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Notice of NYIT Policies and Procedures 

 
Policies and procedures in this catalog are binding on every student. NYIT reserves the right to change its 

policies and procedures, class schedules and academic requirements, at any time. 
 
 

1. ABOUT NYIT 
 
New York Institute of Technology is an independent, comprehensive institution of higher 
education established in the state of New York (U.S.A.) in 1955. It serves a student 
population of approximately 15,000 worldwide through undergraduate and graduate 
programs offered in the Schools of Architecture and Design; Arts and Sciences; 
Education; Engineering and Computing Sciences; Health Professions, Behavioral, and 
Life Sciences; Management; and Osteopathic Medicine. NYIT has earned an 
international and national reputation for excellence and is recognized in U.S. News & 
World Report as among the ñtop masterôs universities-north.ò 

Vision for a Global University 

NYIT 2030: Setting Directions, Meeting Challenges, a strategic 25-year institutional 
plans and efforts, was implemented in 2006. A significant part of NYITôs strategic 
planning dealt with the collegeôs aspirations as a global and at times a virtual university. 
The final report of the planning group described a view of the future this way: 
 

In 2030, NYIT will be a truly global institution rooted in a strong New York 
presence. Its campuses around the world will offer exemplary programs that will 
improve the quality of life for the populations in which they are located. Moreover, 
the University will have redefined whatôs meant by a ñglobal universityò as 
opposed to a university that simply has a global footprint. It will be among the first 
institutions to have designed itself from the ground up as a ñ21st Century 
University.ò  
 

 
NYIT 2030 also articulated a detailed vision of what NYIT will be in the year 2030.  

By 2030, NYIT will be known:  
 

Á for its career-oriented undergraduate and professional programs. 
Á for its thriving graduate centers featuring interdisciplinary degree programs and 

research. 
Á as a global and partially virtual university with NYIT in New York as its quality hub. 
Á as a model student-centered university.  
Á as a leader in teaching with technology. 
Á as a well-funded institution, with dependable revenue from a variety of sources. 
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NYIT Campus Locations 

 

United Arab Emirates (Abu Dhabi) 
NYIT-UAE 
CERT Technology Park 
PO Box 5464 
Al Muroor Road 
Abu Dhabi, UAE 
Phone: (+971) 240 48523 
Fax:  (+971) 2 446 2050 
 

Bahrain (Manama) 
NYIT-Bahrain 
PO Box 11287 
Manama, Kingdom of Bahrain 
Campus 881, Block 338 
Road 3828, Area Adliya 
Kingdom of Bahrain 
Phone: (+973) 17 711 444 
Fax (+973) 17 716 667 
 

Jordan (Amman) 
NYIT ï Jordan 
c/o Jordan University of Science and 
Technology 
PO Box 840878,  
6th Roundabout, Zahran Street 
Umm Uzaineh 
Amman, Jordan 11184 
Phone: + 962 655 378 61  
Fax:  (+962) 655 3731 2 
 

Canada (Vancouver) 
NYIT ï Vancouver 
Suite 1700 ï 701 W. Georgia Street 
P.O. Box 10104 Pacific Center 
Vancouver BC, Canada V7Y 1K8 
Phone: 604.639.0942 
Fax:  778.371.7928 
 

China (Nanchang) 

NYIT ï China 
Jiangxi University of Finance and 
Economics (JUFE) 
Nanchang, Jiangxi 330013 
P.R. China 
Phone: (86) 791 381 6893 
 

Old Westbury, NY (Home Campus) 

NYIT 
Northern Boulevard 
P.O. Box 8000 
Old Westbury, NY 11568-8000 
Phone: 516.686.1000 
 

China (Nanjing) 

66 New Mofan Road 
Nanjing, 210003 
P.R. China 

Central Islip  

NYIT 
300 Carleton Ave. 
Central Islip, NY 11722-9029 
Phone: 631.348.3000 
 
 

 
Manhattan Campus 

NYIT 
1855 Broadway 
(at 61st Street) 
New York, NY 10023-7692 
Phone: 212.261.1500 
 

 
Online Campus 

1.800.873.NYIT(6948) 
www.nyit.edu 
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NYIT ï Vancouver 

Mission Statement 

The mission of NYIT-Vancouver derives from the NYIT institutional mission and reflects 
its aspiration to serve as a dynamic component of higher education opportunities 
available in Vancouver. Thus, the mission of NYIT Vancouver is: 
 
Á To be the Pacific graduate center for NYIT in one of the worldôs most livable cities.  
Á To offer access to opportunity to qualified students 
Á To support applications-oriented research  
Á To integrate technology into all teaching and learning 
Á To develop and disseminate information about technology-based education 

Brief History 

NYITïVancouver began through a partnership with a Vancouver-based educational 
group. This partnership was dissolved in 2007. The current structure of NYITôs 
Vancouver campus is similar to its New York-based campuses. Vancouver campus 
admission and registration are done in Old Westbury, N.Y., at NYITôs main 
administrative offices. Vancouver students can access all online New York facilities, with 
some minor exceptions.  For example, due to its Canadian location, there are some 
significant differences in the areas of immigration and financial aid.      

