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MESSAGE FROM THE PRESIDENT

Dear CSU Student,

Welcome to Columbia Southern University.
| believe that you will find choosing CSU to further your education was an excellent choice.

CSUOs Doctor of Business Administration (DBA) Program is designed for the adult student.
You will be able to continue your obligations to family and career while earning your degree.
You will enjoy the flexibility built into the CSU DBA program.

CSUOs service is second to none. You will find that you will be treated as a valued customer
insteadof a Otraditional student.O You will be assigned a Student Service Representative to
assist you with any questions as you progress through your program.

The Business Affairs Department will handle the processing of your enroliment agreements
and tuition myments or answer any questions about your account.

The CSU Bookstore will handle the shipping of your textbooks, making certain your course
start date coincides with the delivery of your text.

You will find that this CSU Doctoral Student Handbook pdeg answers to your questions.
After reading this Handbook and completing the CSU Orientation course, you will be an
informed student and understand the procedures and paiidies DBA Progranat CSU.

All CSU Staff and Faculty are dedicated to ensgithat your time spent with us proves
pleasant and valuable. We are pleased to have you as a CSU Doctoral Student and, in the
near future, a CSU Alumni.

Sincerely,

%
Robert G. M s, Jr. AMBA
President
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CONTACTING CSU

Students with questions regarg enrollment, procedural activities, textbook or course
materials, or who need special assistance should contact CSU using the following contact
information:

ADDRESS: Columbia Southern University
PO Box 3110
21982 University Lane
Orange Bach, AL 36561

TELEPHONE: (800) 9778449 or (251) 98B771
FAX: (251) 2240550

STUDENT SERVICES: students@columbiasouthern.edu
BOOKSTORE: bookstore@columbiasouthern.edu
ACCOUNTING/ accounting@columbiasouthern.edu
BUSINESS OFFICE

MAIN WEB SITE: www.columbiasouthern.edu

myCSU STUDENT PORTAL: https://mycsu.columbiasouthern.edu/Home.aspx

BLACKBOARD SITE: http://online.columbiasouthern.edu

Office Hours at Coumbia Southern University afeom 8:00AM to 7:00 PM Central Time,
Monday througtFriday. Please include your name, student identification number, and
course number-revision code in all correspondences. This information is necessary to
assist you and wikxpedite our ability to solve problems and facilitate answers to your
guestions.
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UNIT I: THE INTERNET AND DISTANCE LEARNING

INTERNET ACCESS

It is necessary that CSU students have access to the Internetaput@priate, individual
(nonshared)e-mail account in order to complete a program of study at CSU. If personal
Internet service is unavailable, you are encouraged to contact local libraries, schools, or a
public business to locate access to the Internet.

myCSU STUDENT PORTAL

The myCSU StuderRortal contains many useful resources for CSU students and can be
found at the followindink: https://mycsu.columbiasouthern.edd partial list of tasks that
can be completed at the myCSU Student P@tailovided below:

Submit an Enrollment Agreement
Access the Online Bookstore
Login to Blackboard

Submit a Tuition Payment
Request a Course Extension
Access the Online Library

YVVVVYYY

The myCSU Student Portalsoallows students the ability to view the courdesy are
currently enrolled in. The sitenableghe student to perform the following tasks:

> View a list of completed and open courses
» View grades for completed courses

» Verify course start dates

» Verify course extensions have been processed

» Verify CSU hasyour correct email address and send a test email from CSU

The site allows students the ability to verify the email address that CSU has on file, in the
event that you find you are not receiving regular correspondence from CSU concerning your
courses. Tére is a test button that will send an automated email to the account on file, thus
allowing the student to check if their email account is allowing CSU emails.

In addition, the student has the ability to view all automated emails that have been sent.
Please note thept-out featurehat enables thstudent to determine selected communications
with CSU.

To log into the myCSU Student Portal you will use your Blackbtmagith and password.
You may access the myCSU Student Portattats://mycsu.columbiasouthern.edid you
are unable to login, please contact Student Servicda@dnts@columbiasouthern.edu
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E-MAIL

E-mail is the best and most effere way of corresponding with the university and your
professor. As a CSU student, you are required to haeesanakmail address. If you do

not have amail access from home, you may wish to contact your local public library. Most
public libraries povide Internet access for patrons, and will also assist you in establishing a
free email account. Internet access is also available at a number of commercial
establishments that rent computer time ehanse computers. CSU utilizesmail to send
important information to students. This includes automatic notification of posted grades,
course enrollment, course schedules, announcement of policy changes, and CSU information
updates which are important to students. You are responsible for providingi@Suvalid
e-mail address and for notifying CSU of amail address change. Please keep yeua#
address up to date by following these two steps:

1. Access thétudent Contact Information Update Foomline at the myCSU Student
Portal and submit all updated information.

2. If your email provider incorporates an automatic spam blocking service with your e
mail account, make certain you allowrails from the domain columbiasouthern.edu
to be received. This is very important so that you are certain to receive important
automated emails from CSU such as course schedules, grade notifications, etc.
Remember, you can test your email account to makaicgou can receive CSU
emails. This feature is available from within the myCSU Student Portal.

CSU ONLINE LIBRARY

The CSU Online Library is available to all students for research information and assigned
reading materialsYou may reach the librarwebpage through the OMy LibraryO button in
theBlackboardcourse menu, and also from timgCSUStudentPortal. No usernames or
passwords are required for using @8U OnlineLibrary.

Journal articlesre available in the databases listed below thdihg@Research DatabasesO.
DBA students will want to begin in the Business Source Complete database, which contains
hundreds of thousands of fuéixt articles on a broad range of business topics. When
searching in a database, it is recommended that you:

¥ Use theAdvanced Searcbption unless locating a specific title with the
Publications Search.

¥ Be sure to limit your search resultsioll Text

¥ You may also limit your search ReerRevieweditles at the same time.

© 2010 Columbia Southern University
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CSUOs collection of electrominline bookss accessed from the link for OebraryO below the
heading OFind BooksO. This collection of titles includes thousands of books on business
topics.

Additional information is provided to students below the heading QResearch SupportO. In
paricular, students should take note of the seddttsing Wikipedia@nd familiarize
themselves with this statement of CSU policy regarding information obtained from that
source.

If you have questions about your research or the use of the Online Libranpayoemail
librarian@columbiasouthern.edu or telephone tolfree t01.877.268.8046. A member of
the CSU library staff is availabB00 AM — 11:00 PM on Monday through Thursday;
8:00 AM - 3:00 PM on Friday; and3:00 — 11:00 PM on Sunday.

© 2010 Columbia Southern University
Page7



Doctoral Student Handbook 2010

UNIT II: ENROLLMENT AND REGISTRATION

CSU offers two options in its DBA Program:

» Option I The DBA Program terminates with the development and defense of a
dissertation. This program is designed for profesdgowho wish to fulfill their
career as an academic or researdbempletion of this option prepares you to
conduct significant research and make a contribution to the body of knowledge in
your field. Specifically, you should be able to:

¥ Summarize anchiegrate pertinent research and theory in your topic area.

¥ Make a contribution tthe existing knowledge by; conceptualizing an issue or
problem in a novel and useful mannewllecting new data through
guantitative or qualitative research; demonstratiegapplicability of a new
method or treatment; synthesizing and interpreting existing data to gain new
insights; or expanding the application of a theory to a new area.

¥ Show how a topic area is illuminated, expanded, or changed by the
development of a neperspective.

» Option 2 The DBA Program terminates with the developmentrefsaarctproject.
This program is designed for professionals who wish to fulfill their career as a
practicatbased senior manager or consultant, but are also interested iotadjun
parttime academic appointmentompletion of this option prepares you to address
practical and applied research as a basis of making high level deais&éoorporate
or educational setting. Specifically, you should be able to:

¥ Embody a compreansive instructional approach, in which applied research
interacts with real world business challenges.

¥ Demonstrate how groundedwlaly content is supportive of pratttner
researchedevelopment. This can be done by; extending the application of an
existing process or theory; proposing counter arguments to existing theories or
principles; or developing and demonstrating how improvements and cost
effectiveness can be integrated into existing business methods and procedures.

¥ lllustrate how exposure tgplied research principles and techniques prepares
business professional to adapt and apply the skills of applied research in their
profession.

Studentsarepermittedto make a decision on Option 1 or Optioatanytime in their

program with theadvice ad counsebf the Dean/Chair of Doctoral Studi€ghe first change
in options will be at no cost to the studeBiudents will incur a $75 Change of Program fee
for each subsequent change in options.

