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INTRODUCTION 
In the following pages CIEE’s academic policies and expectations of students are outlined, with 
supporting documentation in the appendices. 
 
This resource is built to familiarize the student with the measures in place to ensure the highest possible 
academic standard of all our programs and to deliver positive experiences in the classroom for both 
students and Faculty. 
 
N.B.: Any reference to “Home School Advisor” indicates the Study Abroad Advisor at the home 
institution, NOT an Academic Advisor. The student should communicate with his/her Academic Advisor 
on any policy-related matters. The student may also include the Academic Advisor on any 
correspondence, but the Study Abroad Advisor must always be to whom the inquiry/communication is 
directed. 

THE CIEE LEARNING ENVIRONMENT 
CIEE is guided by its mission statement: to help people gain understanding, acquire knowledge, and 
develop skills for living in a globally interdependent and culturally diverse world. By providing life-
changing learning experiences, we inspire and prepare our alumni to change the world for the better. 
 
As an organization, we abide by our core values of excellence and integrity – providing the highest 
quality programs and services, leading by example, and going the extra mile to serve our students and 
partners; respect – embracing and celebrating diversity while practicing open and honest 
communication; collaboration – drawing upon the knowledge, skills, resources, and passion of the entire 
CIEE community; and innovation – pioneering solutions and using aggressive problem solving to help 
expand access to international exchange opportunities.  
 
As per the CIEE Philosophy on Teaching and Learning (Appendix A), in order to act in accordance with 
our core values and to fulfil the promise of our mission, our organization embraces two educational 
principles: 
 

1. We adhere to an ends-oriented approach to teaching and learning. We recognize that a 
clear vision for our educational goals is essential to the design and delivery of high-impact 
learning experiences. This vision is captured in our Global Learning Objectives (GLOs), which 
articulate our highest and best goals for students who complete a CIEE program. 

 
2. We provide value-added educational experiences. CIEE programs allow students to 

learn things and to learn in ways that they are not able to do at home; this value-added or “CIEE 
Difference” is an educational outcome that we measure qualitatively and quantitatively. We use 
evidence about student learning to inform targeted training and resources for our educators. 
We contribute to the study abroad field by sharing data on our successes and challenges. 

 

Program Models 
As part of CIEE’s ongoing mission to provide high quality educational opportunities across cultures, CIEE 
has developed a wide ranging portfolio of program models to meet the needs of academia today. 
 
On a case-by-case basis, CIEE evaluates course offerings at host institutions that report the workload of 
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courses on a basis other than the U.S. semester-hour system. Final authority for the published credit 
equivalency rests with the CIEE Vice President for Academic Affairs (VPAA). Final authority for awarding 
of credit to an individual student rests with the appropriate authority at the student's home institution. 
CIEE recognizes courses in terms of their hours of instruction and provides a recommendation for U.S. 
semester credit and grade equivalents for both host institution and CIEE-administered courses. 

ASSESSMENT 
CIEE is committed to the philosophy of continuous assessment, which means that a student should 
receive feedback from the faculty at frequent intervals throughout the session. We believe that grading 
is an essential a part of the learning process, and for a student to derive maximum benefit from the 
grades and other feedback, the student must be able to understand how and why he or she is 
performing well and/or poorly. S/he must be able to understand his/her progress and shortcomings with 
ample time to modify behavior and improve prospects for receiving a positive grade.  On the syllabus of 
a CIEE-administered course, faculty are required to provide a breakdown of the grade with a percentage 
given for each component. 
 
Assignments are essential to measure student performance. Courses should use a range of methods for 
assessment (presentations, papers, learning journals, Canvas Learning Management System discussions 
(where applicable), in-class exercises, class participation, et cetera).  
 

Coursework 
In the study abroad context, it is critical to convey to a U.S. American audience that any given course is a 
serious intellectual endeavor. To ensure that coursework is appropriate for the course level, learning 
objectives, and assessments for a CIEE-administered course, the Center Director / Academic Director 
and faculty will discuss specific topics in advance of the term that faculty will then discuss with students. 
The specific topics include:   
 

● Expectations in regard to the amount of reading (# of pages) between class sessions 
● Expectation of how much time is necessary to prepare for a class.  
● How the instructor will recognize and reward compliance. How the professor will respond to a 

student’s non-compliance. 
 

Contact Hours 
Contact hours for CIEE-administered courses are considered as follows: each full academic hour taught 
by the faculty (50 minutes). Breaks, including coffee/tea breaks, are deducted from the total. Classes will 
begin and end promptly according to the schedule. Under certain, defined circumstances co-curricular 
and extra-curricular learning may also be considered as contact hours.  
 

Office Hours 
As part of a teaching contract, CIEE faculty must be available to meet with students outside of the 
classroom environment. However, faculty should note certain expectations regarding these meetings: 
 

● Faculty should be available for office hours – an “out of class” session – at least once a week; at 
a minimum, one hour of faculty office hours per each course taught per semester. These 
sessions can be made available to students through pre-booked appointments or setting an 
open hour drop-in session at a time approved by the Center Director / Academic Director. 
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● Meetings with students should occur in the appropriate setting (i.e. at the Study Center, Host 
Institution, or Global Institute facilities), and never in an environment that can be misconstrued 
as social or inappropriate (i.e. a local bar, faculty member’s home). 

