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SPECIAL NOTICE

FOR STUDENTS ENROLLED

IN THE FOLLOWING NEW COLLEGES:
COLLEGE OF ARTS AND SCIENCES

the former College of Arts and Sciences and
the former College of Fine Arts

COLLEGE OF ENGINEERING, ARCHITECTURE
AND COMPUTER SCIENCES

the former School of Engineering and
the former School of Architecture and Planning

COLLEGE OF PHARMACY, NURSING AND
ALLIED HEALTH SCIENCES

the former College of Pharmacy and
Pharmaceutical Sciences,
the former College of Nursing,
and the former College of Allied Health Sciences

Effective August 1, 1997, the former Colleges of Arts and Sciences and Fine Arts were
merged into the new College of Arts and Sciences; the former Schools of Engineering
and Architecture and Planning were merged into the new College of Engineering,
Architecture and Computer Sciences; and the former Colleges of Pharmacy and
Pharmaceutical Sciences, Nursing and Allied Health Sciences were merged into the new
College of Pharmacy, Nursing and Allied Health Sciences. The curriculum of continuing
students and Fall1997 new entrants enrolled in the above-referenced new colleges will
remain the same as indicated under the listings of the respective former schools or
colleges in the current printed catalog of the University, the 1996-1998 Howard University
Bulletin. Existing degree offerings for all continuing students enrolled in these new
colleges will be available for six years from August 1, 1997. Students entering in 1997-98
as new entrants in the new colleges will be provided with the same opportunities to
complete their curricula in the degree programs over a reasonable time period. The
academic policies, procedures, and regulations of each of the former schools and
colleges will remain in effect during the 1997-98 academic year. Please contact the
Office of the Dean of the appropriate new college if you require additional information.

NOTE: This Manual includes certain official policies, procedures, and practices of the University
and supersedes any previous editions. Course offerings and other included information are
subject to change without prior notice.
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DIRECTORY OF SCHOOLS/COLLEGES/

DIVISIONS AND DEPARTMENTS

Allied Health Sciences  Freedmen’s Square Room 108
Complex, Annex 1

Architecture & Design ~ Howard H. Mackey Bldg. Room 100
Arts & Sciences Locke Hall Room 101
Business Class Room Bldg #4

Center for Academic Academic Support Bldg. B Room 114
Reinforcement

Communications C.B. Powell Bldg., Wing 3 Room 306
Dentistry College of Dentistry Room 501

School of Divinity 1400 Shepherd StNE

Education Academic Support Bldg. A Room 100
Engineering Lewis K. Downing Bldg. Room1008
& Computer Science

Fine Arts Lulu Vere Childers Hall Room 1004
Graduate School of Annex, 4" & College Room 200
Arts & Sciences Streets NW

International Exchange Ralph Bunche Center

Law Houston Hall, West Campus Room 108
29 Upton Street NW

Medicine Seely G. Mudd Bldg. Fifth Floor

Nursing Freedmen’s Square Complex, Room 126
Annex 1

Pharmacy Chauncey |. Cooper Hall Room 107

Social Work Inabel Burns Lindsay Hall Room 209

COLLEGE OF ARTS & SCIENCES

DEPARTMENTS
African Studies...........coooeiiiiieiii, HOWARD CTR 416
Afro-American Studies..........coooovvvveiiiiiiiiiie e LIB 300
Audio-Visual Services Unit.. ..LKH B-44
Biology..........ccoovviiiiiiinnnnns .EJH 126
Chemistry.............. ..CHB 120
Classics-Greek-Latin...... ..LKH 254

Comprehensive Sciences
EConomics........cccouvvevnnnns ..ASB 300
Educational Advisory Center... ..LKH 110
English........cccooeiiiiiinn. ..LKH 248

.. LKH 260

History............ ...DGH 316
Honors Program... ..LKH 124
Mathematics..........ccooovvveiiiiiinns .ASB 200
Military Science (Aerospace Studies). ..DGH 29
Military Science (Army)........cccuveeieeieeiiiiiee e e, DGH 20
Modern Languages (French, German,

Spanish, Russian, Japanese).............ccc.coeveve LKH 350
Philosophy..........cccooiiiiiiiiinnns . LKH 226

Physical Education... . BUR 114

Physics-Astronomy.. . TKH 105
Political Science......................... ..DGH 144
Preprofessional Education Center...................... NFB 103

PSYychology......ccooviiiiiiiiii CBP 179
Social Sciences ... LKH 100
Sociology-Anthropology..........cccvvveiinenenennne. DGH 207

HOWARD UNIVERSITY
POLICY ON EQUAL OPPORTUNITY

Howard University does not discriminate on the basis of
race, color, national or ethnic origin, gender, marital status,
religion, disability, age, sexual preference, political affiliation
or any other basis prohibited by Federal or District of
Columbia law. This policy covers administration of the
University's educational policies, admission policies,
scholarship and loan programs, other University
administered programs, and employment.

Inquiries regarding provisions for handicapped persons,
equal opportunity and Title IX should be addressed to the
appropriate person listed below:

Section 504 Coordinator (handicapped)
Howard Center, Room 725
(202) 238-2420

Title IX Coordinator

Sharon P. banks, Office of the General Counsel
Administration Building, Room 321

(202) 806-2650

Equal Opportunity Officer
Martha Baron

C.B. Powell Building, Room 108
(202) 806-5770

ACCREDITATION

Howard University is fully accredited by the Middle States
Association of Colleges and Schools/Commission on Higher
Education, and by more than 20 additional professional
Associations/Committees germane to the 50-plus degree
programs offered in the University’s 12 schools and colleges.
Inquiries regarding accreditation may be addressed to:

Dr. Jean Avnet Morse

Executive Director

Middle States Commission on Higher Education
3624 Market Street

Philadelphia, PA 19104

(215) 662-5606

NOTE:
FAILURE TO READ THIS MANUAL DOES
NOT EXCUSE STUDENTS FROM THE
RULES AND PROCEDURES DESCRIBED
HEREIN.

PERSONAL FACTORS, ILLNESS, OR
CONTRADICTORY ADVICE FROM ANY
SOURCE ARE NOT ACCEPTABLE
GROUNDS FOR SEEKING EXEMPTION
FROM THESE RULES AND
PROCEDURES.
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INDEX TO BUILDING ABBREVIATIONS

Mordecai Wyatt Johnson (Administration Building)
Annex 1 (Division of Allied Health Sciences and
Division of Nursing)

Annex 3 (Graduate School of Arts and Sciences)
Annex, Women'’s Physical Education Building
Academic Support Building A

Academic Support Building B

Blackburn University Center

John Burr Building (Main Physical Education Building)
Carnegie Building

C. B. Powell Building

Class Room Building 4 (School of Business)
Chauncy |. Cooper Hall (School of Pharmacy)
Chemistry Building

D.C. General Hospital

College of Dentistry

Douglass Hall

School of Divinity

Ernest E. Just Hall (Old Biology Greenhouse)
Fine Arts Annex

Freedmen’s Square, 525 Bryant Street NW

Holy Cross Hall (Law School — Howard West Campus)