During the first term of Option 1 or Option 2, studentil enroll in the Orientation Course
(DBA 7000) and in Business, Government and Society (DBA 7035). A minimum score of
80 must be earned in DBA 7008ubsequent courses in the DBA prograradetermined
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by the student on the basisaafurse availabilit, their academic background and interests.

Enrolled students qualify for the CSU Book Grarttrough this grant, textbooks are

provided at no additional charg#.a student withdraws, books and course materials must be
returned in "like new" conditionlf books are not suitable for return, the student will be
responsible for the cost of the book.

In addition to two DBA Program options, CSU offers two enrollment options:

» PerCourse Enrollment Eachenrollment periodinder PeiCourse Enroliments 10
weeks in duration. With this optioanroliment and registraticarecombined into a
onestep process. Students may enroll in one or two courses at a time. If two courses
areselectedthis indicates both courses will be started and completedtameausly
within the terweek period from the course start date.

PerCourse Enrollment payment methods include:

Tuition Assistance
Employer Assistance
Corporate Billing
Credit Card

Check or Money Order

O O0OO0OO0Oo

When paying by credit card, students have thtea of paying full tuition upon
enrollment, or splitting the tuition into two equal paymdt®f the tuition is due

with enrollment and the second half is automatically charged to the same credit card
four (4) weeks later. This option is only aval&l paying by credit card. If paying

by Employer Assistance, Corporate Billing, Check or Money Order, full payment is
required.

Please allow 3 business days for processing your-eurse Enrollment before
calling toinquire about the status.

Once your enrollment is processed, it will be forwarded to the Bookstore for shipping
of your course text. Orders are processed within a few days of receipt and the
delivery date will depend upon your mailing address.

» Term Enrollment Each term is 8veeksin duration. With this option, students are
enrolled in courses according to a-pletermined stadateand end date. Students
electing Term Enrollment start courses together and proceed through the course on
the same time line. Students using Fedeir@dncial Aidor the Montgomery G.I. Bill
must enroll in CSUOs Term Enroliment option.

© 2010 Columbia Southern University
Paged



Doctoral Student Handbook 2010

Studentsare required to submit discussion board postings and other assignments by a
specified date each week. There are no group projects and all courses are
asyrchronous. Students log in each week to review assignments and to read the
postings of classmates.

Term Enrollment offers students the following benefits:
¥ Students have opportunities to network with other CSU students from across
the U.S. and several d#ifent countries.
¥ Some students find it easier to stay on track and successfully complete their
courses with weekly assignment deadlines.
¥ Increases interaction and assistance is provided by the course professor.

Doctoral students are required to make tbegision on enroliment options when they begin
their doctoral studies. Remember that assignments in doctoral courses are more rigorous
than assignments in bachelor and master courses.

ENGLISH PROFICIENCY

Applicants whose previous academic degreee not from an institution where
English was the primary language of instruction will be required to post a minimum
score of 550 (213 computbased or 80 interndtased) on the Test of English as a
Foreign Language (TOEFL). A score of Band 6 on theriational English

Language Testing System ExamU([ES) is also acceptable. UES is jointly

managed by the British Council, IDP:UES Australia, and the University of
Cambridge ESOL Examinations.

© 2010 Columbia Southern University
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UNIT III: COURSES AND RELATED PROCEDURES

HOW ONLINE COURSES WORK

Initiate access to your course using the login procedure. Following course access into
Blackboard, you will be presented with a personalized welcome page and access to current
course study guide materials and important course information. Péadaised at course
initiation to print the first unit of your study guide along with the corresponding unit exam or
quiz. This will enable you to refer to your study guide, read your textbook, and prepare for
your unit exam or quiz offline. Proceed instifiashion with each corresponding unit in your
study guide. Please note that course text and exams may be updated at any given time.
Therefore, we advise that you not print your exams too far in advance.

The first screen you will see after you enteuryonline course is the course announcement
section. Please read the welcome announcement for important information. On the left of the
screen you will see a button for each section of the course. After reading the announcement,
you should select the OCsel InformationO or OCourse SyllabusO section. This section
contains the OStudy Guide IntroductionO and the OCourse InformationO document (for older
courses), or the Course Syllabus information for newly revised courses. These documents
provide importaninformation and requirements concerning the course. Make certain to
review the entire syllabus for each course so that you are aware of all course requirements.

There are many advantages to taking courses online:

» Online Exams: All objective questionseagraded instantly and the professor grades
subjective questions online within a short time period.

» No mailing of exam answers: This can save up to 14 days in mailing and processing
time.

» Online courses include the course study guide. To facilitate yadies, this guide
can be printed unit by unit so you may study offline.

» You can access your course anywhere you can obtain Internet access.

SUBMITTING EXAMS

One of the benefits of taking courses online is that you will receive your score of the
objectve portion of exams immediately. You may open the online unit exams or quizzes
multiple times and save your answers. HoweB&ckboard allows aonline exanto be
submitted onlyonce You are urged to print your exam and mark your answers on paper
first. You will not be given an opportunity to improve your grade by retaking the exams.
Since the exams are opbnok and only the course timeline constraints are imposed, you
have an opportunity to check and doubteck your answers.

IMPORTANT: To prevent loss of question answers due to a break in your Internet
connection or an expired Internet session, follow one of these procedures:

© 2010 Columbia Southern University
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Procedure 1: (1) Print the exam (2) Mark answers on printed copy and prepare essay
answers (if applicable) in word pressing software (3) Open the exam a second time and

mark answers online. If you did not close the exam, click the save button at the bottom of the
exam to refresh your session. (4) Mark question answers and copy/paste essay answers into
guestion answer bes. (5) Once all answers are marked or pasted into the online exam, click
the submit button at the bottom of the exam.

Procedure 2: After answering each exam question, click the OSaveO button to the right of the
guestion.

Once an online exam is subtei, detailed results of the exam will be displayed. You can
scroll through the exam to review any questions you missed. If an exam contains short
answer/essay questions, your professor must grade these questions and you will receive an
email when the graahas been posted.

When an online exam is submitted, amail confirmation is sent to you. If a portion of the

exam needs to be graded by the professor, your professor will be notifiechaia § you

notice you do not receive these confirmatiemais, verify the correct-enail address is in

your Blackboard Personal Profile, and that your sfitier has been set to allow email from

the domain columbiasouthern.edu. You may also send a test email from the myCSU Student
Portal to ensure that you aeceiving email from CSU.

Students should contact Student Services as soon as possible if you are unable to submit your
exam online.

Uploaded Assignments

Scholarly Papers or exams that contain file attachments such as spreadsheets or graphs
should be sumitted through Blackboard. Do not send such assignments directly to your
professor. These assignments should be completed as an MS Word document or in the format
given in the instructions for that particular exam or assignment. At the top of the document
clearly indicate your name, student ID, course number, revision code, and name of
assignmentf you are unable to upload your assignment, contact Student Services for
assistance.

You will be notified via email when an uploaded paper or project is gratedemail will

include the professorOs comments. Please refrain from making grade inquiries for at least 7
business days. The normal processing time for grading subjective isxiimee business
days.Five business days are allowed for grading papepsajects.

Make certain to retain copies of papers, projects, and subjective exam answers. In the event
an assignment is not properly received by CSU, you will be responsible for resubmitting the
assignment.

© 2010 Columbia Southern University
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Please do not submit all of your unit examuszzes at once. Submit each assignment as they
are completed. This will enable your professor to evaluate your level of comprehension of
the materials studied and provide you with feedback as exams are comptetattlition,

some assignments suchths Online Discussion Board require that submissions be made
over a threaveek period.

COURSE PROFESSORS

Each course has an assigned professor. Students will be provided with a course schedule and
their professorOs contact information byal at thebeginning of the course. You may also

find your professorOs name arail in the online course by clicking the Staff/Faculty
Information icon. You should direct all course related questions to the course professor. All
other questions should be directeyour assigned Student Services Representatitiesor

CSU Student Services Departmenstatdents @ columbiasouthern.edlihe contact method

of choice for all CSU Faculty ismail. This provides a wtten record and more convenient
method of communication.

COURSE ORGANIZATION

Each course includes an online course study guide. The study guide systematically takes
you through the course textbook and all supplemental materials. It will highleghtejor

areas of learning and provide assignments to enhance and measure learning.

The first section of the Course Study Guide is the Course Syllabiss.and description of
Course Study Guide components is found below.

The Syllabus information maye provided under the section titted OCourse SyllabusO.

Course Syllabus

This section includes information as follows:

» A course description that highlights the major areas to be covered in this course.

> Prerequisites, if required of the course.