Administration 

Bradley Krause, Ph.D., Campus Dean 
Sylvia Ng, Assistant Director, Admissions/Registrar 
Lanny Liew, Assistant Admissions/Registrar 
Lillian Liao, Bursar Associate 
Petra Dilling, Ph.D., School of Management Coordinator 
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2. COLLEGE SERVICES 

All services can be contacted through central reception at 604.639.0942 from 9 a.m. to 5 

p.m. (Pacific Time). 

Admissions and Registration Office 

The Admissions and Registration Office is located in the main office. Services in this 
office include: information about programs, applications for admission, class schedules, 
academic forms, registration, transfer student information and forms, graduation 
applications, transcript requests, grade processing, among other enrollment-related 
activities. 

Bursar/Accounts Office 

The Bursar/Accounts Office is located in the main office.   At the bursarôs office, students 
pay tuition and fees and receive information on payment dates and payment plans. Note 
that is the studentôs responsibility to meet college costs.  Also, it is the studentôs 
responsibility to follow up on financial paperwork to ensure everything is in order.  

Online Services 

Email Account  

Upon admission to NYIT, students are provided with access to NYITConnect, a full-
service Web-based student services portal. Through NYITConnect, students receive an 
NYIT e-mail account. NYIT e-mail is used for all official NYIT information about 
education, dates for registration, status, and upcoming events. NYIT considers the 
NYIT account to be the each studentôs primary account and official documents or 
notices sent to the NYIT e-mail address are considered delivered to the student. 
Therefore, NYIT requires that students check their NYIT e-mail account frequently or 
arrange to have e-mail from that account forwarded to another account.  
 

E-Library and UBC library 

NYIT-Vancouver provides on-campus access to a state-of-the-art e-library and 
computers for homework and personal use, located in the computer lab room.  
 
Trained staff members are available to assist with any hardware or software questions. 
These centers are free to all students with an NYIT ID and valid student account. Use of 
all technology is governed by NYITôs Academic Computing Code of Responsibility which 
may be found in this handbook. Use of NYIT technology implies agreement to abide by 
this code. 
 
NYIT-Vancouver provides virtual library resources NetLibrary and physical library 
services through UBCôs library system.  
 
All NYIT-Vancouver students have access to the UBC libraries through a special 
arrangement between the two institutions. At registration, student may apply for their 
UBC library card.   
 

http://www.nyit.edu/webadvisor
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The NYIT New York librariesô catalogs, subscription databases, and e-book collection 
(NetLibrary) can be accessed through the ñLibrary Servicesò section of NYITôs Web site 
(www.nyit.edu/library). 
 

Textbooks and School Supplies 

To assure that students get the correct textbooks for their courses and have them in time 
to complete assignments, NYIT orders the textbooks and other print and non-print 
instructional media centrally. Students purchase the books and other materials at 
registration. Note that all students are required to have their own copies of the books so 
they can work independently and keep up with all assigned readings and learning 
activities.  
 
Copying texts is an infringement of the authorsô intellectual property rights and copyright 
laws and is not permitted. Some students find it cost-effective to purchase books used 
from students who have take the same course previously. This is permitted as long as 
the book purchased is the same edition that will be used in class. 
 
 

www.nyit.edu/library
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3. CAMPUS SAFETY AND SECURITY 
 
Campus safety and security does not just happen. It takes the commitment and 
cooperation of every member of the college community, from students and faculty to 
staff and visitors. NYIT takes very seriously the safety of those who study and work on 
its campuses. Through campus security systems, NYIT strives to prevent and respond to 
campus safety issues. 
 
Each campus of NYIT has continuous, year-round security. Security officers are trained 
to respond to a variety of calls for assistance, from medical emergencies to crimes in 
action. Patrols of campus grounds and buildings are made frequently and include 
inspection of the premises to note any potential problems, such as lights that have gone 
out or glass that has been broken.  
 
NYIT-Vancouver security is provided by the building management, Cadillac Fairview. 
Notify the administration or campus security of any circumstances that may pose a 
problem or hazard.  
 
Cadillac Fairview has a safe walk program. If for any reason, a student feels insecure 
and would like a trained guard to accompany him/her, he/she should call 604.669.3241.  
When calling, provide requested information including location on the floor. 
In Vancouver, the emergency operator can be reached at 911.  If calling from a cell 
phone, please specify the exact location of the emergency.   
 