HCTR
HEC
HMB
Design)
HUH
HUS
ILH

LIB
LKD

LKH
LvC
MED
OFF

PCL
RAN
SGM
SSB
TKH
WHM

Howard Center (Formerly Howard Inn)
Human Ecology Building
Howard H. Mackey Building (School of Architecture and

Howard University Hospital (Georgia Avenue NW)
Houston Hall (Law School — Howard West Campus)
Inabel Burns Lindsay Hall (School of Social Work)
Founders Library

Lewis K. Downing Building (School of Engineering
and Computer Science)

Alain J. Locke Hall (Class Room Building #2)

Lulu Vere Childers Hall (Division of Fine Arts)
College of Medicine

Off (used with “Camp” to mean class held off campus—
consult department for exact location)

Pre-Clinical Building (Medicine)

Rankin Chapel

Seely G. Mudd Building (Medicine)

Silver Spring Building

Thirkield Hall

WHUT Television Station, 4th and Bryant Streets NW

INDEX TO ROOM ABBREVIATIONS

Athletic Laboratory

Bowling Alley

Audio-Visual Room, Sch. of Bus. and Pub. Admin.
Broadcast Info. Network Room

Campus (used with “Off” to mean off campus)
Cancer Center

Chapel

Clinic

Clinical Laboratory

Conference Room

Courts (Phys. Ed.)

Dance Laboratory

Dance Studio

East Classroom (Annex Women'’s Phys. Ed. Building)
Art Gallery

Green Room

Gymnasium

Human Performance Laboratory

Ira Aldridge Theatre

Lecture Room 1

Light Booth

Lounge

Living Room

MGYM

Main Gymnasium

Numa Adams Building

North Gym

Numa Pompilius Garfield

Out Service Clinic

Swimming Pool

Room to be announced

Radio Training Classroom

Radio Training Demonstration Room
Screen Room East

Screen Room West

Sculpture Studio

South Gym

Studio C

Studio

Video Editing Room

Visitor's Locker Room

WHBC Student Carrier Radio Station, Basement Level,
Freedmen’s Square

Wrestling Room

Weight Room (Annex, Women’s Phys. Ed. Building or

Phys. Ed. Building)

CAUTION TO STUDENTS

The Board of Trustees of Howard University, on September 23, 1983, adopted the following policy statement regarding
applicants for admission: “Applicants seeking admission to Howard University are required to submit accurate and
complete credentials and accurate and complete information requested by the University. Applicants who fail to do so
shall be denied admission. Enrolled students, who as applicants failed to submit accurate and complete credentials or
accurate and complete information on their application for admission shall be subject to dismissal when the same is made
know regardless of classification.”
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The 2008-2009 University Calendar and Examination Schedule are available at:
http://www.howard.edu/calendars/university/2008-2009.htm



http://www.howard.edu/calendars/university/2008-2009.htm

SPECIAL NOTICE

ADDRESS UPDATE

e The University must maintain current address information for all
enrolled students. Please report to Enrollment Management/Records
(EM/Records in Room 105 “A” Building) to ensure that your address
information is current.

e Failure to comply with this request may result in the US Postal
Service failing to deliver to you important information, such as
financial aid correspondence, tuition and fee information, registration
updates, grade mailers to parents, and invitations to special events.

e Without current address information, we will also be unable to inform
you of an emergency.
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SPECIAL NOTICE

TO ALL

UNDERGRADUATE STUDENTS

THE AFRO-AMERICAN COURSE REQUIREMENT
MAY BE SATISFIED BY ANY ONE OF THE
FOLLOWING COURSES

IN THE

AFRICAN-AMERICAN CLUSTER:

* ENGL 054

* POLS 006

* HIST 005

* AFST 101

* AFRO 005

« MUTP 100

* FASH 102

* ARTH 193

African-American Literature
Pan-Africanism
Introduction To The Black Diaspora

AFRICAN WORLD: Introduction To
Contemporary Africa

Introduction To Afro-American Studies
Blacks In The Arts
African American Dress

Black Body Dress and Culture
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SPECIAL NOTICE

TO STUDENTS IN THE

COLLEGE OF ARTS AND SCIENCES

If you have earned at least a "C" in Freshman English ENGL 003 or 004, you can
fulfill the third writing requirement by taking a "WAC" course--one of the 700-
level writing intensive courses in the disciplines. At the same time, you might
also fulfill a departmental, divisional, or university requirement. That means you
could improve your writing and learning, while saving time and money.

Just look for an updated list of writing-intensive courses on the WAC webpage
http://www.cetla.howard.edu/wac/WAC chronological.aspx. For more information
about the Writing Across the Curriculum Program (WAC), consult the website
(www.cetla.howard.edu/wac/new.aspx).

Note: Students should not enroll in a writing-intensive section of a course (e.g.,
AFST-701 African World-WRTG) if they have already taken the non-writing-
intensive version (e.g., AFST-101 African World).
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REGISTRATION DATES FOR SPRING 2009

New Graduate and Professional Students, including Former Students Returning (FSR)

New Undergraduate Students, including Former Students Returning (FSR)

Consortium Registration

Late Registration for ALL STUDENTS: Late Fee Effective

January 5-6, 2009
January 5-6, 2009
January 7-13, 2009

January 7-13, 2009

REGISTRATION SPECIAL NOTICE

1) The Late Registration fee is $150.00
2) The Late Payment Fee is $75.00

3) The LAST DAY TO ADD/DROP A COURSE IS JANUARY 13, 2009

4) The Course Withdrawal Fee of $20.00 per course (withdraw from a course with a grade of “W")
will be applicable and enforced beginning JANUARY 15, 2009

5) THE LAST DAY TO WITHDRAW FROM A COURSE IS APRIL 6, 2009

6) Graduate Students must be officially enrolled at the time the degree is awarded.

7) ALL INCOMPLETE GRADES (other than grades for Thesis & Research) must be completed by
the student no later than the last day of classes of the semester in which the student is next in
residence. (Instructors must submit Special Grade Reports for removing incomplete grades by

the last day of the semester.)

REGISTRATION INFORMATION
FOR
“NEW” STUDENTS and
“FORMER STUDENTS RETURNING”
(FSR)

1. New Students and Former Students Returning

(FSR) should refer to the academic calendar (page 6) for
appropriate registration dates. New admitted students who have
sent to the University the required $300 enroliment fee within 30
days of acceptance, and FSR who have been readmitted, will be
permitted to register.

2. Former Students Returning (FSR) are required to file

the appropriate application no later than 30 days prior

to the beginning of registration to be considered for admission for a
particular semester. A student who was suspended for academic
reasons should apply well in advance of 30 days before registration
and petition the

Dean of the school or college last attended for readmission so
appropriate faculty committee will have time to consider his or her
application.

3. Academic Advising of Students will be accomplished during
the orientation period at times and locations schools or colleges will
determine. Arts & Sciences students who do not have a signed
graduation scheme on file in the Educational Advisory Center (EAC)
will be advised by the EAC. Advising for all other
schools/colleges/divisions will take place as scheduled by the
schools/colleges/divisions.

