
 

303 

Faculty Handbook October 1, 2019 

Chapter 12. Academic Policies & Procedures For Graduate and First Professional Students 

 

Approved by Graduate Studies Committee on October 18, 2001, Academic Council on April 25, 

2002, Provost on April 24, 2002 

 

This section describes academic policies and procedures specific to graduate students. Where a 

specific policy does not exist for a graduate-student-only issue, the appropriate undergraduate 

policy applies. These policies apply for students in M.S., M.A., M.M., M.Ed., Ed.S., Ed.D. and 

Ph.D. programs on the Stockton campus. Graduate programs on the San Francisco at the School 

of Dentistry and McGeorge School of Law are administered by the deans and faculty of the 

respective schools. Policies for students enrolled in first-professional doctorate programs (i.e., 

Pharm.D., J.D., and D.D.S.) are developed and maintained by the schools of Thomas J. Long 

School of Pharmacy and Health Sciences, McGeorge School of Law, and the School of 

Dentistry. (See Sections  

12.18 -12.20).  

 

12.1 Graduate Admissions Policy 

 

The Academic Affairs Committee on Graduate Studies (AACG) reviews and recommends 

admissions policy for graduate programs to the Academic Council for approval. Current policies 

are on file in the Graduate School.  

 

12.2 Programs of Study 

 

Every graduate student must file with the Graduate School, a Program of Study designed by the 

student’s advisor, graduate committee and/or program director (and dean of the school or 

college, where appropriate) that constitutes the courses required to earn the degree from the 

program to which the student was admitted. Graduate program directors or department chairs are 

responsible for submitting approved Programs of Study to the Graduate School no later than the 

end of the first semester of enrollment for master’s students. Doctoral programs of study are 

submitted in accordance with timelines established for the program.  

 

Only courses that are on an approved Program of Study and have been completed with grade of 

“C” or better will count toward a graduate degree. Changes in the Program of Study must be 

approved by the student’s advisor, graduate committee chair and/or the program director or 

department chair (and unit dean, where appropriate), with final approval by Dean of Research 

and Graduate Studies.  

 

12.2.1 Credit-by-Examination for Graduate Courses 

 

A graduate student in good standing, or a student who has been accepted into one of University 

of Pacific’s graduate programs, may request, or be offered, to take an exam in order to receive 

“Credit by Examination” (CbE) for one or more courses offered by a graduate program. 
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Departments have the right to designate which of their courses are appropriate for CbE. This 

policy is subject to the following restrictions. 

1. A student may request CbE for a course covering material in which, through independent 

study, work experience, or work at another institution which was not accepted for transfer credit, 

the student feels prepared. It is the responsibility of the student to explain how the material was 

mastered. 

2. Students wishing to pursue CbE should not expect preparation support (tutoring, office hours, 

etc.) beyond a statement of the scope of topic coverage and expectations for passing the exam(s). 

3. A student wishing CbE for a course may not attend the class meetings of the course. 

4. A student may not receive CbE in the semester in which the student intends to receive his or 

her graduate degree. 

5. A student cannot receive CbE for a course which they have previously taken or audited. 

6. A student may not get CbE for a course in a structured sequence if the student has received 

credit for a higher level course in the sequence. 

7. A maximum of 9 units total may be earned by a student via CbE and/or transfer credit. 

A student wishing to pursue the credit by examination option must: 

1. complete the appropriate form from the office of the University Registrar; 

2. obtain approval from his or her adviser, the instructor offering the course, and the dean of the 

school or college offering the course; 

3. pay the scheduled service fee. 

Successful completion of the examination will be recorded on the transcript with a grade of Pass 

and will be made a part of the student’s academic record. This will occur in the semester in 

which the exam is taken, or in a subsequent semester as directed by the student’s graduate 

program, especially in the case where a candidate takes the exam before being a full-time 

graduate student. 

Pending credit for having successfully passed the exam, can be used as justification for 

prerequisite overrides for courses which require the course to which CbE was earned. 

Appropriate tuition fees will be assessed. 
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12.3 Course Syllabus 

 

Revised by Academic Council on October 10, 2013 and approved by the Provost on October 23, 

2013. 

 

For each graduate course, a syllabus approved by the AACG should be made available to 

students. This syllabus constitutes an agreement between the student and the instructor. The 

course syllabus must include the following: 

 

1. Course subject code, course number and course name, number of units, and course 

locations(s) 

2. Course instructor(s) information (office location, office hours, contact information) 

3. Course description (consistent with catalog copy) 

4. Course learning objectives/outcomes 

5. List of major assignments and examinations 

6. Other student responsibilities, if applicable 

7. Clear statement of attendance policies 

8. Clear statement of grading policies and determination of final grade 

9. Statement on Americans with Disability Act (ADA) accommodations 

10. Honor code statement (description of violations and procedures for handling violations) 

11. Assessment statement (retention of copies of student work for assessment purposes) 

12. List of anticipated course topics or course schedule 

13. List of program learning outcomes and university-wide learning objectives met by course 

 

To be consistent with practice, we highly encourage graduate faculty to utilize the Graduate 

Course Syllabus Template.  