 

Language Learning 
As per CIEE’s Statement on Teaching & Learning Languages, our organization prefers a communicative 
competency-based approach to language pedagogy; see Appendix A for reference. Elementary and 
Intermediate language courses are typically appropriate for students with zero to three semesters of 
prior language study. Advanced language courses are typically appropriate for students with four or 
more semesters of prior language study. CIEE language courses often include content taken from local 
sources, to supplement textbooks or other curricular materials.  
 

Online Learning 
Where Global Institutes and Study Centers are using Canvas, a learning management system created by 
Instructure, there are certain minimum benchmarks that determine if the tool is being leveraged to 
satisfactorily support student learning.   
 
All CIEE courses must utilize the online learning management system, Canvas, for the following: 

● The syllabus must be present on Canvas three weeks before a class begins. 
● Attendance and late arrivals must be recorded for every session. 
● All classes, assignment due dates, and events must be scheduled in Canvas calendar. 
● Email communication with students must be through Canvas. 
● All assignments must appear on Canvas. 

o Submissions of all assignments, where possible (i.e. presentations that do not use any 
materials need not be submitted, but presentations and other submissions, including 
hyperlink submissions), must be present and accessible on Canvas. 

o Deadlines for each assignment must be created in Canvas and must be strictly adhered 
to. Faculty cannot offer extensions or alternative dates for any reason without approval 
by the Center Director / Academic Director.  

● All submissions must be graded on Canvas and grades uploaded within two class sessions. 
● Assignments and the grading of assignments must use the CIEE Rubric on Canvas. 
● All course materials and resources, where possible, should primarily be housed and accessed by 

students as Canvas “Files”. 
 
Students are responsible for ensuring their assignments are submitted on time. If the lecturer has 
fulfilled their obligation in ensuring all features of Canvas are ‘published’ appropriately, then technical 
difficulties or failure are rarely acceptable excuses for non-submission or late submission of work. 
Additionally, students should maintain a backup copy of all work for at least one year following the end 
of the term. For additional information about this policy, see the Program Terms & Conditions on the 
CIEE Study Abroad Website. 

CIEE COURSE QUALITY ASSURANCE 
CIEE faculty and courses are evaluated by the Center Director / Academic Director on site, by visiting 
teams from U.S. sending schools, and by students. While the professors in all our programs should be 
exceedingly well-qualified in their particular subject areas, not all of them may be aware of the criteria 
that these three groups of evaluators apply when observing and evaluating in instructors’ classrooms. In 

https://www.ciee.org/go-abroad/college-study-abroad/get-started/program-terms-and-conditions
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particular, it may not always be obvious that teaching style is an extremely important factor determining 
judgments by U.S. Americans concerning instructional quality. 
 

Evaluation 
The Center Director / Academic Director will regularly visit sessions and classes to monitor and evaluate 
the quality of teaching and classroom management. Additionally, students will complete an online 
evaluation form at the end of the term, which can be found in Appendix E for reference only (not for 
printing or use in hard copy by students).  
 

Local Higher Education Requirements 
As part of the Council for International Educational Exchange’s commitment to ensuring the highest 
quality is provided in our academic programs, CIEE incorporates course quality assurance measures at 
the end of each academic cycle. An academic cycle is defined as the period of time between the 
beginning and end dates of a CIEE study abroad program. While course quality assurance applies for all 
CIEE locations, there may be additional requirements followed to comply with local higher education 
authorities; as an example see Appendix H for second marking requirements at Global Institute London. 

GRADING AND FEEDBACK 
All grading for all assignments in CIEE-administered courses must follow the CIEE Rubric (see Appendix 
I). Grading for all assignments must be completed in percentage, not letter grades, as per CIEE Rubric 
using a 0-100% scale (percentages may also be calculated from a baseline number of points earned as 
compared to possible points for a given assignment). Late submissions of coursework / assignments 
during the course of the term of study are not accepted, even if a professor agrees to give an extension. 
Truly exceptional circumstances causing a student to request special consideration to submit an 
assignment late must be approved by the Center Director / Academic Director — individual professors 
do not have the authority to grant exceptions. (Computer / technical issues are rarely considered to be 
an acceptable reason for granting an exception – students need to be sure to regularly save back-up 
copies of all work.) If an exception is granted by the Center Director / Academic Director, the new 
deadline for the assignment will be set for the next earliest possible date for the student to reasonably 
submit the assignment. 