REGISTRATION PROCEDURES

1. Meet with your academic advisor to select courses (including
alternate courses) and complete your registration.

2. Reserve courses using the B.I.S.O.N. Web.

3. Please settle (pay) your Student Account bill so that your classes
are not purged or removed.

4. Photo ID Cards for Spring semester will be furnished at the Photo
ID service window in the Administration Building, Records Office,
room 105. Only students who have paid the enrollment fee are
eligible to receive a card. See photo id policies and procedures on
hours of operation and other rules that may apply.

SPECIAL NOTES ON SPRING
2009 REGISTRATION

1. Evidence of Official Enroliment. Student name should appear
on the Official Class List(s).

2. Change of Program. B..S.O.N. Web is designed to facilitate
selecting classes by providing up-to-date information on course
availability, time conflicts, alternate sections, etc. It is not expected,
therefore, that students will engage in wholesale program
adjustments after their schedules have been approved. If,
however, certain changes are legitimately required, such approved
changes may be made during the Change of Program Period.
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TUITION RATES FOR PART-TIME AND EXCESS HOURS
Students Enrolled Fall 2007* and After

Undergraduate Graduate

School/College/Division Full-time Excess Part-time Full-time | Excess Part-time
range of hours rate-per range of hours rate per
(Revised: SFS/Bell 3-13-2008) hotirs start hour (%) hoiirs start hotir (%)
Allied Health Sciences 12 or more None $592.00 - -
Architecture and Design 12-18 18 $592.00 - -
Arts and Sciences 12-18 18 $592.00 - -
Business 12-18 18 $592.00 9-15 15 $966.00
Communications 12-20 20 $592.00 9-15 15 $966.00
Dental Hygiene 12-21 21 $592.00 - - -
Divinity - - 9-15 15 $869.00
Education 12-21 21 $592.00 9-15 15 $966.00
Engineering and Computer Science 12-21 21 $592.00 - - -
Fine Arts 12-20 20 $592.00 9-15 15 $966.00
Graduate School of Arts and Sciences - - - 9-15 15 $966.00
Law* (Fall 2008) - - - 9-16 16 $1,245.00
Nursing 12-22 22 $592.00 9-15 15 $966.00
Pharmacy *(Fall 2008) - - - 9-20 20 $1,098.00
Social Work - - - 9-15 15 $966.00
Please Note Rates subject to change

e Students enrolled in courses that carry zero academic credit must pay for a minimum of one (1)
financial hour.

e Excess tuition rate for undergraduate programs is $420.00
e Excess tuition rate for Graduate programs, except law, is $699.00 per credit hour
e Excess tuition rate for law program is $903.00 per credit hour.

e Excess tuition rate for Divinity is $630.00 per credit hour.
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Excess tuition rate for Pharmacy is $811.00 per credit hour.

DEFERRED PAYMENT INFORMATION

A Deferred Payment Plan is available.
Under the plan, 50% of an adjusted total
(i.e., total deferrable charges less any
approved Financial Aid) is due at
registration.

« Outstanding balance, room rent,
meals, parking fines, and health fee
charges cannot be deferred. These
charges will be added in full to the
registration payment.

« Final payment is due 60 days after the
last scheduled day of late registration.

ELIGIBILITY

This plan is available to all students except
as indicated below.

» Those students who receive University-
administered and other financial aid,
including state guaranteed or federally
insured student loans, in an amount
sufficient to pay total current charges
are not eligible.

« Those students who receive University-
administered and other financial aid,
including state guaranteed or federally
insured student loans in an amount
insufficient to pay total current charges
must pay 50% of the remaining
deferrable charges after financial aid
has been applied. (Financial Aid will be
applied to room rent and meals if it
exceeds the current charges.)

o Students receiving Remission of
Tuition/or scholarships for tuition are not
eligible for the Deferred Payment Plan.
They must pay their fees and any

housing and/or meal costs before they
can be validated.

« THERE IS NO DEFERRED PAYMENT
PLAN FOR SUMMER SCHOOL.

TERMS

« Students on the Deferred Payment Plan
must pay the first installment plus a $50
deferred payment fee at the time of
registration each semester the plan is
used.

o THE SECOND (FINAL) INSTALLMENT
MUST BE PAID ON OR BEFORE THE
DUE DATE. THE DUE DATE WILL BE
60 DAYS AFTER THE LAST DAY OF
LATE REGISTRATION.

PENALTIES

» Late payment fees will be charged if
final payments are not paid by the due
date.

HOWARD UNIVERSITY INSTALLMENT
PLAN

« This plan is five payments for Spring
semester beginning November 1.

« Late payment fees will be charged if
final payments are not paid by the due
date.

e There is a $50.00 service charge for
participation in the installment plan.

« For information, call Student Accounts
(202) 806-2610/2600 or (877) 484-1526.

o« THERE IS NO INSTALLMENT PLAN
FOR SUMMER SCHOOL.
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TUITION RATES FOR PART-TIME AND EXCESS HOURS

Students Enrolled Prior to Fall 2007*

Undergraduate Graduate

Full-time Excess Part-time Full-time Excess Part-time

range of hours rate-per range of hours rate per
School/College/Division hours start with hour ($) hours start with hour ($)
Allied Health Sciences 12 or more None $578.00 - -
Architecture and Design 12-18 18 $578.00 - -
Arts and Sciences 12-18 18 $578.00 - -
Business 12-18 18 $578.00 9-15 15 $944.00
Communications 12-20 20 $578.00 9-15 15 $944.00
Dental Hygiene 12-21 21 $578.00 - - -
Divinity - - 9-15 15 $849.00
Education 12-21 21 $578.00 9-15 15 $944.00
Engineering and Computer Science 12-21 21 $578.00 - - -
Fine Arts 12-20 20 $578.00 9-15 15 $944.00
Graduate School of Arts and Sciences - - - 9-15 15 $944.00
Law* (Fall 2008) - - - 9-16 16 $1143.00
Nursing 12-22 22 $578.00 9-15 15 $944.00
Pharmacy* (Fall 2008) - - - 9-20 20 $998.00
Social Work - - - 9-15 15 $944.00
Please Note Rates subject to change

. Students enrolled in courses that carry zero academic credit
must pay for a minimum of one (1) financial hour.

« Excess tuition rate for undergraduate programs is $409.00

. Excess tuition rate for Graduate programs, except law, is $682.00 per credit hour
. Excess tuition rate for law program is $832.00 per credit hour.

. Excess tuition rate for Divinity is $615.00 per credit hour.

« Excess tuition rate for Pharmacy is $738.00 per credit hour.
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DEFERRED PAYMENT INFORMATION

A Deferred Payment Plan is available.
Under the plan, 50% of an adjusted total
(i.e., total deferrable charges less any
approved Financial Aid) is due at
registration.

« Outstanding balance, room rent,
meals, parking fines, and health fee
charges cannot be deferred. These
charges will be added in full to the
registration payment.

« Final payment is due 60 days after the
last scheduled day of late registration.

ELIGIBILITY

This plan is available to all students except
as indicated below.

« Those students who receive University-
administered and other financial aid,
including state guaranteed or federally
insured student loans, in an amount
sufficient to pay total current charges
are not eligible.