College Identification Cards 

A student ID card must be obtained from the admissions and registration office as soon 
as possible after admission to NYIT. The ID card must be carried at all times while on 
campus and must be presented on demand to any college official. The card can be used 
for entry into campus events, labs and other facilities. The first ID card is free of charge, 
but there is a fee for a replacement card.  
 
In addition, students attending evening or weekend classes must have a building access 
card. These cards are used to access both the building and the elevators during these 
times. These cards are available for a fee from the bursarôs office. The fee is refunded 
when the card is returned.   

Fire and Earthquake Safety 

In the event of fire on the campus, students should leave by the nearest stairwell. The 
stairwells are located in the central area next to the washrooms. Once a fire is 
discovered, please sound the fire alarm immediately using the nearest break-glass unit 
located around the campus.  
 
Do NOT use the elevators. Do NOT stop to pack up belongings. Do NOT re-enter 
the building until fire officials have confirmed and declared that it is safe to do so.  

 
In the event of a fire on another floor, wait in the central area until information arrives 
regarding the location of the fire. If the fire is on a lower floor, the safest option might be 
to go up to the roof or to stay on campus.  
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In the event of earthquake, attempt to move away from windows and towards supporting 
walls or the elevator area. Do NOT use the elevators or stairs until they have been 
declared safe. If unable to move, attempt to obtain protection from falling objects by 
sitting under tables or other protective furnishings. Remain in a protected area until all 
movement has ceased. Remember to wait until the possibility of immediate aftershocks 
is gone.  
   

First Aid 

First Aid Boxes are provided at the administration office. In case of an emergency 
requiring first aid, contact the nearest staff or faculty.  
 
Contact campus security at: 

a. For assistance or safe walks: 604.669.3241. 
b. For emergencies: 604.688.9444. 

Tell the person who answers which floor (17th) you are on, your name, exact 
location (e.g. classroom number), and situation (e.g., hurt, afraid, theft in 
progress).  

 
For off-campus emergencies, call 911 and tell the operator your requirement(s) (police, 
fire, or ambulance), your name, location (17th floor of 701 West Georgia) and situation.  
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4. ACADEMIC POLICIES AND PROCEDURES 

Academic Advisement  

Developmental advising is a critical component of all studentsô educational experience. It 
helps students develop decision-making skills, think critically about goals and objectives, 
and assume responsibility. NYIT offers a range of academic advising resources that 
include faculty advising, NYITConnect, advising Web site, online degree maps, and the 
college catalog to assist students in making meaningful educational plans compatible 
with their career goals. 
 
Every student must consult with an advisor prior to registration each term. Appointments 
must be made with a faculty advisor in order for courses to be approved for registration. 

Academic Advisors  

Each program has a chair or coordinator who is knowledgeable about the academic 
program as well as the policies and procedures of the college. This person assists 
students in matters of course selection, career direction, program requirements, and 
available academic and student support services. Chairs/coordinators are assisted by 
other faculty in providing timely advisement for registration. The studentôs advisor is 
available for help and guidance, and the advisorôs approval is required for each 
registration. However, the student must assume final responsibility for conforming to all 
college regulations and completing curriculum requirements. 

Academic Integrity  

NYIT is a learning community that requires intellectual integrity, credibility, trust, 
openness and fairness. To maintain these principles within our learning community NYIT 
has policies guiding academic integrity, including acts such as plagiarism and cheating. 
The policies are outlined in the Academic Integrity section of this handbook.  

Academic Standing 

At the conclusion of each term, two averages are computed for each student to indicate 
the general level of academic standing. The first is called the grade point average 
(GPA), which indicates the scholarship level for the term. The second is called the 
cumulative grade point average (CGPA), which indicates the scholarship level for all 
work taken at the college. The GPA is computed by adding all the quality points 
associated with the grades earned for the term and then dividing by the number of 
credits for those courses. 
 
The CGPA, computed in a similar manner, represents all the quality points associated 
with the grades earned during all the terms or quarters the student has attended NYIT, 
divided by the number of credits for those courses. Exception: For students who have 
changed majors, only quality points from the first degree program which are applicable 
to the present degree program are included. 
 
Students who have earned a C, W, F, WF, IF or PR in a course may retake the course 
for credit (one or more times) to earn a higher grade. Only the higher grade will be used 
in computing the GPA and CGPA. The other grade(s) will remain on the studentôs record 
as a matter of information. 
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Attendance  

A student is expected to attend each class session on a regular and punctual basis to 
obtain the educational benefits that each meeting affords. Students will be informed by 
their instructors whether lateness or absences will be allowed during the semester and 
what the consequences will be for excessive absences and/or lateness.  
 
Students who exceed these limits may be subject to failure. If a student misses any 
class or test, the instructor has the right to either grant or deny an opportunity to make 
up the work that was missed. In such cases, the instructor shall be the sole judge of the 
validity of a student's explanation for having missed the class or test.  