 

12.4 Availability to Students 

 

Graduate instructors are expected to establish methods to communicate with students. Instructors 

are expected to post preferred ways of communication, a schedule of classes each semester, and 

the rooms in which they meet. Instructors who are also advisors are expected to provide adequate 

office hours or other means of contact to meet advisees’ needs.  

 

 

 

 

 

 

 

 

 

 

 

 

http://www.pacific.edu/Academics/Schools-and-Colleges/Office-of-Research-and-Graduate-Studies/Graduate-Programs/Forms-Resources-and-Services/Forms.html
http://www.pacific.edu/Academics/Schools-and-Colleges/Office-of-Research-and-Graduate-Studies/Graduate-Programs/Forms-Resources-and-Services/Forms.html
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12.5 Grading Policies  

 

12.5.1 Letter grades 

Approved by AACG on December 2000  

 

Graduate students receive letter grades as follows:  

 

A Exemplary - Exemplary achievement of course objectives 

clearly and significantly above the requirements.  

B Satisfactory - Satisfactory achievement of the course objectives. 

Adequate performance on stated requirements.  

C Marginal - Minimal achievement of course objectives.  

 

D Unsatisfactory  

F 
Failing  

 To be counted toward an approved Program of Study, courses 

that receive a letter grade of C- or lower must be repeated.  

 

The use of a plus/minus letter grade scale is at the discretion of the instructor in charge of the 

graduate course.  

 

Other letter grades include:  

 

 “I”: Incomplete work from extenuating circumstances that prevent completion of the 

work assigned. This is a temporary grade that automatically reverts to a grade of "F" 

after six months. Petitions to extend incomplete grades beyond this time must be 

approved by the Graduate School office.  

 “P”: Passing work for a course completed on a pass/fail basis.  

 “N”: Deferred grading for thesis, dissertation or research work, for courses numbered 

297, 299, 397, and 399. Advisors change this grade upon the successful completion of 

the thesis or dissertation defense by submitting the Thesis Grade form with the 

Graduate School.  

 

12.5.2 Grade Point calculations 

 

Grade point averages (GPAs) are calculated on the following point equivalents: A, 4.0; A-, 3.7; 

B+, 3.3; B, 3.0; B-, 2.7; C+, 2.3; C, 2.0; C-, 1.7; D+, 1.3; D, 1.0; F, 0.0.  

 

12.5.3. Repeating of Courses and Grade Replacement Policy 

 

Only courses with grades of “C-“ or lower can be repeated. Once a course is completed with a 

grade of C or higher, the graduate student cannot repeat that course or any prerequisites for the 
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course. When a course is repeated, grades from both the original and repeated attempts appear in 

the official records and transcripts. Contrary to the undergraduate policy, all attempts of a course 

will be used to calculate the GPA.  

 

12.5.4 Credit for Dated Courses 

 

Only graduate courses completed in the previous six years may be applied toward the 

advancement to candidacy. Individuals who are advanced to candidacy must complete degree 

requirements within four years of advancing to candidacy. Students can ask for a waiver of these 

time limits by written petition of the major department or program of the graduate degree. The 

department chair or director of the graduate degree program informs the Graduate School of any 

old coursework that should remain on the approved Program of Study.  

 

12.5.5 Independent Study Courses 

 

Independent study courses (those numbered 191, 291, and 391) require the completion of a 

written contract that specifies the nature of the work to be undertaken and the method of 

evaluation. Forms for Graduate Independent Study Contracts can be obtained from the Research 

and Graduate Studies office and most program directors. Contracts must be approved by the 

instructor for the independent study course, the student’s advisor, and the Dean of Research and 

Graduate Studies.  

 

12.5.6 Grades of Incomplete (I) 

 

A grade of incomplete can be awarded to provide additional time to complete course 

requirements when extenuating circumstances merit the extension. This is a temporary grade that 

automatically reverts to a grade of "F" after six months. Petitions to extend incomplete grades 

beyond this time must be approved by the Dean of Research and Graduate Studies.  

 

12.5.7 Undergraduate Courses on Graduate Programs of Study  

 

Graduate students must receive a letter grade in any undergraduate course that is part of the 

approved Program of Study. Exceptions to this policy are to be requested in writing by the 

student’s advisor and approved by the Dean of Research and Graduate Studies.  

 

12.5.8 Pass/No Credit 

 

Letter grades are to be used in graduate courses listed on a student's Program of Study. Written 

requests to use pass/no credit grading systems must be approved in writing by department chairs, 

program directors, and the Dean of Research and Graduate Studies.  

 

12.5.9 Research, thesis, and dissertation credits 

 

Graduate students must be registered for at least one dissertation or thesis credit during the final 

semester when the graduate degree is granted. The total number of research, thesis, or 
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dissertation credits required for the degree is dependent upon the degree program as specified in 

the approved Program of Study.  

 

12.6 Registration Policies 

 

12.6.1 Graduate Student Status 

 

 Full Status: Individuals who are admitted into the Graduate School without conditions 

receive full academic status. Only students will full status are admitted to degree 

candidacy.  

