals should be submitted as soon as possible 
after the medical condition impairs the students’ ability to complete 
the coursework for which the student is registered. Requests may also 
be submitted by an authorized representative of the student.   
	 Requests for conditions or circumstances that arise during the final 
three weeks of instruction or thereafter, will only be considered in cases 
of severe illness or injury.  For less serious conditions or circumstances, 
students should investigate the possibility of an Incomplete with the 
course instructor.  Petitions requesting retroactive withdrawals beyond 
one year after the conclusion of the semester for which the withdrawal 
is requested will not be considered.  

Partial Medical Withdrawals
	 In cases where medical evidence and the physical demands of a class 
overwhelmingly support withdrawal form only a portion of a stu-
dent’s program of study, partial medical withdrawals will be permitted 
when there is a clear link between the class and the medical condi-
tion.  Requests solely seeking a reduced course load without specific 
and focused medical justification do not demonstrate the required link.  
Two forms, a Request for a Partial Medical Withdrawal for under-
graduate students and a Health Provider Report, must be completed 
and submitted to the office of Undergraduate Studies. These forms are 
available at www.csun.edu/forms.   
	 Requests for conditions or circumstances that arise during the final 
three weeks of instruction or thereafter, will only be considered in cases 
of severe illness or injury.  For less serious conditions or circumstances, 

students should investigate the possibility of an Incomplete with the 
course instructor. Partial medical withdrawals will not be granted if 
students have taken final exams.  In cases of severe illness, students 
are advised to provide written permission for a representative or, if 
mentally incapacitated, a student’s legal representative to request a 
withdrawal on their behalf, Petitions requesting retroactive withdraw-
als beyond one year of the conclusion of the semester for which the 
withdrawal is requested will not be considered.   

Withdrawals Due to Illness in the Family 
Withdrawals due to illness in the family will be granted only if the 
attending physician stipulates that the student is the primary caregiver 
for the family member.  Withdrawals due to illness in the family should 
be requested on Late Change in Academic Schedule for Undergraduate 
Students at www.csun.edu/anr/forms and submitted according to 
directions on the form.

Academic Leave (Leave of Absence)
Undergraduate students in good standing may take a two-semester 
leave of absence. Though no formal approval is required, it is suggested 
that students seek academic advisement. For more information, see 
section A-3 in Appendices.

Enrolling in Courses with Prerequisites
Students must fulfill a course’s prerequisite(s) prior to enrollment in 
the course. For the most updated information regarding prerequisite 
enforcement see the Schedule of Class Registration Guide at www.
csun.edu/anr/soc.

Administrative Action on Prerequisites
Although it is the student’s responsibility to drop classes, the University 
may withdraw a student, within the first three weeks, from a course 
if he or she fails to meet the prerequisite(s) or other requirements as 
indicated in the catalog. These prerequisites may include:
1. Completion of prior coursework.
2. Passing of qualifying examinations.
3. Class year standing.
4. Admission to, or special requirements of, special programs such as 
Honors or Credential.
5. Completion of prior coursework with a required minimum credit.
6. Consent of instructor.
Such an Administrative Withdrawal may be initiated only by the 
Associate Dean of the College, upon recommendation from the instruc-
tor or the department chair.

Syllabi for all Undergraduate Courses
To better inform students about the requirements, content and meth-
odology of the University’s undergraduate curricula, all faculty teaching 
undergraduate courses will distribute a written syllabus to each student 
in the course and/or post it online no later than the second week of 
classes. The syllabus should contain the following information:
1.	Course objective(s).
2.	A brief list or summary of topics or projects covered.
3.	Course requirements and methods of evaluation.
4.	Grading criteria including whether or not the plus/minus system 
will be used.
5.	Contact information (instructor’s name, office hours, office loca-
tion, and campus phone number).
6.	For a General Education course, the syllabus should describe how it 
meets the currently approved goals of the General Education section in 
which it resides.
7.	For an upper-division General Education course, the syllabus should 
include a statement that informs students that the course is an upper-
division General Education course and that it requires completion of 
writing assignments totaling a minimum of 2,500 words.
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Attendance (Class Attendance)
Students are expected to attend all class meetings. Students who are 
absent from the first two meetings of a class that meets more than once 
a week, or from the first meeting of a class that meets once a week, 
lose the right to remain on the class roll and must formally withdraw 
from the class, following University procedures and deadlines. Failure 
to formally withdraw from a class will result in the instructor assigning 
to the student a grade of “WU” (Unauthorized Withdrawal), which, in 
computing a student’s GPA, counts as a grade of “F.” 
	 In a compressed term or session of fewer than 15 weeks, the rule 
applies if the first class meeting is missed. An instructor may allow a 
student to continue in the class if the student notified the instructor 
that the absence would be temporary. If no instructor was assigned to 
the course in advance, students must notify the department chair that 
their absence from the class will be temporary.

Missed Classes While Representing the University in Official 
Curriculum Related, University Approved Activities

When representing the University in official curriculum-related, 
University-approved activities requires a student to miss classes, faculty 
are expected to provide, within reason, opportunity to make up any 
work or exams that are missed.
	 To be eligible for such accommodation, the student is obligated to 
provide the instructor of the class with written documentation signed 
by the faculty, staff member or administrator supervising the activity, 
giving specific information concerning the activity, its location, and 
the dates and times when class attendance is not possible. This docu-
mentation must be submitted to the instructor during the first week of 
the semester or as soon as the information becomes known. Instructors 
may set limits on the number of classes that may be missed for which 
special accommodation to make up missed work will be allowed. 
The process for making up missed class work is the prerogative of the 
instructor and shall be communicated to the affected students during 
the first week of classes or as soon as the need for accommodation 
becomes known.
	 For the purposes of this policy, if a question arises as to which 
events meet the definition of official, curriculum-related, University-
approved activities the determination shall be made by the Associate 
Vice President for Undergraduate Studies.
	 Absence from class for official curriculum-related, University-
approved activities does not relieve students from responsibility for any 
part of the course work required during the period of absence.
	 University sponsors of these activities have an obligation to respect 
the importance of regular class attendance for successful academic per-
formance and to minimize the number of such absences. Instructional 
faculty have an obligation to respect the importance of such student 
participation, and to assist student participants in meeting their aca-
demic obligations.

Grading Systems and Policies
The University uses a combination of the following grading options: 
A-F Letter-grading: A, A-, B+, B, B-, C+, C, C-, D+, D, D-, F. Grades 
A, A-, B+, B, B-, C+, C, C-, D+, D, D- indicate passing grades; F 
indicates failure. Faculty define the grading criteria for all courses. Any 
changes in grading policies should be provided in writing to students 
before such changes are implemented.

Grading Symbols:
Grade	 Definition		  Points	 Date
A		  Outstanding		  4.0	 1958 -
A-					    3.7	 1987 -
B+				    3.3	 1987 -
B		  Very Good		  3.0	 1958 -
B-					    2.7	 1987 -
C+				    2.3	 1987 -
C		 Average			   2.0	 1958 -
C-				    1.7	 1987 -
D+				    1.3	 1987 -
D		 Barely Passing		  1.0	 1958 -
D-				    0.7	 1987 -
F		  Failure			   0.0	 1958 -
CR	 Credit			   0.0	 1967 -
NC	 No Credit			  0.0	 1973 -
U		 Unauthorized Incomplete	 0.0	 1977 - 02
AU	 Audit			   0.0	 1958 -87
RP 	 Report in Progress 		  0.0	 2008-
SP	 Satisfactory Progress		 0.0	 1973-2008
I		  Incomplete		  0.0	 1958 -
IC	 Incomplete Charged		 0.0	 2008-
W		 Withdrawal		  0.0	 1958 -
WU 	 Unauthorized Withdrawal	 0.0	 1958 -73, 2002-

Credit/No Credit Grading
A grade of CR, indicating passed with credit, is given for work equivalent 
to C or better for undergraduate students and for work equivalent to B 
or better for postbaccalaureate and graduate students. NC, indicating no 
credit, is given for work equivalent to C-, D+, D, D-, or  F for under-
graduate students and for work equivalent to B-, C+, C, C,  D+, D, D-, 
or F  for postbaccalaureate and graduate students.
	 Restrictions concerning the nontraditional grading option given 
undergraduate students can be found under the Credit/No Credit Policy 
that follows. Postbaccalaureate and graduate students should refer to the 
Grading System discussion under the Graduate Programs section for fur-
ther information regarding grading options.
	 Credit/No Credit Policy: Undergraduate students who are not on 
probation may elect the Credit/No Credit (CR/NC) option for one or 
more courses each term, up to a maximum of 18 units applicable to the 
bachelor’s degree. If 18 or more semester credit-graded units are accepted 
on transfer from other institutions, no additional credit-graded CSUN 
courses may be used to satisfy degree requirements. The CR or NC grade 
will not be considered in the computation of the student’s grade point 
average. Courses taken on a CR/NC basis cannot be applied toward the 
satisfaction of ANY of the following degree requirements: 
•	 General Education 
•	 Title 5
•	 The Major, except those courses offered on a CR/NC basis only, 
subject to departmental approval. (Note:  Additional courses in the dis-
cipline of the major beyond those used to satisfy major requirements 
may not be taken for CR/NC.). 
•	 The Minor, except those courses offered on a CR/NC basis only, sub-
ject to departmental approval.