» Informaion on your course textbook, including author and ISBN.

» The course learning objectives and what you are expected to have learned upon
completion of the course.

» The number of academic credit hours that are awarded for successful completion of
this course.

» Course topical outline which shows the Units included in the course and the subject
of each unit.

>

Course Structure which details the various assignments required of the course.

© 2010 Columbia Southern University
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Online Discussion Board assignment information and procedures, if requiked in t
course.

Research or Scholarly Paper assignments and requirements, if required in the course.
Article Reviews and Critiques if required in the course.

Information on how to submit quizzes and exams.

Information on final examination, when required of tioerse. This includes how to
select and process the proctor for the exam.

Grading where the percentages for the determination of the final grade in this course
are provided.

Communications where CSU contact information is made readily available.
Information concerning the online library.

Information on the Student Forum.

YVVV V VVVV 'V

Unit Information and Assignments
In most study guides, this section includes:

A summary of the chapters and chapter highlights.

The objectives or what you should learn in these chapter

Non-graded chapter assignments or problems with solutions or information where
answers are to be found.

Supplemental materials and/or information and locations of this information
including textbooks, journals, WEB sites, etc.

Online Discussion Board gstions, where required.

Exam information for that particular unit.

YV V VVYV

Unit Quizzes and Assessments

Each course will include unit quizzes or assessments. In some courses, there are unit quizzes
containing multiplechoice questions, and essay questionther courses, there are unit

quizzes composed entirely of essay questions. These quizzes measure the studentOs
comprehension of the material covered. The unit quizzes atadseihistered and open

book; use of the textbook and other matearalpermssible. Unit quizzes should be

completed as students proceed through each unit and should not be submitted all at once.

Scholarly and Research Papers

The writing assignments for CSU courses vary by course. To review specific course writing
assignmentsyou should review the Course Information or Syllabus section of each course
for which you are enrolled.

Scholarly Papers are to be written in the APA format. Additional information on APA
formatting as well as the grading rubric for this type ofgassient is included within the
Course Information or Course Syllabus section of each course.

© 2010 Columbia Southern University
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Online Discussion Board Assignment

Online Discussion Boards, also called "threaded discussions," allow students to participate in
course discussions with fellowads members. The Discussion Board is asynchronous,

meaning that the students do not have to be online at the same time to respond to posted
activity. Blackboard organizes the Discussion Board into Oforums.O There is a forum for each
guestion in which youra required to respond and reply to other students.

The goal of Discussion Boards is to promote reflection and analysis, and to help students
learn to appreciate and evaluate positions that others express. Discussion Boards provide
students an opportunitg learn from other classmates. Postings stay on the Discussion Board
for an extended period of time to allow students to gain knowledge and insight from faculty
and peers.

There will be eight (8) discussion board questions to be completed Wehimcourses. In
all Term courses, students must respond to the Discussion Board assign®entrogy
Midnight (Central Time) and must comment on another student's respomsednay
Midnight (Central Time) of each week of the unit to receive credit.

CSU wil verify your attendance in each registered course at the end of the first week. The
discussion board posting or Unit | Assessment must be submitted to verify attendance.
Students who choose not to attend the first week will be institutionally droppedHeo
course.

When commenting to a professor or fellow student posting - your response must be

substantial and meaningful. Your comment should add value to the discussion and cannot be
limited to Ogood pointO or Ol agree.O An appropriate comment elaiottaget®pic, offers

further explanation, or offers an informed point of debate.

Grading Rubric for Discussion Boards

The Online Discussion Board Assignment will be graded based on the following rubric. To
view the rubricyisit the Student Portal and apthe CSU Grading Rubric under the
resources menu.

PROCTORED EXAM POLICY AND PROCEDURES

Many CSU courses utilize a comprehensive final examination. All final exams are to be
proctored. The Final Exam is password proteatadivill be taken online. Thproctor is

sent information to access the online final exam by email. StudentOs should request the final
exam at least three business days prior to when they wish to sit for the exam.

Final examinations are to be administered by an approved proctatate #hat is mutually
convenient. Students are responsible for selecting a qualified proctor that must be approved
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by the University. Th@roctor must be a responsible and reputable third p&@8J reserves
the right to verify proctor qualificationsgquire additional evidence of eligibility, or require
a different proctor be selected. All proctors are subject to approval.

The Following May Serve as Proctors:

Supervisors (Must be of higher position or rank than student.)

University/College Testin@enter, Private Testing Center, Office of CSU
Representative, Base Testing Office

Embassy Education Office

School Principal or Vice Principal, Fttime Librarian, Teacher, or School Counselor
College Professor, Dean, or Director

Human Resource Manager aiming Director/Officer

Minister, Priest, or Rabbi of an established church, temple, mosque, or synagogue

VVVVY VYV

Unacceptable Proctors Include:

Assistant

Tutor

Neighbor

Relative

Friend

CSU Student

Anyone that poses a conflict of interest

YVVVVYVYYYVY

The individual you dect to serve as your proctor must have no vested interest in your doing
well on your exam.

Falsifying proctor information or not following proctor testing procedures will result in
failure of the examination and may be cause for termination from theraity

Proctor Approval Procedure

» Studentsarerequired tahave an individual proctor approvedly one time Students
may have up to three approved proctors. The approved proctorOs information will
remain on file for the student and the student mayheseroctor until one of the
following occurs:

¥ The student or proctor cancels the proctor agreement.
¥ CSU disapproves or cancels the proctor agreement.

» Students must provide the desired proctor with the Final Examination Proctor Policy
and CSU Proctor Agement. The Proctor will complete and submit the agreement to
CSU. The Proctor will receive an email indicating whether they have been approved
or disapproved. If the Proctor has already submitted an agreement to proctor for
another CSU student, an addital agreement is not needed, as long as there is no
conflict of interest.
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>

Students should allow time for the proctor to return the agreement to CSU and for
processing before submitting the ORequest to Take Proctored Final Examination.O

Once an apprad Proctor(s) is listed on the StudentOs record, the student only needs
to submit the ORequest to Take Proctored Final Examination FormO in which the pre
approved Proctor is listed. CSU will process the request and send the final exam or
online final examnstructions to the identified pi&pproved Proctor.

Proctor Responsibilities

>

vV V VY V¥V V¥V VV V

Provide the student with a private area conducive to testing and provide the student
with access to a computer with Internet access.

Check student photo ID to ensure the exaaiis actually the person scheduled to

test.

Ensure no copies of the exam are made.

Ensure that the student does not access notes, articles, or other information beyond
the course textbook and a calculator (unless otherwise specified in exam instructions)
Time the exam and stop the examinee when time has been expended. Four hours is
allowed for the exam unless otherwise specified in exam instructions.

Keep the exam secure and only allow the student to access the exam in your presence.
If the exam is onhie, keep the exam password secure.

Keep a secure copy of the studentOs exam answers for 30 days/entliés not

properly received by CSU.

If an exam cannot be administered within 21 days after receipt from CSU, destroy the
exam and notify CSU.

If a fee is charged for exam proctoring, request payment from the student at the time
of testing. CSU wilhot pay proctor fees.

Proctors will be sent complete instructions for administering the Final Exam, but the student
is responsible for ensuring theoptor understands his/her role before the Final Exam request
is submitted.

Falsifying proctor information will result in invalidation of the examination and may be
cause for termination from the university.
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Final Exam Procedures and Tips:

» Keepyour course end date in mind when submitting the request for the final exam
form. Your final exam must be submitted for grading before your course end date.

» Contact your Proctor and schedule the final exam. You will have four hours to
complete the finaéxam. This is an Open Book exam. Only course textbooks and a
calculator, if necessary, are allowed when taking proctored exams.

» You will receive an email when the final exam has been sent to your Proctor. You
should ask your Proctor to contact you wheror she receives the final exam

STUDENT COURSE EVALUATION

Students are asked to complete a Student Course Evaluation following the completion of
each course of study. This survey is emailed to the student upon completion of your course.
StudentCourse Evaluations are reviewed and results are tabulated. This enables the
University to measure the effectiveness of the course and to pinpoint problem areas.

For each course, take the few moments necessary to complete the Student Course Evaluation
Form, and rate the textbook, study guide, final exam, and course professor. You may remain
anonymous if you wish. However, should you wish to be contacted by the University
regarding your comments, please make sure you provide a contact phone number on the
survey.
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UNIT IV: PAPER GUIDELINES

Many CSU courses will require a paper or project. The requirements of the assignment will

be specified within the course. CSU has developed three documents that students should read
thoroughly before beginning thdirst paper/project. Many adult students fear writing their

first paper. However, once the first paper is completed successfully and the student has
learned how to properly format the paper to meet APA requirements and how a research
paper should be wrén, writing becomes very easy to most students. CSU provides all the
necessary information for you to be successful at writing if you will take adequate time to

read and understand the resources provided.