« Those students who receive University-
administered and other financial aid,
including state guaranteed or federally
insured student loans in an amount
insufficient to pay total current charges
must pay 50% of the remaining
deferrable charges after financial aid
has been applied. (Financial Aid will be
applied to room rent and meals if it
exceeds the current charges.)

o Students receiving Remission  of
Tuition/or scholarships for tuition are not
eligible for the Deferred Payment Plan.
They must pay their fees and any

housing and/or meal costs before they
can be validated.

THERE IS NO DEFERRED PAYMENT
PLAN FOR SUMMER SCHOOL.

TERMS

Students on the Deferred Payment Plan
must pay the first installment plus a $50
deferred payment fee at the time of
registration each semester the plan is
used.

THE SECOND (FINAL) INSTALLMENT
MUST BE PAID ON OR BEFORE THE
DUE DATE. THE DUE DATE WILL BE
60 DAYS AFTER THE LAST DAY OF
LATE REGISTRATION.

PENALTIES

Late payment fees will be charged if
final payments are not paid by the due
date.

HOWARD UNIVERSITY
INSTALLMENT PLAN

This plan is five payments for spring
semester beginning November 1.

Late payment fees will be charged if
final payments are not paid by the due
date.

There is a $50.00 service charge for
participation in the installment plan.
For information, call Student Accounts
(202) 806-2610/2600 or (877) 484-1526.
THERE IS NO INSTALLMENT PLAN
FOR SUMMER SCHOOL.
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SPECIAL NOTICE: OFFICIAL ENROLLMENT

- The mere possession of a computer printout reflecting an academic schedule is not evidence of official
enrollment. Tuition and fees for such program must be paid before a student can be considered

officially enrolled.

« The only acceptable evidence of official enrollment is the appearance of the student’s name on the

official class lists, rosters, etc. issued by EM/Records.

CLASS LISTS

The names of all officially registered students will appear on
computer printed class lists.

CHANGE OF PROGRAM INFORMATION
January 7 — January 13, 2009

1. The first day to make a change of program is January 7,
2009.

2. The last day to add a course or change from one section
to another of the same course is January 13, 2009.

NOTE:

Change of Section — If you are enrolled in one section of a
course and wish to change to another section of the same
course, a Change of Program form is needed. You must
drop the section you do not want, and add the section you
do want. The last day for such a change is January 13,
2009.

Change of Status — If you are enrolled in a course for
“audit” or “pass/fail,” and you wish to change to credit, you
must drop the course for “audit” or “pass/fail,” and add the
course for credit. If you are enrolled in a course for credit,
and you wish to change to “audit” or “pass/fail,” you must
drop the course for credit, and add the course for “audit” or
“pass/fail.” The last day for such a change is January 13,
2009.

3. The last day to drop a course (completely expunged from
the record) is January 13, 2009. After January 13, 2009
students must WITHDRAW from a course with a “W"”
grade.

4. Each Change of Program form must include the
signatures of the instructors whose courses you are
dropping or adding, as well as the dean’s signature.

5. A $20 fee will be charged starting January 15, 2009 for
each course from which you are permitted to withdraw
(e.g., One course = $20 fee; two courses = $40 fee; three
courses = $60 fee).

CHANGE OF PROGRAM PROCEDURES
January 7 — January 13, 2009

1. Report to the Office of the Academic Dean.

2. Obtain your Change of Program form, and fill in the
appropriate information.

3. Obtain required signatures (instructors and Dean and/or
advisor.

4. Follow instruction on the back of the Change of Program
card.

SPECIAL NOTICE REGARDING CHANGE
OF PROGRAM CHARGES

Program changes can result in the assessment of two types
of charges: (a) Tuition Adjustments, which are caused by
increases in the credit hour load- e.g., from part-time to full-
time, from part-time to increased part-time, or from full-time
to excess hours over the applicable full-time ceiling; and (b)
the $20 fee.

Change of Program Fee -- All charges for change of
program that affect your enrollment status must be paid to
avoid late charges.

Students officially withdrawing, suspended, dropped, or
decreasing their program after the registration period may
expect to have charges for tuition and fees adjusted on a
prorated basis. (See below for financial adjustment
information.)

WITHDRAWAL FROM A COURSE

The last day to withdraw from a course shall not be later
than 4 weeks prior to the end of the semester, including the
final examination period, as indicated in item 1 of the
Guidelines for Calendar Development for All Schools and
Colleges. A student may withdraw from a course up to 8
weeks after the first day of instruction and receive a grade of
“W” (withdrawal) that has no grade point value. Withdrawals
processed by the deadline date for course ADDS are treated
as course DROPS- i.e., such student’s academic program.

Withdrawals AFTER the Change of Program deadline are
processed with the “W” grade. Change of Program Forms
may be obtained from the Office of the Academic Dean of
each school/college.

NOTE: Mere absence from class does not
constitute withdrawal. A properly executed
Change of Program Form must be used to
effectuate all drops, withdrawals, adds, section
changes, or course enrollment status changes.
Students will receive a failing grade for courses in
which they discontinue attendance without
receiving formal permission for withdrawal.

WARNING ON DROPPING COURSES:
Students who drop all courses for which they have
registered (even though they may be taking only one
course) must submit a Total Withdrawal form to
officially drop all courses in which currently enrolled. (In
this instance, the drop/add procedure should not be
used.)
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ABSENCE FROM THE UNIVERSITY

Failure to attend classes or abandonment of a residence hall
space to which one has been assigned, or one’s not
returning for classes for an upcoming semester (for which
one is already academically and financially registered) does
not constitute official discontinuance or withdrawal. In all
instances, the student should effect total withdrawal in
person or request that it be done on his/her behalf by the
dean’s of their school if he or she is away from the campus
and does not wish or is unable to return to the campus.

Students who select academic programs and pay their
tuition and fees (for the upcoming semester) or who have
sufficient. financial aid to “trigger” their registration, must
effect total withdrawal promptly when, for whatever reason,
they do not return to the University. In this way, such
charges can be removed from their individual student
account and their financial aid can be cancelled (and
returned to source or origin) and/or personal monies
refunded.

NOTE: Under ordinary circumstances, in these types of
cases, Student Financial Services will not make refunds or
other adjustments to a student’s account after the end of the
current academic year of the student’s enroliment. Exception
to this deadline will be considered by the University only in
instances in which, for extraordinary reasons beyond the
control of a student, he/she is unable to complete a total
withdrawal in a timely manner from the University for a
semester or summer term for which he/she has officially
registered. In short students are obligated to transact
business with the University in a timely and businesslike
manner. All individuals who need assistance in this regard
should write, or contact the EM-RECORDS Office,
Administration Building, Room 105, Howard University, 2400
6th St NW, Washington, DC 20059 (202) 806-2705.

TOTAL WITHDRAWAL
PROCEDURE

Students who find it necessary to withdraw from all of their
classes for the current semester or for a subsequent
semester for which they have already registered must
complete a Total Withdrawal Request Form. This form must
be submitted by the end of the 12w week of classes for the
semester in which they wish to withdraw. The withdrawal
form and instructions are available from the dean or advisory
center of each school or college. Students who are
physically unable to complete the withdrawal in person and
students who are administratively withdrawn should contact
their dean or advisor for assistance. Students considering a
total withdrawal should note the following:

- The effective date of the withdrawal will be the date on
which EM/Records receives the completed withdrawal
request form.