Grading Symbols, Policies and Assistance
Administrative Grading Symbols

Incomplete (I): The symbol “I” indicates that a portion of required 
coursework has not been completed and evaluated in the prescribed 
time period due to unforeseen, but fully justified reasons, but that a 
substantial portion of the course requirement has been completed with 
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a passing grade and that there is still a possibility of earning credit. 
The work that is incomplete normally should be of such a nature that 
it can be completed independently by the student for later evaluation 
by the instructor. An Incomplete shall not be assigned when a student 
would be required to attend a major portion of the class when it is 
next offered. 
	 It is the responsibility of the student to bring pertinent information 
to the attention of the instructor and to determine from the instructor 
the remaining course requirements which must be satisfied to remove 
the Incomplete. A final grade is assigned when the agreed-upon work 
has been completed and evaluated. An “I” must normally be made up 
within one calendar year immediately following the end of the term 
during which it was assigned. This limitation prevails whether or not 
the student maintains continuous enrollment. 
	 Students who believe they meet the necessary conditions to be 
assigned an Incomplete should secure a Request for a Grade of 
Incomplete form from: www.csun.edu/anr/forms.
	 Students should complete the form and submit it in person to the 
course instructor on or before the day of the Final Exam.  The instruc-
tor should check all appropriate boxes in the Instructor Information 
section of the form and complete the information that describes the 
assignment(s) to be completed and the due date.  If students fail to 
submit the Request by this deadline, they should receive the grade that 
they have earned for the entire course, including work completed and 
penalties for work not completed. No retroactive Incomplete grades 
are permitted. If the request for an Incomplete is granted, the instruc-
tor will assign a grade of Incomplete on the SOLAR class grade roster 
and add an Incomplete contract. 
	 When the required work is completed, the instructor will fill out a 
Correction of Grade or Removal of Incomplete form and turn it in to 
the Department office.

Incomplete Charged (IC): If the Correction of Grade or Removal of 
Incomplete form is not submitted by the due date, Admissions and 
Records will automatically change the Incomplete (I) to an Incomplete 
Charged, (IC) which is equivalent to an F. The IC replaces the I and is 
counted as a failing grade for grade point average and progress point 
computation.

Report in Progress (RP): This grade replaces the SP. The RP symbol shall 
be used in connection with thesis, project, and similar courses in which 
assigned work frequently extends beyond a single academic term and 
may include enrollment in more than one term.  The RP symbol shall 
be replaced with the appropriate final grade within one year of its assign-
ment except for master’ thesis enrollment, in which case the time limit 
shall be established by the appropriate campus authority.  The president 
or designee may authorize extension of established time limits.

Satisfactory Progress (SP): The symbol SP is used in connection with 
thesis, project, developmental and similar courses where assigned work 
frequently extends beyond a single academic term. It indicates that work 
is in progress and has been evaluated and found to be satisfactory to 
date, but that the assignment of a precise grade must await completion 
of additional work. Enrollment for more units of credit than the total 
number of units which can be applied to the fulfillment of the student’s 
educational objective is expressly prohibited. Work is to be completed 
within a stipulated time period.  

Withdrawal (W): The symbol W indicates that the student was permit-
ted to drop the course after the twentieth day of instruction with the 
approval of the instructor and appropriate campus officials. It carries 
no connotation of quality of student performance and is not used in 
the calculation of grade point average. (See Change of Program under 
Changes of Official Enrollment section for further information.) 
Change of Schedule Petition Forms are available online at www.csun.
edu/anr/forms.

Withdrawal Unauthorized (WU): For purposes of grade point computa-
tion, the WU grade is equivalent to an F.  The symbol WU indicates that 
an enrolled student did not officially withdraw from the course and failed 
to complete course requirements. If a student has stopped attending class 
without formally withdrawing, an F or WU should be given. For a Credit/
No Credit class the appropriate grade is NC. 

Credit (CR) is assigned for work equivalent to A, A-, B+, B, B-, C+, C 
for undergraduate courses; and to A, A-, B+, B for postbaccalaureate 
and graduate courses. CR grades are not included in the calculation of 
grade point average. (GE and Title 5 courses may not be taken for CR/
NC. They must be taken for a grade.)

No Credit (NC) is assigned for work equivalent to C-, D+, D, D-, or F 
for undergraduate courses; and to B-, C+, C, C-, D+, D, D-, or F for 
postbaccalaureate and graduate courses. NC grades are not included in 
the calculation of grade point average. (GE and Title 5 courses may not 
be taken for CR/NC. They must be taken for a grade.) 

Repeating Courses (Grade Forgiveness) 
The University recognizes that undergraduate students may need to 
repeat one or more courses in order to fulfill degree requirements and/
or enhance previously acquired skills. However, students should seek 
academic advisement before deciding to repeat any course. Students 
should be aware that other institutions (e.g., medical schools, gradu-
ate programs, law schools) might not recognize this repeat policy and 
will use the forgiven grades in recalculating grade point averages. The 
following rules apply: 
1. A maximum of 16 semester units of CSU Northridge coursework in 

which a student earned less than a C grade may be repeated for the 
purpose of excluding grades (grade forgiveness) from the computa-
tion of the student’s overall GPA. Only the first 16 semester units are 
eligible for grade forgiveness.

2. An additional 12 semester units of coursework may be repeated for 
grade averaging, i.e. both the original grade and the repeat(s) shall 
be calculated into the student’s total GPA.

3. Students cannot improve grades of courses taken at CSUN by re-
peating them at another institution. Students cannot improve grades 
of courses taken at another institution by repeating them at CSUN.

4. The stated limits (16 units for grade forgiveness and 12 units for 
grade averaging) apply only to units completed at CSU Northridge. 
The limits apply to all courses taken at CSUN, whether a student 
is matriculated or enrolled through self-support such as Extended 
Learning.

5. Registration in repeated courses may be limited to certain registra-
tion periods. Check Admissions and Records for permissive dates: 
http://www.csun.edu/anr/

6. Undergraduate students may take an individual course no more than 
three times. Only one repeat per course is permitted for improving 
the grade, with the higher of the two grades counted in the student’s 
GPA. If a student enrolls in a course for a third time, the units at-
tempted and any grade points earned will be averaged with all other 
grades earned for the course (except ones that were awarded grade 
forgiveness). On the third enrollment in a course, permission of the 
Associate Dean of the college of the student’s major (or the Director 
of Undergraduate Studies if the student is Undecided) is necessary.

7. Subsequent enrollment must be on the same basis of grading as the 
first.

8. Grade forgiveness is not permitted for courses for which the original 
grade was the result of a finding of academic dishonesty.

9. This policy does not pertain to repeats in courses such as Music 
Ensembles and Independent Study where the curriculum allows, 
permits or requires repeats.

10. This policy applies only to baccalaureate units, i.e., those that 
count toward the degree.
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Majors and Minors
Maximum Number of Majors and Minors

A maximum of up to two majors and up to two minors is permitted, 
provided all work can be completed within 140 units.  A major and 
an honors major in the same program are considered to be a single 
major.  Exceptions to the 140-unit completion rule can be made for 
CSUN bachelor’s degrees that require more than 120 units to com-
plete. Students who receive an exception must be able to complete the 
second major and any additional minors within 20 units beyond the 
number of units required for the bachelor’s degree in their first major.
See table below for procedures related to majors, minors, and options.

Declaring a Major
Students who start at CSUN must declare a major by the completion of 
60 units. Students who are currently Undecided or Undeclared and wish 
to declare a major must have the major approved by the department chair 
of the new major. Transfer students must declare a major in their transfer 
application. Students who have earned 60 units and have not declared a 
major will have a registration hold placed on their ability to register for 
the following semester’s courses. These students will not be able to regis-
ter for courses until they declare a major. Note: Courses numbered below 
the 100 level do not count toward the 60 units.  Advanced Placement 
(high school) units do count toward the 60 units.

Adding a Second Major
Students can add a second major (double major) only if they can com-
plete both majors within 140 units. Students may not add a second 
major after completing the requirements for their first major.  Student 
requests to add a second major must be approved by the Department 
chairs of the existing major and the second major. If the student seek-
ing to add a major has 90 or more earned units, the request also must 
be approved by the associate dean of the new major. All requests to add 
a second major must be accompanied by a plan demonstrating that the 
additional major can be completed within 140 units. When a student 
completes two majors, both majors will be recorded on the diploma. 
Courses taken to satisfy the requirements for one major may be double 
counted if they satisfy requirements in the second major.