Changes 

Change of Major ï Graduate Programs 

Students who desire to transfer from one NYIT graduate program to another must notify 
the program chair or office of the dean that they are leaving their initial program and they 
must apply to and be formally accepted by graduate admissions and by the chair of the 
program to which they want to transfer. Requests for transfer of credentials should be 
made to the Office of Admissions and Registration. If a student has a GPA of less than 
3.0, or a classification status other than fully matriculated, the requested program must 
be approved by the dean.  

Change of Program (Drop/Add)  

Students are permitted to add and drop courses as well as sections, during the change 
of program period, after consulting with an advisor. No change of program may be made 
after the second week of each term. (See Academic Calendar for dates.) A change in 
courses (not sections) may affect the tuition charged. 
  

Classification of Graduate Students by Credits  

A program of nine credits per term is considered full time and permitted only for students 
who are not employed. 

Complaints about a Course or Instructor 

If a student has complaints about their experiences in a course or with an instructor, the 
first step is to speak with the instructor involved. If either speaking to the instructor is not 
possible or a satisfactory understanding cannot be reached, the student should make an 
appointment to see the program chair responsible for the specific course. If the matter 
remains unsolved after meeting with the program chair, an appeal may be made to the 
dean. Providing supporting documentation regarding the matter is recommended.  
 
Contact the studentôs affairs office or campus dean if you have concerns related to 
harassment, personal safety, or other non-academic issues.  
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Computer Requirements  

All NYIT programs require the use of computers and Internet to complete course 
assignments and for research. Computer labs and open-use computers are available for 
students registered in a program of study.  
 
Each NYIT student receives a systems account giving them access to the Internet and 
other user services such as NYITConnect. It is important to note that each account 
owner and workstation user is solely responsible for the usage incurred through that 
account and workstation.  
 
Anyone who intentionally abuses accounts and privileges, degrades system 
performance, misappropriates computer resources or interferes in any way with the 
operation of the computer facilities is subject to cancellation of privileges and disciplinary 
action.  
 
Students, other than those receiving approved accommodations for a disability, are 
prohibited from using electronic recording devices in the classroom without prior 
permission from the instructor.  

Courses at Another College  

A matriculated student currently enrolled at NYIT may take courses at another 
accredited institution for credit under limited conditions. Not all courses will be 
accepted for credit toward a degree. Student who want to take a course at another 
institution and transfer it for inclusion in their NYIT degree must complete the Permission 
to Take Courses at another College form, which is available at the registration office and 
abide by NYITôs residency requirements (see section regarding transfer credits).  
 
A course taken at another college will be approved only when it is unavailable at NYIT 
during the specific quarter and is needed to continue or graduate. Upon completing the 
course, students have the responsibility for furnishing the registrar with official transcripts 
so that credit may be entered in their records. An official transcript must be received at 
NYIT no later than one month after the course is completed. A grade of C or better is 
required for credit. Students on probation may not take courses at another college.  
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Course Grades 

Students receive one of the following grades for each course taken during the quarter: 
 

Graduate  
Grade 

 Quality Points Per Credit 

A 
B+ 
B 

C+ 
C 

Excellent  
Good 
Satisfactory 

4 
3.3 
3 

2.3 
2 
 

W 
I 
F 
 

P 
 
 

WF 
 

IF 
U 
 

S 
 

Withdrawn, without penalty 
Incomplete 
Failure 
Progress, re-enroll 
Passing; passing oral 
comprehensive, thesis, or 
externship 
Withdrawn failing 
Audit 
Failure from an incomplete 
Unsatisfactory progress in thesis or 
project course 
Satisfactory progress in thesis or 
project course; grade will be 
changed when course is completed 

0 
0 
0 
0 
0 
  
  

0 
0 
0 
0 
  

0 
 

 

 
Required courses in which a grade of F was received must be taken over again. In those 
cases where a student failed a course and has retaken and passed it, only the passing 
grade shall be used, but the F shall remain on the transcript as a matter of information. 
The only courses which may be repeated for credit are those which result in grades of C, 
W, WF, F or IF. 
 

Early Warning System  

After each term, students who are placed on probation, strict probation, and suspension 
are notified of their academic standing by mail and/or by phone. Each student is 
encouraged to utilize campus resources (tutoring, advising, and counseling) to improve 
their academic standing. 
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English Language Placement Examinations 

Where students have scored 550 on the TOEFL or equivalent on other tests, any 
assessments of English skills are based on classroom performance.  
 
For those who have not successfully written the tests, NYIT administers English 

Language examinations to all incoming graduate students for eligibility and placement 

in appropriate level courses. The English Language Institute Proficiency Test evaluates 
grammar, vocabulary, reading and comprehension, writing, and oral skills.  
 
