VILLANOVA UNIVERSITY
COLLEGE OF PROFESSIONAL STUDIES
NON-CREDIT PROFESSIONAL PROGRAMS

Location; Vasey Hall
Telephone: 610.519.4300
Email: cps.info@villanova.edu

Publication Date: 9/1/2020

1|Page



Villanova University
College of Professional Studies

Volume I: Version 4; Villanova, PA

Published annually by Villanova University,

College of Professional Studies, Villanova, PA 19085
Copyright © 2020 by Villanova University. All rights reserved.

Available as a PDF version online. Updated as needed.

All programs, courses, instructor designations, locations, tuition and fees described
herein are subject to change or deletion without notice.

2|Page



Table of Contents

HISTONY BN0 ODJECLIVES ...ttt bbbt b e bt bt b e bt et e st e e beeb e e b e R e e b e e st em b e nbeeb e ebe s bt eb e e e enbeneesaeneas 4
Non-Credit Professional COUISES & PrOGIAIMS ........cviieiiiiieieeieieesie e stestesesseeseesteseesressesseesaeseenseseessesaessessessesssessessenses 4
L] (8o (o OSSO PRSP 4
YA Nor: Vo (T T @1 LT o P U SO UURPR S USUTTPRN 5
New Student Orientation and AdditionNal SUPPOIT.........coi i bbb see e e 8
Admission, ENrollment & REGISITALION .......c..cvciiiiiiiiiiie sttt te e e e e et e besaesreaneeneesaenseneenrens 9
Acceptance of Prior Courses (TransSferring COUSES) .....uviuiieueriererertisesteeeseeie e stesessessaeseessessessessessessessessseseessessenns 10
D (o] o o1 oo - W O o0 £l TSSOSO TP 11
COUISE CANCEITALIONS ...ttt et b bbbt h ekt e e et e b e bt e bt b e e b e e e m b e eeeabenbeebeebeeneanbesnenbenbennea 11
WIthAraWal frOM @ COUISE.......ieeiiitiieiiite ettt b e b bbb b bbbt bbbt b et et s et et st st ne et et enes 11
TUITION N0 FEES ...ttt b e et b e et b e ekt b etk e b e bt e b et ek e e b e ekt s be e ebe e b et ekt e be e et e abe e ebenbe e ebenre e 12
Veteran and MITITANY STUOEBNTS ..ottt b et b e bt e h e e e e b e besbe s b e bt eb e e e e b e seesbeneas 12
L C] 0] Lo SO SURUPO RPN 15
Course Progress and AENAANCE ........cviveieieieriesiesesteseeeeseseeste e stesteseeseeseesseseestestesseeseeseesseseestesbesaeaseaseasseseessessessens 15
(@8 a T TaTo TR0} il 0o - o OSSR 16
(€] Lo L1 To [OOSR U URUSUUUR 16
Make-UpP WOTIK @0 EXIENSIONS .....c.veieieiiiiiieeerieseee e ste e teetaesae et st te e etae e essestestesteaaeeseeneensesaesseseesseesaeneeneeseenrenrenns 17
oo Lo TN @0 T o] =TSRSS 18
Counting Courses towards MUItIPIE PrOGIaMS ........coiiiiiieiie ettt ettt et sn b b nne s 18
Continuing EAUCation UNIS (CEU) ..ottt bbbttt e e sb e bbb e seene e e e benbenne s 18
Aot 1o T T o (0T |11 RSP 19
L E L 10 T 0T -SSP 19
Y (0o (=1 o1 @] o o L1 Tox (OO URURUSUPR 20
Yo Vo (T o Tl [ 1T | LY TSP RSP 20
THHE X SEAEBMENT ...t b e et b e e bt b et e bt ekt s b e ekt sb et ek e s b et ek e sb et et e abe e ebenbe e ebenbe e 21
STUAENTS WILHh DISADIIITIES ...ttt b et b st et b et et b e s bbb nne 21
Students With PhySICal DISADIIITIES..........iiiiie ettt e bbbttt nenbe b sae s 22
Students with Learning Disabilities, Neurologically Based Disorders, and Chronic HNesses..........ccocvevrvriieienicnenncns 22
Grade and Faculty Performance Complaints & 0ther CONCEIMS.........cviviiveieriere e sese e ereeseee ettt e e e see e seennens 22
(O (o LR @11 1= N o] 1T | OSSR 22
D1 T ISXST: TS U SRR P 22
Program INFOMMELION .........oeiii et bbbttt e b b e bbb e e Rt e R e e e et e beebesb e e beeb e e neenbeneesbenbe e 23
Attachment A - Required and Elective Options for Non-Credit Professional Programs...........cccccvevvivvivsvnieersnenenenns 27
Attachment B - Specific Course INFOrMAtioN ..........ccooiiiiieiiecise s et r e seenre e e 34

3|Page



HISTORY AND OBJECTIVES

In May 2014, Villanova University created the College of Professional Studies (CPS)—the first new College at the
University in 50 years. The degrees and non-credit certificate programs delivered by the College of Professional
Studies are offered at Villanova University, an institution that is accredited by the Middle States Commission on
Higher Education, 3624 Market Street, Philadelphia, PA 19104 (via phone: 267-284-5000). Please note that the
Commission accreditation does not imply specialized accreditation of the programs offered.