A description of the Writing Guide for Papers ahd APA Guidelines Summary documents
are provided below. Both of these documents are available on the CSU Student Portal
located atttp://mycsu.columbiasouthern.edu

Writing Guide for Papers

This guidehas been prepared to help you in the writing of research papers. It provides a
simple stepby-step approach that takes you through each phase of the research paper
process. This guide should be read through completely and understood prior to starting on
your first research assignment. It should then be used as a reference as you complete each
step of the research writing process. It also provides detailed information on the APA format
that you are to utilize for all CSU writing assignments. This guideesiakmprehensive use

of theOwl Online Writing Labthat has been made available online to the public by Purdue
University.

APA Guidelines Summary

CSU requires APA formatting for all paper assignments. This document provides a basic
overview of what comonents must comprise your paper, how to avoid plagiarism, and a
review of the main APA requirements that must be included in your Rleese make
certain your paper complies with the requirements outlined in this document before
submitting it for gradig.

Dissertation/Research Project Handbook

The purpose of the Dissertati®#searchProject Handbook is to provide candidates for the
Doctor of Business Administration Degree with information they will need to successfully
complete the most challengingdarewarding phase of their graduate educapreparing a
dissertation or project paper. This handbook addresses some of the concerns students have
about writing a dissertation/project and covers each step of the process in sufficient detail to
clearlyidentify requirements. It is felt a prescribed approach to the writing of a
dissertatioresearclproject is necessary to optimize a studentOs success in this program.
Students will receive a copy of the Dissertatitegearchroject Handbook upon enlioly in

DBA 7240, Doctoral Writing and Inquirpnto Research.
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FINDING SOURCES TO SUPPORT YOUR RESEARCH

One of the first places@BA student should begin searching fesearch informatiors in the
Business Source Complete database, available to alldeé§tée program students at the CSU
Online Library After navigating to the library webpage, you will find this database listed below
the heading OResearch DatabasBs®iness Source Complealows you to search through
thousands of magazines, journasd trade publicatioria order to retrieve full text articles for
immediate usehke majority of theearticles are not freely available on th&eb.

After typing into a blank search field each of the key terms that describe your research topic, be
sureto click in the check box beside OFull TextO. Selecting that option will ensure that you only
retrieve complete articles. However, when reviewing your list of search results, it is
recommended that you avoid any articles with the icon for OLinked &tlOTbecause those are
only available for purchase.

You can find additional businesslated research information in the Academic OneFile database,
and if you wish to supplement your journal research with scholarly material from books, you can
also searclior your topic in the ebrary collection, found at the Online Library below the heading
OOnline BooksO.

PLAGIARISM

Columbia Southern University has a very stringent policy regarding plagiarism. Plagiarism is
academic dishonesty, which is cheatiegpeally that kind of copying/cheating born of

intent to deceive. Plagiarism is copying the words or ideas from someone else's work, in part
or in full, without appropriately acknowledging the source(s) and submitting the information
as your own or pretendirtgat the work of a "ghost writer" is your own. Plagiarism also

includes submitting the same paper/assignment to more than one course. For example, if you
write a paper for one course and then submit the same paper to another course, then you are
plagiariang.

Plagiarism is a very serious offense, and the University has stringent policies for handling
offenders. If a student is found guilty of plagiarism, an instructor can record a failing grade
for the particular paper, test, or assignment in which tfemsé occurred, or the instructor

can fail the student in the course. The instructor also has the option of referring the charge of
cheating or plagiarism to a CSU Department Chair or Coordinator for disciplinary action.

The Purdue University OWL web page lists information to assist you in creating a
comprehensive outline and to help you format correctly in APA style.

Please make sure to visit the Purdue University OWL web page at the below URL.
http://owl.english.purdue.edu/owl/resource/560/01/
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Cheating Policy
Cheating or other forms of deception is cause for dismissal. Examples of cheating include the

following:

Utilizing another student's answers during an exam
Using unauthorized matals during an exam

Having someone take your exam for you

Using unauthorized test materials

Disseminating exams to others

Plagiarism

Falsifying information

Why Should You Be Concerned About Plagiarism?

Perhaps Toby Fulwiler and Alan R. Hayakawd ire College WriterOs Reference, $dg, it
best:

In many countries, it is customary to use another writerOs words in your
writing. This is done to demonstrate knowledge; to honor intellectuals,
writers or philosophers; or to rely on the words of aharity to add

credibility to your writing. Although there is nothing wrong with this

practice, if you are not extremely careful about diligently acknowledging each
time you use the words, thoughts, or teachings of someone else, you [could]
be accused gilagiarism. It is not enough to rearrange the words or to replace
them with synonyms; even if you completely rewrite the words of the original,
you are still borrowing the ideas of another person. U.S. schools treat the idea
of plagiarism very seriouslynd you could find yourself in serious trouble if
ever accused of plagiarizing. (2002, p. 112)

While other cultures may not insist so heavily on documenting sources, American institutions
mandate academic honesty as a standard. CSU is an internatimeasity in scope, but

remains an American institution subject to the laws of the United States. In the USA,
plagiarism is not only an academic offense but may also reach legal circles. For instance,
any work created in the USA after 1 March 1989 tomuatically protected by copyright,

even if there is no copyright notice attached to the work. This means that a plagiarist could be
sued for copyright infringement, even if the infringement is unintentional. Worse still, a
plagiarist whaknowshe or shes not the true author of a work but who willfully and

deliberately puts his or her name on the work (thereby concealing the true authorOs name),
potentially commits the crime dfaud.

In addition to the legal issues surrounding plagiarism, the prasticgrofessional,

unethical, and dishonest. Plagiarism misrepresents the work of another as your own, thus
cheating your source of due recognition and your professor of due respect. Copying papers or
even parts of papers without acknowledging your seulesies proper credit. Students

enrolled in college courses learn and grow as professionals and as individuals. When
students elect to plagiarize, they never fully engage themselves in the academic world of
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research and learning, never learn to creatiggpress thoughts and ideas, and create
materials which, when assessed by professors, never earn the proper feedback. Students
compromise themselves of growth and never benefit from a professorsO response to the
independent needs and skills of students.

How Do You Avoid Plagiarism?

Generally, writing a research paper is none other than writing an informed opinion paper.
When writing research papers, students draw upon othersO words and ideas to support their
own words and ideas. Scholarship entailseaeshing, understanding, and building upon the
work of others, but scholarship also requires that proper credit be given for any OborrowedO
materials, i.e. for any words or ideas used that are not the studentOs own.

Remember, using words, ideasamywork by someone else without giving proper credit is
considered plagiarism. Any time you use information from a source, you must cite it.

The term OsourceO includes published works (books, magazines, newspapers, websites, plays

movies, photos, paintingand textbooks) and unpublished sources (class lectures or notes,
handouts, speeches, interviews, other studentsO papers, or material from a research service).

Tips for Avoiding Plagiarism

Fulwiler and Hayakawa ifihe College WriterOs Reference, @fayide the following helpful
tips for avoiding plagiarism:

Place all quoted passages, even a single brief phrase, in quotation marks, and always
provide source information.

Identify the source from which you have paraphrased or summarized ideas, just as
you do when you quote directly.

Give credit for any creative ideas you borrow from an original source. For example,
if you use an authorOs anecdote to illustrate a point, acknowledge it.

Replace unimportant language with your own, and use different serggnctures

when you paraphrase or summarize.

Acknowledge the source if you borrow any organizational structure or headings from
an author. (For example, donOt use the same subheading as your original source).
Use quotation marks with any words or pheageu borrow, especially when you
reproduce an authorOs unique way of saying something (2002, p. 110).

vV V VYV VvV V V
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SUBMITTING THE PAPER

If the course requires a paper proposal or outline, you must submit this to your professor for
approval prior to starting theaper.

The paper/project will need to be in MS Word or Rich Text File (RTF). You should submit
the assignment online through Blackboard. Do not email the assignment directly to your
professor unless directed to do so by your professor.

CSU PROCEDURES FOR GRADING AND PROCESSING PAPERS

The first step a professor takes when a paper is received is to check the paper using
plagiarismpreventionsoftwarecalledSafeAssign The site uses a comprehensive database
system, which compares a studentOs padirpapers previously submitted. In addition, the
SafeAssigrdatabase stores information of papers and text found on the Internet. Therefore,
the professois providedwith a report that reveals what text has been copied from other
sources and if the par is an original work or not. By using this tool, CSU protects the
integrity of its programs and the hard work students put into earning their degree.

