Academic Manual for Students

Academic Year 2024-2025

CIEE (Council on International Educational Exchange) is guided by its mission statement:
to help people gain understanding, acquire knowledge, and develop skills for living in a
globally interdependent and culturally diverse world. By providing life-changing learning
experiences, we inspire and prepare our alumni to change the world for the better.



Table of Contents

0T [ A T o S 4
FAoF Vo =T o o Tol O ]| (F = SR 4
Your STUAENt RESPONSIDIIITIES ..ot bbbt 4
COUISE REGISTIATION. ...ttt ettt bbbt b bbb bt bt et b b b ettt b et s 5
Course Loads, Credits, Equivalencies, and Grades ..........cccviveieiiieiiie ettt 5
(0101110 =Y 1Y o 0 0T =1 SR 5
WAoo VB ] o] o ==T4 oo H SO S USRI 5
Verify YOUr COUISE REJISTIALION. .......ccci ittt te e st te e te et e e s te e sre e raesteenreenree e 6
COUISE WINATAWAL ...ttt sttt e s e e see st e s e besaeeneenteaneeneeneeseeenen 6
Program WIRATAWAL ...........ccooiie ittt et et see et e sbesteeneeseeseeeseeneeneenneas 6
ACAAEMIC DISTUDPTIONS ...ttt bbbt b ettt b bttt 7
CIEE Course Structure and REQUITEMENTS ..........cviiiiiieieisiiete sttt 7
SYHADUS .ttt e bbb bbbt E bbbt n e 8
Canvas Learning Management SYSTEM.........oo oottt et 8
O Pt IS  aToFoTa [T 0 1= o SR 9
COUISE ATEENUANCE ...ttt bbbttt b bbbt b et e e bbbt e e e bt e bt nbenn et e 9
Tardiness/Early Departure from ClaSS.........cciviviieiiie ettt ene s 10
Attendance during Add/DrOpP PEIHOM ........oviiiiiiieeie ettt 10
Attendance in ONHNE/HYDIIA COUISES ........oiiiiiieieiiiie e 10
Responsibility to Remain at the Program SIte...........ccccveieiiii i 10
Programs with Host Institution Examinations After the Program ENds...........cccccvvvevieviiiecvcciecnnn, 11
e 0 T ST ST 11
INCOMPIETE COUISES ...ttt bbbttt ekt b bbb b b 11
ASSIGNMENTS AN GFAGING ...ttt bbbttt bttt bt e et ne e 12
ASSIGNMENT DUE DATES.......eeiiieieiisieite ettt bbbt bbbttt b e et bbb 12
Late SUDMISSION PENAITIES ........c.oouiiiiiieiiieiie bbbt 12

LT = To [T a0 o T [o1 0] L= TSSOSO 13
(01 o ] = To (oI Tor: L= TS O T STSUR PP 13
PASS/FaIl QNG AUGIT ......ooveiiiieieiee bbbttt b bt b et e bt e s 13
FAoF Lo (=T o o [0l =0 ] £ LSS 14
TIMING OF Grade REPOITS. ... .ottt ettt sttt nb e 14
AcademiC ACCOMIMOUALIONS ......cveieieriiitiieieeee sttt b ettt sttt sttt n et nn s 14
FaoF: Lo (=] 0 g (o g1 (=0 ] 4 SO S TR SPRN 15
Program DISMUSSAl .........ccviiieiiiiiieiie ettt st be st e e st e s te e st et e s beeseebesbesaeestesbesteesbesbesaeeneentenreens 16
L0 | o= Yo OSSPSR 17
Course/Program EVAIUALION. .........ccooii ittt st et e te e sre e sre e sae e s reesreenreenree e 17

Page 2 CIEE Academic Manual for Students



LCT = o A o] o 1= | S 17

T o ATy [0 (<] = 0] o F- TR 17
Y o] 1= 0o [ TP T PSSP PP PP PP 19
CIEE COOE Of ACAUEIMIC CONDUCT. ......eeiiieeeieeiee e e ettt e et e et e e e e e e et teeeeesass e e eeeessaaaseeereesssssnrneeeesessaans 19

Page 3 CIEE Academic Manual for Students





/go-abroad/college-study-abroad/get-started/billing-and-terms/program-terms-and-conditions







3. If the program withdrawal date is after the Add/Drop deadline but prior to the Course
Withdrawal deadline, a grade of “W” (Withdrawal) will be reported for any uncompleted
courses.

4. If the program withdrawal date is after the Course Withdrawal deadline, the student will
receive a zero grade for any outstanding assignments or exams and the final course grade will
reflect these zero grades.