The Dean of CPS reports to the University Provost, who in turn reports to the President. For a list of the Executive
Council, Officers of the University and Deans, please visit the Office of the President’s website:
http://www1.villanova.edu/villanova/president/about_university/leadership.html. On this site, the University Trustees
are listed: http://www1.villanova.edu/villanova/president/about_university/trustees.html.

CPS provides academically rigorous undergraduate degree and certificate programming, as well as non-credit
education for the adult learner and working professional. These programs are offered online, on-campus, off-campus at
various sites and at corporate, governmental and non-profit organizations.

CPS continues Villanova’s century-old tradition of service to adult learners and complements Villanova’s breadth of
academic offerings by providing innovative programs with flexible delivery options. It houses and continues to
advance the curricula of the University’s professional studies programs. CPS is housed in Vasey Hall on Villanova
University’s campus in Villanova, Pennsylvania.

NON-CREDIT PROFESSIONAL COURSES & PROGRAMS

CPS non-credit offerings include professional development courses and certificate programs that are offered to
approximately seven thousand (7,000) students each year. The College offers various courses in multiple subject areas
and modalities which are listed on the website and in the attachment tof this supplement. Examples of certificate
programs include: Human Resources Management, Payroll Administration, Applied Project Management, Lean Six
Sigma, Business Process Management and Organizational Leadership.

The College of Professional Studies also offers a Paralegal Professional certificate. This certificate program is
designed to train qualified individuals in the theory and philosophy of the law and the ethics of legal practice. Students
gain the necessary practical skills to enable them to effectively assist lawyers and executives in providing a full range
of legal services to corporations, governmental agencies, law firms, and businesses. Paralegals may not provide legal
services directly to the public except as permitted by law. The CPS Paralegal Professional Certificate is approved by
the American Bar Association (ABA®).

The attachment of this supplement contains information about these programs. For more information, students can also
contact the College of Professional Studies at 610-519-4300 or visit the website at www.cps.villanova.edu.

INSTRUCTORS

The College of Professional Studies employs a variety of instructors to teach its professional education courses.
Instructors may teach a single course or across multiple programs and modalities, as well as in other colleges at the
University. A current and complete list of CPS instructors is posted on the website at:
http://www1.villanova.edu/villanova/professionalstudies/about/facultylisting.html.
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AcCADEMIC CALENDARS

CPS On-Campus Offerings and Calendar

Campus classes are offered in multiple durations ranging from one-day to full semester courses.

Table 1: Class Duration Schedule

Duration

Discipline

Courses

1 Day

Counseling

Drug & Alcohol Education
Interviewing and Counseling Techniques
Intake/Assessment/Record Keeping w/Substance Abusers
Cultural Competency
Relapse Prevention
Countertransference & Boundary of Self
Counseling & Peer Support
Group Counseling with Substance Abusers
Ethical Decision Making
Substance Abuse Treatment for People with Co-
Occurring Disorders
Recovery Skills Planning
Advocacy for Self and Others
Communication Skills in Recovery

2 Days

Project Management

Introduction to Project Management

7 Weeks

English for Everyday Life

Popular Culture
Government and Citizenship
Technology and Science
People and the Environment
Sports and Outdoor Recreation
Current Events

12 Weeks

Fundraising

Principles of Fundraising

Leadership

Women’s Leadership Development Certificate

13 Weeks

Supply Chain

Supply Chain Management

Varied

Facilities Management

Facilities Management

Human Resources

SHRM Essentials of Human Resources
SHRM-CP/SHRM-SCP Exam Preparation
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Duration Discipline Courses

Leadership Leadership Symposium

Management New Manager Bootcamp

Project Management PMP® Exam Preparation

Civil Procedure & Litigation
Business Organizations
Contract Law
Criminal Law
Employment Law
Estates & Trusts
Ethics

Paralegal Family Law
Intellectual Property Law
Introduction to Paralegal Profession & Principles
Legal Research
Legal Writing
Paralegal Office Coordination
Real Estate Law
Torts and Personal Injury Law

All campus classes follow the CPS academic calendar which is modeled after the University academic calendar.