 
Grading Policies and Procedures 
Students are not permitted to take CIEE or host institution classes on a pass / fail or credit / no credit 
basis (with the exception of non-credit Survival Language courses)--all classes must be taken for a grade 
with CIEE, regardless of whether or how the course credits or grades may transfer back to the student’s 
home institution. Though final authority for grade and credit transfer rests with the home school, who 
may only award the student credit/no credit or pass/fail grades on their own transcript, the home 
school must see a letter grade from CIEE in order to determine how to transfer the grades into their own 
system. The vast majority of home school credit transfer policies do not allow for pass/fail coursework 
to be transferred. Lastly, there are also U.S. federal financial aid regulations for determining whether a 
student is in compliance with “Satisfactory Academic Progress,” a process that requires a letter grade be 
reported. Additionally, faculty should not amend grades based upon pressure or influence from 
students. Students who wish to contest or file an inquiry about a final grade, must contact the CIEE 
Registration Coordinator in Portland, Maine, within three months of when final grades are reported to 
the home school, to commence the CIEE Grade Appeal Process.  
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Grading Principles 
An important principle to firmly establish in the area of grade reports is that individual student grades 
are determined by CIEE faculty—not by the Center Director / Academic Director, who should not 
interject in the individual grading process in any way. However, Center Directors / Academic Directors 
should train and evaluate professors on CIEE’s expectations regarding grading standards and policies or 
customs in the U.S. Onsite Staff should communicate any concerns about grade distributions to the 
Regional Director of Operation and CIEE Academic Affairs. 
 
The following statement summarizes this policy: 
 

● There is a fundamental principle governing grades in U.S. academic culture – the teacher of the 
course, with rare exceptions that are discussed below, has the final authority to assign the final 
grade to each of his or her students.  

● The responsibility of CIEE staff – both onsite and in Portland who are involved in the compilation 
and transmission of grades – is to ensure that the grades assigned by the teachers are 
transcribed accurately, accompanied by interpretive notes for home schools (such as a grade 
conversion scale), and transmitted to home schools from the Portland office in the best possible 
format.  

● There is no authority, other than the VPAA in Portland, who can change any grade, or use a 
conversion scale other than the one officially approved for the program. 

 
There are two special cases that should be mentioned:  

● The Center Director / Academic Director may be serving as the organizer of a course that is 
taught fully or partially by a series of guest lecturers, each of whom has limited contact with the 
students. In such cases, the Center Director / Academic Director should consider him or herself 
the teacher of record for the course and, in that capacity, assign the final grade. 

● In the event of the death or other permanent inability of the professor to assign grades, an 
alternative person can be engaged to assign grades based on the evidence available. This person 
should have expertise in the subject taught in the class. The Center Director / Academic Director 
may either serve in this capacity or assign another person to do so. 

 
Only those grades reported on the CIEE Academic Record are the official, final grades for a student’s 
term abroad on a CIEE program. Grades reported in CIEE’s online Learning Management System 
(Canvas) or any host institution online Learning Management System do not constitute the official, final 
grade for any course. Students interested in learning what grades they earned, after the end of their 
programs abroad, will be able to view their assignment grades in Canvas (for locations using Canvas) and 
via the CIEE online student portal once the grades have been mailed to their home schools. For the final, 
official record of how their grades will count toward their degrees, students must contact their home 
institutions. CIEE will not release grades to participants over the phone at any time. Under no 
circumstances should onsite staff or a Faculty member report a final grade to a student, verbally or in 
writing.  Members of the CIEE Registration Team in Portland are the only individuals who are 
authorized to release final grades.   
 
On occasion, a student may appeal a grade s/he thinks is unfair. When the course in question is one 
taken at a host institution (as opposed to a CIEE-administered class), students should first avail 
themselves of any appeal processes available at the host institution. If it is not possible for a student to 
appeal a grade with the host institution directly, or if the course in question is a CIEE-administered class, 
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the CIEE Portland Registration Team will manage the appeal process, including outreach to onsite staff 
to request information that will allow the CIEE Academic Appeals Committee to adjudicate the appeal. 
Following the Appeals Committee’s consultation with the Center Director / Academic Director, the 
Committee, Chaired by the Registrar and Director of Academic Policies (and in consultation with the 
VPAA, and in some rare cases with the student’s home institution) will make a recommendation that the 
grade be changed or the appeal be denied. The final authority rests with the VPAA. In no case should 
faculty or onsite staff consider changing a grade, nor discuss an appeal request directly with a student, 
without consulting Academic Affairs staff in Portland, even if s/he believes it to be wrong or unfair. 
 
Onsite staff should never discuss (verbally or in writing) opinions or details of the situation (after the end 
of the term), with the student, parent, or home school advisor. Questions leading or in reference to a 
grade appeal should be directed to the CIEE Portland Registration Coordinator responsible for managing 
the appeal.  
 
A good tip for students is that if they are required to submit any final papers by email to their 
professors, they should copy themselves on the message, so they have an official record of when the 
paper was submitted. Students must also keep hard copies of all course assignments with them for one 
year after the program end date. Lost computer files, crashed hard drives, and deleted emails are not 
acceptable reasons for not having this information if CIEE or the home school requests the student to 
provide it. 