- By registering for courses, students accept financial
responsibility for payment for those courses and for any
other charges incurred while they are enrolled.

-Financial aid may be adjusted or canceled as a result of
withdrawal and may require repayment of loan funds.
Adjustments to financial aid awards will be calculated
according to University and Federal refund guidelines based
on the official withdrawal date.

- Once the withdrawal has been completed, students will
receive a grade of “W” for each course.

- Students who reside in University housing are required to
check out of their residence hall within 24 hours of
completing the total withdrawal process.

- Completing a total withdrawal from the University requires
that students surrender all University property, including,
but not limited to library books, room keys, computer cards,
and identification/access cards.

Students who complete a total withdrawal from the
University must reapply for admission to the University by
published application deadlines.

Students should report first to the office of the dean or
advisory center of their school or college to obtain a
Total Withdrawal Request form and to discuss the reasons
for and the implications of the withdrawal (1). Students who
decide to continue with the withdrawal process should have
the withdrawal form signed by their dean or the dean’s
designee and should then proceed as follows to the offices
that correspond with their student status:

- Veterans, students with disabilities, and students who
have judicial stipulations should report to the Office
of Special Student Services, Suite 725, Howard Center (2).

- International students must report to the Office of
International Student Services, Rm. 119, Blackburn Center

@)

Students who reside in University housing must report to
the Office of Residence Life, Tubman Quadrangle (4).

- ALL Students who receive any type of aid (including
scholarships from outside the university, grants, and loans)
must report to the Office of Financial Aid, Scholarships, and
Student Employment, Rm. 205 Administration Building to
discuss the effect of withdrawal on their award(s) and
potential financial aid overpayment (5).

- All students must report to the Office of Student Financial
Services, Rm. 218, Administration Building to discuss the
status of and adjustments to their account. (6).

- All students must report to EM/Records, Rm. 105
Administration Building to submit the completed Total
Withdrawal Request form and surrender the student photo
ID card (7).

SPECIAL NOTES

« If you register during General Registration for the upcoming
semester and determine before the beginning of that
semester that you will not be returning, you must complete a
Total Withdrawal Form for that upcoming semester. Obtain
the signature of the dean or dean’s designee of your school
or college, and then take it to the EM-RECORDS Office,
Admin Rm 105. Be sure to make it clear to both offices
that the withdrawal is for the upcoming semester.

« If, due to extenuating circumstances, you need to make the
effective date of your Total Withdrawal prior to the date you
actually begin the process, you must get special approval to
do so. The first step is to visit the office of the dean or
academic advising center of your school or college. You
should take with you documentation to support your request
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(e.q., a letter from your doctor). If the request is supported by
your school or college, it will be forwarded to the Office of
the Provost and Chief Academic Officer to be considered for
approval.

READMISSION AFTER A TOTAL
WITHDRAWAL

Undergraduate students who complete a total withdrawal
and wish to return to Howard University after an absence of
one semester or more are required to apply for readmission
(no Application Fee or Enroliment Fee is required). NOTE:
Any withdrawing student planning to return for the semester
immediately following the withdrawal must check with
Enroliment Management /Admission (EM/Admission) for
information regarding re-enrollment. Graduate and
professional school students should contact the dean of
their school or college for readmission procedures. For
further general information on Total Withdrawal, contact the
Dean of your school/college.

SCHEDULE OF FINANCIAL
ADJUSTMENTS AND/OR REFUNDS

Students officially withdrawing, suspended, dropped, or
decreasing their program after the first day of instruction may
expect to have charges for tuition and fees adjusted or
prorated as follows:

Adjustment Periods—

Fall & Spring Semesters Adjustment %

1st Day of Instruction thru 7th Calendar Day 100
8th Calendar Day thru 40th Calendar Day 50
41st Calendar Day thru 60th Calendar Day 25
61st Calendar Day thru Last Day of Semester 0

NOTE: If the University cancels Registration, refund is
100%. Please also note that the above refund policies apply
to total semester charges. For example, if a student who is
paying on the deferred payment plan adjusts his/her
program between the 8th and 40th day, no refund is due if
only one-half of the total tuition and fees for the semester
have been paid. If a due date falls on Saturday, Sunday, or
a holiday, the next business day shall be the deadline that

will apply.

NOTE: THE ENROLLMENT FEE IS NON-REFUNDABLE.

PROCEDURES FOR INTRA-
UNIVERSITY TRANSFERS
(FOR CURRENTLY ENROLLED
UNDERGRADUATE STUDENTS
ONLY)

1. Student obtains Intra-University Transfer Form from the
Dean’s Office of the School/College to which he/she is
transferring.

2. Upon receipt of this application, the Dean of the College/
School receiving the transferee will obtain any information

needed from the College/School from which the applicant is
transferring and determine whether the student qualifies for
transfer. When current transcripts are not available from the

other Dean’s Office, the procedure for use of academic files
should be followed.

3. The Dean’s Office will forward the first two copies (white
and blue) to EM/Records. The third copy (yellow) will be
given to the student at the time of approval. Deans will keep
the fourth and fifth (green and pink) copies.

4. All applications for Intra-University transfers must be
received in EM/Records by the first day of classes of the
term for which admission has been approved. The intra-
university transfer must contain “effective date” (on or before
first day of classes) and include authorizing signatures from
appropriate college officials for that school. Please apply
early to allow school committees sulfficient time to meet and
act on your transfer application.

5. When a request for transfer is denied, the same
procedure will be followed.

VETERANS’ AFFAIRS

Howard University is approved by the District of Columbia
State Approving Agency for the enrollment of veterans,
service personnel, and dependents of deceased or disabled
veterans who are eligible for educational benefits under the
G.l. Bill.

With the exception of VA-approved disabled veterans, all
beneficiaries of educational benefits from the Veterans
Administration are personally responsible for the payment of
their bills to the University. These individuals should be
financially prepared to pay tuition and fees at the time of
registration each semester and to meet all living expenses
until VA educational allowances (checks) are received
(approximately 60 days).

Services and/or assistance to G.I. Bill students studying at
Howard University are available through the Office of the
Dean for Special Student Services, in the following areas:
academic tutoring, housing, financial aid, employment, and
other areas of special interest or concern. The Office of
Veterans’ Affairs is located in Room 725, Howard Center,
Howard University, Washington, DC, 20059 (202) 238-2420.

DISABLED STUDENT SERVICES

Handicapped or disabled students, who would like to be
familiarized with the University campus, its programs,
activities, or services, are invited to telephone, visit, or write
the Dean for Special Student Services, Room 725, Howard
Center, Howard University, Washington, DC, 20059, (202)
238-2420. A comprehensive program of orientation is
available.