Changing Major or Option
Students seeking to change majors /options must be able to complete 
the new major/option within 140 units.  Student requests to change a 
major/option must be approved by the Department chair of the new 
major/option.  If the student has 90 or more earned units, the request 
also must be approved by the associate dean of the new major/option. 
Requests to change majors or options must be accompanied by a plan 
demonstrating that the new major/option can be completed within 
140 units.

Adding a Minor
Students can add a minor only if they can complete both their major 
and the minor within 140 units. Student requests to add a minor must 
be approved by the Department chair of the new minor. If the student 
has 90 or more earned units, the request also must be approved by 
the associate dean of the new minor. Requests to add a minor must 
be accompanied by a plan demonstrating that the minor can be com-
pleted within 140 units.

Changing a Minor
Students may drop their current minor at any time.  They may add a 
new minor as long as they satisfy the policies and procedures for adding 
a new minor.

Transfer Units
When computing the earned unit limits on adding majors and minors, 
a maximum of 70 community college transfer earned units or a maxi-
mum of 90 four-year college/community college combination transfer 
earned units will be counted.

Appeals Process
Students who wish to appeal this policy or a related decision can apply 
to a Majors/Minors Appeals Board composed of an associate dean, a 
representative of Undergraduate Studies, the AS President or desig-
nee, and  two faculty members selected by the Faculty President.  For 
example, students who cannot complete their current major because of 
an inability to complete/pass a requirement may file a request with the 
Majors/Minors Appeals Board to change majors even though they may 
need to exceed the 140-unit limit to complete their new major.

Earning a Major and Minor or More than One Minor from the 
Same Department

Students may earn a major and a minor from the same department, 
or more than one minor if the major and minor(s) are associated with 
different academic degree programs. Note that different options in the 
same degree program are not considered different academic degree pro-
grams for this policy.

Final Examination Policy
In lecture courses, no final examination may be scheduled by an 
instructor prior to the regularly scheduled time. Any student who finds 
it impossible to take a final examination on the date scheduled must 
make arrangements in advance with the instructor either to take the 
examination at another time prior to the deadline for reporting grades, 
or request that a grade of Incomplete be assigned, and must then follow 
the regulations concerning the removal of the Incomplete. No excep-
tions will be made to these regulations without the written approval 
of the instructor, the department chair, and the dean of the college in 
which the course is offered.

Procedures for Adding or Changing Majors, Minors and Options

Student has <  90 earned units Student has ≥ 90 earned units

Add second major Approval by dept chairs of both majors. Must complete 
within 140 units.

Approval by dept chairs of both majors and associate 
dean of second major.  Must complete within 140 units.

Changing major/option Approval by dept chair of new major/option. Must com-
plete within 140 units.

Approval by dept chair of new major/option and associ-
ate dean of new major/option.  Must complete within 
140 units.

Dropping second major Approval by dept chair of second major. Approval by dept chair of second major.

Adding a first or second minor Approval by dept chair of new minor. Must complete 
within 140 units.

Approval by dept chair of new minor. Must complete 
within 140 units.

Changing a minor Approval by dept chair of new minor. Must complete 
within 140 units.

Approval by dept chair of new minor.  Must complete 
within 140 units.

Dropping a minor No approval required. No approval required.
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Dean’s List
Students who carry a minimum of 12 graded semester units (CR/NC 
courses do not apply), and who achieve a grade point average of 3.5 or 
better, are awarded Dean’s List standing for that semester.
	 Students whose minimum unit load includes courses from the Tseng 
College may apply for Dean’s List standing if the Extension courses 
are required for the student’s major and if the Tseng College courses 
are taught by members of CSUN’s faculty.  If a grade change brings 
a student’s grade point average up to 3.5, the student may apply at 
Admissions and Records to have the honor awarded retroactively.
	 Students working on second undergraduate degrees or graduate 
degrees are not eligible for Dean’s List awards.

Honors at Graduation
To receive honors at graduation, a student must:
1.	Complete a minimum of 45 units of work in letter-graded courses 
in this University;
2.	Earn a grade point average of 3.50 or above in all work taken in this 
University;
3.	Earn the following grade point average in all undergraduate courses, 
including transfer work:

Summa Cum Laude GPA of 3.90 or above

Magna Cum Laude GPA of 3.75 to 3.89

Cum Laude GPA of 3.50 to 3.74

For questions about Honors at Graduation, visit the Office of 
Admissions and Records Graduation Evaluations department in BH 
150 or call (818) 677-3781.

Bachelor’s Degree Requirements
1. Completion of the applicable General Education program, which in-

cludes Title 5 requirements in American History and Government.
2. Completion of the requirements for a major.
3. Writing Skills Requirements:

Lower Division Requirement: The University requires of all stu-
dents a 3-unit Lower Division course in composition. Students must 
complete the Lower Division writing requirement no later than the 
semester in which 45 units are completed. Transfer students with 
more than 35 units who have not completed the Lower Division 
writing requirement must do so within the first semester of resi-
dence. Students may meet this requirement by 
a. completing one course from AAS 115, AAS 155, CAS 115, CAS 

155, CHS 115, CHS 155, ENGL 115, ENGL 155, PAS 115 
or PAS 155 or an equivalent course at an accredited commu-
nity or 4-year college; or completing one of the following two-
semester course sequences: AAS 113A/113B, CAS 113A/113B, 
CHS 113A/113B, ENGL 113A/113B, PAS 113A/113B or 
AAS 114A/114B, CAS 114A/114B, CHS 114A/114B, ENGL 
114A/114B, PAS 114A/114B; or

b. receiving a satisfactory score on the English Equivalency 
Examination or the Advanced Placement Test in English 
Language or the Advanced Placement Test in English Literature. 

Completion of this requirement fulfills a portion of the Basic Skills 
Section of the General Education Program. Note: Completion of 
the Lower Division writing requirement is a prerequisite for all 
Upper Division General Education courses.

Upper Division Requirement: The University has implemented 
the Trustee Policy for the Writing Skills Graduation Requirement 
for all Upper Division students who will graduate in Spring 1982 or 
thereafter in the following manner:
a. Students who have completed 56 units and have met the Lower 

Division writing requirement shall be required to take an essay 
examination.

b. Undergraduate students are encouraged to take the Upper 
Division Writing Proficiency Examination (UDWPE) as early as 
possible after (a) above has been met, but must take the UDWPE 
no later than the semester in which 90 units are completed. 
Students who have not taken the UDWPE by the completion of 
90 units may have an advisement hold placed on their subsequent 
registration(s).

c. Students who fail the exam shall be permitted to repeat the exami-
nation. Students are strongly urged to make an appointment with 
a writing consultant at the Learning Resource Center by calling 
(818) 677-2033. This service is offered at no cost to students. 
Consultations may be available during the summer (from June to 
August) on a limited basis.

d. The examination shall consist of an essay on an assigned topic 
evaluated by two faculty.

e. The criteria of evaluation shall include (1) a demonstration of ana-
lytic skills, (2) use of relevant evidence to support an argument, 
(3) effective organization, (4) use of standard English grammar, 
diction and mechanics.

f. Administrations of the examination will be announced on the 
Testing Center website as well as in other official University 
publications.

g. The examination will be scheduled at least five times within an 
academic year.

h. Registration cards are available at University Cash Services and at 
the Testing Office. 
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i. Certification of graduation writing competence shall be transfer-
able from one CSU campus to another. However, students must 
pass the UDWPE at the campus at which they are enrolled.

4. Grade Point Average Requirement. Each student shall complete with 
a grade point average of 2.0 (grade “C” on a 4-point scale) or better:
a. All units attempted, including those accepted by transfer from 

another institution
b. All Upper Division units required in the major
c. All Upper Division units required in the minor (if student chooses 

to declare a minor)
d. All units attempted at CSUN

5. Residency Requirement. Completion of 30 units in residence at 
CSU Northridge; 24 of the 30 units must be completed in Upper 
Division. Twelve of the units must be in the major, and 9 of the 
units must be in General Education. (CSU Northridge coursework 
taken in Open University is considered residence, with a maximum 
of 24 special session units.)

6. Total unit minimums B.A. 120 (40 Upper Division), B.S. 120 (36-
47 Upper Division), B.M. 132 (40 Upper Division).
At least 120-124 units for the B.A. degree.
At least 120-128 units for the B.S. degree.
Unit Distribution:
At least 40 Upper Division units for the B.A. degree.
At least 36 Upper Division units for the B.S. degree.
At least 9 Upper Division units in General Education.