CLASS ATTENDANCE 
CIEE program minimum class attendance standards are as outlined below. Location-specific attendance 
policies may be more stringent than the policies stated below. The CIEE Center Director sets the specific 
attendance policy for each location, with approval by the RDO, including how absences impact final 
grades. Such policies are communicated to students during orientation and via CIEE documents 
distributed onsite. 
 
Regular class attendance is required throughout the program. Students must notify their instructor 
beforehand if they will miss class for any reason. (Notification must be made via Canvas when applicable 
or via email with a copy to the Center Director / Academic Director when the absence is related to a 
course that is not managed via Canvas.) Students are responsible for any materials covered in class in 
their absence. Students who miss class for medical reasons must inform the instructor and the Center 
Director / Academic Director and provide appropriate documentation as noted below. Make-up 
opportunity will be provided to the extent this is feasible. 
 
Students who transfer from one CIEE class to another during the add/drop period will not be considered 
absent from the first session(s) of their new class, provided they were marked present for the first 
session(s) of their original class. Otherwise, the absence(s) from the original class carries over to the new 
class and counts against the grade in that class. 
 
For CIEE classes, excessively tardy (over 15 minutes late) students must be marked absent, and the 
student should be reminded of the policy at the time of the infraction. Attendance policies also apply to 
any required co-curricular class excursion or event, as well as to Internship, Service Learning, or required 
field placement. Students who miss class for personal travel will be marked as absent and unexcused. 
No make-up or re-sit opportunity will be provided. 
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An absence in a CIEE course will only be considered excused if: 
 

 a doctor’s note from a local medical professional is provided 

 a CIEE staff member verifies that the student was too ill to attend class 

 evidence is provided of a family emergency 

 the CIEE Center Director / Academic Director approves an absence related to an observance of a 
religious holiday 

Each Center Director / Academic Director may also elect to publish more specific guidance on the 
application and administration of these attendance policies in the local context. The policy below is the 
minimum standard. The local attendance policy should be included in all CIEE course syllabi and 
delivered to students in the onsite Student Handbook and/or Canvas Community Course, where 
available. 
 
Each program must ensure the following table is suitably modified and included in the student manual 
for the program and the syllabi for CIEE courses. This is the minimum CIEE policy with details in ORANGE 
classed as Global Institute Requirements and recommendations for others. 

Percentage of Total 
Course Hours Missed 

Equivalent Number of [insert 
program] classes 

Minimum Penalty 

Up to 10% [insert number] content classes, or 
[insert number] language classes 

Participation graded as per 
class requirements 

10 – 20% [insert number] content classes, or 
[insert number] language classes 

Participation graded as per 
class requirements; 3% grade 
deduction*; written warning 

More than 20% [insert number] content classes, or 
[insert number] language classes 

Automatic course failure, and 
possible expulsion 

 
 
● Students are not permitted to travel away from the program site while classes are in session, 

unless part of a CIEE-organized excursion. Weekend travel is permitted, as long as the CIEE 
Independent Student Travel form is submitted to the CIEE Center Director. 

● For students who miss up to 20% of the total course hours, the Center Director/ Academic 
Director may allow for exceptions to the local attendance policy based on documentation such as 
proof of bereavement, religious observances, hospitalization etc., in conjunction with home school 
study abroad advisor notification and approval:  

o At the discretion of the Center Director / Academic Director, CIEE will consider requests to 
observe religious holidays as excused absences, if the participant contacts CIEE in advance 
of arrival on site and receives written approval ahead of the start of classes. The 
expectation is that the work will be made up and that the instructor should make every 
reasonable accommodation to ensure this is possible, specifying the expectations and 
deadlines in his or her approval; if by nature of the missed period the work cannot be 
made up, there should be no academic penalty. 

o Excused absences will not result in a grade reduction (up to the 20% absentee point), and 
the expectation is that, when possible, the missed classwork will be made up either by an 
alternative or additional means of assessment appropriate to the missed material.  

o Excused absences will continue to count toward total percentage accumulation of missed 
classes, and more than 20% total class time missed may still result in removal from the 
course or program (reviewed on a case-by-case basis with RDO and Academic Affairs).  
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● Standard doctor’s visits only qualify as a justification for absence from class if the doctor provides 
a note confirming that the visit could not have been arranged at another time, or that the student 
was too ill to be able to attend class at all on the day of the visit.  

● Personal travel and/or travel delays are not considered justifiable reasons for missing class.  
● Persistent absenteeism (students with more than 10% of total course hours missed, or violations 

of the attendance policies in more than one class) will lead to an immediate written warning from 
the CIEE Center Director / Academic Director and notification to the student’s home school; 
subsequent absences totaling 20% or more of class time may result in failure and dismissal from 
the class and/or program, at the discretion of CIEE.   

o For absences that fall between 10-20% of total course hours, CD/AD will issue additional 
written warnings to students, and notifications to the home school advisor, as relevant to 
the individual student situation. The intent is to ensure that the student and home school 
are well advised of any potential for failure (or dismissal), as well as options available for 
corrective action so the student is well advised of any opportunity to avoid failure. 

o If the Center Director / Academic Director believes a student should be dismissed, a 
discussion is required with the RDO--well ahead of when the student may reach the 20% 
mark-- who may also decide to consult with Academic Affairs and the home school, before 
a dismissal is made.   