ROTC

ROTC offers a program that leads to a commission as an
officer in the Army or the Air Force. It is an elective and can
be taken by those who desire it just like any other course.
For additional information, call Army ROTC at (202) 806-
6784 or Air Force ROTC at (202) 806-6788.
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INTERNATIONAL STUDENTS

Immigration and Naturalization Service (INS) regulations
governing nonimmigrant international students require that
all students in the “F-1" and “M-1" visa categories be
engaged in a full time course of study. Undergraduates with
“F-1" visas are required to be registered at all times for a
minimum of 12 credit hours of course work. Graduate
students with “F-1" visas and all “J-1" visa holders are not
required to take a specific number of credit hours as long as
they are engaged in a full time course of study as
determined by their department. Students must maintain full-
time status throughout the semester. A student who begins
with 12 credit hours or more but then drops courses later
and no longer carries 12 credit hours is considered a part-
time student. Students who do not meet these requirements
are in violation of their immigration status and jeopardize
their stay in the United States. All financial arrangements for
study at Howard University must be made prior to
registration time.

It is each student’s responsibility to maintain legal
immigration status while in the United States. You must
make sure that your authorized stay in the country has not
expired (see 1-94 form in your passport); that your passport
is valid for at least 6 months at all times; that you are
registered every semester as a full-time student; that you do
not work off campus without permission of the INS; that you
attend the school that the INS last authorized you to attend.

International students must apply to INS to (1) extend their
authorized stay in the United States, (2) obtain permission to
work off campus, and (3) transfer from Howard University to
another school or from another school to Howard University.
Further information and appropriate application forms can be
obtained from International Student Services in Room 119
Blackburn University Center.

If you change your immigration status for any reason — for
example, from tourist visa to student visa or from student
visa to permanent resident — it is imperative that you inform
International Student Services so that the University will
have accurate records. It is also important that the University
have your current address at all times.

REGULATIONS GOVERNING
COURSE OFFERINGS IN THE
DEPARTMENT OF MUSIC of the
DIVISION OF FINE ARTS

1. Students from academic programs of the
University other than the Department of Music of
the College of Arts and Sciences. Division of Fine
Arts will not be permitted to register for any course
in applied music (vocal or instrumental music)
without the approval of the Assoc. Dean of the
Division of Fine Arts. Such approval will be given
only after the student has been interviewed and/or
auditioned, and when space in applied music
classes permits.

2. Majors in the School of Education who enroll in the
courses: An Introduction to the Fine Arts and Fine
Arts in the Elementary. Schools will be required to
study the piano if they do not already possess
minimal skills as determined by the instructor.

Such instruction will be provided as a part of the
course and no additional charge will be made.

ATTENDANCE REGULATIONS

All students are expected to attend classes regularly and
promptly. Students who are absent from classes or
laboratory periods are responsible for the entire work of the
course. Members of the faculty will hold students responsible
for regular and prompt class attendance.

Any student who does not take a scheduled mid-term or final
examination must obtain the approval of his or her instructor
in order to take a substitute examination. A student who
does not secure such approval will receive a grade of zero
for the examination missed.

CONSORTIUM OF UNIVERSITIES OF
THE WASHINGTON METROPOLITAN
AREA (CUWMA)

The CUWMA is a cooperative arrangement in post
secondary education that is designed to permit the sharing
of academic resources by member institutions and to offer
qualified students the opportunity to enroll at other
institutions for courses not available on their own campus.

Howard University offers its qualified undergraduates and
graduate degree students the opportunity to enroll in courses
at American

University, Catholic University, Gallaudet University,
Georgetown University, George Mason University, George
Washington University, Marymount University, Southeastern
University, Trinity College, University of the District of
Columbia, and University of Maryland-College Park.

Students enrolled in First Professional Degree Programs in
Dentistry, Law, and Medicine are not eligible to participate in
Consortium cross-registration.

Before applying for a Consortium course, you must first
complete your Howard University on-campus registration.

Application forms for the Consortium are available in
EM/Records- Room 105 of Administration Bldg.
To be eligible for this program, a student must:

1. Be a fully admitted degree-seeking student.

2. Be actively enrolled in courses at Howard University at the
same time that the Consortium course is being taken; carry
as many hours at Howard University as at the other
Consortium Institution.

3. Be in good academic standing.

4. Obtain the following approvals to participate in the
Consortium.

a. Fall and Spring Semesters/Summer Session
1. ACADEMIC APPROVAL —Your Academic
Dean and Department Chairman

2. ADMINISTRATIVE APPROVAL—Ms. Wanda
M. Jones, Consortium Coordinator, Room 105,
Administration Building.
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5. Return application to the Consortium Coordinator. At this
point, the student copy (buff) will be returned to you after it
has been validated by the Consortium Coordinator. The
student should show this copy to the instructor at the host
institution, but is to keep the copy for ID purposes at the host
institution.

In special courses, (such as private instruction in music or
art, or tutorial study) if a special fee is charged, such a fee is
not covered by the Consortium agreement and must be paid
by the individual student to the institution administering the
course.

The total number of hours taken through the Consortium
towards a degree must not exceed 40 percent of the total
hours required for the degree.

Consortium courses are not approved for “audit.”

Courses to be pursued through the Consortium must be
courses not available at Howard University during the given
semester or year.

Students must follow the general registration procedures and
pay the applicable tuition rate of Howard University.

As otherwise qualified, eligible employees and/or their
dependent children are eligible to participate in the
Consortium Program, but cannot use Remission of Tuition to
pay for Consortium courses. Employees and/or their
dependent children must pay for Consortium courses in
advance, and the deferred payment plan cannot be used.

RULES, REGULATIONS, AND PROCEDURES IN EFFECT
FOR HOWARD UNIVERSITY COURSE REPEATS AND
INCOMPLETES ARE ALSO APPLICABLE FOR
CONSORTIUM COURSE REPEATS AND INCOMPLETES.

To drop a Consortium course, report immediately to the
Consortium Coordinator and complete a Consortium
withdrawal form.

Consortium grades for Howard University students are
received in EM/Records and automatically recorded on the
student’s permanent academic record.

Consortium information and materials are available in
EM/Records and in the Associate Vice President’s office.

CONSORTIUM PROCEDURES FOR
HOWARD STUDENTS ATTENDING
UNIVERSITY OF MARYLAND —
COLLEGE PARK (UMCP)

Howard University students may register for University of
Maryland- College Park courses on a SPACE available basis
beginning with the first day of classes.

Students will be expected to meet all prerequisites of UMCP
courses restricted to specific UMCP majors and permission
only courses.

1. Contact the UMCP Consortium Coordinator at the
Registration Center.

2. A visiting student cannot audit any UMCP courses.
Present to the UMCP coordinator the third copy (buff) of the
Consortium Registration Form completed by the Howard
University Consortium Coordinator.

3. Present to the UMCP coordinator the third copy (buff) of
the Consortium Registration Form completed by the Howard
University Consortium Coordinator.

SPECIAL NOTICE TO GRADUATE AND
PROFESSIONAL STUDENTS

Students who are enrolled in the Graduate School of Arts
and Sciences, the School of Law, College of Dentistry,
College of Medicine, and the School of Social Work, who
wish to pursue courses other than those in their major field
of study should apply through EM/Admission for Unclassified
status in the College of Arts & Sciences. Courses other than
those in their major field of study pursued in the Graduate or
Professional schools will appear on the graduate or
professional academic record and where applicable, will be
computed in the cumulative averages.