The CPS calendar is posted on the College website:
https://www1.villanova.edu/villanova/professionalstudies/Course_Schedules.html

For a list of specific start and end dates, see the Professional Education Course Schedule:
https://www1.villanova.edu/villanova/professionalstudies/Course_Schedules/CPS_Upcoming_Courses.html

CPS Online Offerings and Calendar

Online professional education programs are currently offered in varied durations. The tables below indicate each course
and its corresponding timeframe.

Courses are generally offered monthly or every other month. Given the online nature of the courses, there is no formal
scheduled time-off for holidays. Regularly scheduled live class sessions that fall on University holidays will be
rescheduled to an alternate date by the instructor. Students who are unable to attend the alternate date are not
penalized. Note, online PayTrain® CMA® and VIISTA classes are exceptions to the above as they follow the CPS On
Campus Professional Education Course Schedule
https://www1.villanova.edu/villanova/professionalstudies/continuingstudies/ncppschedulel.html

Table 2: Class Duration Schedule

The below table reflects the duration of courses that are offered online.
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2. Class Duration Schedule:

Duration Discipline Courses
Proiect Management Essentials of Project Management
! g PMP® Exam Preparation
4 Weeks Leadership Rotating Topics
Six Sigma Essentials of Lean Six Sigma
Mastering Project Management
Project Management Advanced Strategic Project Management
Project Management Capstone
Lean Six Sigma
Six Sigma Six Sigma Green Belt
Lean Innovation & Management
Essentials of Commercial Contract Management
Contract Management Essential of Government Contract Management
Advanced Contract Management
8 Weeks Essentials of Business Process Management

Business Process Management

Mastering Process Methodology & Solutions
Advanced Process Strategy & Practices

Information Systems Security

Essentials of Cybersecurity (IS Security)
Mastering Cybersecurity/Security+ (IS Security +)

Business Analysis

Essentials of Business Analysis
Mastering Business Analysis
Essentials of Data Visualization

Business Intelligence

Essentials of Business Intelligence
Mastering Data Management & Technology
Advanced Data Architecture & Intelligence

Human Resources

Mastering Organizational Effectiveness
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Duration ‘ Discipline Courses

Agile Methodology
Agile Agile Prinicples
Leading Agile Teams

Strategic Organizational Leadership
Leadership Maximizing Team Effectiveness
Finance & Accounting for the Non-Financial Manager

PayTrain® Level 1 — Fundamentals

10 Weeks Financial Management PayTrain® Level 2 — Mastery

CMA® Exam Prep Part 1: Financial Reporting,
Planning, Performance & Analytics

Financial Management CMA® Exam Prep Part 2: Strategic Financial

Management
Human Resources Human Resource Management
12 Weeks
Information Systems Security Advanced Concepts in Cypersecurlty (Information
Security)

Six Sigma Lean Six Sigma Master Black Belt

L . Villanova Interdisciplinary Immigration Studies Training
14 Weeks Immigration Studies for Advocates Modules 1 through 3
16 Weeks Six Sigma Lean Six Sigma Black Belt

NEW STUDENT ORIENTATION AND ADDITIONAL SUPPORT

The College of Professional Studies offers orientation sessions and individualized support to assist students in becoming
acquainted with their programs. Information is available to students via the CPS website at www.cps.villanova.edu.
Information is also available at CPS, on campus in Vasey Hall, by phone at 610-519-4300, or via email
cps.info@villanova.edu. Virtual, live orientation sessions and in-person orientation sessions occur on a periodic basis. Video
recordings of orientation sessions are available on the CPS Student Support Services website
https://www1.villanova.edu/content/university/professional-studies/villanova-cps-

experience/advising/academic_support professional_education.html

Orientation occurs on campus before the start of the academic semester for the Paralegal Professional, Alcohol and Drug
Counselor and Recovery Specialist certificate programs. Students are notified of the date and time at registration. Students are
encouraged to take advantage of CPS events and support services to interact with the College faculty, staff, and their
classmates.
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ADMISSION, ENROLLMENT & REGISTRATION

A student is permitted to be registered in only one professional education program at a time.

On-campus courses may be held in any classroom building on campus based on availability, enrollment, and
technology needs. Courses may also be offered off-campus at third-party facilities or on-site at corporations or other
organizations. Online classes are offered through a learning management system (LMS) for which a student is
assigned a unique login and password.

The enrollment process varies based on the type of student:

Courses Offered On-Campus/Off-Campus/On-Site at Organizations

Prospective students interested in taking on-campus/off-campus/on-site non-credit professional programs
may enroll online at www.cps.villanova.edu. Individuals must submit the appropriate and necessary
documentation and payment if required, for the intended program. Once processed, students receive
electronic confirmation of their enrollment and are billed any remaining tuition as appropriate.