● For any requests for exception related to CIEE’s minimum class attendance standards, the CIEE 
Center Director will consult with CIEE Academic Affairs before an exception may be granted. 

CLASS PARTICIPATION 
Participation is defined within CIEE as follows: 
 
Participation is valued as meaningful contribution in the digital and tangible classroom, utilizing the 
resources and materials presented to students as part of the course. Meaningful contribution requires 
students to be prepared in advance of each class session and to have regular attendance. Students must 
clearly demonstrate they have engaged with the materials as directed, for example, through classroom 
discussions, online discussion boards, peer-to-peer feedback (after presentations), interaction with 
guest speakers, and attentiveness on co-curricular and outside-of-classroom activities.  

PLAGIARISM 
CIEE subscribes to standard U.S. norms requiring that students exhibit the highest standards regarding 
academic honesty. Cheating and plagiarism in any course assignment or exam will not be tolerated and 
may result in a student failing the course or being expelled from the program. Standards of honesty and 
norms governing originality of work differ significantly from country to country. We expect students to 
adhere to both the U.S. American norms and the local norms, and in the case of conflict between the 
two, the more stringent of the two will preside. 
 
Three important principles are considered when defining and demanding academic honesty. These are 
related to the fundamental tenet that one should not present the work of another person as one’s own.  
 
The first principle is that final examinations, quizzes and other tests must be done without assistance 
from another person, without looking at or otherwise consulting the work of another person, and 
without access to notes, books, or other pertinent information (unless the professor has explicitly 
announced that a particular test is to be taken on an “open book” basis).  
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The second principle applies specifically to course work: the same written paper may not be submitted 
in more than one course. Nor may a paper submitted at another educational institution be submitted to 
satisfy a paper requirement while studying abroad. 
 
The third principle is that any use of the work of another person must be documented in any written 
papers, oral presentations, or other assignments carried out in connection with a course. This usually is 
done when quoting directly from another’s work or including information told to you by another person 
(the general rule in U.S. higher education is that if you have to look something up, or if you learned it 
recently either by reading or hearing something, you have to document it). 
 
There are three levels of escalation establishing the seriousness of the plagiarism in question: 
 

● Level one plagiarism is minor or unintentional plagiarism; leading to passable grade/failing 
grade on the assignment, depending on perspective of lecturer. No opportunity for 
resubmission. 

● Level two plagiarism is significant plagiarism, but potentially due to poor referencing rather 
than intellectual property theft. This leads to a failing grade (potentially zero points) on the 
assignment. No opportunity for resubmission. 

● Level three plagiarism is significant plagiarism, requiring investigation by the Center Director / 
Academic Director, and subsequent disciplinary panel. 

 
Faculty will report any suspected circumstances of plagiarism to the Center Director / Academic Director 
immediately. Faculty can, if they deem it appropriate, require students to submit the Plagiarism 
Declaration Form (Appendix J) with each assignment as it is submitted. 
 
In any case where Academic Honesty is in question while the student is still onsite at the program and 
will impact the grade for the assignment in question, the CIEE Academic Honesty form (Appendix K) will 
be completed by the Center Director / Academic Director, signed by the professor, and delivered to the 
student for signature. Once all signatures have been secured, a copy must be sent to the CIEE Portland 
Registration Coordinator to append to the student’s permanent records. For any Level three violation, or 
repeated lower level violation, the Center Director / Academic Director will inform the student’s home 
institution of the infraction and subsequent penalty. 

INTELLECTUAL PROPERTY CONSIDERATIONS 
1. What is copyright? 

Copyright is a protection that limits copying of original works of authorship in any tangible medium, 
including: 

a. Literary works; 
b. Musical works, including any accompanying words; 
c. Dramatic works, including any accompanying music; 
d. Pantomimes and choreographic works; 
e. Pictorial, graphic, and sculptural works; 
f. Motion pictures and other audiovisual works; 
g. Sound recordings; and 
h. Architectural works. 
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These include syllabi, lecture notes, classroom activities, websites, and computer programs.  
Copyright does not protect ideas.  In no case does copyright protection for an original work of 
authorship extend to any idea, procedure, process, system, method of operation, concept, principle, or 
discovery, regardless of the form in which it is described, explained, illustrated, or embodied in such 
work. 
By extension, copyright does NOT protect data, no matter who invested resources to collect it.   
Copyright extends to 70 years beyond the life of the author or 95 years beyond date of formal 
publication for any commercial application.   
Copyright owners do not have to record their copyright. Copyright can simply be asserted once the work 
is fixed in a tangible medium. While copyright can be registered (and, if a lawsuit is filed to enforce a 
copyright, must be registered at that time), registration is not necessary to create copyright protection. 
Note: Thus the © symbol is not a requirement to protect an item, nor does the lack of this symbol 
indicate the work is not copyrighted. However, including the © symbol may serve as a reminder that the 
work is protected and that the author values that protection. 
U.S. Copyright Law can be found here:  http://copyright.gov/title17/ 