PROSPECTIVE GRADUATES

Students in the process of completing their requirements for
an Undergraduate degree and who wish to enter a graduate
or professional school in a subsequent semester must
submit an application and all required credentials and be
officially accepted into the program.

GRADUATION REQUIREMENTS

UNDERGRADUATES — All students who anticipate
graduating by a given semester, must report to their
Academic Dean during the semester prior to the last
semester of enrollment. Procedures for graduating will be
explained at that time.

GRADUATE — All graduate students who anticipate
graduating by a given semester, must report to their
Department Chairperson at least one semester prior to the
last semester of enrollment for a comprehensive review of
the appropriate graduating procedures.

Degree candidates in the Graduate School of Arts &
Sciences must be enrolled during the semester in which
the degree is conferred.

PROFESSIONAL —All professional students are notified at
the end of their junior year by the appropriate Executive
Promotions Councils.
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ETHNIC ORIGIN DATA FOR COMPLIANCE REPORTING

Title VI of the Civil Rights Act of 1964, requires that no person in the United States shall,
on the ground of race, color or national origin, be excluded from participation in, be
denied the benefits of, or be otherwise subjected to discrimination under any program or
activity receiving Federal financial assistance from the U.S. Department of Education.

To determine whether an institution adheres to the above, the Office of Civil Rights

Planning in the U.S. Department of Education requires that:
“Each recipient shall keep such records and submit to the responsible
Department official or his designee timely, complete and accurate compliance
reports at such times, and in such form and containing such information, as the
responsible Department official or his designee may deter-mine to be necessary
to enable him to ascertain whether the recipient has complied or is complying
with this part. In the case of any other recipient, such other recipient shall also
submit such compliance reports to the primary recipient to carry out its
obligations under this part.” Title 45 Subtitle A — Department of Education Sec.
80.6 (b) (1972).

Consequently, Howard University must provide the U.S. Department of Education with
specific statistical student ethnic origin data. Each student, therefore, is asked to assist
the University in complying with this requirement by providing this data when requested.
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ACADEMIC PROBATION,
SUSPENSION AND READMISSION
POLICY

Effective Fall 1998

A student enrolled in any of the undergraduate schools and
colleges whose cumulative grade point average is less than
2.0 at the end of the first semester or any subsequent
semester will incur academic probation.

Students who have achieved junior status or are in the
professional phase of the following programs will incur
probation if their cumulative grade point average falls below
2.5: Education, Pharmacy, Nursing, and Allied Health
Sciences.

Regulations Governing Students on Probation
1. Students on probation must adhere to the following
conditions for continued enroliment:
A. Enroll in a maximum of 13 credit hours if full-
time, and seven hours if part-time.
B. Establish and maintain contact with their
designated school/college advisor (Dean, faculty
advisor, advisory center, or student services unit)
for academic advising, counseling, assistance,
and referral to support services at least once per
month.
2. Probationary status will be removed when the student has
achieved a cumulative average of at least 2.0.
3. Probationary status must be removed within one
semester, exclusive of summer sessions, or the student will
incur suspension.
4. Any student who voluntarily withdraws from the University
while on probation will be subject to stipulations as a
condition for readmission.

ACADEMIC SUSPENSION

1. Any student who fails to remove his/her probationary
status within one semester, exclusive of summer sessions,
will be suspended. Official notification of suspension will be
from EM/Records.

2. A one-semester extension of the probationary period may
be requested by appealing in writing to the Dean of the
School or College no later than 60 days prior to the first day
of classes for the Fall semester and 15 days prior to the first
day of classes for the Spring semester.

3. If the appeal is granted, the student will be required to
follow specific stipulations during the extension period.

4. If the appeal is denied, the student is not eligible for
readmission for at least one semester.

READMISSION AFTER
ACADEMIC SUSPENSION

1. Requests for readmission must be initiated by submitting
to EM/Admission, at least 60 days prior to the registration
period:
A. an application for admission to the
EM/Admission; and,
B. a completed petition for readmission to the
school or college in which the student was last
enrolled. The request
should include a description of the student’s
activities during the suspension period, the steps

that have been taken to ensure success if the
request is approved, and appropriate supporting
documentation.

2. Requests for readmission will be reviewed by the
appropriate designee of the school of last attendance and an
admission committee, which will render a decision based on
the student’s previous academic record, contents of the
request for readmission, and other relevant factors.

3. Upon readmission after suspension, students must adhere
to the conditions outlined below. Failure to meet these
stipulations will result in automatic suspension from the
University.

A. Student shall establish and maintain contact (at
least once per month) with designated
school/college advisor (Dean, faculty advisor,
advisory center, or student services unit) for
academic advising, counseling, assistance, and
referral to support services.

B. Student shall enroll in appropriate courses in
the Center for Academic Reinforcement and/or
other support programs as stipulated by the
admission committee.

C. Enroll in a maximum of 13 credit hours if full-
time, and seven credit hours if part-time, until the
cumulative grade point average meets the
requirement for removal of probation.

D. Remove all deficiencies during the next
semester of enrollment (or the next semester
when the courses are offered) before proceeding
with the published program for their degree.

E. Earn a minimum grade of C in each course or
earn the required grade point average stipulated
by the admission committee until the cumulative
grade point average meets the requirements for
the removal of probation.

4. Failure to meet the above conditions may result in
academic suspension.

GRADE POINTS AND
GRADE POINT AVERAGE (GPA)

The grade point value is determined by multiplying the
number of credits (also called hours) a course yields by the
grade received for the course. Grades yield points as
follows: A=4;B=3;C=2;D=1;F=0; W, AD, P, S, U,
and UW (not calculated).

The semester grade point average (GPA) is obtained by
dividing the number of semester grade points earned by the
number of credits attempted for the semester. For example,
student attempts five courses totaling 13 credits for the
semester, and receives grades as follows: Course 1 (3
credits) — “A”, Course 2 (3 credits) — “B”; Course 3 (2
credits) — “B”; Course 4 (1 credit) — “C”; Course 5 (4
credits) — “D”. Total semester grade points earned for
courses

1 through 5 are respectively: (3x4) + (3x3)+(2x3) + (1 x
2)+(4x1)=(12+9+6+2+4)=33. Semester GPA = 33
+13=254.
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© (©) (CxG)

Course Grade Yield Grade Point
Number_ Credits _Grade Points Value

1 3 A 4 3x4=12

2 3 B 3 3x3= 9

3 2 B 3 2x3= 6

4 1 C 2 1x2= 2

5 4 D 1 4x1= 4
Totals 13 33
Semester GPA = Total Grade Point Value + Total Credits

2.54 = 33 + 13

The cumulative (or overall) GPA is determined by dividing
the number of cumulative (or total) grade points earned at
Howard University (including grade points for the most
recent grading period) by the cumulative (i.e., total) number
of credits attempted at Howard University. For example,
student previously attempted 65 credits at Howard University
and earned 160 grade points with an old cumulative GPA of
160 + 65 = 2.46. The new cumulative number of credits
attempted at Howard University = 65 + 13 = 78; and

the new cumulative grade points earned = 160 + 33 = 193.
The new cumulative GPA = 193 + 78 = 2.47.