 

 Provisional Status: Individuals are occasionally admitted with provisional status, 

particularly if an applicant’s academic record is marginally substandard but shows strong 

potential for graduate study. Students with provisional status must be advanced to full 

status before being eligible for degree candidacy.  

 

 Credential Status: Individuals who are admitted to post-baccalaureate work to earn an 

initial teaching credential, specialist instruction credential, or services credential have 

credential status. Credential status does not make an individual eligible for a graduate 

degree.  

 

 Unclassified Status: Individuals wishing to earn graduate credits for appropriate courses, 

but not work toward an advanced degree have unclassified status. Up to 12 units can be 

earned as an unclassified student. Only 12 units of coursework can be transferred into a 

degree program if the student subsequently is admitted into a graduate degree program. 

Non-resident alien students are not eligible for unclassified status. Individuals cannot take 

first professional courses with unclassified status. 

 

12.6.2 Degree Candidacy  

 

Students admitted into the Graduate School are considered candidates for the degree as follows:  

 

 Master’s Degree: Successful completion of 12 units with a cumulative GPA of 3.0 or 

better.  

 

 Doctoral Degree: Successful completion of approved candidacy requirements as defined 

by the degree program (e.g., Qualifying Scholarly Activities or Preliminary 

Examinations). Doctoral degree program directors are responsible for written requests of 

advancement to candidacy when requirements are met, and final approval is a 

responsibility of the Dean of Research and Graduate Studies.  
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12.6.3 Full time definition 

 

A graduate student is considered to be full-time student when registered for 9 or more units 

(IPEDS definition). A student is considered part-time when registered for less than this 

minimum.  

 

12.6.4 Course loads for graduate students 

 

Ordinarily a full-time course load is 12 units for a master's degree student and 9 units for a 

doctoral student. Normally, the maximum course load is16 units for master's students and 12 

units for doctoral students. Exceptions are to be requested in writing by the student’s advisor and 

approved by the Dean of Research and Graduate Studies prior to enrollment for the semester.  

 

12.6.5 Course loads of study for students with assistantships or other service 

appointments 

 

Students with teaching or research assistantships or other service appointments may carry a 

maximum of 9 units and a minimum of 6 units per semester to be considered in full time 

graduate study. Advanced students with full-time service appointments may enroll for fewer than 

the minimum number of units, and still be considered full-time.  

 

Students holding service appointments less than full-time will have maximum and minimum unit 

loads set by their graduate committees and in accordance with the practice described above and 

approved by the Dean of Research and Graduate Studies. Exceptions to these maximum and 

minimum course loads for students with service appointments must be requested in writing by 

graduate advisors and approved by the Dean of Research and Graduate Studies prior to 

enrollment for the semester.  

 

12.6.6 Application of courses toward a degree 

 

 A course can be applied toward only one degree objective, unless an exception is 

approved in writing by the Academic Affairs Committee on Graduate Studies and the 

Dean of Research and Graduate Studies.  

 

 Only graduate degree courses (numbered 200 or higher) or, where allowable, advanced 

undergraduate courses (100 level) may be used for credit in a graduate degree programs.  

 

 The following courses do not apply for credit toward a graduate degree, but do count in a 

course load determination and calculation of the cumulative grade point averages:  

 

1. lower-division undergraduate courses (numbered 0-99 at Pacific)  

2. extension courses  

3. English competency courses for international students.  
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12.6.7 Changes of majors or degree objectives 

 

Changes in a student's major or degree objective must be approved in writing by the student’s 

advisor or graduate committee chair and the program director or department chair (and unit dean, 

where appropriate) of the proposed new major. The Dean of Research and Graduate Studies 

grants final approval.  

 

12.6.8 Transfer credit policies 

 

Up to 6 semester credits (or equivalent) can be transferred from another institution and applied 

toward a graduate degree program at the University of the Pacific. The student's Program of 

Study must clearly indicate what courses have been accepted by the graduate committee for 

transfer, with final approval by the Dean of Research and Graduate Studies.  

 

12.6.9 Unclassified students 

 

Students are permitted to complete a maximum of 12 credit hours while having an unclassified 

status. Only 12 credit hours that were completed while holding an unclassified status at Pacific 

can be applied toward a degree program.  

 

12.6.10 Continuing registration students 

 

Students on Continuing Registration, which are those enrolled in good standing in a degree 

program, but not registered for degree-credit coursework, will be considered half time for 

purposes of "progress toward degree" as required by some student loan and other agencies. 

Students who are on Continuing Registration, but working full-time on their thesis or dissertation 

may petition for full-time status to the Graduate School if approved and documented by the 

advisor.  

 

Continuing Registration (CR) students will be charged a CR fee of $25 for the first semester, and 

each consecutive semester fee doubles, to a maximum of $400 per semester. If coursework is 

completed in a regular school term or in a summer session, the fee returns to $25 for the next 

semester. Students who do not pay the CR fee are considered to have withdrawn from the 

program and must complete the reinstatement process to be eligible to continue in the degree 

program or receive a graduate degree.  