Once a paper passes BafeAssigrscan, the professor grades the paper as per the grading
rubric. dick the link below to view the CSU Grading Rubric for Papers. Be certain to read
the rubric completely.

CSU Paper Grading Rubric

View the CSU Paper Grading Rubric at the myCSU Student Portal:
https://mycsu.columbiasouthern.edu

Examples of mistakda APA formatting that result in point deductions are as follows:
Omissionor improper use of hiext citations.

Referencdist that does not meet APA guidelines.

Incorrectmatching of intext citations with the reference list.

Omissionor preparation foan incorrect title page.

Improperadherence to appropriate font size, margins, and double spacing
requirements.

Omissionor improper formatting of headings within the paper as required by APA.
Omissionor improper use of page header with page number.

YV VVVVY
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In addition, points are often deducted for the following items:

» Quality of writing

» Poor grammar, spelling, and punctuation

» Deductionof points based on the percentage of the paper that is comprised of non
original work. For example, if 20% of the papensists of paragraphs that have been
simply copied and pasted into the paper, 20 points will be deducted.

» Omissionof an introduction to paper.

» Omissionof a conclusion to paper.

HELPFUL APA PUBLICATIONS AND WEBSITES

The most comprehensivePA publication is the 8 edition of thePublication Manual of the
American Psychological Associatiotf you are writing your first paper and need examples
on how to properly format text citations, the reference list, and other APA formatting
items, the folbwing sites should be considered:

Free Tutorial on APA Style:
http://www.apastyle.org/learn/tutorials/bastosorial.aspx

Frequently Asked QuestiordoutAPA Style:
http://www.apastyle.org/learn/fags/index.aspx

A Sample Paperhttp://owl.english.purdue.edu/media/pdf/20090212013008 psi6O0.

Comprehensive Writing Site by Purdue University:
http://owl.english.purdue.edu/owl/resource/560/01/

How to Document and Cite Sources (including online sources):
http://www.dianahacker.com/resdoc/p04_c09 s2.html

PLEASE NOTE: The first printing of thé"@dition APA manual included errors.

Information about the print run for a specific copy of the manual caouselfon the reverse

side of the bookOs title page. For a complete list of the corrected information, see
http://supp.apa.org/style/pubmagprintcorrectionsfor-2e.pdf
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COMMON MISTAKES IN WRITING

Examples of common mistakes made by students who do not take the time to study the
Writing Guide and the APA Requirements Summary are summarized below:

1.

Unintentional PlagiarisnStudent incorporates the appropriate numbeaioafces

into the paper. The paper has a logical flow and the material transitions well from one
paragraph to another. The paper is the studentOs own work and does not contain
paragraphs of text copied from other sources. However, the student failsnh@aite

of the sources in the paper.

Copy and Paste Paper with Proper Citatidie paper does containiext citations

and is mostly APA formatted. However, the student has simply taken blocks of text
from different sources and pasted them into the pdier paper reflects very little of
the studentOs own work.

Copy and Paste Paper without Proper Citatidhg: paper is comprised of blocks of
text copied and pasted from a few sources. The student has not cited the sources
within the paper or in the Refarce List. The paper reflects very little of the studentOs
own work and is plagiarized.

Not Properly Incorporating Sourcéhe above examples reflect a common mistake

of students not properly writing the paper or incorporating sources. The paper must
have a flow and sources are to be used to back up the point the writer is making. For
example, when quoting or paraphrasing a source, the writer should lead into the
quoted information as followgsccording to John Smith (2004), OPlagiarism results

in the dsmissal of students each yearO (p. 2)e writer may then wish to

paraphrase information from another source to continue the point that plagiarism is a
serious problem. For example, the writer could continue with the following sentence:
In 2003, professrs caught on average ten instances of plagiarism by students each
semester compared to fifteen instances in 2004 (Sample Author, R008glly the

writer would continue with his or her original writing to continue the point or reflect
on the informatiorirom the two sources. A sample reflective statement could be as
follows: This information suggests that plagiarism is a serious and growing problem
at most institutions.

In Text CitationsStudents often do not properly includet@xt citations in their

work as required. It is not enough to list a course on the Reference List. In the paper
body, the sources must be identified when used with a citation that normally includes
the author, year, and page reference. A complete bibliographic citation haartsio p

(1) the intext citation in the body of the paper, and (2) the bibliographic reference in
the reference list. An example of each is listed below.
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Part 1: In Text Citation
According to Robert Prentice, Cruver, a former Enron employee, describea &nr
an organization where money was the only yardstick and ethics had little place in
anyoneOs decisional calculus (2003, p. 6).
Part 2: Reference List
Prentice, R. (2003). Enron: A brief behavioral autopsyerican Business Law
Journal, 4@2), 417444. Retrieved from Academic Search Elite
Database.
6. Reference List Not Properly Formattdge certain to properly list each source in the
reference list. This does not mean provide a list of web addresses or magazine titles.
APA style has specific guideles to referencing sourceshe Diana Hacker APA site

recommended (http://www.dianahacker.com/resdoc/p04_c09 s2html
(provides excellent examples of howpimperly list references.

7. Writing an Analytical or Argumentative Papdihe two basic types of research
papers are analytical and argumentative. Students often write a paper that makes no
analysis or argument. The following site compares the two types of papers and gives
informationneeded to determine which paper type will be written. It is imperative
that students understand these differences so that they know the paths to take in
research and writing of the paper. Pay special attention how a research question is
used in analyticgbapers and a thesis statement is used in argumentative papers.
http://owl.english.purdue.edu/workshops/hypertext/ResearchW/types.html

SAMPLE PAPERS

Taking the timeo carefully read and review sample APA papers will greatly assist you in
grasping APA formatting along with the proper writing style of a research paper. Links are
provided below to several sample papers.

http://www.conestogac.on.ca/learningcommons/writingservice/handouts/apa_sample paper.p
df

http://owl.english.purdue.edmedia/pdf/20090212013008 560.pdf

http://supp.apa.org/style/PM6eEorrectedSamplePapers.pdf
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UNIT V: UNIVERSITY POLICIES AND
INFORMATION

POLICY OF NONDISCRIMINATION

Columbia Southern University provides equal educational opportunities and does not
discriminate with respect to race, religion, national origin, sexual orientation, physical
handicap, age, marital status, sex or status (i.e. disabled veteran).

ACADEMIC COURSE LOAD POLICY

At CSU, students are allowed to progress as quickly through their program of study as they
are able, but within defined parameters. Owing to personal and professional obligations,
many CSU students take less than the allotted time to ctevgpourse. There are some
students who may wish to progress through their program of study at a very fast and
unacceptable pace. Accelerating course completion beyond what is academically sound
defeats the purpose of stublgcause little is comprehendaad even less is retained. In
addition, it is most likely that admissions counselors and prospective employers will
unfavorably view transcripts that reflect ObreakneckO speed of program completion.

To address this issue, CSU has an Academic Load pblacgingle course may be
completed in less than a threeek period.The policy that is outlined below restricts
students from setting a pace that is viewed as academically unsound.

Per-Course Enrollment (10-week enrollment period)

CSU PerCourse Enrollmet allows students to begin a course at any time. Students may
take one course after another or multiple courses simultaneously. The Dean/Chair of
Doctoral Studies must approa# requests to take more than six credit hourso{@se) in

any 108week pelod. Students requesting course loads over six credit hours must have a
minimum GPA of 3.0.Course load limits remain in place even if a student completes their
course load before the end of thevi@ek period.

Term Enrollment (8-week term)

The Dean/Chir of Doctoral Studies must approve all course loads thveecredit hours.
Students requesting course loads dliezehours must have a minimum GPA of 3.0. Course
load limits remain in place even if all course assignments are submitted beford tidhen
term. Course Grade Reports will be issued at the end of the term.

Doctoral students should keep in mind that doctoral level courses requireigoooes
assignments and more detailed research than bachelor and master level courses.
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COURSE ASSIGNMENT COMPLETION POLICY

Students arencouragedo complete all graded assignments as outlined in the course Study
Guide; i.e., unit quizzes, final exams, scholarly papers, research projects, discussion board
assignments, etc. Failure to complafleassigned coursework can result in a failing grade.

If a studentOs course end date or extension period ends, all course assignments not completec
will be assigned a grade of zewith the exception of dissertation and research project

courses ThestudentOs grade will then be calculated on the weighted scores earned on all
course assignments.