Paralegal Students

Prospective students for the American Bar Association (ABA®) approved Paralegal Professional certificate
program may apply online at www.cps.villanova.edu. Application materials are reviewed to determine
qualifications for admission and students are admitted or denied accordingly. Paralegal students are admitted
to a cohort and follow a predetermined schedule.

Alcohol & Drug Counselor and Recovery Specialist Students

Prospective students interested in a counseling certificate program or individual courses in Addiction Studies
may apply online at www.cps.villanova.edu. Application materials are reviewed to determine qualifications
for admission and students are admitted or denied accordingly.

Online Courses and Programs (not including VIISTA, Fundraising, PayTrain® and CMA®)

Prospective students interested in online courses or programs should visit www.villanovau.com for
enrollment options. They may enroll online or through a Student Success Representative. Prospective
students will then complete and submit an Acknowledgement of Program Enrollment (AOPE) and/or an Intent
to Enroll Form (ITE) (course level) which will be followed by the billing process.

Students retain access to the course through the online LMS for a period of 12 months after the first day of
their course. Once the course is complete, this access is “read only”.

PayTrain® and CMA® Students

Prospective students interested in taking an online PayTrain® and/or CMA® course may enroll online at
www.cps.villanova.edu. Individuals may be requested to submit an upfront payment or non-refundable
deposit at the time of enrollment. Once processed, students receive electronic confirmation of their
enrollment and are billed any remaining tuition as appropriate.

Women’s Leadership Development Students:

Prospective students interested in enrolling in the Women’s Leadership Development program should visit
www.cps.villanova.edu. Application materials are reviewed to determine qualification and students are
admitted or denied accordingly.

All programs, except the Paralegal Professional, Alcohol and Drug Counselor and Recovery Specialist certificate, and
Women’s Leadership Development programs follow an open, non-competitive admissions model where qualifying
documentation is not required. However prospective students must complete the registration form by the noted
deadline and meet all prerequisite requirements.

The Women’s Leadership Development, Paralegal Professional, Alcohol and Drug Counselor and Recovery Specialist
certificate programs have specific admission requirements. Please see the CPS website for details. Applications are
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reviewed by the Admissions & Enrollment team on a rolling basis, as they are received. Applications submitted after
the cohort is at capacity or after the posted deadline will be considered for the next session in which the program is
offered. All admissions decisions are sent electronically. Individuals accepted in a program are asked to confirm their
intent to enroll. Upon doing so, a seat deposit may be required.

After confirming intent to enroll, students who wish to defer their start date to a later semester may apply for a
deferment. Requests to defer admission are reviewed on a case by case basis and may be granted for reasons including
iliness, military service or other extenuating circumstances. Supporting documentation may be requested with the
application for deferment. The deadline for the application of deferment is the same date as the add/drop deadline for a
student’s class for the current semester. Failure to meet these terms may result in the revocation of admission. In such
a case, an applicant will need to reapply.

Professional education courses are generally offered as part of a program. Some courses may be taken as individual
courses that are not part of a program. Individuals may be restricted from enrolling in the latter if they are receiving
tuition benefits from a third-party. Students are encouraged to check any benefit restrictions from corporations,
agencies and/or organizations from which they are receiving tuition assistance.

Payment options and payment due dates vary between single courses and programs; the enrollment system and/or the
Student Success Representative will provide all requisite details. Until payment or payment arrangements are made,
registration is not guaranteed, particularly for high-demand courses.

Registration opens approximately two months prior to course start. During this time, students are registered for courses
by their online Student Success Representative or on-campus Program Coordinator according to the requirements of
their program. To ensure balanced class sizes across multiple sections of the same course, CPS reserves the right to re-
assign students accordingly up until the start of the course. Due to unforeseen circumstances, CPS may also need to
reassign an instructor prior to the start or during the class session.

Students who previously enrolled or applied to a certificate course or program and who would like to enroll or apply to
another course or program are required to complete the requisite enroliment/application forms for the new certificate
course or program.

For further information about admission, enrollment, and registration, students should contact their Program
Coordinator (on-campus/off-campus/on-site programs) or their online Enrollment Representative.

ACCEPTANCE OF PRIOR COURSES (TRANSFERRING COURSES)

Requests for the approval of previously completed non-credit or credit courses toward the requirements of non-credit
certificate programs must be submitted to the CPS Academic Programs team at cpsacademics@villanova.edu.
Approval must be received prior to enrollment.