 

12.6.11 Independent study courses 

 

Independent study courses (those numbered 191, 291, and 391) require the completion of a 

written contract that specifies the nature of the work to be undertaken and the method of 

evaluation. Forms for Graduate Independent Study Contracts are available from the Research 

and Graduate Studies office.  
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12.6.12 Graduate level courses 

 

Only courses numbered 100 and higher can be applied toward a graduate degree. Advanced 

undergraduate/professional courses (numbered 100 to 199) are applicable to graduate degrees if 

part of an approved Program of Study. Graduate level courses (numbered 200 and higher) are 

reserved for students who have been admitted into the Graduate School unless approval has been 

granted in writing in advance of registration. Such permissions must include written approvals of 

the student’s advisor, the student’s School or College Dean, and the Dean of Research and 

Graduate Studies. Doctoral courses, numbered 300 and higher, are reserved for those students 

formally admitted into a doctoral (Ph.D. or Ed.D.) degree program.  

 

12.7 Assistantships  

 

12.7.1 Eligibility for assistantship awards  

 

Students who are in good academic standing (not on probation) are eligible to receive financial 

aid in the form of a graduate, teaching, or research assistantship. Individual degree programs are 

responsible for the recommendation of the award of assistantships, with final approval from the 

Dean of Research and Graduate Studies. Students who earn a semester GPA of less than a 3.0 

may renew or continue an assistantship in subsequent semesters only if their cumulative GPA is 

more than 3.0. Graduate students on probation (see 10.3.7.b.) are ineligible to hold an 

assistantship.  

 

12.7.2 Termination of assistantships 

 

Students who resign or are terminated from an assistantship will forgo any additional stipend 

payments and will lose the tuition remission for the current award period. Tuition for the courses 

in which the students are registered will be billed to the student’s account.  

 

12.8 Academic Standing  

 

12.8.1 Good Academic Standing  

 

All master's and doctoral degree students are expected to make satisfactory  

progress toward the specific degree to which they were admitted.  

 

Students who conform to the following guidelines are considered in good  

academic standing:  

 

1. For degree students, an cumulative grade point average (GPA) of 3.0 or higher in all 

courses listed on the approved Program of Study and in all courses taken as a graduate 

student  
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2. Students in a credential-only (non-degree) program must maintain a cumulative GPA of 

2.5 and have a cumulative average GPA of 2.5 or higher to clear their credential. Students 

in a basic teacher education credential-only program who wish to do directed teaching in 

an internship must maintain a 3.0 GPA.  

 

12.8.2 Academic Probation and Disqualification  

 

An enrolled graduate student who has a cumulative GPA lower than 3.0 will be placed on 

academic probation for the next semester. Students on academic probation who fail to raise their 

cumulative GPA to 3.0 at the end of the probationary semester will be subject to academic 

disqualification from the Graduate School. Students receiving more than one grade of C+ or 

lower will be reviewed by the department and the Graduate School and will be subject to 

academic disqualification from the Graduate School. Students on academic probation are 

ineligible to receive financial aid in the form of a teaching, graduate, or research assistant. A 

student’s advisor may submit a written request for a one-semester waiver of ineligibility, to be 

approved by the department chair or program director and by the Dean of Research and Graduate 

Studies.  

 

12.8.3 Dismissal 

 

Students may be dismissed from the Graduate School for just cause, as described in current 

academic and student policies. Dismissed students are ineligible to receive a graduate degree 

(M.A., M.S., Ed.S., Ed.D., or Ph.D.).  

 

12.8.4 Appeal 

 

Students who have been disqualified or dismissed from a graduate program for any cause can 

appeal with a written petition to the Academic Affairs Committee on Graduate Studies. 

Questions and appeals should be directed to the Committee through the Office of Research and 

Graduate Studies.  

 

12.9 Satisfactory Progress 

 

Students enrolled in advanced degree programs are expected to make satisfactory progress 

toward completing their degree program by making satisfactory advancement in completing the 

required research, qualifying examinations, thesis or dissertation, and other University or 

departmental requirements. Advisors and program directors are responsible for informing 

students of unsatisfactory progress. Advisors may request dismissal of students who do not meet 

expectations after students have been given adequate opportunity to improve. Dismissal from the 

Graduate School is determined by the Dean of Research and Graduate Studies.  

 

 

 



 

313 

Faculty Handbook October 1, 2019 

12.10 Leaves of Absence 

 

A formal leave of absence will be granted by the Dean of the Graduate School only to those in 

military service or for those needing medical leave. Continuing Registration fees are waived.  

 

12.11 Withdrawals 

 

An official withdrawal is granted to students who complete the withdrawal petition and submit it 

to the Registrar's Office. Students who leave without filing a petition will jeopardize prospects 

for receiving a refund and may incur academic penalties. Petitions approved after deadline dates 

will be subject to a clerical service fee. The date when the petition is filed with the Registrar is 

the effective date for financial and academic considerations.  

 

12.12 Reinstatement 

 

Students in good academic standing who withdraw from a program may be reinstated by the 

Dean of Research and Graduate Studies within twelve months of the official withdrawal date. 

The student must request reinstatement in writing, which must be accompanied with a $50 

reinstatement application fee and appropriate documentation. Reinstatement is contingent upon 

the approval of the original degree program and the Dean of Research and Graduate Studies. 