For example, if a student completes a course with a score of 100 on all but one assignment
worth 25 points, a grade of zero would be posted for the 25 ggsignment and the student
would earn a course grade of 75 (C).

Please keep in mind that not submitting heavily weighted assignments will significantly

impact the course grade and is not advisable. However, this deaiiba left up to the
student. The points or weight assigned to each assignment can be found in the course

syllabus under the OGradingO button. The grades students earn on their courses are reflected
in the cumulative GPA. When a studentOs GPA falls below 3.0, the student will beoplace
academic probation.

Should a student not submit all course assignments and be issued a failing grade, the student
will be required to retake the course and pay full course tuition accordingly.

COURSE EXTENSIONS

Non-DissertatiorandNon-ResearclProjectCourses

If astudent is unable to complete a course within the alltittezifor theenrollment period
the student will need to submit ®nline Course Extension Requeshis applies tdoth
PerCourse and Term enrollments.

¥ Per-Course studentsnay request a maximum of two-8@y extensions for each
course. There is a $50.00 fee assessed for eagay3@xtension.

¥ Term students may requeshe 45day extension. Extensions must be approved and
are not automatically granted. A Course Extensiomagbe requested until week
six, seven, or eighfThe student must be successfully completing course
requirements at the time of the request (earning a passing grade for assignments
due).Students needing more than 45 days may wish to view the Specia Need
Extension Policy.
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The University must receive this requbefore the original end date of the course. Should

the student be unable to complete a course at the end of the maximum extension period
allowed, all assignments not completed will receiveaalg of zero. The studentOs grade will
then be calculated on the weighted scores earned on all course assignments. Should the
student not submit all course assignments and be issued a failing grade for the course, the
student will be required to retakeetcourse and pay full course tuition accordingly.

Dissertatiorand Research ProjeCourses

If a student is enrolled in a dissertation or research project course, and has not satisfied the
requirements for the course by the end of the enrolimerdo@weeks forTerm
enrollmentand10-weeks forPerCourseenrollment), plus approved extensiotige student

will be required tgourchase th®BA Dissertation/Research Project Course Extension.

The cost of the DBA Dissertation/Research Project CoursmBion is equivalent tull
coursetuition. The student will then continue in the course where they leftitiffan

extended end date equivalent to an enrollment periweeéks for Term enrollment and-10
weeks for PeCourse enrollment.) If the studemds not completed course requiremdayts

the end of the DBA Dissertation/Research Project Course Extension, the student will be
eligible to request a regular course extensame (45day Term extension dwo 30-dayPer
Courseextensiongvith applicable ées.)If the student has not completed course

requirements byhe end of the approved regular course extensions, the student will be
required to purchase an additional DBA Dissertation/Research Project Course Extension at
full course tuition.The course mfessor will communicate student progress to the members

of the studentOs Dissertation Committee. Students will repeat the steps outlined above until
all requirements in dissertéion or research project couraee complete, or until the course
professordetermines the student is not making progress. Students making no progress are
subject to be dismissed from the DBA Program. The grade for the course will be assigned by
the course professor.

LEAVE OF ABSENCE

Should issues arise in a studentOs palso professional life that requires studies tséte

aside for a time, the student may request a Leave of Absence (LORA)r&dionof up tosix
months.Students requesting a LOA must be between courses and not aetikalgd ina

course Studentavho are unable to complete their current course should consider a course
extension, special needs extension, or course withdrBwehg a LOA, all financial and

academic obligations are suspended until such time as the LOA period expires or the student
notifies the University that they are ready to resume the program.

A LOA will be considered for approval if CSU determines that there is an acceptable reason
for the request. Some examples of acceptable reasons a student might request a LOA include:

» Deah in the family

» lliness of a family member or self

» Job relocation or travel related to job
» Changes in work schedules
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» Military deployment, TDY/TAD, or PCS
> Jury duty

All LOA requestsnustsubmitted in writing and include a date and a signaCoeplete
steps for requesting LOA can be found by logging in to the myCSU Student Portal.
Once the student is ready to resume their prograstudy, the student will need to notify the
university in writing, ether by postal mail or by email.

During a doctorastudent's tenure at CSU, the student may tak&ahdf three

Leaves of Absencdhese LOA's cannot follow one upon the othierom the

expiration date of the first Leave of Absence, at least one calendar year must pass
before a second LOA will be authoed.

Military/Special Services LOA Provision

Studentgequiringa military or special services deployment are eligible to receive a
provisional LOA for the designated deployment period. Students requesting a provisional
LOA are required to follow shdard LOA request procedurdfsthe military or special
services deployment occurs during a course, the student will be required to withdraw
from the course or request a Special Needs Extension (®N&nplete the current

course The nature and periarf deployment requires written verification by the studentOs
commanding officer or supervisddeploymentverificationmust be submitted with the

LOA request

CONTINUOUS ENROLLMENT

Students enrolled in doctoral coursesragpiiredto maintain contiuous enrollmentf, after
completing a course, student does not enroll irsabsequentourse withiran enroliment
period eightweeks forTerm enrollment students ateh-weeks forPerCourse enroliment
students) StudentServiceswill notify the stuant that dismissal for lack of continuous
enroliment will be recommendéd the Dean/Chair of Doctoral Studies. The enrollment
period is defined as eight or ten weeks respectively from the end date of their preceding
course (including extensions.)

Enrollment in a course means that the student has made payment arrangements for their next
course, and the course has been issued with the course beginning on the next qualifying start
date. Once the student is registered for a course, the start date canramtgaelch

If the student does not enroll in a course withe enroliment perioddentified by Student
Services, the Dean/Chair of Doctoral Studies will notify the student that he/she has been
dismissed from the program for lack of continuous enrollnmgisinissal due to lack of
continuous enrollment does not exclude students from readmission.
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STUDENT FEES
Online Library Fee = $50.00
Graduation Fee = $75.00
Return check Fee = $25.00
Fee for additional transcripts = $10.00
PerCourseExtension Fe€30 days) = $50.00
Term Course Extension Fee (45 days) = $50.00
Leave of Absence Fee = $50.00
Change of BhgramFee = $75.00
Dissertation fee = $1200.00 *
ResearchProject fee = $900.00 **

* Paid in four equal amounts wigémrollment in DBA 986A, B, C and D.
** Paid in three equal amounts with enrollment in DBA 6A0B and D.

All fees are nofrefundable. Fees may be changed as deemed necessary by the University.
For a current list of fees, visit the CSU Student Ceméne and select Academic Policies.

STUDENT RECORDS

All student records are retained in full. All graduate records are condensed to pertinent
information, including application, detailed resumes, previous college transcripts, copies of
certificates, arollment agreements, tuition schedule, copies of grades earned at CSU, copy of
CSU transcript and diploma.

Columbia Southern University recognizes and respects the studentOs right to privacy. As
such, the release of student records is prohibited withotien authorization and

permission from the student in accordance Wimily Educational Rights Privacy Act
(FERPA) andPublic Law 93389.

GRADING PROCEDURES

Your final course grade reflects the grades earned on unit quizzes, article critigeles, cas
studies, discussion board responses, assignments and the final exam. The breakdown
percentage of each assignment can be found in the Course Syllabus section of your online
study guide. A letter grade will be assigned upon conclusion of the coursses§iut
completion ofacourse requires an overall score of 70% or better. The following scale will
be used to determine your course grade:

A
B

90-100
8089
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7079
0-69

C
D 6
F 59 and below

COURSE RETAKE/MINIMUM GPA POLICY

Doctoral students must earn a cumulative GPA of 3.0 or higher on a 4.0 Noajeade

below C is acceptable for credit toward a DBA degree. The course in which a grade below C
is received must be repeated at CSU. The original course will be sgmade of ORO upon
completion of the retakeln cases where a student repeats a course, the hours attempted

are counted once, and the most recent grade is recorded. If you need to repeat a course,
please contact Student Services for instructions.

ACADEMIC PROBATION

Students are required to have a cumulative grade point average (GPA) of 3.00 or higher in
the doctoral progranAcademic standards of performance have been established to ensure
satisfactory progress toward a degree. These performandarstafiorm a basis for the
following academic classifications

» Good Standing
» Academic Probation

Guidelines and procedures for placing students in the above classification include:

Good Standing: To be a doctoral student in good standing, a cumul&®a of 3.000r
highermust be maintained.