7. Formal approval by the faculty of the University. Application for 
Graduation, Graduation Evaluation and Diploma: Undergraduate 
students must file an Application for Bachelor’s Degree and Diploma 
(approved by the major department) with the Office of Admissions 
and Records before they can be officially evaluated for graduation.

Administrative Graduation
Upon review by the Office of Undergraduate Studies, students who 
accumulate over 140 earned units may be graduated administratively if 
they have completed any major, whether or not they have declared that 
major. Enrollment beyond the 140 units will be restricted to courses 
required to graduate in the major for which the student has accom-
plished the highest percentage of requirements.

Grade Correction Procedures for the Semester of Graduation
See Grade Correction Procedure (E-5) in the Appendices for deadlines 
and procedures. 

Applying for Your Bachelor’s Degree
1.	When you have completed 90 units of course work, print a copy 

of the Application for Bachelor’s Degree and Diploma, located at  
http://www.csun.edu/anr/forms/applba.pdf and a copy of your 
MAP.  Schedule  an appointment with a faculty advisor to discuss 
the major curriculum and major catalog year.  If you plan to gradu-
ate with a second major or minor, include the major, and/or minor, 
and the catalog year on the form. Secure the faculty advisor’s approv-
al in the designated area on the application. This signed application 
constitutes formal approval of your program by the faculty.

2. Turn in your completed Application for Bachelor’s Degree and 
Diploma and a copy of your MAP to Admissions and Records. You 
will be required to pay a filing fee upon submission of the applica-
tion. Deadline dates for filing are published each semester on the 
Graduation Evaluation web site at http://www.csun.edu/anr/grad/
index.html. There is a late fee if you do not file on time. Paying the 
late fee does not insure receiving your Graduation Check prior to 
your last semester.

3. You will receive an email from Admissions and Records when your 
graduation evaluation is complete.  A copy of your graduation evalu-
ation will be available on line through the myNorthridge Portal.  Call 
your departmental advisor or your Graduation Evaluator if you have 
any questions about your evaluation. The Graduation Evaluation 
reflects units applicable toward degree requirements only. Therefore, 
this figure may be lower than the cumulative units reflected on other 
CSUN documents.

4. You decide whether to participate in the graduation ceremony. You 
will be invited to the commencement ceremony for the academic 
year in which you graduate. If you decide to participate in the an-
nual spring commencement ceremony, follow the instructions in 
the commencement handbook. Note: participation in the ceremony 
does not mean that you have officially graduated and qualified for 
your bachelor’s degree. If, in your final semester, you don’t complete 
a course or earn a grade as anticipated, you will need to change your 
graduation date at Admissions and Records for the semester or sum-
mer of actual completion.

5. Your diploma and letter of congratulations will be mailed to you 
three to six weeks after your official graduation  is posted. Note 
that there are three official graduation dates each calendar year: the 
final day of the Fall semester, the final day of the Spring semester; 
and the final day of the last Summer session. These are the only dates 
on CSUN diplomas.
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NEW AND EXISTING FINANCIAL AID POLICIES 

The Financial Aid and Scholarship Department looks forward to working with you to provide the support 
needed to enroll, retain and graduate students.  Federal, State and Institutional aid exists to provide support 
to students who are matriculated in a degree or certificate program and who are making satisfactory academic 
progress towards their academic goal.  Students should consider their enrollment decisions carefully. 
Students who enroll full‐time will receive the maximum aid possible.  However, full‐time enrollment may not 
be appropriate or possible for a student, based on family, medical, employment or other conditions.  Students 
who enroll full‐time to get maximum aid, but then need to withdraw or reduce enrollment may have 
immediate and/or future negative consequences.  To remain eligible for aid students must complete the units 
they enroll in and must finish their academic program within a reasonable and defined time frame. 

Enrollment:  Financial Aid is awarded based on projected full‐time enrollment.  Students who enroll in less 
than half‐time will automatically have their awards adjusted prior to payment based on actual enrollment. 
Some awards can be adjusted for less than full‐time enrollment, while others will be canceled.  Students with 
financial aid awards can consult with the Financial Aid Department to check on the impact of their planned 
enrollment to the financial aid they have been awarded.  Students should not enroll in classes to qualify for 
maximum aid, if the classes are not required to complete their educational program for graduation.  Such 
action can result in the loss of financial aid in the future due to the Satisfactory Academic Progress 
requirements for financial aid. 

Withdrawals:  Medical and non‐medical withdrawals can cause a student to lose current and/or future 
financial aid.  Prior to withdrawing completely from a term, a student receiving financial aid should consult 
with the financial aid department on possible consequences.  The Satisfactory Academic Progress policy takes 
into account all units attempted, even those from which the student withdrew (officially or unofficially). 

Satisfactory Academic Progress:  The complete policy and appeal procedures can be found at 
www.csun.edu/finaid.  Progress is measured in units completed versus units attempted (at CSUN only), total 
units attempted (including transfer institutions), and willingness to complete their academic program (as 
measured by enrollment appropriate to academic program, repeated withdrawals, etc.).  The updated policy 
which goes into effect for the 2009‐10 academic year and recently approved by President Koester, reduces the 
maximum units attempted cap for undergraduate students to 150.  Undergraduates who attempt more than 
150 units without finishing their degree will not be eligible for further aid. 

Although the pass rate of 70% remains in effect for all students (including credential and graduate level), the 
conditions for undergraduate appeals have been limited by the updated policy.  Undergraduates who have 
completed less than 55% of their units attempted at Northridge will not be allowed to appeal, unless the 
completion rate failure is due to medical withdrawal(s).  Students who complete between 55% and 65% of 
their units attempted may be allowed to appeal if they meet certain conditions.  Students who complete 
between 65% and 70% of their units attempted will be approved for a one year probationary period. 

Financial Distress:  If students report they are unable perform adequately in their academic work or who want 
to withdraw because they now need to work more hours because of a change in financial circumstances, 
please refer them to the Financial Aid and Scholarship Department to meet with a financial aid counselor.  We 
cannot help all students, but we may be able to reconsider their aid based on recent job loss or other extreme 
circumstances.  Many times we may only be able to offer low‐cost, federally‐insured loans and students will 
need to be willing to accept them in order to reduce working hours or address other financial issues. 
However, many students have not yet applied for aid and may find themselves eligible for grants.
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Undergraduate Policy on Repeating Courses 
(Approved May 21, 2009) 

The University recognizes that undergraduate students may need to repeat one or more courses in 
order to fulfill degree requirements and/or enhance previously acquired skills. However, students 
should seek academic advisement before deciding to repeat any course. Students should be aware 
that other institutions (e.g., medical schools, graduate programs, law schools) might not 
recognize this repeat policy and may use “forgiven” grades in recalculating grade point averages. 
The following rules apply: 

1.  A maximum of 16 semester units of CSU Northridge coursework in which a student 
earned less than a C grade may be repeated for the purpose of excluding grades (grade 
forgiveness) from the computation of the student’s overall GPA. Only the first 16 
semester units are eligible for grade forgiveness. 

2.  An additional 12 semester units of coursework may be repeated for grade averaging, i.e. 
both the original grade and the repeat shall be calculated into the student’s total GPA. 

3.  Students cannot improve grades of courses taken at CSUN by repeating them at another 
institution. Students cannot improve grades of courses taken at another institution by 
repeating them at CSUN. 

4.  The stated limits (16 units for grade forgiveness and 12 units for grade averaging) apply 
only to units completed at CSU Northridge. The limits apply to all courses taken at 
CSUN, whether a student is matriculated or enrolled through self­support such as 
Extended Learning. 

5.  Registration in repeated courses is limited to the Nonrestrictive and Late Registration 
periods and is prohibited during the Registration­by­Appointment period.* 
(see note below) 

6.  Undergraduate students may take an individual course no more than three times. Only 
one repeat per course is permitted for improving the grade, with the higher of the two 
grades counted in the student’s GPA.  If a student enrolls in a course for a third time, the 
units attempted and any grade points earned will be averaged with all other grades earned 
for the course (except ones that were awarded grade forgiveness). On the third enrollment 
in a course, permission of the associate dean of the college of the student’s major (or the 
Director of Undergraduate Studies if the student is Undecided) is necessary. 

7.  Subsequent enrollment must be on the same basis of grading as the first. 

8.  Grade forgiveness is not applicable in courses for which the original grade was the result 
of a finding of academic dishonesty. 

9.  This policy does not pertain to repeats in courses such as Music Ensembles and 
Independent Study where the curriculum allows, permits or requires repeats. 