Students who pass all four sections are not required to take additional English language 
instruction. Students whose scores are below passing will be assigned to one of four 
levels of English language instruction. Students in levels one or two may not enroll in 
academic courses. Students who place in level three are permitted to take one academic 
course concurrent with the level three English instruction. Students who place in level 
four are permitted to take two academic courses concurrent with level four English 
instruction. Note: for full acceptance and matriculation students must achieve the 
minimum on the TOEFL (see above).  

Enrollment of Students  

Individuals who wish to enroll in the college for the purpose of earning a degree must file 
a written application for matriculated status. The college reserves the right to refuse 
matriculation for specific NYIT programs. NYIT reserves the right to review a degree 
candidateôs status at any time on the basis of performance and progress. Non-
matriculated students may be admitted to individual courses if they meet the 
prerequisites for these courses. Students who initially enroll as non-matriculants will be 
limited in the number of credits they may take as a non-matriculated student. An 
undergraduate may take up to 24 credits and a graduate student may take up to 9 
credits. After they have reached that limit, they will need to apply and be admitted before 
continuing to take courses. 

Grade Appeals 

Grade appeals of students in continuous attendance must be initiated within 30 days of 
the deadline for the instructor to hand in grades. No grade appeal will be considered 
after a full term has elapsed. Students who wish to appeal a grade should consult with 
the student advisor for information. See Grade Appeal Policy and Procedures at the end 
of this Handbook. 
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Grade of Incomplete 

The temporary grade of incomplete (I) shall change to a failing (IF) grade if the student 
does not complete all work by the end of the allotted time (see schedule below). Such an 
IF grade may not be challenged, and the course must be repeated by the student to 
receive credit. The following policies shall guide the awarding and calculation of the I 
grade and the change of the I grade to an IF grade: 
Á The student must request additional time to complete a single project, report or final 

examination; 
Á The grade of incomplete is to be assigned only to students who are otherwise 

passing the course at the end of the semester; 
Á The instructor has the right to refuse the request and may assign a final grade based 

solely on the work already completed; 
Á The grade of incomplete will change to the failing grade if the outstanding course 

work is not completed in accordance with the schedule in effect at the time it was 
assigned, regardless of the average the student otherwise maintained in the class 
(the schedule is found below); 

Á A single, short extension of the time period shall be granted only in exceptional 
circumstances by the dean; 

Á The grade of incomplete will not be assigned to students with excessive absences, 
especially when those absences include the final sessions of the course, unless 
extenuating circumstances have been established; 

Á The incomplete grade is recorded by the registrar as "attempted credits," until the 
course is complete; 

Á The incomplete grade that changes to a failing grade will carry zero quality points; 
Á Students can advance if an incomplete grade is assigned to a prerequisite course for 

the term immediately following the assignment of an I grade but cannot advance 
after an I grade changes to an IF; 

Á When the grade of incomplete is changed to an IF, the I grade shall remain on the 
record and the transcript so that it will read IF, thereby distinguishing it from the F 
and the WF grades; 

Á I grades may have an effect on the student's visa or other status. Students are 
encouraged to meet with their advisor prior to requesting the I option. 

Deadlines for Vancouver Campus 

 
Incomplete grade given  

during 
Work must be completed  

no later than 

Fall Semester April 30, the next calendar year 
January Intersession August 31, the same calendar year 
Spring Semester August 31, the same calendar year 
Summer Semester Dec. 31, the same calendar year 
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Graduation  

Application Deadlines 

All students, who wish to be considered candidates for graduation, must file an 
application for graduation with the Registration Office by the date listed in the 
academic calendar and below. Applications can be completed online at 
www.nyit.edu. Students are required to complete all program requirements to be 
eligible for graduation.  

 
 Graduation    Apply by 

June     Last week of April 
September    Last week of July 
December    Last week of October 
March       Last week of January 

Graduation Criteria ï Graduate Programs 

Prior to the expected graduation date, graduate students must meet the following 
academic standards: 
 
Á The satisfactory completion of a designated program of study for the degree, 

including thesis, project, comprehensives and other requirements. Students are 
responsible for ensuring that all degree requirements listed in the catalog in effect on 
the date of their matriculation are fulfilled. Errors on degree maps or advisement 
forms do not constitute a basis for waiving degree requirements. 

Á A minimum cumulative quality point average of 3.00.  
Á Some majors have additional requirements. Students are responsible for meeting all 

academic standards for graduation. 
Á Completed graduation applications must be filed with the registration office by the 

published deadline.  

Graduation ï Graduate Degrees with Distinction  

A graduating student who has earned a cumulative GPA of 3.50 or better will graduate 
with distinction. Honors are recorded on both the studentôs permanent record and 
diploma. In addition, programs may offer awards to outstanding graduate students at 
commencement. 