Students are required to provide evidence of a grade of C or better, a grade of Pass, or continuing education units
(CEUs)/ professional development units (PDUSs) earned for prior credit consideration. Prior course work must have
been completed within the past three years. Transcripts, course descriptions, and syllabi from previous course work
may be required, at the discretion of the College. Transferred courses are evaluated against the rigor and academic
spirit of the desired program. The College of Professional Studies makes no guarantee regarding equivalence or
acceptance of prior courses. For select programs, applicable, reputable industry certifications may be recognized in
lieu of prior coursework at the discretion of the College. For programs with lengths of three or four courses, a
maximum of one course per program may be accepted for transfer. Course transfers are not considered for two-course
programs.

The combination of approved prior course work and the successful completion of required and elective courses (as
applicable) for the particular certificate program constitutes successful completion of the program requirements.
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DROPPING A COURSE

Students who wish to drop a class must do so prior to 12am on the first day of class by contacting their Student
Success Representative or Program Coordinator. Students who request a drop will be removed from the course as if
they never registered and provided a full refund by the University. Whether or not a refund is immediately paid out or
the funds are applied towards future courses will depend upon the circumstances of the student. For example, in the
case of a corporate subsidy, it will be up to the discretion and policies of the company. Students should consult with
their online Student Success Representative or CPS Program Coordinator regarding their unique situation. If funds are
owed to the student, they will be refunded or available for refund within 40 days of the date the class was dropped.

After the first day of class, requests for removal from a course are considered withdrawals. Students remain financially
responsible for the full tuition cost of the course unless and until they request and receive approval for a course
withdrawal. Withdrawal refunds follow a tuition refund scale (see Withdrawal from a Course section of this
document). Students receiving tuition benefits from a third-party agency or corporation are subject to the policies of
that entity and are encouraged to check any restrictions/penalties they may incur prior to dropping a class.

Students who drop a course and have been issued hard copy and/or electronic course materials must return all
materials in unused condition to the University immediately upon the confirmation of the dropped course. The student
will be charged for the cost of all materials that are not returned, and/or for electronic materials that have been
accessed.

Non-attendance does not constitute a drop from a course and does not nullify financial responsibility. See Course
Progress and Attendance section of this document for more information.

COURSE CANCELLATIONS

The College of Professional Studies reserves the right to cancel courses. Course cancellations can occur no later than
four business days before the start of a course. Registered students will be notified by their on-campus Program
Coordinator or their online Student Success Representative. Students will have the choice of adding an alternative course
prior to the start of the course or receive a 100% refund (see the Dropping a Course section of this document for
additional details).

WITHDRAWAL FROM A COURSE

After a course begins, students may request to withdraw from a course if there are extenuating circumstances (i.e.,
military activation, deployment, extreme medical emergencies, natural disasters, etc.) by completing the withdrawal
form posted on the CPS website: https://www1.villanova.edu/villanova/professionalstudies/students/forms.html and
providing supporting documentation. Requests to withdraw from a course will not be considered without the required
withdrawal form and supporting documentation. All requests will be reviewed by the Academic Programs Team.
Withdrawals must be requested while the course is in progress. Requests for a withdrawal after a course ends will not
be approved, unless prior approval was precluded by military necessity (See Veteran and Military Students section).

If a withdrawal is granted, a student’s last date of attendance will be recorded and reported to any agencies,
organizations, etc. from which the student is receiving benefits (if applicable). Tuition refunds for approved
withdrawals are subject to the schedule found in the Refunds section of this document. Students receiving tuition
benefits from a third-party agency or corporation are subject to the policies of that entity and are encouraged to check
any restrictions/penalties they may incur prior to withdrawing from a class.

If a withdrawal is not granted and the student fails to meet the course requirements, they may receive a failing grade at

the discretion of the instructor. For general course requirements, see Course Progress and Attendance section of this
document. Also, see the Refunds section for information relating to return of funds.
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Students who are granted a withdraw from a course with a corresponding refund and have been issued hard copy
and/or electronic course materials must return all materials in unused condition to the University immediately upon the
confirmation of the withdrawal. The student will be charged for the cost of all materials that are not returned, and/or
for electronic materials that have been accessed.

Please note that non-attendance does not constitute a withdrawal from a course and does not nullify financial
responsibility.

TUITION AND FEES

Tuition rates for specific courses can be found on www.cps.villanova.edu (all on-campus programs, VIISTA,
Women’s Leadership Development, CMA® and PayTrain® programs) and www.villanovau.com (all other online
programs) on the specific program page. This information is also available in Attachment B of this supplement.
Tuition and fees are subject to change; for the most up to date information please reference the above noted websites.