Upon reinstatement, a new Program of Study must be submitted to the Graduate School by the 

new advisor, with explicit indication of what previous courses will count toward the degree.  

 

12.13 Course Audits 

 

Graduate courses may be audited only by students admitted to the Graduate School who have the 

approval of the student’s advisor and of the instructor and dean (or designate) of the academic 

department where the course is offered. Audits are not available for courses in first-professional 

programs, unless by written permission of the program's dean. Students auditing a course must 

pay an audit fee and any special fees associated with the course. Audited courses cannot be 

retroactively converted to course credit unless officially changed to credit before the “Add 

Classes” deadline of the semester.  

 

12.14 Thesis and Dissertations 

 

Many master's degree programs and all doctoral programs in the Graduate School require the 

completion of a thesis (master's degrees) or dissertation (doctoral degrees). All theses and 

dissertations submitted as partial fulfillment of an advanced degree are subject to University-

wide guidelines, which are described in the Thesis and Dissertation Guidelines, available in the 

Research and Graduate Studies (RGS) office. Information regarding submission deadlines and 

other requirements is available from the RGS office.  
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12.15 Period of Residence 

 

The period of residence shall involve students in a total commitment to their graduate program. 

The determination of the amount of part-time employment permissible during academic 

residence is the responsibility of the student’s department or school.  

 

12.16 Posthumous Degrees 

 

Degrees can be awarded posthumously if all but a minor portion of the degree requirements have 

been fulfilled and there is reasonable expectation that the degree requirements would have been 

completed. Posthumous degrees are to be approved by the Provost, based on recommendation(s) 

from the student’s advisor, department chair, school/college dean and Dean of the Graduate 

School (if appropriate).  

 

12.17 Graduate Credit as an Undergraduate  

Revised by Academic Council on October 10, 2013 and approved by the Provost on October 23, 

2013. 

Undergraduate students meeting all the following requirements may petition to the Dean of 

Research and Graduate Studies to open a graduate transcript (i.e., to receive credit in graduate-

level courses toward a graduate degree): 

1. The student is within 9 units of completing the bachelor’s degree,  

2. The student is in the last two semesters of the bachelor’s degree,  

3. An Evaluation of Degree Requirements form has been submitted by the student’s 

academic advisor to the Registrar’s Office prior to the last day to add classes,  

4. The student has been accepted into a graduate or credential program AND receives 

approval of the Application to Receive Graduate Credit as an Undergraduate Student by 

the Dean of Research and Graduate Studies before the last day to add classes of the last 

semester as an undergraduate.  

Graduate credit can be received under the following guidelines: 

1. The total number of graduate credits for the semester, including coursework taken at 

other schools, cannot exceed the maximum graduate course load for the department 

providing the graduate coursework.  

2. The tuition rate for the entire semester is at the undergraduate rate.  

3. Graduate credit will only be granted for upper division (100 numbered) courses and 

above. 

4. Units cannot be retroactively transferred from an undergraduate transcript to a graduate 

program. Approvals for graduate credit must be obtained prior to the last day to add 

classes of the student’s last semester.  

5. Coursework will not count toward graduate credit if the student fails to complete the 

bachelor’s degree by the second semester of taking graduate credit.  

http://www.pacific.edu/Documents/school-graduate/acrobat/GS_gradcredit_undergrad.pdf
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6. Graduate courses completed under this agreement will not be recorded by the Registrar as 

graduate coursework until the baccalaureate degree has been completed and matriculation 

into the graduate program has commenced. Grades from these courses will not be 

accounted in the undergraduate grade point average, unless the bachelor’s degree is not 

completed.  

7. No more than 12 units (16 units for student teachers), no matter when they are earned, 

can be transferred from an “Unclassified” transcript to a graduate degree program 

transcript.  

8. Students who do not complete the bachelor’s degree by the second semester when 

graduate courses are taken will not be admitted into the Graduate School and cannot take 

additional graduate coursework until the bachelor’s degree has been awarded.  

9. Students bear the responsibility of assuring graduate credits earned as an undergraduate 

student will transfer to or be counted as post baccalaureate units by other universities or 

school districts.  

10. Students are not classified as graduate students until they register for courses and 

complete a term that begins after receiving the bachelor’s degree.  

 

12.18 Graduate School Grievance Policy 

 

Introduction  

 

This document describes the grievance procedures available to students of the University of the 

Pacific who are enrolled in graduate-level degree programs and post-doctoral scholars. These 

procedures do not apply to students of the McGeorge School of Law, the School of Dentistry, or 

of the Doctor of Pharmacy degree program in the Thomas J. Long School of Pharmacy and 

Health Sciences.  

 

These procedures are intended to address issues that arise from, are related to, or have direct 

impact on the academic activities of the student, such as assignment and evaluation of academic 

work in the course of attempting to fulfill the requirements of a particular course or degree. 

These procedures are intended to afford students and the University an opportunity to resolve 

grievances in an equitable manner.  

 

Definition of a Grievance  

 

Any graduate student or post-doctoral scholar who believes that he or she has been subjected to 

an improper decision on an academic matter is entitled to file a grievance.  