10.  This policy applies only to baccalaureate units, i.e., those that count toward the degree. 

*In Fall 09, no student may enroll in any course for the purpose of repeating until the first day of 
classes.  Such repeating students will need to get permission of the instructor to enroll.  SOLAR will 
block a student’s ability to repeat enrollment in a course until the first day of classes.
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Petition/Appeal Process for Honors at Graduation Policy 

(Approved November 5, 2008) 
 
 
All petitions for waiver of any of the established requirements for graduation with 
honors shall be sent to the department of the student’s major for recommendation, 
and then forwarded to the Associate Vice President of Undergraduate Studies for 
final approval.  No action will be taken by Undergraduate Studies without a 
positive recommendation from the chair of the student's major department in 
keeping with departmental policies and procedures, as appropriate. 
 

19



Repeating Course for Third or Subsequent Time Policy 
(Approved November 5, 2008) 

 
 
On the third or subsequent enrollment in a course, permission of the associate dean 
of the college of the student’s major (or the Director of Undergraduate Studies if 
the student is Undecided) is necessary. 
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Timely Adoption of Textbooks/Instructional Materials for Accessibility 
(Approved  February 28, 2008) 

It is the policy of the CSU to make information technology resources and services 
accessible to all CSU students, faculty, staff and the general public regardless of 
disability.  As part of that policy all CSUN faculty shall, whenever possible, 
submit their textbooks and/or instructional materials requests by a University 
deadline established by Academic Affairs that is to be included in the University 
calendar and that is not less than (8) weeks prior to the beginning of the semester.* 

*Academic Affairs interprets the recommended Senate Policy as follows: 

Faculty members must submit book orders and other instructional materials 
orders no later than eight weeks before the beginning of the semester; and 
departments must submit orders for sections that do not yet have instructors 
assigned to them no later than eight weeks before the beginning of the 
semester. 

This policy does not apply, however, to instructional web sites, links from 
those web sites, and supplementary materials that are attached to them.  See 
the other policy at http://www.csun.edu/accessibility for details.  In brief, all 
new instructional web sites must be compliant by fall 2008, with older sites 
updated for accessibility as they are used publicly.  The appropriate 
administrator can allow alternative ways of meeting this requirement if 
indeed compliance is excessively challenging or burdensome. 

“Whenever possible” cannot be invoked willy­nilly to get around 
compliance with applicable law, or with the practical requirement to submit 
textbook and other instructional materials orders at least 8 weeks prior to the 
beginning of the semester for all instructors and for all scheduled sections 
not yet staffed. 

“Whenever possible” is not to be interpreted or implemented as a matter of 
convenience, department or faculty preference, or department or faculty past 
practice.  For instance, one cannot invoke travel, work schedule, or academic 
freedom to support a claim that it is not possible to comply.  A sudden 
cancellation of a preferred textbook, an unanticipated illness, and/or other 
circumstances completely outside the control of an individual faculty 
member or department may constitute such grounds, subject to review and 
agreement by the dean based on the specific circumstances.  In the case of 
disagreement, the dean will submit that judgment and relevant explanation to 
the department chair.
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Reinstatement after Third Disqualification 
(Approved February 25, 2008) 

Students who receive a third disqualification may reapply to the University after a 
minimum waiting period of five years. Students must provide evidence that 
demonstrates acquired skills or achievements that support a successful return to the 
University. Students reinstated to the University must meet each semester all 
criteria established by the University for continued enrollment of readmitted 
previously disqualified students until both their cumulative total GPA and CSUN 
GPA return to 2.0.  Those who fail to do so will receive a final disqualification and 
will be given no further opportunities for readmission.
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Criterion for Continued Enrollment of Readmitted 
Previously Disqualified Students 
(Approved February 25, 2008) 

Students who have been academically disqualified, but who are readmitted to the 
University under terms of probation with an Academic Performance Agreement 
are allowed to continue to enroll in subsequent semesters only if they earn a GPA 
of 2.00 or higher each semester until both their cumulative total GPA and CSUN 
GPA return to 2.0.
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   Policy on Graduating-Senior Registration Priority 
(Approved June 30, 2005) 

 
 
A student who receives graduating-senior registration priority twice and who does not 
graduate will not receive graduating-senior registration priority a third time and will 
return to senior registration priority status.  This policy will take effect one year after 
approval by the Senate and the President. 
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   Policy on Missed Classes Due to Participation in University-Approved Activities 

(Approved February 25, 2005) 

 
 
When representing the university in official curriculum-related, university-approved activities 
requires a student to miss classes, faculty are expected to provide, within reason, opportunity to 
make up any work or exams that are missed.   
 
To be eligible for such accommodation, the student is obligated to provide the instructor of the 
class with written documentation signed by the faculty, staff member or administrator 
supervising the activity, giving specific information concerning the activity, its location, and the 
dates and times when class attendance is not possible.  This documentation must be submitted to 
the instructor during the first week of the semester or as soon as the information becomes known. 
 
Instructors may set limits on the number of classes that may be missed for which special 
accommodation to make up missed work will be allowed.  The process for making up missed 
class work is the prerogative of the instructor and shall be communicated to the affected students 
during the first week of classes or as soon as the need for accommodation becomes known.  
 
For the purposes of this policy, if a question arises as to which events meet the definition of 
“official curriculum-related, university-approved activities” the determination shall be made by 
the Associate Vice President for Undergraduate Studies.  
 
Absence from class for official curriculum-related, university-approved activities does not 
relieve students from responsibility for any part of the course work required during the period of 
absence. 
 
University sponsors of these activities have an obligation to respect the importance of regular 
class attendance for successful academic performance and to minimize the number of such 
absences. Instructional faculty have an obligation to respect the importance of such student 
participation, and to assist student participants in meeting their academic obligations. 
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Revised Policy on Retention of Student Work 

(Approved February 25, 2005) 
 
 
A.   Document Retention Timeframes: 
  

Faculty shall retain the final examination and other materials, including materials in an 
electronic form, which contribute to the student's final grade, and which are not returned to 
the student or otherwise not made available in class to the student, in accordance with the 
following timeframes: 

 
1. Spring Semester:  Materials from the spring semester will be retained until the end of the 

first week of the following spring semester.  
 

2. Summer Term:  Materials from the summer term will be retained until the end of the first 
week of the following spring semester.  

 
3. Fall Semester:  Materials from the fall semester will be retained until the end of the first 

week of the following fall semester.  
 

4. Winter Intersession:  Materials from the winter intersession will be retained until the end 
of the first week of the following fall semester. 

 
When a faculty member has received notice as to the filing of an academic grievance or 
grade appeal from the Office of the Vice President for Student Affairs, all related course 
materials, including materials in an electronic form, shall be retained until the case is 
resolved.  
 

B.  Student’s Responsibility:  It is the student’s responsibility to pick up from the faculty 
materials that have been made available to students in class.  

 
C. Departing Faculty:  Departments are encouraged to collect from departing faculty all 

materials as specified above, including materials in an electronic form, which contribute to 
the student’s final grade and retain such materials for a period consistent with the time 
frames provided above. 
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WRITTEN SYLLABI FOR ALL UNDERGRADUATE COURSES
(Approved 5/8/01; modified 3/25/03)

To better inform students about the requirements, content and methodology of the university’s
undergraduate curricula, all faculty teaching undergraduate courses will distribute a written
syllabus to each student in the course and/or post it on-line no later than the second week of
classes.  

The syllabus should contain the following information:

• Course objective(s).

• A brief list or summary of topics or projects covered.

• Course requirements and methods of evaluation.

• Grading criteria including whether or not the plus/minus system will be used.

• Contact information (instructor’s name, office hours, office location, and campus phone
number).

• For a General Education course, the syllabus should describe how it meets the currently
approved goals of the General Education section in which it resides.

• For an upper-division General Education course, the syllabus should include a statement
that informs students that the course is an upper-division General Education course and
that it requires completion of writing assignments totaling a minimum of 2,500 words.
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Policy on Written Syllabi for All Graduate Courses 
(Approved 2/2/06) 

 
To better inform students about the requirements, content and methodology of the 
university’s graduate curricula, all faculty teaching graduate courses will distribute a 
written syllabus to each student in the course and or/post it online no later than the second 
week of classes.  The syllabus should contain at least the following information. 
 

• Course objective(s) 
• A brief list or summary of topics or projects covered 
• Course requirements and methods of evaluation 
• Grading criteria including whether or not the plus/minus system will be used 
• Contact information (instructor’s name, office hours, office location, and campus 

phone number)  
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Sections 612.4.2.b. and 612.5.2. of the Administrative Manual: 
Effective Date of New or Revised Personnel Procedures 

(Approved May 19, 2011) 
 
 
 

612.4.2.b. College Level Responsibilities 
 

(6). If a College elects to change the criteria in its personnel procedures, those 
 criteria will become effective three (3) years after they have been approved at the 

University level. 
 