If the online course in which a student is enrolled has corresponding hard copy materials, and the student requests
shipment of the course materials to their home address, a shipping fee will be assessed. Course materials for the online
CMA® Exam Prep, Essentials of Human Resources and PayTrain® courses will ship free of charge. Students taking
on-campus classes and utilize campus parking will be charged a parking fee. Students taking classes off-campus may
also be charged a parking fee depending on the location of the class. Paralegal Professional students are responsible
for purchasing course materials. These are estimated at $1700 for the 2020-2021 year. There is no additional tuition,
material charges nor fees. VIISTA Program Students are responsible for purchasing course materials. These are
estimated at $250 for the 2020-2021 academic year.

Courses and programs may be offered at discount to specific corporate populations. Students who are active duty
personnel, Veterans, their spouses and dependents will receive a 15% tuition reduction on each course upon
verification of military and discharge status, if applicable.

Courses and programs delivered on-site at corporations and organizations are individually priced based on content
delivered, duration of the class and the number of employees enrolling. Interested individuals should submit the
inquiry page on the CPS website for more information.

CPS occasionally offers promotional tuition reduction programs. Details of these promations can be found on the CPS
website when applicable.

Students enrolled in non-credit professional courses and programs are not eligible for Title IV funding.

VETERAN AND MILITARY STUDENTS

Military Tuition Benefit Verification

Gl Bill® is a registered trademark of the U.S. Department of Veterans Affairs (VA). For more information about VA
educational benefits, please visit the official VVeteran Affairs website at www.benefits.va.gov/gibill. The VA
determines student eligibility to receive educational benefits. Students should apply for their VA educational benefit
electronically by utilizing the Vets.gov (https://www.va.gov/education/how-to-apply/) or eBenefits
(https://www.ebenefits.va.gov/ebenefits/homepage) websites. Students will fall into one of two categories: “Initiating
VA benefits for the First Time” or “Resuming VA Benefits”.

Certification depends upon a student’s VA determined eligibility, enroliment status and program of approved study.
To verify that a non-college degree (NCD) is approved for VA benefits, students can visit WEAMS
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https://inquiry.vba.va.gov/weamspub/buildSearchCountryCriteria.do. This website has a search filter from which
students can look up Villanova University to see a list of approved Non-College Degree (NCD) Programs.

At Villanova, Veteran certifications are processed within the Office of the Registrar by a School Certifying Official
(SCO). SCO contact information is provided at http://www1.villanova.edu/villanova/enroll/registrar/veterans.html.
Students should notify their CPS Program Coordinator or online Student Success Representative of any enrollment
changes.

If a student would like to check on the status of their application, remaining entitlement, or any other general
questions, they should contact the Department of VVeteran Affairs educational hotline: 1-888-GI-BILL-1 (1-888-442-
4551) or submit a question electronically through Ask a Question. Villanova personnel cannot provide advisement or
counseling related to Veteran benefits.

Military members who are eligible for Military Tuition Assistance (TA) can use TA for approved NCD courses. TA can
lessen a student’s financial concerns considerably, since it now pays up to 100 percent of tuition expenses for semester
hours costing $250 or less. For more information go to https://www.militaryonesource.mil/education-employment/for-
service-members/preparing-for-higher-education/how-to-use-the-military-tuition-assistance-program.

In addition, the Department of Veterans Affairs (VA) Education and Career Counseling program (Title 38 U.S.C.
Chapter 36) offers a great opportunity for transitioning service members and Veterans to get personalized counseling
and support to guide their career paths and ensure most effective use of their VA benefits, and achieve their goals.

To determine eligibility and connect with a VA counselor where they will receive this personalized assistance,
students should apply here: http://www.vba.va.gov/pubs/forms/VBA-28-8832-ARE.pdf. After the VA receives their
application, the VA advises students to schedule a time to meet with counselors. For additional questions or help,
students can contact the VA at: 1-800-827-1000 (hearing impaired: 1-800-829-4833).

Veterans Benefits Transitions Act Policy

I.  PURPOSE
Villanova University is committed to compliance with the Veterans Benefits and Transition Act of 2018,
Section 3679 of Title 38, United States Code. This policy prohibits the penalties described below for any
Covered Individuals during the period when disbursement of funding from the U.S. Department of Veterans
Affairs is pending.

Il.  SCOPE
This policy applies to all Covered Individuals, as defined below.

1. DEFINITIONS

As used in this policy, the following definitions apply:
“Covered Individuals” means all students entitled to educational assistance under Chapter 31, (VR&E), or
Chapter 33, Post 9/11 Gl Bill.

“SCO” means the School Certifying Official.
“VA” means the United States Department of Veterans Affairs.