A grievance is a complaint in writing filed with the Dean of Graduate Studies concerning a 

decision, made by a person or group of persons acting in an official University capacity, that 

directly and adversely affects the student or postdoctoral fellow as an individual in his or her 

academic capacity. A grievance does not properly challenge dissatisfaction with a University 

policy of general application on the grounds that the policy is unfair or inadvisable, nor should a 

grievance challenge individual school, department, or program academic policies, as long as 

those policies are not in contravention of general University policy.  
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A grievance regarding an academic matter usually falls into one of three general categories:  

 

1. Those that derive from application of or decisions that are affected by a University 

policy, which may apply to students in addition to University graduate students. 

Examples are grades and attendance.  

2. Those that derive from matters addressed by policies of the Office of Research and 

Graduate Studies which apply specifically to graduate students.  

3. Those that derive from matters addressed by policies, procedures or practices of a 

department or comparable University administrative unit.  

 

NOTE: If a graduate student believes that behavior in violation of the University’s Policy against 

Sexual and Other Unlawful Harassment has occurred, the student should notify, in writing if 

possible, either the Director of Human Resources of the University or the Dean of Graduate 

Studies. Additionally, there are grievance procedures to resolve alleged acts of discrimination 

outlined in the University’s policy statement on Prohibited Discrimination. Any person having a 

complaint of violation of this policy statement should contact the Director of Human Resources. 

The University’s Policy against Sexual and Other Unlawful Harassment is annually distributed to 

each graduate student and is available in the Department of Human Resources.  

 

Right to Participate in Grievances without Retaliation  

 

No graduate student, graduate student’s representative, or other member of the University 

community who assists or participates in these procedures shall be subject to adverse action by 

the University, based on their activity in good faith in the course of filing or participating in the 

grievance procedure.  

 

Time Limits to File a Grievance  

 

It is the responsibility of the grieving graduate student to initiate any grievance within 60 days of 

the end of the academic term in which notice to the student of the adverse decision occurred, or 

when the decision should reasonably have been discovered. A delay in filing a grievance may 

constitute grounds for denial of the grievance in consideration of the matter as a whole by the 

University.  

 

Informal Resolution Efforts Prior to Filing a Grievance  

 

It is preferable that before a grievance is filed, a problem be resolved on an informal basis (that 

is, without the filing of a grievance). Candid and informal discussions are recommended between 

the aggrieved graduate student and the instructor, major professor, graduate committee, 

department chair, or graduate program director.  

 

The level at which the informal discussion begins will depend upon the nature of the complaint. 

A course grade complaint must start with the instructor involved. Informal resolution of a 

problem dealing with research expectations, qualifying exams, or work assignments, should start 
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with the major professor (or academic advisor) and should include discussion with the student’s 

graduate committee where such a committee has been formed.  

Resolution of a complaint regarding departmental policy must be initiated with the department 

chair with the individual at the next administrative level, for example, the chair or director of the 

relevant department or program. Where possible, resolution by informal efforts should be 

confirmed in writing signed by a department chair or above.  

 

Step 1 – Initiation of a Grievance by Filing with the Dean of Graduate Studies  

 

A grievance is initiated by filing a concise written statement, identifying the specific actions 

complained of, the persons responsible for such actions, the harm to the grievant, and the 

information that the grievant believes is relevant to the grievance. The statement should also 

include a description of the remedy sought and the informal efforts taken to date to resolve the 

matter. The grievance shall be filed with the Office of the Dean of Graduate Studies.  

 

The Dean of Graduate Studies will determine the appropriate method by which the grievance 

will be resolved. The Dean will proceed in one of the following ways:  

 

1. resolve the matter by written determination of the Dean, which may but need not be 

preceded by the Dean's conferring with the grievant, faculty member(s) and/or other 

individuals;  

or 

 

2. refer the matter to other University resources for preliminary fact gathering (for example, 

where the matter concerns an issue addressed by the University’s Policy Against Sexual 

and Other Unlawful Harassment), following which the Dean will resolve the matter by 

written determination.  

 

The Dean’s determination will be based on the following issues:  

 

1. Were the proper facts and criteria relied upon in reaching the decision being grieved?  

2. Were improper or irrelevant facts or criteria relied upon in reaching the decision being 

grieved? If so, was there any significant adverse effect upon the grievant?  

3. Were there any procedural irregularities that substantially affected the outcome of the 

matters, with significant adverse effect upon the grievant?  

4. If proper facts, criteria, and procedures were utilized, was the decision one that a person 

in the position of the decision-maker might reasonably have made?  