Academic Probation: A doctoral student may be placed on academic probation due to
violation of academic integrity or whenever his/her grade point average (GPA) falls below
3.0 on a 4.0 scale. The conditioissoademic probation are specified to the student in

writing by the Office of the RegistrarOnce placed on academic probation, a doctoral
studenthas six credit hours to raise his/her GPA to 3.0 or highardoctoral student does

not achieve a GPA &.0 or higher, he/she is subjectimademialismissal from the

program. The conditions of academic probation are submitted to the Dean/Chair of Doctoral
Studies bythe Office of the Registrafhe Dean/Chair of Doctoral Studies, with appropriate
consultaion, will determine the enrollment status of the student.
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ACADEMIC INTEGRITY

Statement of Policy

Ethical conduct is a foundation upon which a successful academic career at Columbia Southern
University rests. The students, faculty, and staff must conim@mselves to the highest standards

of honesty, trust, fairness, respect, and responsibility. Therefore, any deviation of these standards
is a breach of the ethics that are the basis of Columbia Southern UniversityOs academic programs
and thus a violatio of the universityOs Academic Integrity policy.

A violation of the Academic Integrity Policy includes, but is not limited to:

¥ Cheating: using unauthorized materials or receiving unauthorized assistance during an
examination or in connection with any wattone for academic credit.

¥ Plagiarism: taking the work of another and offering it as oneOs own without proper

acknowledgement of the true source, whether that material is paraphrased or copied in

verbatim or neawerbatim form.

Unauthorized collaboratioon a project, homework, or other assignment unless otherwise

allowed by course instructor.

Sharing, selling, or buying information related to graded learning activities.

Using professor feedback for another student as the basis for an essay response.

Resubmitting a paper that has already been submitted for another course.

Falsifying information

Accessing or using unauthorized materials (electronic or print) and/or websites.

Use of an alternate, staiirt, or proxy during an examination.

+

KK KK KK

Sanctions

Columbia Southern University regards violations to the Academic Integrity Policy as a very
serious matter. Students who are found to be in violation of the Academic Integrity Policy are
subject to sanctions, which range based on incident and severity fedt®raf reprimand up to
and including university dismissal and degree revocation.

Statute of Limitations

There shall be no Ostatute of limitationsO that precludes faculty from acting on the discovery of
alleged violations, either during the time in whithe course in question is being offered or after
the course has ended (and after the student has graduated).
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Right to Appeal

If a student is found in violation of Academic Integrity, they are allowed due process and may,
within 72 hours of official nofication, contest the universityOs findings. A formal, written
challenge must be sent to the academic chair that presented the official notice of violation to the
student. The studentOs appeal will be sent to CSUOs Academic Review Committee for a final
dedsion.

CONTESTING GRADES

Students who believe a grading discrepancy has occurred should follow the procedures listed
below:

1. Direct your grade challenge to your course professor via email.

2. Include in this written correspondence the course name anderuthe exam (unit
number or final), and the full text of the question or questions at issue, the page
number and text that you feel supports your answer.

3. Forward a copy of this communication to Student Services.

4. Allow 5-7 business days for a reply.

5. If the reply of your course professor is not favorable, you may submit your challenge
to the Dean/Chair of Doctoral Studies. Your challenge must include information
previously submitted to your course professor and his/her response.

6. Allow 5-7 business dayer a reply.

7. The response of the Dean/Chair of Doctoral Studies is final.

All grades must be challenged within fourteen days from the date CSU posts the grade.

CSU SERVICE PLEDGE

At CSU, students will find our staff ready to assist them. We prideebtues on providing a

high level of personalized service and for going Othe extra mile.O We will work hard to solve
any problems or issues that arise. If a student ever feels he/she did not receive this level of
service, please let us know. In returndstots are expected to be courteous and professional

in theircommunicationsvith CSU staff & faculty. Abusive language and rude behavior will

be considered ethical misconduct.
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UNIT VI: GRADUATION REQUIREMENTS AND
INFORMATION

MINIMUM NUMBER OF SEMESTER HOURS

Transfer credits are limited to 15% of the total doctoral credits required to complete the
degree. The courses must be relevant to the studentOs program of study and equivalent in
both content and degree level of graduate courses. To grdicumatthe doctoral program, 61
semester units must be completed. This includes-timuf Orientation Course required of

all DBA students.

GRADE POINT AVERAGES AND HONORS

A 3.0 grade point average is required to graduate from the doctoral progmararstdre not
awarded for the doctoral program.

PETITION FOR GRADUATION

After students complete the program, they must submit a Petition for Graduation to begin the
Graduation Audit process. This form can be completed online from the myCSU Student

Portd. Once the graduation audit is complete, the student will be notified of the application
status and any requirements that have not been satisfied.

GRADUATION FEE

A $75 graduation fee is to be paid at the time the Petition for Graduation is subaitted t
CSU. This fee covers the audit of the studentOs records and the processing of his/her
diploma.

DIPLOMA

The studentOs diploma and an official transcript will be mailed directly to the address
provided on the Petition to Graduate foffhis normally t&es approximately 68 weeks
after the Graduation Audit has been conducted.
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GRADUATION CEREMONY

Each year CSU hosts a commencement ceremony for those graduates who have completed
their program. It is not required for the graduate to attend thenoase as the diploma and
transcript are mailed after processing. However, we encourage all CSU graduates to attend
the festivities to be able to meet and mingle with fellow graduates and members of the
faculty. The university will email all students agihduates information concerning the
ceremony as it becomes available. There is a fee for the ceremony, which includes the
regalia (cap, gown and tassel). The graduation ceremony fee will vary from year to year and
will be posted accordingly as informai becomes available. Travel arrangements, including
transportation and lodging, are the responsibility of the graduate.

REQUESTING A CSU TRANSCRIPT

Once a student has completed their first three ehedit course and paid course tuition, the
student my request an official CSU transcript. A $10 Transcript Fee applies. A CSU
transcript may be requested by using the Transcript Request Form. This form may be
downloaded from the myCSU Student Portal. Please ala® Business days for
processing.

The tanscript will be sent as a sealed OofficialO transcript to the institution or person
indicated on the Transcript Request Form. An "unofficial” transcript may be faxed if
indicated on the request form. Please note, the $10.00 transcript processitigafgaiss
whether the transcript is issued as "official" or "unofficial”.
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UNIT VII: ACCREDITATION AND AFFILIATIONS

CSU is proud its doctoral level program is accredited by The Accrediting Commission of the
Distance Education and Training Couneiw.detc.orq. This recognition is particularly
meaningful because it attests to the high standards of the institution you have entrusted with
your education, and the high quality of the program in which you have enrolled.

Columbia Southern University is licensed by the State of Alabama, Department of Education
pursuant to the Alabama Private School License Law, Code of Alabama, Ti&116
through 10.

Columbia Southern University is an institutional member of the AgarrCouncil on
Education (ACE). ACE is the nationOs umbrella higher education association. Institutional
membership is limited to nationally or regionally accredited colleges or universities.

Columbia Southern University is an institutional member ofabencil for Adult and
Experiential Learning (CAEL). CAEL is a national leader in the field of adult learning
dedicated to expanding lifelong learning opportunities for adults. Institutional membership is
limited to nationally or regionally accredited cgjéss or universities.

Columbia Southern University is a member of the United States Distance Learning
Association. USDLA, a nonprofit organization, was formed in 1987 to promote the
development and application of distance learning for education and grainin

UNIT VIII: STUDY SKILLS AND TECHNIQUES

INTRODUCTION
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Good study skills and strategies help facilitate successful completion of courses. Research
suggests that there is no right or wrong way to study. What follows are some useful study
tips. Use those that work best for you.

MOTIVATION

1.

Take Some Small Steps toward Your Goal Now! Get a sense of satisfaction from
achieving small goals each day. Break a study task into small pieces.

Be an Optimist. Fill your mind with positive thoughtnd outcomes. If you falter in
your studies, do not listen to the sdéfeating voice inside you. A failure is just
another opportunity to succeed.

Be a One-Minute Course Manager. Take at least one minute each day and write
down what you must do iyour course to achieve your goal. Chart a course. The
time you spend in mapping out a study strategy will enable you to move more
quickly.

Pay Attention to Your Thoughts. Thought always precedes an action. When we
limit our thinking we limit our motivaon to act. Use positive thoughts to put your
goals into action. Every day list some of your most creative and exciting thoughts.
From time to time during the day pause and think about your goal, picture it and talk
about it in your mind.

Analyze Your Study Plan. Is there a way it could be better organized? Is it
organized to utilize your dominant learning techniques? Does your study place foster
creativity and sharpen your focus?