 During this three-year period, all candidates appointed before the approval at the 

University level of the new College Personnel Procedures shall be evaluated 
under the old criteria unless a candidate specifically elects to be evaluated under 
the new criteria.  A candidate who elects the new criteria must notify, in writing, 
the Department Chair and the Dean no later than the date when the Professional 
Information File is submitted for review. The Dean will place a copy of the 
request in the candidate’s Personnel Action File. If a candidate elects the new 
criteria, the candidate cannot subsequently elect to be evaluated under older 
criteria.  

 
 All faculty members appointed after the approval at the University level of the 

new College Personnel Procedures shall be evaluated under these new criteria. 
 
612.5.2. Department Level Responsibilities 

 
g.  If a Department elects to change the criteria in its personnel procedures, those 

criteria will become effective three (3) years after they have been approved at the 
University level.  

 
 During this three-year period, all candidates appointed before the approval at the 

University level of the new Department Personnel Procedures shall be evaluated 
under the old criteria unless a candidate specifically elects to be evaluated under 
the new criteria.  A candidate who elects the new criteria must notify, in writing, 
the Department Chair and the Dean no later than the date when the Professional 
Information File is submitted for review. The Dean will place a copy of the 
request in the candidate’s Personnel Action File. If a candidate elects the new 
criteria, the candidate cannot subsequently elect to be evaluated under older 
criteria.  

 
 All faculty members appointed after the approval at the University level of the 

new Department Personnel Procedures shall be evaluated under these new 
criteria. 
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Section 604 of the Administrative Manual: 
Statement of Professional Responsibility 

(Approved December 15, 2009) 

604  Professional Responsibility 

This statement shall serve as a guide for the professional conduct of the members of the 
faculty  of  this University. The  responsibilities  of  a  faculty member may  be  considered 
from four major perspectives: 1) as a member of an academic profession; 2) as a teacher; 
3) as a colleague; 4) as a part of an academic institution. 

604.1  As a member of an academic profession, the faculty member: 

1.  Devotes energies to developing and improving scholarly competence. 

2.  Accepts the obligation to exercise critical self­discipline and judgment in 
using, extending, and transmitting knowledge. 

3.  Practices, fosters, and defends intellectual honesty, freedom of inquiry and 
instruction, and free expression. 

4.  Respects  the  ethical  and  legal  principles  and  guidelines  of  the  faculty 
member’s discipline(s). 

604.2  As a teacher, the faculty member: 

1.  Encourages  the  free  pursuit  of  students’  learning  and  promotes  the  free 
and open exchange of ideas as related to the subject matter. 

2.  Exhibits  and  upholds  the  highest  scholarly  and  ethical  standards  of  the 
faculty member’s relevant discipline(s); fosters honest academic conduct; 
and does not instruct, advise, or supervise students with whom the faculty 
member has personal or professional conflicts of interest. 

3.  Serves as an intellectual guide and mentor. 

4.  Does  not  participate  in  the  formal  evaluation  of  any  student  or  in  any 
institutional  decisions  involving  a  direct  benefit  to  a  student  who  is  a 
member  of  the  faculty  member’s  immediate  family,  a  blood  relative,  or 
with  whom  there  is  an  economic,  sexual,  and/or  romantic  involvement 
which could reasonably be perceived as impairing objectivity. 

5.  Makes reasonable efforts  to assure that evaluations of  students are based 
on stated academic criteria. 

6.  Treats students with civility, understanding, and respect. 

7.  Makes  reasonable  efforts  to  assure  that  students  treat  each  other  with 
civility, understanding, and respect.
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8.  Respects  the  confidential  nature  of  the  relationship  between  faculty 
member and student except when obligated to disclose information based 
on University policy or law. 

9.  Does not refuse to enroll or teach students on the grounds of their beliefs 
or the possible uses to which they may put the knowledge to be gained in 
a course. 

10.  Does  not  require  students,  by  the  authority  inherent  in  the  instructional 
role, to engage in particular political activities. 

11.  Does not persistently introduce material which has no relation to a subject 
into the presentation of that subject. 

12.  Adheres to published descriptions of course content and grading practices, 
such  as  those  contained  in  syllabi,  course  outlines,  and  University 
catalogs. 

13.  Allows  students  the  freedom  to  take  reasoned  exception  to  the  data  or 
views offered in a course of study. 

14.  Does not exploit students. 

15.  Acknowledges  significant  academic  or  scholarly  collaboration  with,  or 
assistance from, students. 

604.3  As a colleague, the faculty member: 

1.  Respects and defends the free inquiry of colleagues. 

2.  Shows due respect for the opinions of others in exchanges of criticism and 
ideas. 

3.  Acknowledges  the  contributions  of  others  to  the  faculty  member’s 
academic work. 

4.  Strives  to  be  objective  when  engaged  in  the  professional  judgment  of 
colleagues. 

5.  Does  not  participate  in  personnel  evaluations,  such  as  appointment, 
retention,  tenure,  or  promotion,  of  a  member  of  the  faculty  member’s 
immediate  family,  a  blood  relative,  or  a  person  with  whom  the  faculty 
member has an economic, sexual and/or romantic  involvement that could 
reasonably be perceived as impairing objectivity. 

6.  Does not participate in decisions, such as awarding of grants, sabbaticals, 
or other awards that involve a direct personal economic benefit or benefit 
to a member of the faculty member’s  immediate family, a blood relative, 
or  a  person  with  whom  the  faculty  member  has  an  economic,  sexual 
and/or  romantic  involvement  that  could  reasonably  be  perceived  as
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impairing objectivity. 

7.  Does not engage in exploitative, harassing, or discriminatory behavior. 

604.4  As a member of an academic institution, the faculty member: 

1.  Seeks above all to be an effective teacher and scholar. 

2.  Observes  the  stated  regulations  of  the  institution  provided  they  do  not 
contravene academic freedom. 

3.  Maintains the right to criticize regulations and seek their revision. 

4.  Does not engage  in outside employment that conflicts with normal work 
assignments or satisfactory performance of duties. 

5.  When  considering  the  interruption or  termination of  services,  recognizes 
the effect of such a decision upon the program of the institution, and gives 
due notice of intentions. 

6.  Accepts  a  share  of  faculty  responsibilities  for  the  governance  of  the 
institution. 

7.  Helps  ensure  that  the  University  meets  its  commitment  to  maintain  an 
environment  that promotes diversity and  that  is  free  from discrimination 
and harassment. 

8.  Makes reasonable efforts to distinguish publicly between speaking or 
acting as a private citizen and speaking or acting as a representative of the 
University.
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Section  620 of  the Administrative Manual: 
 
Recruitment,  Selection,  Appointment,  and  Evaluation 


“Training for  Equity and  Diversity Representatives  on Search Committees  for 

Full­Time Faculty” 


(Approved February 18,  2009)
  

620  Recruitment,  Selection,  Appointment,  and  Evaluation  

620.1  General 

620.2  Affirmative Action 

California State University,  Northridge is  committed.  .  .  

1.	   Each  Department  committee.  .  .  

2.	   Each  College’s  Personnel  Committee.  .  .  

3.	   All  Department  and College  search  and screen  committee  Equity  and Diversity 
Representatives  shall  receive special  training from  the Director  of  Equity  and 
Diversity.  The Equity  and Diversity  Representative or  designee  from  the search 
committee  is  required to  participate in  a hiring workshop on  the hiring process  as  
jointly  offered by  the Director  of  the Office  of  Equity  and Diversity,  the Faculty 
Senate Educational  Equity Committee,  and the Associate Vice  President  for  
Faculty  Affairs.  All  other committee  members  are encouraged to attend.  Those 
members  who  attend the workshop are responsible  for  disseminating this  
information  to  every  committee  member who  did not attend.  The entire search 
committee  is  responsible for  ensuring that  the search  has  been  conducted in 
compliance  with  the provisions  of  the  Manual of  Procedures  for  Search and 
Screen Committees  for  Full­Time  Faculty Positions. 

Policy 
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Section 645 of the Administrative Manual: 
Periodic Review of Tenured Faculty 

(Approved May 6, 2008) 
 
 
645 Periodic Review of Tenured Faculty
 

645.1 The Collective Bargaining Agreement Between the CSU and CFA, Unit 3-Faculty 
(May 15, 2007 – June 30, 2010) mandates that there be periodic evaluation of 
tenured faculty. The purpose of Section 645 is to outline campus processes for 
implementation of the mandated periodic evaluation. Should the provisions 
related to periodic evaluation of tenured faculty be removed from this or future 
Faculty Contracts, these provisions shall become null and void. 

 
 645.2 The purpose of periodic evaluation of tenured faculty (“post tenure review”) is to 

facilitate continued faculty development and improvement.  
 
 645.3 Each tenured faculty unit employee shall be reviewed at least once every five 

years. A performance review for promotion shall be considered to be such review 
in calculating the five-year intervals. Tenured faculty unit employees shall not be 
reviewed while on sabbatical leave or leave of absence. 