 

Normally, no more than 60 days should elapse between the filing of a grievance and the 

determination of the Dean. The determination of the Dean shall be considered final and binding, 

unless timely written notice of appeal is filed with the Dean within 20 days of issuance of the 

determination of the Dean, with a copy to the Office of the Provost. If an appeal is filed, the 

grievance resolution continues with Step 2.  
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Step 2 – Appeal of Resolution by the Dean of Graduate Studies  

 

If an appeal is filed as described above, the Graduate Dean requests that the Chair of the AACG 

convene within 30 calendar days, a graduate student grievance advisory panel (“panel”). The 

panel will consist of two full-time Pacific faculty members and a graduate student enrolled at 

Pacific, none of which are interested parties based on prior involvement with the matters or 

persons involved. For good cause shown to the Chair, the grievant may timely request 

replacement of a panel member, including the replacement of the student member of the panel 

with another impartial faculty member if the grievant feels a student member is inappropriate for 

the circumstances. The panel will gather information in a manner that it determines appropriate 

to achieve an informed recommendation to the Dean. The same issues listed for the Dean’s 

determination in  

Step 1 will be the basis for the panel’s recommendation. The panel can either confirm the 

original grievance resolution from Dean of Graduate Studies, or recommend an alternative. The 

AACG Chair and Dean of Graduate Studies shall review the recommendations of the panel and 

promptly thereafter issue a written determination to the grievant. The determination of the appeal 

will be considered final and binding unless an appeal is filed with the Office of the Provost 

within 20 days after receiving the final determination of the grievance. If an appeal is filed, the 

grievance continues with Step 3.  

 

Step 3 – Final Appeal to the Office of the Provost  

 

An appeal of the determination in Step 2 is initiated by filing a concise written statement of 

appeal, identifying the specific grounds for appeal. The statement of appeal should identify 

grounds upon which the grievant believes that the determination failed to conform to University 

policy.  

 

The Provost may determine the appeal, or the Provost may delegate to an assistant or associate 

provost the determination of the appeal. In either event, the determination of the appeal shall be 

final and binding on the grievant. Normally no more than 45 days should elapse between the 

filing of the appeal and its determination. The determination of appeal will resolve the issue 

whether resolution of the grievance did or did not conform to University policy.  

 

12.19 Policies and Procedures for Students in the Doctor of Pharmacy Program 

 

The student and academic policies in effect for the Pharm.D. program can be found in the Office 

of Student and Professional Affairs, Thomas J. Long School of Pharmacy and Health Sciences.  

 

12.20 Policies and Procedures for students at the School of Dentistry 

 

The student and academic policies in effect at the School of Dentistry can be found in the 

School’s Operations Manual and current School of Dentistry catalogue, which can be obtained 

from Office of Academic Affairs, School of Dentistry.  
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12.21 Policies and Procedures for students at McGeorge School of Law  

 

The student and academic policies in effect at McGeorge School of Law can be obtained in the 

Office of the Associate Dean for Academic Affairs, McGeorge School of Law.  

 

12.22 Policy for Online and Blended/Hybrid Courses and Programs 

 

 12.22.1 Definitions of Courses 

Courses are classified by the following delivery modes: 

 Traditional course: A Course that is delivered primarily with face-to-face instruction, i.e. 

where teaching activities occur in real time and in the same location. A learning 

management system may be used to post the syllabus and assignments and web-based 

instructional tools may be used to supplement learning, but scheduled class sessions are 

not normally replaced with web-enhanced learning. The percentage of course instruction 

delivered online is 0-33% in traditional courses. 

 Blended/Hybrid course: A course where content is delivered with both face-to-face 

instruction and online instruction, i.e. where teaching activities occur using the internet to 

enable access at off-campus locations and can occur either synchronously or 

asynchronously. A substantial portion of the content is web-enhanced learning, typically 

using a learning management system or other tool that supports regular and substantive 

interaction between students and faculty. The percentage of course content delivered 

online is 34-79% in blended/hybrid courses.  

 Online: A course where most or all of the content is delivered online, typically with no 

face-to-face instruction. The web-enhanced learning typically takes place using a learning 

management system to support regular and substantive interaction between students and 

faculty, and can include synchronous and/or asynchronous componets. The percentage of 

course content delivered online is 80-100% in online courses.  

 

12.22.2 Definitions of Online and Blended/Hyrbid Programs 

Online and Blended/Hybrid Programs are defined as follows: 

 Fully Online program: A program where 0% of the units require face-face instruction. 

 Online program: A program where up to 20% of the units require face-toface instruction. 

These will include a combination of online and blended/hybrid courses, but no traditional 

courses. 

 Blended/Hybrid program: A program where at least 51% of the units require face-to-face 

instruction. These will include a combination of online, blended/hybrid courses, and/or 

traditional courses.  

 

12.22.3 Policy for Online and Blended/Hyrbid Courses 

 

 12.22.3a Online and Blended/Hybrid Course Approval 

All online and blended/hybrid graduate courses must be approved by the Academic Affairs 

All online and blended/hybrid graduate courses must be approved by the Academic Affairs 

Committee on Graduate Studies and the appropriate curriculum committee of the school or 

college through which the course is offered. Previously approved traditional courses being 

transitioned to online or blended/hybrid must be approved in the new deliverey mode by the 
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Academic Affairs Committee on Graduate Studies and the appropriate curriculum committee 

of the school or college through which the course is offered.  

  

12.22.3b Adherence to Credit Hour Policy 

For every credit awarded, online and blended/hybrid courses are required to ensure the 

equivalent of one hour of regular and substantive interaction between faculty-students and 

students-students, plus two hours of out of class work, as a per-week average over a 15-week 

semester (following the Carnegie definition). Each course will include sufficient interactive tools 

and course design elements that allow faculty and students interactive opportunities that equal or 

exceed the interaction found in a traditional classroom setting. Faculty must document 

calculations for interactive and out of class work, and keep these records, as directed by their 

academic unit.  