Read Aloud for Your Next Reading Assignment. Chances are you witetain more

for a longer period of time when you read aloud. Put key information from your
reading on a tape recorder. This will enable you to study while you drive, exercise,
etc.

TIME/SELF MANAGEMENT
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1. Set up a Time Management System that Works for You. If you learn best in the
morning, read and study before work. When your thiogstudy list gets boring try
recreation. Use planners and time organizers that are colorful and imaginative.
Make a time/study plan and follow it. Havetady area where you can concentrate.
Establish a study priority list for the day and week. Keep your stacks of work/study
material out in your study area.

2. Make Use of Integrating Time. The strategy is combining different tasks at the
same time so allra accomplished. As you look at a number of daily or weekly tasks,
ask yourself whether you could accomplish two or more at the same time.

3. Make Use of Several Study/Time Management Techniques. Divide a big
assignment into small pieces that can be domeat a time. Start with an easy and
enjoyable part of your study task. Have a study area where you can concentrate.
Examine your procrastination patterns and break them. Make a commitment to
someone about your study plan for the week. Get a futouineed extended
assistance.

READING TEXTBOOK ASSIGNMENTS

The reader of a college textbook must decide what is important to learn, and read with the
goal to understand and comprehend information for-teng recall.

One of the keys to successfahding is concentration; accordingly, you should find a quiet
place to study that is free of distractions. There are several reading models around to put
into practice. One such modefiFhe Action Reading Plan” consisting of three step&et

an overview, Read actively, and Recall the Material.

GET AN OVERVIEW

Why? Getting the big picture regarding a topic, chapter, or section will better enable you to
comprehend and retain the details you will read later. Most of us learn details better wh
we can relate them to a meaningful whole. How? Quickly skim over your textbook to gain a
sense of how it is organized and what it conceYos. should eviewthe authorOs
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background, index, table of contents, preface, glossary, headingsadings, iad
summaries. Skim through the sections or chapters before reading them in detail.

Try to answer these questions:
1. How isthetext organized?

2. What is the general thrust of each chapter?
3. What do | already know about the subject matter?

READ ACTIVELY

Why? This process will involve you in the material, facilitadenprehensiorand increase
your retention. How? The following suggestions will assist you in this process.

1. Preplan how much you intend to read at one sitting.
2. Work on sections of thehapter rather than trying to read the whole chapterstam

3. Ask questions before each section or paragraph. Comprehension and retention
improve when you read for a purpose. A suggested question is: What in the
paragraph, section, or chapter do lsheknow? Questions you formulate may later
appear on exams.

4. Actively read a paragraph or one short section at a time. Read with a pencil or
marker underlining key (but only key) concepts, ideas, or words. After you finish a
full paragraph or a head section, jot in the margin, cues and small notes you find
helpful.

RECALL THE MATERIAL

Research on retention of acquired knowledge indicates that immediate recall and practice is
important. How?

1. After you have read a paragraph or section, ansau@r questions in a summary,
using your own words. If you have difficulty with this step you may want to review
the paragraph or section again.

2. Look at marginal or mapped notes you have made which serve as cues and try to
recall the material they represen

3. After you have read several paragraphs or sections, try to tie main ideas, concepts,
and facts together into a whole that is meaningful to you.

4. Link the main ideas to something you already know.
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ORGANIZATION AND PREPARATION FOR WRITING

Writing pgpers can be an enjoyable experience when you take the time to plan and organize.
The key is to have a format or OblueprintO for your paper design. For example, if you intend
to prepare a paper on how technology has changed marketing strategies, whegollo
suggestions will assist you in this process.

1. List several focus ideas you have for the paper you intend to write and rank them in
logical sequence.

2. After you have decided on the direction your paper will take, begin to collect the data
and documetation, and sources from which you will draw in preparing your paper.

3. Jot down thoughts regarding your course of study during the week at various times.

4. Begin Ofree writingQust write as it comesRefrain from judging what youOre writing
or from trying to choose correct words. You can edit later. Use clustering as Ofree
writingO. Put your subject in the center of a piece of paper and write as rapidly as
possible all the thoughts that OpopO into your brain.

5. From the Ofree writingO form a rough ithesntendd what the paper is abouit.

6. From this sentence make an outline and begin writing by filling in your outline.

7. Try this form to structure your outline:

e [ntroduction your opening statement or quotation, questions you will attempt
to answer anterms you may need to define if it is to be a technical paper.

e Body- The first aspect you choose to introduce is based on what you are
trying to emphasize. The second aspect should flow from the first aspect. The
third, fourth and other aspects aied in to each other and continue to make
the body of the paper.

e Conclusion this section of the paper summarizes your findings and answers
the questions you presented in the introduction.

8. Hints to keep you on track with your paper.

¥ Maintain an idedolder for the introduction, body, and conclusion section. As
ideas occur, write yourself a note and put it in your folder.

¥ Divide the paper into sections and start writing the one you can do now. No
need to start with the introduction first.
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¥ If you are working on one section and ideas about another one occur, simply
write some notes and insert them in the proper section.

¥ Do take breaks while writing; particularly if you start thinking stdfeating
thoughts such as, OlOm sick of writing this pajpeate it for a while and do
something that you enjoy.

¥ Work on small parts of the paper you can do now rather than trying to tackle
the whole project.

MEMORY IMPROVEMENT

Improving your memory requires knowledge of various techniques. Select froen thes
methods appearing below, those that work best for you and practice. Just because you have
read and understood your textbook assignment does not mean you have retained this
material. Most of what you have read in the last 10 minutes is in yourtsirarmemory.

More than likely you wonOt be able to recall this material tomorrow unless you use methods
to move it to the longerm memory. Review the following loigrm memory techniques.

1. Get the “Big Picture” of a subject area before you attempt to learn the specifics.
Skim your whole textbook, section, and/or chapter before you read page by page.
The concept is that we remember better when we can relate the parts to the whole.

2. Space your learning over a period of time. Try to take large and smalteaks
between study times. For example, you are likely to be more successful in retaining
material in three twdnour sessions than one $igur session. Even in the tvinour
session you should pause occasionally and reflect on something other thgowhat
are reading.

3. Create meaningful associations. When you have to remember a number of details,
group them together in a common association that has meaning to you. For example
you may want to create a chart that groups common terms and definitioo®by
You could make a form of diagram that groups common theories or concepts.

4. Practice the principle of recitation. Simply recite aloud to yourself the key ideas
you have just read from you textbooks or notes. For many people this is the best
memorytechnique of all.

5. Visualize relationships. Create a picture of the information you are trying to learn.
Draw the main topic in the center of the page. Arrange subtopics about the main
topic around the center. Use wardambers, symbols, and colors gridtures to
organize your information.
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6.

Use mnemonic methods for aiding memory. Mnemonics techniques require that
the items to be remembered be organized in personally meaningful and concrete
ways. For example, the acronym MASH is encoded as Mobile Sungical
Hospital.

EXAM PREPARATION

Following are additional methods associated with increased success on tests.

1.

Plan an overall study strategy for the exam. Survey what you need to know for the
exam. How do your notes, the teat any assignmentglate? Decide how much of

the material you already know and what you do not know. Write down any
information that you need to know. Review flashcards, outlines and any summaries
you have made during the term.

Know what was emphasized and what you are expected to know. Review you
course study guide and text.

Study and Review actively. Read actively by reviewing chapter sudadings and
topic sentences recalling the important points. Recite them, write them, say them,
hear them, and picture them.

Read the test questions and directions very carefully. Be alert to read the
guestions as they are, not as you would like them to be. Make sure you understand
the kinds of answers expected.

Answer easy questions first. Working on questions that you are e to answer
is one method to reduce test anxiety.

Be aware that in objective and multiple-choice tests the question may have a best
answer and not necessarily a correct answer. If this is the case, work toward
selecting the best answer from those laWde.

Pay particular attention to the wording of questions. Watch for qualifiers such as
all, most, some, great, much, little, and no. The test maker is interested in knowing
when and under what circumstances something is or is not true. Examine all
guestions containing negative wording sucmaisor the prefixun. Read these
guestions very carefully to assure full understanding.

Handling excessive test anxiety. Some amount of test anxiety is beneficial. It can
facilitate test performance by inasing alertness and motivation. However,
excessive anxiety can result in poor concentration, carelessness, and poor test
performance. Ifoufind the prospect of sitting for your exam particularly unsettling,
follow these suggestions:
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e Avoid stressfukituations just before exams.

e Think calm and relaxing thoughts about yourself, and talk to friends who
make you feel good about yourself.

e Arrive at your exam room only a few minutes early, and review what you
know about the subject.
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