The grade point average is computed for all courses not
officially canceled that have been taken and/or repeated in
the student’s program of study.

ALL INCOMPLETE GRADES

(other than grades for Thesis & Research) must be
completed by the student no later than the last day of
classes of the semester in which the student is next in
residence. (Instructors must submit Special Grade
Reports for removing incomplete grades by the last day
of the semester.)

INFORMATION AND GUIDELINES
REGARDING
THE ISSUANCE / DISTRIBUTION OF
STUDENTS’
ACADEMIC RECORDS

A. Academic departments may obtain copies of students’
academic records, as needed, from the office of their
respective academic Deans. If a student is not enrolled in
the school/college with which a particular department is
affiliated, a written request may be made to EM/Records for
such student’s record. A Cumulative Grade Report (CGR)
will be furnished, if applicable.

B. Admission independently obtains Academic Records of
returning students (FSR) thereby obviating the need for such
students (i.e., applicants) to initiate requests for the same.

C. EM/Records is the University-designated office authorized
to issue official transcripts, after the requests for same
have been cleared by Student Financial Services, and for
which the appropriate Transcript Fee ($5 per copy) has been
paid.

D. In all cases, copies of students’ academic records that
are forwarded to other units of Howard University are
furnished without cost to the students.

SEMESTER GRADES

At the end of each semester, semester grades are available
to students via the BISON WEB. Semester grades will be
mailed to parents when authorized by student

TRANSCRIPTS

Academic transcripts are issued by EM/Records, Room 105,
Administration Building, which is the University-designated
office for maintaining official academic records of all students
currently or previously enrolled. Students are encouraged to
use the BISON WEB to request transcripts and pay the fee
with a credit card on-line. Students unable to use the
BISON WEB to request a transcript on-line may submit that
request in writing. Written requests for transcripts will be
honored only if the following conditions are met: requests
must

(a) contain the written SIGNATURE OF THE STUDENT OR
FORMER STUDENT whose record is being requested;

(b) student must be CLEARED FINANCIALLY (have no
“holds” on account especially holds by Student Financial
Services

(c) request must contain HU identification number or other
information to allow us to identify the record (e.g. social
security number, date of birth) in cases where the student
does not remember the id number; and

(d) the request must be accompanied by a $5.00 fee paid by
check or money order payable to Howard University.

Students may incur additional fees or have personal checks
denied in cases where checks are returned due to
insufficient funds.

Students who wish to review their grades or their complete
academic record can go on-line to the BISON WEB and print
out semester reports of their entire record. Unofficial
transcripts are not provided to students in the RECORDS
office. Unofficial transcripts can be printed out by students
on the BISON web.

All transcript requests will be honored as expeditiously as
possible (usually mailed out within 24 hours of receipt in the
RECORDS office). There may be some delay in processing
transcript requests when volume increases. This is
especially true during examinations, end of semester grade
reporting, registration and graduate school application
deadlines.

Transcript requests that must be accompanied by special
forms to be completed by schools for licensing or other
accrediting agencies, will also require greater turnaround
time to process. Please plan accordingly to allow sufficient
time to meet your individual needs.

Transcripts requested for “pick up” at the service window
will be held for 30 days only. After 30 days, students will
need to submit a new request and fee.

See RECORDS website for information on additional policies
that may apply.

SPECIAL NOTE:

Each academic transcript issued by EM/Records
reflects, in chronological order, the COMPLETE and
UNABRIDGED history of ALL academic endeavors
attempted and/or earned by the student. “Partial”
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transcripts are not furnished. Students are responsible
for checking the accuracy of their academic record
“before” placing a transcript order or they will incur
additional fees to have a transcript reprinted.

CERTIFICATIONS

Certifications consist of written verification of a variety of
student enrollment-related data such as date(s) of
attendance fulltime/part-time status, and degree(s) received.
Any former or currently enrolled student may request
certification services by writing to the EM/Records. Some
certifications may be furnished directly to various individuals
or agencies such as prospective employers, official
investigators, lending institutions, or government agencies.
In all such cases, the information released about students
shall satisfy the provisions of the Family Educational Rights
and Privacy Act of 1974 and University policy. Certifications
take time to process and mail so plan accordingly, especially
during peak demand time.

PHOTO IDENTIFICATION CARDS

Student photo ID cards are issued by the EM/Records to
incoming students (i.e., New Students, Transfer Students,
and Former Students Returning) during the official
registration period for a given semester. Each officially
enrolled Howard University student is expected to maintain
continuous possession of his/her photo ID card throughout
his/her period of attendance at the University.

Replacements of photo ID cards that are lost, stolen, or
mutilated, may be obtained in EM/Records upon (a) filing an
application for replacement b) presenting suitable photo
identification of yourself and (c) paying a $25 replacement
fee.

Hours of operation for this service are posted in EM/Records
after the official registration period each semester.

BOOKSTORE

THE UNIVERSITY BOOKSTORE is located at 2225 Georgia
Ave. NW. It is considered the main campus store. It stocks
textbooks, reference materials, academic supplies, art,
computer hardware, software, apparel, and gifts. Hours of
operation are 8:30am to 7:00 pm Monday through Friday;
10:00am to 5:00pm Saturday.

THE SCHOOL OF LAW BOOKSTORE is located at 2900
Van Ness St. NW on the lower level of Holy Cross Hall. It
provides course books, study aids, legal outlines, school

supplies, and convenience items. Hours of operation are

8:30 am to 5:00 pm Monday through Friday.

COOPERATIVE EDUCATION
PROGRAM

The Cooperative Education (Student Career Experiential)
Program has the overall objective of helping students to gain
relevant “work experience” to their majors prior to completing
course studies. Students who qualify are advised to submit
application for paid employment within agencies of business,
industry, social services, or government, for opportunities of
alternating either full- or part time periods of relevant work

with full-time academic studies. In accordance with
school/college policies, students may earn academic credit
while working on relevant job assignments. For more
information call (202) 806-6599.

THE CENTER FOR ACADEMIC
REINFORCEMENT

The Center for Academic Reinforcement (CAR) was
established by action of the Howard University Board of
Trustees in April 1974 and began to function in the first
semester of the 1974-75 academic year. The Center is
especially designed for entering freshmen in all the
undergraduate schools and colleges who have unrealized
potential in verbal, mathematical, and learning-study skills.
Its objectives for learning are stated in performance or
behavioral terms and are presented in clear anticipation of
being used in the student’s current academic pursuits.
Students who are identified by their school or college as
being in need of the CAR studies and services are required
to attend.

MATHEMATICS PLACEMENT
EXAMINATION FOR
CAR-MATHEMATICS STUDENTS

All students must take a math placement examination before
enrolling in CAR-Mathematics. The results of the placement
examination will be used to determine whether a student
should enroll in Basic Math | or in Basic Math II.

For further information regarding date, times, and location,
please contact the Coordinator of the CAR-Mat