V. POLICY STATEMENT
In accordance with Title 38 United States Code Section 3679(e), Villanova University will not impose any
penalty, including the assessment of late fees, the denial of access to classes, libraries, or other institutional
facilities, or the requirement that a Covered Individual borrow additional funds, on any Covered Individual
because of the Covered Individual’s inability to meet his or her financial obligations to Villanova University
due to the delayed disbursement of funding from the VA under Chapter 31 or Chapter 33.
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VI.

VILI.

VIIL.

Covered Individuals should provide to the School Certifying Official (SCO) M. Todd Robinson, email:
veterans@Uvillanova.edu or 610-519-4034, no later than the first day of a course of education, a certification
of eligibility for entitlement to education assistance. A certificate of eligibility can also include a statement of
benefits obtained from the VA website ebenefits, or a VAF 28-1905 form for Chapter 31 authorization
purposes.

This policy applies during the period beginning when a certification of eligibility is provided to the SCO (no
later than the first day of a course of education) and ending on the earlier of one of the below dates:

1. The date on which payment from the VA is made to Villanova University.

2. 90 days after the date Villanova University certified tuition and fees following the receipt of the
certificate of eligibility.

RELATED INFORMATION/FORMS
(Additional policies/form/or information pertinent to the policy)

HISTORY
Effective October 7, 2020

RESPONSIBLE UNIVERSITY DIVISION/ DEPARTMENT

Office of Veterans and Military Service Members
Kennedy Hall 205

Villanova, PA 19085

610-519-4034

RESPONSIBLE ADMINISTRATIVE OVERSIGHT

Office of Enrollment Management
Kennedy Hall, 203

Villanova, PA 19085
610-519-4002

Deployment, Activation and Re-Assignment

The College maintains a policy and appropriate procedures to assist students who must withdraw from programs and
courses due to military deployment or reassignment. This policy applies to a reserve and active military member,
his/her spouse or children pursuant to 51 Pa.C. S .A Section 7313.

Any student who is a member of the Pennsylvania National Guard or another reserve/national guard or active duty
component of the United States Armed Forces and who is called/ordered to full-time service or deployed under
Federal Title 10 activation orders or State Active Duty activation orders under Title 32 (USC 502, 901, or 902 orders
only) can initiate the official withdrawal process.

The College will provide the following options for students who have been deployed or reassigned for military service
to appropriately maintain the student’s academic and financial records and program progress:

The affected student should notify the course instructor(s) of the deployment. A withdrawal form should be
submitted to the College of Professional Studies as a request for military withdrawal, along with copies of all
applicable deployment orders. See the Withdrawal from a Course section of this document for detailed
instructions. As noted in this section, all attempts should be made to submit the appropriate Withdrawal forms
and supporting documentation prior to the end of the course, but exceptions will be made if prior notice is not
possible due to military necessity such as classified operations.

The student or student’s spouse shall receive a grade of “W” for online programs and “WX” for on-
campus/off-campus/on-site programs on their Student Course Completion Summary for all courses they are
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unable to complete due to the official withdrawal. Also, upon release from military duty, the student or
student’s spouse will be restored to the enrollment status enjoyed before the duty period, without penalty. The
University will refund 100% of the tuition upon completion, submission and approval of the official
withdrawal form.

e  Without deployment orders, the student or student’s spouse must follow standard College official withdrawal
procedures. An official withdrawal may only be approved if deployment orders are submitted. The student
may retroactively appeal the grade and tuition charge to the College upon return with the submission of the
appropriate deployment orders.

This policy does not apply to Active Duty for Training (ADT).

REFUNDS

If students follow the drop policy noted in the Dropping a Course section of this document, they are eligible for a
100% refund of tuition, provided they do not register in another class in the current or next session*. The term
“refund” includes voiding invoices for unpaid balances. Refunds may require up to 40 days to process.

Requests for withdrawals are approved on a case-by-case basis. If a withdrawal is approved, and all tuition dollars
were paid by the student to Villanova, a refund will be granted according to the below refund schedule*, see
Withdrawal from a Course section in this document for additional details.

College of Professional Studies’ Refund Schedule

Courses that run up to 8 weeks in length:
Week Refund

15t Week 100%
Up to 3" Week 75%
Beyond 3" Week No refund

Courses that run for longer than 8 weeks:
Week Refund

15t Week 100%
Up to 4™ Week 75%
Beyond 4" Week No refund

*For students receiving tuition benefits from a third-party organization such as the military or a corporation, etc.,
refunds may be subject to the specific policies of that entity. Prior to dropping/withdrawing from a course, it is
recommended that students determine any benefit restrictions that may apply. Students who drop or withdraw from a
course with a corresponding refund and have been issued hard copy and/or electronic course materials must return all
materials in unused condition to the University immediately upon the confirmation of the drop or withdrawal course.
The student will be charged for the cost of all materials that are not returned, and/or for electronic materials that have
been accessed.