2. What does Copyright confer?   
The author owns both the specific work and the right to control its use.  This includes: 

a. Reproduction (the right to control copying the work) 
b. Translation, abridgement and revision 
c. Public distribution 
d. Public performances and display 

 
Copyright protects current and future use but does not define ownership.  For example, if an author 
writes a book, s/he owns the copyright. S/he has rights over what happens to the content of the book. 
But if you buy that book in the bookstore, the author does not own your copy. S/he has no right over 
what you do with that particular copy of the book. You can resell it at a used bookstore, give it to a 
friend, etc. But the author does have control over how you use the content of the book, and thus can 
control your reproduction of the book, translation of it, marketing of it, etc. 
Copyright must be deliberately transferred in writing with signatures of both the party ceding and 
accepting the copyright.    
A unilateral imposed policy cannot legally take away copyright.  However, if you sign an employment 
contract ceding copyright to your work or sign a faculty handbook indicating acceptance of the policies 
within, such a signed document could be construed as a contract and might constitute a valid transfer of 
rights.   
These guidelines follow those of the American Association of University Professors (AAUP). 

3.  Who owns Faculty work?   
Work for Hire vs. Faculty Scholarly Work 
Work for Hire:  Entitles an employer to assert ownership over materials prepared by its employees 
acting within the scope of their employment.  For example, a brochure made by an employee for their 
employer has its copyright owned by the employer.  
Faculty Scholarly Work:  Generally, faculty scholarly work is not considered Work for Hire.   "[I]t has 
been the prevailing academic practice to treat the faculty member as the copyright owner of works that 
are created independently and at the faculty member's own initiative for traditional academic 
purposes." Statement on Copyright, AAUP Policy Documents & Reports 182 (9th ed. 2001).  
With traditional academic works the faculty member rather than the institution determines the subject 
matter, the intellectual approach and direction, and the conclusions. Thus, the faculty member rather 

than the institution has copyright ownership.  Were the institution to own the copyright under Work for 

http://copyright.gov/title17/
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Hire, it would have the power to control and censor the work. Fundamental principles of academic 
freedom, then, suggest that copyright of scholarly work should not rest with the institution.  This also 
protects the employer, as they are not responsible for the ideas or liable for copyright infringement or 
other legal issues in the scholarly work.   
Faculty as copyright owner extends to the classroom:  syllabus, lectures, activities, etc. so long as the 
course content of the course is dictated by the faculty, not the employer.   
 
Williams v. Weisser, 78 Cal. Rptr. 542 (Cal. App. 1969): In a professor's suit to enjoin a publishing 
organization (known as "Class Notes") from selling notes of his lectures, Class Notes claimed in its 
defense that the professor did not own the copyright to his lectures, and thus could not bring the suit. 
The court concluded that it was "convinced that … the teacher, rather than the university, owns the 
common law copyright to his lectures." The court noted that "[no] custom known to us suggests that the 
university can prescribe [the professor's] way of expressing the ideas he puts before his students" and 
university ownership of faculty lectures would create such "undesirable consequences . . . as to compel 
a holding that it does not." 
Original classroom lectures are generally considered the property of the faculty, and faculty are 
presumed to have the right to take them when they leave the institution. 
If the classroom and course content is controlled by the administration/employer, however, the work-
for-hire analysis changes. Thus, employer-designed courses where there is a prescribed syllabus or 
course content does not belong to the teacher. The extent that a course would be considered work-for-
hire is determined by the degree of independence given the faculty to create course content. 

4. Who owns Student work?   
Scholarly work by students is owned by the student.  If the student is hired to do work, any work 
directed by the employer (including faculty) is copyrighted to the employer.   
So, a student doing independent research does not own their data (just as a faculty member does not 
own their data).  In fact, no one owns the copyright on data.  However, the student’s manuscript of their 
independent project is theirs.   
Faculty need to get permission from students to copy and distribute their works just as they would any 
other copyrighted work. Some faculty address this issue by having students sign a waiver at the 
beginning of the class. 

5.  Faculty and Student use of Copyrighted material 
Fair Use Doctrine according to the US Copyright website: 
Fair use is a legal doctrine that identifies certain types of uses—such as criticism, comment, news 
reporting, teaching, scholarship, and research—as examples of activities that may qualify as fair 
use.  Fair use is considered for the following:   1. Non-profit, educational use, 2. Published and factual 
materials, 3. Small portions of published works and 4. Little to no market impact of material’s use. 
When in doubt, ask permission and get written consent to use materials.   
Sources: 
Spring, Anne.  2004.  Intellectual Property Issues for Faculty.  American Association of University 
Professors at http://www.copyright.gov/fair-use/more-info.html 
United States Copyright Office at http://www.copyright.gov/fair-use/more-info.html 
 
 
 

http://www.copyright.gov/fair-use/more-info.html
http://www.copyright.gov/fair-use/more-info.html
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ADDITIONAL LEGAL AND POLICY CONSIDERATIONS 
CIEE Terms and Conditions 
The following pages include text from the CIEE Terms and Conditions to which you signed agreement 
when you submitted your CIEE program application, interspersed with notes on the policy as 
appropriate. The procedural details and instructions in this manual support these policies. 
 