 
 645.4 The Peer Review Committee of the Department or equivalent unit and the College 

Dean, separately and in writing, shall provide a review. The Peer Review 
Committee shall be comprised of tenured faculty unit employees at the rank of 
Professor or equivalent. Where there are insufficient department faculty to form a 
Peer Review Committee, tenured faculty at the rank of Professor from related 
academic disciplines may serve. 

 
1. The Department Peer Review Committee shall provide a written report of the 

evaluation to the faculty member under review ten (10) calendar days before it 
is sent to the College Dean and placed in the faculty member’s Personnel 
Action File.  

 
2. The faculty member may request a meeting with the committee to discuss the 

report. The meeting shall be held within those ten (10) calendar days. The 
faculty member may also submit a written rebuttal statement or response 
within that period. This statement or response shall be placed in his or her 
Personnel Action File. 

 
3. The Chair of the Department Peer Review Committee, or designee, and the 

College Dean shall meet with the tenured faculty unit employee under review 
to discuss his or her strengths and weaknesses along with suggestions, if any, 
for improvement.  
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4. The College Dean shall provide a written report of his or her evaluation to the 
faculty member under review ten (10) days before it is placed in the faculty 
member’s Personnel Action File and sent to the Department Chair and Chair 
of the Department Peer Review Committee.  

 
5. The faculty member may request a meeting with the College Dean to discuss 

the report. The meeting is to be held within those ten (10) calendar days. The 
faculty member may also submit a written rebuttal statement or response 
within that period. This statement or response shall be placed in his or her 
Personnel Action File. 

  
 645.5 Tenured faculty unit employees shall be reviewed based on their actual work 

assignments only. For those faculty members with teaching responsibilities, 
consideration shall include student evaluations of teaching performance. 

  
645.6   Departments may establish additional policies and criteria consistent with 
            The criteria described in this section.  

 
1. Department criteria for review of tenured faculty shall be reviewed and 

approved by the tenured and probationary faculty in the Department. The 
criteria shall be submitted to the College Dean for review and approval and to 
the Personnel Planning and Review Committee for final review and approval 
for consistency with Section 645 and the Faculty Collective Bargaining 
Agreement. PP&R may designate the Chair of PP&R to review the criteria 
and approve on behalf of PP&R. 

 
     2. Department criteria, policies and procedures, even if unchanged, shall be 

reviewed in their entirety every five years to assure consistency with College 
and University policies and procedures. Procedures not forwarded and 
approved by the Personnel Planning and Review Committee at the five-year 
limit will be considered obsolete, and Department criteria, policies, and 
procedures will revert to Section 600. 
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Section 652 of the Administrative Manual: 
Grant-Related/Specially-Funded Instructional Faculty Appointments 

(Approved May 6, 2008) 
 
 
652 Grant-Related/Specially-Funded Instructional Faculty Appointments 
 

652.1   Preamble 
 

The purpose of the Grant-Related/Specially-Funded Instructional Faculty (GRIF) 
classification policy is to establish the means by which instructional faculty 
engaged in substantial grant activity can be granted a GRIF classification. GRIF 
appointments allow California State University, Northridge (CSUN) to recognize 
outstanding research contributions through the use of non-state resources to 
supplement or augment salary during the period of the GRIF appointment.  

 
652.2 Definition 

 
The Grant-Related/Specially-Funded Instructional Faculty (GRIF) member serves 
as a California State University Northridge instructional faculty member. GRIF 
members may be appointed to a non-permanent academic year or a 12-month 
GRIF classification. The classification can be used for grant-funded faculty 
assignments as well as faculty assignments funded by gifts and bequests or by 
Foundation allocations. The GRIF classifications provide for additional salary at a 
range specified by the Faculty Collective Bargaining Agreement. 

 
652.3   Eligibility 

 
1. In order to be considered for a GRIF appointment, the faculty member 

must meet the following criteria: 
 

a. The faculty member must be primarily responsible for annual grant 
and contract awards exceeding $500,000 in 2008 constant dollars 
(per faculty member in the case of co-Principal Investigators (“co-
PIs”)) in volume, administer multiple awards, and supervise 
multiple staff.  

 
b. The faculty member’s grant and contract funds must buy out a 

minimum of 40% of the faculty member’s 1.0 time base 
appointment during the academic year. In the case of co-PIs, the 
grant and contract funds must buy out a minimum of 40% of each 
faculty member’s 1.0 time base appointment during the academic 
year. 

 
c. Non-state funds must be identified to cover the GRIF salary 

differential percentage (including related benefits) to be added to 
the General Fund portion of the GRIF position. The source of non-
state funds cannot be a direct charge to the grant. 
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d. The faculty member’s grant and contract activity must clearly be 

related to the faculty member’s regular University responsibilities 
and must make a substantial contribution to CSUN’s mission and 
vision. 

 
e. The faculty member must be involved in the instructional program 

through classroom/laboratory teaching and/or mentoring students 
in training, research, or creative activities. 

 
f. The faculty member appointed to a GRIF classification shall 

demonstrate exceptional professional merit in scholarship and 
teaching as evidenced by regional or national stature in his or her 
discipline with a continuous record of recognized leadership and 
significant achievement in creative or scholarly work. 

 
g. Generally, an individual appointed to the GRIF classification shall 

have the responsibility as a Project Director and/or Principal 
Investigator. 

 
h. Faculty members who have been awarded a sabbatical or 

difference-in-pay leave are not eligible for GRIF appointments for 
the duration of the sabbatical or difference-in-pay leave.  

 
2. Duration 

 
a. Appointment to a GRIF classification automatically expires at the 

end of the period stated and does not establish a right to a 
subsequent GRIF appointment. Faculty seeking an additional or 
renewed GRIF appointment must re-apply through the same 
process as first-time applicants. 

 
b. Since a GRIF appointment is contingent on the availability of 

adequate funding from grants, gifts, or other non-state funds, 
should the funding not be available, the GRIF appointment will 
terminate. 

 
652.4 Application Process 

 
1. No later than March 1 of the year before the GRIF appointment is 

requested, the faculty member submits a letter to the Dean, copied to the 
Department Chair, requesting a GRIF appointment. The eligible faculty 
member must specify in writing the GRIF additional salary differential 
percentage requested. The Dean is responsible for obtaining written 
confirmation from the Office of Graduate Studies, Research, and 
International Programs that the faculty member has sufficient external 
support to cover all costs. This includes identification of the source(s) of 
external funds from which the GRIF differential will be paid. 
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2. The application is reviewed by the Department Chair who submits a 
recommendation, no later than March 15, copied to the applicant, which 
includes a review of the criteria listed in Section 652.3.1.d. through g. and 
a recommendation for approval or denial of the GRIF appointment. 

 
3. The application and recommendation from the Department Chair is 

reviewed by the College Dean. The Dean submits a letter of 
recommendation, no later than April 1, to the Provost and Vice President 
for Academic Affairs, copied to the applicant, that confirms the identified 
sources of funding and, if the College Dean supports the appointment, he 
or she specifies the recommended GRIF salary differential.  

 
4. The Provost and Vice President for Academic Affairs reviews the 

application letter and recommendations from the Department and College-
level reviewers and approves or denies the GRIF appointment and if 
approved, specifies the amount of the GRIF salary differential. The 
Provost’s decision to approve or deny a GRIF appointment is final. The 
Provost communicates his or her decision to the applicant by letter, no 
later than April 15, with copies to the College Dean and Department 
Chair. 

 
652.5 Terms of Appointment 
 

1. Appointments to this classification are not permanent and shall be made 
only for one academic year (for academic year instructional faculty) or 
one 12-month period (for 12-month instructional faculty). 

 
2.   Appointees to these classifications shall receive compensation comprising 

the base salary of their normal faculty appointment plus a salary 
augmentation within the range specified for GRIF by the Faculty 
Collective Bargaining Agreement above such base salary. The letter of 
appointment from the Provost shall state the amount of the differential 
salary. 

 
a. Changes in compensation during the course of a GRIF 

appointment shall be limited to any general salary increase, service 
salary increase, promotion as determined by the campus retention, 
tenure, and promotion process or any other contractual 
compensation adjustment granted to the faculty member during 
this time. 

 
b. When the appointment to a GRIF position is concluded, the faculty 

member shall revert back to the salary classification of his or her 
prior faculty position with any intervening salary adjustments. 

 
c. In addition to responsibilities as a GRIF faculty member, the GRIF 

faculty member shall also have normal Departmental, College, and 
University service responsibilities expected of all other faculty in 
their regular appointments. 
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d. No tenure or salary rights attach to either GRIF classification 
separate from the tenure rights and salary normally accruing from 
regular full-time faculty appointment. Appointment to either 
classification does not constitute a promotion nor does termination 
of a GRIF appointment without renewal constitute a demotion. 

 
e. GRIF appointments shall begin on the first day of the Fall semester 

for both academic year and 12-month appointments. The end date 
for academic year appointments shall be the last day of the 
following Spring semester. The end date for 12-month 
appointments shall be the day prior to the first day of the following 
Fall semester. 

 
f. There is no automatic renewal of a GRIF appointment. 

 
g. The CSU and the California Faculty Association have agreed that 

the CSU will not employ systemwide more than one hundred (100) 
faculty members in the GRIF classifications at any one point in 
time. 