COURSE PROGRESS AND ATTENDANCE

Course instructors are responsible for monitoring student progress and attendance. Students who are not maintaining
satisfactory progress will be notified by the College. Satisfactory progress is defined as attending class, completing
projects and/or passing exams as defined by the instructor. Failure to do so is grounds for review of academic progress
possibly followed by dismissal. Students should review the course requirements carefully. See sections on Academic
Progress and Dismissal for additional information.
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Online students must log into the learning management system and engage in academic activity and/or attend and
participate in a live session within the first two weeks of a class or they will be removed, assigned a “T” grade (or OT
grade for PayTrain®, CMA® and VIISTA), which is equivalent to an “F” and are not eligible for a refund. Regarding
attendance at live, instructor-led sessions, online students must attend and participate in 50% of the live class sessions
and view the course recordings for any classes missed. Students are responsible for all material covered in all sessions
regardless of attendance. Attendance records are maintained by the faculty and an attendance grade is provided at the
end of the class. It is incumbent on the student to ensure that instructors are informed of their presence at the live class
sessions; students should follow the guidance of their instructor for logging into the synchronous application and
recording their attendance.

On-campus/off-campus/on-site students are expected to attend and participate in all classes. Students who do not
attend and participate within the first two weeks of a class are removed, assigned an “OT” grade (equivalent to an “F”)
and are not eligible for a refund. Attendance and participation in each class will be taken by the faculty member.

Students must communicate with faculty when there are mitigating circumstances. Any organizations, agencies, etc.
providing tuition benefits are informed when a student is removed from a course for non-attendance. Appropriate
benefits may be terminated, and other penalties may exist depending on the rules/regulations of the agencies.

Students who are approved for an official withdrawal from courses will not receive academic penalty (see Withdrawal
from a Course section for additional information).

CHANGE OF PROGRAM

It is expected that students complete their current program before enrolling in additional programs.
On an exception-only basis, students may petition the College to change programs under the following conditions:
e When changing an educational, professional, and/or vocational goal

e Upon termination of a program due to unsatisfactory attendance, progress, or conduct

e They are receiving VA education benefits as a veteran and now wish to receive benefits while on active
military duty

At a minimum, program change requests must be made 30 days in advance of the desired new program start date.
Students must complete courses in which they are currently registered before they will be permitted to change
programs. To request a program change, students should complete the appropriate form on the CPS website:
https://www1.villanova.edu/villanova/professionalstudies/students/forms.html.

GRADING

To pass a course, students must:

1. Meet Attendance Requirements: See Course Progress and Attendance section in this document for more
information.

2. Complete Assignments & Course Work

Students must achieve an average grade of 70% or better on all assignments and coursework. This average is calculated
by totaling the best score from each required exam, assignment, etc.
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In online courses that allow for students to take exams multiple times, students are limited to a maximum of three
attempts. The highest score will be factored into the average final grade. All exams are available via the learning
management system.

Grading scale:

A 90-100%
B 80-89%
Cc 70-79%

**Any grade below 70% or termination from a course is deemed an F

W Official, approved withdrawal using the online form (online courses, except VIISTA, PayTrain® and
CMA®)

WX Official, approved withdrawal using the online form (on-campus/off-campus/on-site course, VIISTA,
PayTrain® and CMA® courses)

I Incomplete for on-campus/off-campus/on-site and online courses

T Official termination before course end (online courses, except VIISTA, PayTrain® and CMA®) — equivalent
toF
oT Official termination before course end (on-campus/off-campus/on-site course, VIISTA, PayTrain® and

CMA® courses) — equivalent to F
P Pass: Assigned in Pass/Fail Courses*
F Fail: Assigned in Pass/Fail Courses *

*P/F grades are currently reserved for Bootcamps, Principles of Fundraising courses and all courses offered in the
Addiction Studies Discipline.

MAKE-UP WORK AND EXTENSIONS

Students who miss a class obligation (exam, presentation, etc.) due to an excused absence will not be penalized - the
instructor may offer a make-up test, arrange an alternative time for a presentation, exempt a student from the assignment,
or provide another arrangement at his/her discretion. All make-up work for missed assignments must be completed
before the end of the course.

Under exceptional circumstances, students may request a course extension from their course instructor. Final approval
will be granted by the Associate Director, Professional Education. The Associate Director will provide a deadline for
work submission; extensions will not be granted for longer than two weeks following the end of a course. All
extension requests must be made before the final course meeting (on-campus/off-campus/on-site) or end of the class
(online). In such cases, students will not be per