Harassment Policy 

NYIT maintains the principle that students, staff and faculty should not be subjected to 
subtle or overt forms of harassment caused by any member of the college community. It 
is, therefore, the policy of NYIT to provide its membersðfaculty, staff and students 
alikeðan environment free of harassment. For further information, contact the Office of 
Student Affairs or the counseling and wellness center on your campus. 
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Honor Societies 

International and national honor societies recognize studentsô scholarly achievement. In 
addition to general honor societies, NYIT has several discipline-specific chapters that 
recognize achievement in a specific field. 
Á The Phi Eta Sigma National Freshman Honor Society accepts full-time matriculated 

students who have earned a 3.5 grade point average during their first year of 
registration in the college and who have not completed more than 20 semester hours 
or 30 quarter hours at another college or university after high school graduation and 
before matriculation at NYIT.  

Á Nu Ypsilon Tau honors students who have achieved a GPA of at least 3.40 for at 
least 62 credits earned and for transfer students who have completed a minimum of 
45 of the 62 credits at NYIT and have earned a CGPA of 3.40 

Á The Golden Key International Honor Society accepts full-time, fully matriculated 
students who have successfully completed at least fifty 50 semester hours, with at 
least 25 of those semester hours at NYIT, and have demonstrated scholastic 
excellence by maintaining a grade point average of 3.5 or higher. 

Á Delta Mu Delta ï achievement in business 
Á Tau Alpha Pi ï achievement in engineering technology 
Á Alpha Epsilon Rho ï achievement in communication arts and broadcasting 

Illegal Substance Policy 

NYIT prohibits the sale, distribution, consumption, possession, and use of all illegal 
substances on campus and at NYIT-sponsored student events off campus. Violations of 
this policy have serious consequences and may include expulsion from NYIT. 

Midterm Evaluation  

A Midterm Evaluation form is distributed to faculty and staff each term. Upon completion 
of this evaluation by faculty, students receive a summary letter indicating academic 
progress and information on campus resources to address any academic or personal 
concerns (counseling, tutoring, advising, etc.). 

Ownership of Student Work  

All work presented or submitted in fulfillment of or in conjunction with a studentôs course 
work shall be the property of NYIT, which may waive this right at its discretion. Students 
may request reproductions of their work for their portfolios. 

Posting of Publicity 

Posters, flyers, banners and other forms of signs and/or advertising at NYIT-Vancouver 
must conform to NYIT regulations and must be individually approved by the office of the 
campus dean and stamped prior to being posted. The college reserves the right to 
refuse requests for postings of information by non-NYIT organizations, private 
individuals, groups, etc. 
 
Á Posting is not permitted on painted surfaces, trees or building exteriors. Approved 

materials must be posted on designated bulletin boards and glass partitions. Student 
clubs and organizations that post flyers inappropriately are subject to the possible 
suspensions of their privileges and/or fines. 

Á Flyers and other advertisements must be removed within 24 hours after the event. 
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Á If a flyer is written in a language other than English, the flyer must include an English 
translation. 

Á Use of any bulletin board or authorized space within the campus does not constitute 
an endorsement or guarantee of any product, service or information by the office of 
the campus dean or by New York Institute of Technology. 

Á Students or student organizations in violation of any of the preceding regulations are 
subject to disciplinary action or financial sanction. Outside organizations in violation 
of these policies will not be permitted to post any information or use NYIT facilities, 
and criminal charges may be pursued. 
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Prerequisite and Co-requisite Courses  

Many courses require prerequisite and/or co-requisite courses. A prerequisite course 
must be passed prior to taking the desired course, and a co-requisite course must be 
taken at the same time (or in some cases taken before). Prerequisite and co-requisite 
requirements are listed in the course descriptions of this catalog. It is the studentôs 
responsibility to meet all necessary course prerequisites and co-requisites. If a student 
enrolls in a course but has not fulfilled the prerequisites or co-requisites for this course, 
the chair and dean have the authority to administratively withdraw the student from 
course. The student will also be referred to the deanôs office, if he/she fails to comply 
and adhere to the administrative action taken by the academic department in regard to 
the course. A waiver for a co-requisite or pre-requisite course may be granted by the 
dean on the recommendation of the program chair. 

Probation/Dismissal Policy ï Graduate Students Only  

Students must have a graduate grade point average of 3.0 or better in order to graduate. 
Accordingly, those whose graduate GPA falls below 3.0 will be placed on academic 
probation and must raise their GPA to 3.0 within two quarters in order to be removed 
from probation.  
 