 
652.6  Review of Policy 

 
This policy shall be assessed in five years from its effective date to determine its 
utility and effectiveness. The policy may be assessed before that time if changes 
in the Faculty Collective Bargaining Agreement mandate campus changes. 
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Section 612.5.2.c.(2)(a) of the Administrative Manual: 
Procedures for Evaluating Teaching Effectiveness - Class Visit Policy

(Approved February 22, 2007) 

612.5.  Department Level 

1.  Composition and Eligibility. 

2.  Responsibilities. 

a.  The Department Committee . . . 
b.  The Department Committee . . . 
c.  Each Department shall have on record . . . 

(1)  Criteria for retention, . . . 
(2)  Procedures for evaluating teaching effectiveness. 

(a)  Class visits, not excluding online, distance 
learning, service­learning, and laboratory 
classes, shall be made at least once each 
academic year for all probationary faculty 
and faculty under consideration for 
promotion. Class visits shall be conducted 
early enough in the academic year for use 
during the annual personnel cycle.
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Revision of Policy on Periodic Review of College and Department Personnel Procedures 
(Approved June 23, 2005) 

 
 
Section 612.4.2.b.(5) of the Administrative Manual is revised as follows: 

 
(5)  College criteria, policies, and procedures, even if unchanged, shall be reviewed in their 

entirety at least every five years to assure consistency with University policies and 
procedures. This review shall begin no later than the fall of the fifth academic year. After 
College review, the procedures shall be submitted to PP&R for review and approval. 
Procedures not forwarded to, and approved by, PP&R at the five-year limit will be 
considered obsolete, and College criteria, policies and procedures will revert to Section 
600.  See Section 612.4.2.b. (6) for effective date for new or revised criteria. 

 
 
Section 612.4.2.b. (6) is added as follows: 

 
(6)  If a College elects to change the criteria in its personnel procedures, those criteria will 

become effective three (3) years after they have been approved at the University level.  
An alternative effective date may be proposed by the College for approval by the 
Personnel Planning and Review Committee based on the appropriateness of the date to 
the change in criteria.  However, any candidate under review may elect to be considered 
under the new criteria at an earlier time or under the old criteria for three years from the 
date the new criteria were approved at the University level.  Candidates who elect to be 
considered under either of these alternative effective dates must notify the Department 
Chair and the Dean in writing, with a copy to the Personnel Action File, no later than the 
end of the second week of the academic year during which they are being reviewed. 

 
     
Section 612.5.2. is revised as follows: 
 

2. Responsibilities. 
  
 a.  The Department Committee… 
 
 b. The Department Committee… 
   

c.  Each Department shall have on record in the College Dean’s office its approved 
personnel procedures which shall include but not be limited to:  

 
(1) Criteria for retention, tenure, and promotion. . . . 
(2) Procedures for evaluating teaching effectiveness. . . . 

 
d. Each Department Chair shall distribute a copy of approved procedures to all faculty 

members in the Department. 
 
e. Unresolved differences between a College Committee and a Department Committee 

shall be referred to the Personnel Planning and Review Committee. 
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f. Department criteria, policies and procedures, even if unchanged, shall be reviewed 
in their entirety every five years to assure consistency with College and University 
policies and procedures.  This review shall begin no later than the fall of the fifth 
academic year.  After Department review, the procedures shall be forwarded to the 
College Committee for review, and then be submitted to PP&R for review and 
approval.  Procedures not forwarded to, and approved by, the College Committee 
and PP&R at the five-year limit will be considered obsolete, and Department 
criteria, policies and procedures will revert to Section 600.  See Section 612.5.2.g. 
for effective date for new or revised criteria. 

 
g. If a Department elects to change the criteria in its personnel procedures, those 

criteria will become effective three (3) years after they have been approved at the 
University level.  An alternative effective date may be proposed by the Department 
for approval by the College Committee and the Personnel Planning and Review 
Committee based on the appropriateness of the date to the change in criteria 
However, any candidate under review may elect to be considered under the new 
criteria at an earlier time or under the old criteria for three years from the date the 
new criteria were approved at the University level.  Candidates who elect to be 
considered under either of these alternative effective dates must notify the 
Department Chair and the Dean in writing, with a copy to the Personnel Action 
File, no later than the end of the second week of the academic year during which 
they are being reviewed.  
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Clarification of Policy on Lecturers’ Role in Elections of Search and Screen 
Committees for Deans, Associate Deans, and Department Chairs 

(Approved April 22, 2005) 
 
 
Section 609 of the Administrative Manual is revised as follows: 
 
 609 Election Guidelines 
 
  609.1   General Considerations 
   

These guidelines apply generally to department and college personnel committees, search and screen 
committees, and other relevant faculty committees.  More explicit procedures may apply to committees 
described separately in this manual. 

 
Faculty personnel elections mandated by Section 600 shall be conducted so as to assure confidentiality 
and to avoid conflict of interest or any possible improprieties. 

 
  609.2   Election Procedures 
 

Departments and colleges shall observe the following guidelines when conducting faculty personnel 
elections or when establishing their own election procedures: 

 
   1. Setting reasonable timelines and clear deadlines. 
 
   2. Providing for faculty oversight in the preparation, distribution, and collection of ballots. 
 
   3. Clarifying voter eligibility and conditions for ballot validity. 
 
   4. Insuring voter confidentiality (e.g., use of double envelopes). 
 
   5. Specifying methods for counting votes, handling ties, and possible post-election storage and future 

use of ballots. 
 
   6.  Where written college election procedures so specify, lecturers may vote for members of search 

and screen committees for deans and associate deans.  In the absence of such specification, voting 
for committee members is restricted to full-time, tenure track faculty. 

 
7. Where written department election procedures so specify, and subject to the limitations of Section 

622.6.2.a.(2), lecturers may vote for members of search and screen committees for department 
chairs.  In the absence of such specification, voting for committee members is restricted to full-
time, tenure track faculty. 
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Appendix  
 

Index 
 

Important Student Forms: 
 
1. Change of Major for Currently Enrolled Undergraduates (revised 12/1/2010) 
2. Change of Minor for Currently Enrolled Undergraduates (revised 4/11/2011) 
3. Undergraduate Studies Major/Minor Appeal (revised 2/2011) 
4. Application for Exemption to Administrative Graduation 

5. Administrative Withdrawal 

6. Consent for Release of Student Information 

7. Correction of Grade Report or Removal of Incomplete 

8. Extra Unit Authorization for Fall 2011 (revised 4/26/2011) 
9. Late Change in Academic Schedule for Undergraduate Students 

10. Partial Medical Withdrawal Health Provider Report  

11. Petition for Complete Withdrawal for Medical Reason (5 pages) 

12. Request for a Grade of Incomplete 

13. View Contract for a Grade of Incomplete 

14. Request for Partial Medical Withdrawal for Undergraduate Students 

15. Request for Retroactive Action for Undergraduate Students 

16. Undergraduate Petition (revised 3/14/2011) 
17. Request for Third Enrollment (revised 2/28/2011) 
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	The University has implemented the CSU Trustee Policy for the Writing Skills Graduation Requirement for all Upper-Division students. All students must pass the Upper Division Writing Proficiency Examination (UDWPE) as a requirement for graduation.
	1. Undergraduate students are encouraged to attempt the UDWPE as early as possible after completing 56 units and meeting the Lower Division writing requirement. Students must take the UDWPE no later than the semester in which 75 units are completed. Studen
	2. The UDWPE shall consist of an essay on an assigned topic evaluated by the faculty.
	3. The evaluation criteria shall include: 1) a demonstration of analytic skills, (2) use of relevant evidence to support an argument, (3) effective organization, (4) use of standard English grammar, diction and mechanics.
	4. Transfer students are encouraged to take the UDWPE as early as possible after being admitted for transfer.  Transfer students must attempt the examination no later than the semester in which 75 units are completed. Transfer students coming into the univ
	5. Students who fail the exam shall be permitted to repeat the examination. However, before repeating the exam, it is recommended that students take further steps to improve their writing skills by contacting the Learning Resource Center or completing an a
	6. Administrations of the examination will be announced on CSUN’s UDWPE and Testing Center websites.
	7. The examination will be scheduled at least five times within an academic year.
	8. Students may register for the exam at University Cash Services.