 

12.22.3c. Attendance and Identity Verification 

All syllabi for online and blended/hybrid courses must include an attendance policy that informs 

students that to earn full course credit, students are required to regularly and substantively 

participate in course activities and meet deadlines.  Syllabi must also include a link to the 

University of the Pacific Code of Student Responsibility and any academic unit-specific policies. 

Faculty must adopt a method or methods for evaluating a student’s regular and substantive in 

course activities and meeting deadlines. These methods may include, but are not limited to, 

monitoring students to ensure they access the course platform during the first week and at regular 

intervals, requiring students to complete earlier material before accessing later material, and 

sending students timely notices for failure to attend or participate adequately. To demonstrate 

substantive participation specifically at the first week of the course, students must complete an 

assignment or assessment. 

 

 

Online and blended/hybrid courses must utilize an identity verification method, to establish that 

each registered student is the same student who participates in and completes the course and 

receives the academic credit.  Academic units must employ at least one of the following 

methods: (1) a secure log-in and pass code, (2) proctored examinations, or (3) new or other 

technologies or practices that are effective in verifying student identity. 

 

12.22.3d. Accessibility for All Students 

Pacific is committed to providing equal educational opportunities for qualified persons with 

disabilities in a manner consistent with the University’s obligations under law. This commitment 

and obligation applies not just to the Office of Services for Students with Disabilities (SSD) but 

to all faculty members as well. Traditional course offered with face-to-face instruction may be 

presented in an accessible format through the use of interpreters, transcription services, note 

taker services, and other assistive technologies. The wide range of technologies used in 

blended/hybrid or online courses, however, can either significantly ease or hinder the goal of 

creating courses that are universally accessible to all students. Faculty teaching courses offered 

in a blended/hybrid or online format must consider accessibility for all students from the design 

phase onward. Training resources shall be provided by the university to inform faculty on best 

practices for common online content such as video, audio, document files, images, synchronous 

webcasts, lecture capture, and other technologies. 
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12.22.3e. Student Rights and Responsibilities 

Students enrolled in online and blended/hybrid course will have the same rights (access to 

advising, grievances, and all other academic rights) and have the same responsibilities expected 

of all students. 

 

12.22.3f Copyright Compliance 

Faculty members are responsible for ensuring that the materials included in all courses, whether 

traditional, blended/hybrid, or online, comply with copyright law. This verification and 

compliance checking shall be done by the academic unit during the course development, 

approval process, and periodic curriculum review. Training resources shall be provided by the 

university to inform faculty on best practices. 

 

12.22.3g Course Development, Workload, and Intellectual Property 

Ownership of materials, faculty compensation, copyright issues and the use of revenue derived 

from the creation and production of blended/hybrid and online courses, including software, or 

other media products shall be in accordance with the Intellectual Property Policy (Section 9.6.1 

and 9.6.1a of the Faculty Handbook). The Policy defines “course” to include “any on-site or 

distance-learning course, a course delivered synchronously or asynchronously by traditional or 

electronic means, and courseware that is a combination thereof.” Under the Policy, the 

University retains rights to Institutional Works and faculty retain rights they may hold to their 

Academic Works. For blended/hybrid and online courses, video and audio recordings produced 

with Significant University Resources shall be considered Institutional Works, but faculty shall 

retain any rights they may hold to the underlying content and the ideas of their disciplines that 

they have contributed to those video and audio recordings. 

 

Academic units shall adopt a workload policy that accounts for the time investment for course 

development of online or hybrid/blended courses and for the regular and substantive interaction 

between faculty and students in course delivery.  

 

Online course development requires a significant time investment that may exceed the time 

needed to prepare a traditional course. In developing a workload policy, academic units shall 

consider industry best practices such as compensation of faculty through release of course time, 

stipends, and similar approaches.  

 

Teaching an online or hybrid course requires a weekly investment of faculty time that is at least 

equivalent to teaching a traditional course. For online teaching faculty, academic units should 

consider teaching an online course to be at least the equivalent of teaching a traditional course of 

similar class size, and subject to the same faculty workload policies and practices.   

 

12.22.3h Faculty Training 

Faculty training on teaching blended/hybrid or online courses is highly 

recommended.  Academic units may determine whether training within their unit is mandatory. 

 

An online training certification course can be completed though the university which covers the 

following topics:  
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 Selection and design of content, learning activities, and instructional strategies that are 

appropriate for an online learning environment 

 Evaluating an online course for quality and compliance 

 Identification of tools and best practices to support compliance in online courses 

 

12.22.3i. Compliance Review 

All blended/hybrid and online courses must be reviewed for all compliance issues before they are 

offered.  The compliance review can be performed by a university designee or by an experienced 

reviewer of online courses designated by the academic unit. 

 

12.22.4 New Online Programs 

Programs in which 50% or more of the units are delivered online must be approved by WSCUC. 
 

 