Students whose graduate academic record includes two or more Côs not balanced by 
Aôs, or includes any failures in coursework, may be dropped from the program. Students 
who have earned a C or F in a course may retake the course to earn a higher grade. 
Only the higher grade will be used in computing the GPA; however, the original C or F 
will remain on the record as a matter of information. The only courses that may be 
repeated for credit are those which result in grades of C, W, F, IF, U, or WF. 

Readmission of Former Graduate Students 

Former graduate students of NYIT who wish to return and/or resume study must apply 
for readmission. If a studentôs last date of attendance was within the past five years, the 
student must complete and submit a readmission form through the Office of Admissions 
and Registration. If a studentôs last date of attendance was more than five years ago, the 
student must complete and submit a new application for admission.  

Registration Procedures 

NYIT makes every effort to provide registration information in advance of each 
registration period. Students are responsible for completing their registration process by 
the publicized date. Registration procedures are the same for all students. The schedule 
of tuition and fees is subject to change. Check tuition and fee schedule each term. 
 
Early registration within the period designated assures the most flexible choice of 
program and eliminates early cancellation of under-enrolled course sections. A course 
may be cancelled by NYIT for any reason, including insufficient enrollment. Official 
registration in a course section is required in order to earn a grade for a class.  
 
Registration must be completed by the end of the change of program period (see 
Academic Calendar). Therefore, students who have not officially registered for a course 
section will not receive a grade retroactively. Students are not officially registered until all 
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tuition and fees are satisfied. Attendance is not permitted in any class without official 
registration for that class. 

Religious Observances and Academic Requirements  

No student who is otherwise qualified to participate in all educational activities required 
by an academic program will be expelled, refused admission or otherwise penalized 
because of religious obligations and practices. The college will make available, at no 
extra fee, equivalent opportunities to make up examinations, study or work requirements 
that may have been missed because of an absence for religious observances. 

Rights to Media Productions Developed in NYIT Coursework 

This policy covers video and audio productions, films, slide/tape presentations and other 
non-print media. All films and videotapes produced at the school in fulfillment of class 
assignments or as advanced individual study projects, whether made on school 
premises or elsewhere, with or without school equipment, with or without extra funds, 
are subject to the following ownership policy: 
 
Á All such films and tapes are co-owned by the student and the school. In each case, 

students who make the film/tape should decide which student or students co-own the 
film/tape with the school. 

Á Either the student or the school may arrange distribution; students who do not wish 
to have films/tapes distributed may veto distribution. 

Á The school will decide whether or not to put its name on a given film or tape. 
Á Distribution deals, whether arranged by the school or by the student, must be 

approved and signed by the dean of the appropriate academic school. 
Á All income after print costs and other in-front obligations are paid will go directly from 

the distributor to the student and the school on a 50/50 basis; outside funding is not 
considered to be an in-front obligation. 

Á The school's income will be used for scholarships, for funding future student 
films/tapes and for fees and expenses in connection with placing student films/tapes 
in festivals. If a film/tape wins a prize, that prize goes to the student minus the cost of 
placing the film/tape in competition. 

Á Films/tapes may be distributed only after a faculty advisor has made sure that all 
necessary clearances have been obtained by the student(s). 

Á The student and the college each have a right to prints (e.g., copies) at cost as such 
prints are needed for NYIT or student use; such prints may not be rented or sold. 

Scholastic Discipline  

The continued registration of any student is dependent upon regular attendance, proper 
conduct and achievement of passing grades. Any one of the following is regarded as 
sufficient cause for dismissal: irregular attendance, neglect of work, conduct deemed by 
the college not consistent with general good order, or failure to comply with the collegeôs 
rules and regulations.  
 
The college reserves the right to terminate a studentôs enrollment at any time. Every 
student has the right to appeal a termination decision. Contact the student advisor for 
information about the appeals process. See Student Code of Conduct, Academic 
Integrity, and other policies in this Handbook for additional information. 
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Smoking Policy 

Smoking is prohibited in all campus buildings. The City of Vancouver forbids smoking in 
all public buildings as well as many outdoor public areas including all areas within 3 
meters of a building access (door).    

Student Educational Records and Directory Information  

NYIT protects the privacy of educational records and provides students the opportunity 
to inspect and review their educational and guidelines for the correction of inaccurate or 
misleading data through informal and formal hearings  
 
In essence, the policy provides that all information in central administrative offices, and 
the registration office concerning a particular student shall be made available to the 
student upon reasonable notice of desire to review his or her records in accordance with 
applicable laws, regulations, and policies, and that no one other than duly authorized 
official may have access to those records without student approval.  
 
NYIT designates the following categories of student information as public or ñdirectoryò 
information and may disclose or release the information without written consent. This 
does not mean that NYIT will indiscriminately release such information concerning 
students. Release of such information will be restricted and will be considered on an 
individual basis by the appropriately designated administrative officer on each campus. 
Students must inform the college if they do not want this information disclosed by filing a 
written request at the Admissions and Registration Office not later than three weeks after 
the student has enrolled in the current term.  
 