Program start and end dates were available to you before you applied to participate. All students are
expected to attend class sessions at their program location until the program end date and to complete
all academic work, including final examinations and papers, prior to departing the site, otherwise you
will be considered absent from class meetings missed, and assignments that must be submitted or
completed in a face-to-face environment will be graded as zero. At the discretion of the instructor, in
consultation with the Academic Director/Center Director, a student who informs staff of an early
departure may still submit and receive a grade for work that was already scheduled to be submitted
online via Canvas with no in-person requirements, but due dates and submission requirements will not
be changed to accommodate early program departure.

Leaving early for a family event, for a job or internship, or due to the start of a term at your school back
home are not acceptable reasons to request a program or course withdrawal or modification of
assignment or exam dates. In rare cases, a program withdrawal is voluntary but unavoidable, for
example due to a serious accident, illness, or family emergency. In such cases and where an Incomplete
(see below) is not feasible, the student must ask permission from the Center Director/Academic
Director. If the program withdrawal is granted with a provision for exceptional circumstances, CIEE will
assign a grade of “W” (Withdrawal) if the student is passing current courses at the time of departure.

CIEE does not grant partial credit for courses that are not completed prior to a student’s departure.
However, in exceptional circumstances and as is practicable, CIEE will provide as much information
about the courses and the work already completed by the student to help the home school determine
whether they are able to grant partial credit.
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institutions that report course workloads on a basis other than the U.S. semester-hour system. Final
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http://ciee.instructure.com/

Class Engagement

Engagement is valued as meaningful contribution in the digital and tangible classroom, as well as the
internship or service-learning placement. “Meaningful contribution” requires students to be prepared in
advance of each class session, to listen and respond thoughtfully, respectfully, and constructively to
others, to stay on subject, and, of course, to have regular attendance and use of Canvas. Engagement
activities will contribute to your final course grade just like other assessments.

Course Attendance

We recognize that you may not have an attendance requirement for your classes at your home
university, however CIEE strives to create engaged, experiential learning communities at our program
locations. Additionally, we have an obligation to your home school to fully support your health and
safety by ensuring you are participating in all academic activities. Therefore, students are required to
attend class meetings, be punctual, and remain for the entire session. Persistent and continued
absenteeism that threatens satisfactory academic progress may result in course withdrawal (for
exceptional circumstances outlined in this manual), course failure, or dismissal from a program.
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Students who miss 25% or more of the total classroom or other required meetings/placement hours will
fail that course. Additionally, disciplinary action, including possible dismissal from a program, may be
pursued if absenteeism is connected to issues that question your suitability for continued participation.

When, in the opinion of CIEE, absences are caused by unavoidable, justified circumstances, every
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or exams. If the student misses the deadline for completing work for an incomplete course, all missing
assignments or deliverables will automatically be converted to a grade of zero and factored into the final
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writing to the CIEE Center Director or Academic Director within 24 hours of the assignment’s submission
deadline. Students must submit documentation to support these requests. For assessments equal to or
less than 5% of the final course grade, assignment extensions or make up opportunities are granted at
the instructor’s discretion. Please make sure you understand your instructor’s policy on make-up
opportunities.

Grading Principles

Depending on where you are studying abroad, grading practices may feel different from your school in
the US. You will be informed of the local grading culture during orientation for host university courses.
CIEE-taught courses generally align with US grading standards (A-F grades based on a 0-100 scale).

CIEE Grade Scale

Grading for all CIEE-taught courses, including course assignments and final grades, follows the CIEE
Grade Scale.

CIEE Course Grades Recommended U.S. Grade Equivalent
92.50 - 100.00 A
89.50 - 92.49 A-
86.50 - 89.49 B+
79.50 - 82.49 B-
76.50 - 79.49 C+
69.50 - 76.49 C
59.50 - 69.49 D
0.00-59.49 F

Pass/Fail and Audit
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I uploading any course texts, presentations, lecture notes, or assignment/test submissions
(including your own if it could give another student an unfair advantage) to web sites like
“Course Hero” or similar repositories of papers and study materials.

I duplicating and distributing course materials that are not public domain in your program
location.

I sharing any materials posted to the course Canvas site with anyone not registered for the
course, including discussion entries and instructor comments.

Finally, any other behavior that, in the opinion of CIEE, may lead to an unfair academic advantage is a
violation of academic integrity standards. This is true even if the behavior itself is not directly cheating
or academic in nature, for example, feigning iliness or securing medical documentation for an absence
under false pretenses in order to get more time to complete an assignment.

The consequences for violating academic integrity standards can range from a grade reduction or failure
in
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mailto:Registrar@ciee.org

We wish you an amazing and rewarding study abroad learning experience with CIEE!
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