Program participants are governed by four sets of policies: 
● The contract entered into by each Program participant 
● Policies set by Portland-based CIEE staff and/or the CIEE Academic Consortium Board for all CIEE 

Study Abroad programs  
● Policies set by the host institution 
● Policies set by the student's home institution 
 
In the case of conflict among these four sets of policies, the CIEE Participant Contract and Forum and 
Methodology for Dispute Resolution Agreement, inclusive of these Terms & Conditions, first applies. It is 
the sole responsibility of the student to become familiar with all CIEE and host institution policies. 
 
It is the student’s responsibility to be familiar with any more demanding policies that may also be 
imposed by his/her sending institution. 
 

Exceptions 
As per CIEE’s Terms and Conditions: 
 
During the semester, any student who feels there is a justification to request an exception to any CIEE 
policy should address the request in writing to the Center Director / Academic Director. Individual 
instructors are not authorized to grant exceptions to academic policies. A Center Director / Academic 
Director may recommend that an exception be granted, in which case the CIEE Registrar and Director of 
Academic Policies, in consultation with the CIEE office of the Vice President for Academic Affairs (VPAA) 
will make the decision. At the discretion of the VPAA, the student’s home school may also be consulted. 
Only the CIEE office of the Vice President for Academic Affairs is authorized to approve exceptions to 
these policies.  
 

Privacy 
U.S. law dictates that students are entitled to a high degree of privacy with respect to academic 
information. Because of this provision, faculty /staff should never release academic information about 
any student to anyone other than 1) the student, 2) the Center Director / Academic Director, 3) CIEE 
Global Operations and Academic Affairs, or 4) an officer of either the home or host institution who is 
entitled to receive it. This means, for example, that CIEE faculty/staff should not post grades in a way 
that will enable students to learn the grades of other students, nor should faculty or onsite staff share 
student-specific academic information with parents at any time. 
 

Discrimination and Disability 
U.S. law prohibits discrimination on the basis of race, religion, age, gender, national or ethnic origin, 
sexual orientation, or disability. Essentially this means that staff and faculty are required to treat all 
students equitably and fairly. Students with physical, emotional, or learning disability, are encouraged to 
disclose this information within their program application medical forms so that CIEE can identify or 
respond to any requested accommodations prior to arrival.   
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Sexual Harassment 
U.S. law prohibits sexual harassment, which is defined as unwanted touching or sexual overtures, or the 
establishment of an environment which is threatening to some students. For example, derogatory 
comments about women in general, men in general, or people with a specific sexual orientation might 
be considered sexual harassment; telling obscene (or even risqué) jokes; making a comment about a 
person’s physical attractiveness or lack thereof; describing one’s own amorous encounters; may all be 
considered a threatening environment which is detrimental to the teaching-learning relationship. 
 

Socializing 
CIEE faculty should not meet individual students in a social capacity prior to, during, or immediately 
after the students’ participation in a CIEE course or on a CIEE program. Faculty should be very mindful if 
they want to engage in social activities with students. Any social activity involving both faculty and 
students must be predetermined as all-inclusive, whereas all students are invited, included, and 
welcome. CIEE faculty must never engage in social activity outside of class-time with one student alone.  
 

Add/Drop Period 
At most Study Centers, when the program is not a “set” curriculum, students are permitted to make 
changes in their course selection during a brief period at the beginning of a term. However, CIEE 
Add/Drop periods may vary from program to program and may be earlier than the advertised Add/Drop 
period of the host institution. In these instances, the CIEE Add/Drop deadline is the official deadline for 
all CIEE program participants, not the host institution deadline. In semester programs, the CIEE 
Add/Drop period will end no later than the second full week of regular classes for each academic term. 
In 6 - 10 weeks programs (block-based and some summer programs), the CIEE Add/Drop deadline will 
end no later than one week after classes begin. For programs under 6 weeks (January and summer 
short-term programs) the CIEE Add/Drop deadline will end no later than the end of the second day of 
classes. No changes are permitted in registration, other than those to correct clerical errors, after the 
CIEE Add/Drop deadline.   All programs must establish a CIEE Add/Drop deadline, that is no later than 
the recommendations listed above, and inform students of this deadline during orientation and in 
published program materials.    
 
After the end of the CIEE Add/Drop period, the student’s registration is considered final, and no 
course(s) may be changed or deleted from a student's CIEE Academic Record. The CIEE Registrar and 
RDO must approve any program request for variation in the aforementioned timeframes for the 
add/drop period. If the student does not confirm his/her registration in the CIEE online account, s/he 
forfeits the right to appeal if an error is later discovered in the registered courses. Failure of a student to 
confirm registered classes does not keep the grades from being reported to the home institution—it is 
merely meant to be an opportunity for the student to correct any inadvertent administrative errors.  
 