The information is: Name; address (including email address); telephone number; dates 
of attendance; date/place of birth; degrees and awards received; participation in officially 
recognized activities and sports; major field of study; height/weight (for athletic team 
members); and most recent previous institution attended. 

Time Limits 

Once admitted to a degree program, students are expected to continue to enroll and 
make progress toward their degree each term (summer not included). Students are 
expected to complete their degrees within 150 percent of the normal time required to 
complete the degree if studying full time. Thus, a four-year undergraduate degree must 
be completed within six years and a masterôs degree must be completed within five 
years. Under exceptional conditions, an additional year may be permitted upon formal 
request to the appropriate graduate chairperson and approval by the dean. 

Transcripts 

To have an official transcript sent out, students must go to the Office of Admissions and 
Registration to complete a transcript request form. A fee must be paid for each 
transcript, and two weeks should be allowed for the request to be processed. No 
transcript will be issued unless the student's bursar account is clear. 

Tuition and Fee Payment 

Tuition and fees are payable in full on the specified payment due dates indicated on the 
student billing statement. Payments can be made in person at the Bursar Office. 
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Students will not be permitted to attend classes unless payment in full is made by the 
due date. To avoid late fees, payments must be received by the specified due dates. A 
deferment is issued for the portion of a bill that is not paid directly by the student. 
Therefore, if students have received financial aid, loans and/or scholarships to cover part 
of their bill, they must request a deferment from the Bursar for that part of their tuition 
bill.  

Withdrawal from a Course  

The decision to withdraw from a course is a serious matter and should be made only 
after consulting with the course instructor and faculty advisor. NOTE: there are separate 
deadlines for course withdrawals and refunds. Course withdrawals are permitted past 
the final drop date for refunds. Thus, a student might withdraw from a course and 
receive no refund. Deadline dates are posted prior to each semesterôs registration. 
 
To withdraw from a course, both the student and the class instructor must complete a 
withdrawal form and the instructor must submit it to the registration office within 48 
hours. A W grade cannot be assigned without submission of the withdrawal form to the 
registration office. Students cannot withdraw from classes during the final exam period.  
 
The type of withdrawal grade assigned will be determined by the date of withdrawal. The 
W grade will be assigned to students who officially withdraw from a class according to 
the schedule below. The WF grade may be assigned if the student is failing the course 
or stopped attending class without officially withdrawing. The withdrawal (W) grade is not 
included in the computation of the grade point average. The withdrawal failing (WF) is a 
failing grade and is included in the computation of the grade point average. 

Withdrawal from the College  

Students who wish to withdraw from the college may initiate an official withdrawal by 
contacting the registration office and obtaining a Withdrawal from the College form. 
Depending on the circumstances, the studentôs withdrawal date will be recorded as the 
date the student began the withdrawal process or the date the student notified the 
college of his/her intent to withdraw. Tuition refunds, if any, will be based on the 
withdrawal date. If a student withdraws with a balance due on his/her account, no 
transcript, information or employment references will be furnished until the account is 
cleared. 
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5. NYIT GRADE APPEAL PROCESS 

Time for Appeal 

Grade appeals MUST BE INITIATED WITHIN 30 DAYS after the academic calendar 

deadline date for instructors to hand in grades.  

 Making an Appeal for a Change of Grade 
The student begins a grade appeal by sending a letter to the instructor. The appeal 

must be in the form of a physical letter that is given to both the instructor and the Deanôs 
office. This must occur within the 30 day period noted above.  
The letter should clearly state which of the five grounds for appeal applies and should 
provide unequivocal evidence in support of this claim. Dissatisfaction with the grade is 
not sufficient.  

Grounds for an Appeal 

Grades will be changed only if there is unequivocal evidence of one or more of the 
following: 
 
Á The grade was incorrectly calculated 
Á A clerical error was made in recording the grade 
Á The instructor discriminated against the student on the basis of gender, race, 

religion, national origin or other classification    
Á Arbitrary and capricious conduct by the instructor   
Á A mitigating circumstance prevented the student from completing final course 

requirements. In such case, the grade would be changed to I and the student would 
have a set period of time to complete the work, in accord with NYITôs policy on 
grades of Incomplete. 

 Instructorôs Response 

The instructorôs response to the grade appeal must be in writing to the student via the 
Deanôs Office. If the instructor agrees to change the grade, the instructor will include a 
completed Change of Grade form with the letter. If the instructor does not agree with the 
grade appeal, she/he will include in the letter, information about the basis for the grade 
and a response to the points raised by the student. The instructor must respond to the 
appeal within 10 days of receipt of the appeal. The Assistant Dean for Student Affairs will 
inform the student of the instructorôs response. 