As per CIEE’s Terms and Conditions: 
Students on CIEE programs are required to take a full course load as offered by each program, usually 
the equivalent of 15 - 18 U.S. semester-hour credits for one full semester, but varies by program. Unless 
the advertised program course load requirements indicate otherwise, no students are allowed to be 
enrolled in more than 18 U.S. semester credits without approval from the CIEE Center Director and the 
student’s home institution Study Abroad Office. Students requesting to enroll in more credits than 
advertised for the program will be advised in writing of any supplemental tuition fees that may be 
associated with the credit overload and will be responsible for payment to CIEE for any such incurred 



18 
CIEE Academic Affairs, March 2019 

fees.   
 
If any student asks to take more than the advertised credit limit, or more than 18 U.S. credits, this is 
considered an overload.  It is critical that the student is very clear on what the course withdrawal 
policies are on site and is appropriately advised as to the amount of work that will be expected. 
 

Online Courses at a Local University  
Many U.S. American colleges and universities prohibit students from enrolling in online courses while 
studying abroad, whether intended for credit transfer or not.  While CIEE does not unilaterally prohibit 
this (though there may be partner local institutions where such courses exist but are not part of the CIEE 
program offer), it is our policy that students are singly responsible for procuring home school study 
abroad and academic advisor approvals for courses delivered in an online format.   

 

Withdrawal from a Course 
As per CIEE’s Terms and Conditions: 
 
All students are required to remain at the program location until the final program date, and to 
complete and turn in all academic work, including examinations and papers, prior to departing the site. 
Students are required to be registered with CIEE for the total minimum credits as advertised for the 
program. If exceptional circumstances warrant, the student may request permission from the Center 
Director / Academic Director to withdraw from a course; however: 

● Students participating in a semester program are not allowed to drop below a total of 
12 U.S. semester credits;  

● Students participating in a block-based semester program are not allowed to drop 
below the minimum total number of advertised credits for the program and/or block;  

● January and Summer term program students are not allowed to drop below the 
minimum total number of advertised credits for the program and/or session.  

 
Whether the student intends to transfer academic credit to the home institution has no bearing on 
whether a student may be granted permission to withdraw from a class.  
 
In order for a student to withdraw from a course, he/she will need to have permission from both the 
CIEE Center Director / Academic Director and home school study abroad office. A Course Withdrawal 
form must be completed by the student and CIEE Center Director / Academic Director and submitted to 
CIEE Portland Registration for any approved course withdrawal occurring after the add/drop deadline. 
The student must continue to attend classes until the course withdrawal is approved and will receive a 
failing grade (F) for the course, if proper approval for withdrawal from the course is not secured. 
 
If the request takes place after the Add/Drop deadline, but before the Course Withdrawal deadline, and 
is approved by CIEE and the home school study abroad office, a grade of “W” (Withdrawal) is entered on 
the CIEE Academic Record for the class.  
 
After the Course Withdrawal deadline, if a student stops attending a course, fails to take the final 
examination, or fails to turn in required work, a failing grade of “F” is reported. The Course Withdrawal 
deadline may vary from program to program but will not be later than the mid-point of each term of 
study, as determined by the Center Director / Academic Director. The student will receive a failing 
grade (F) for the course, if proper approval for withdrawal from the course is not secured. 
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In order for a student to withdraw from a course, he/she will need to have approval from the Center 
Director / Academic Director and home school study abroad office. If the request takes place after the 
Add/Drop deadline and before the Withdrawal deadline, a grade of “W” (Withdrawal) is entered on the 
CIEE Academic Record for the class. Students are not allowed to withdraw from classes after the course 
withdrawal deadline.  
 
If a student simply stops attending any course after the Course Withdrawal deadline and does not take 
the final examination, or fails to turn in required work, a failing grade of “F” is reported. Instructors must 
report any student who stops attending a course or fails to take an exam to the Center Director / 
Academic Director immediately. 
 
All programs must establish a published CIEE Course Withdrawal deadline, no later than the mid-point 
of the semester, and inform students of this deadline during orientation and in all published program 
materials. A Course Withdrawal form must be completed and submitted to Portland for which a student 
is requesting a withdrawal after the end of the add/drop period. The student will receive a failing grade 
(F) for the course, if proper approval for withdrawal from the course is not secured. 
 

Incomplete Courses 
As per CIEE’s Terms and Conditions: 
 
A CIEE Academic Record that reports one or more Incompletes will be accompanied by an Incomplete 
Course form which provides detailed information about what the student is required to do in order to 
complete the course(s), and the date by which the Center Director / Academic Director and/or 
professor(s) at the program location needs to receive the missing work. CIEE will assign a deadline date 
for work to be submitted that is reasonable for the individual course and student circumstances, and 
which will fall no more than one semester (or six months, whichever is earlier) after the on-site exam 
date of the course(s) in question. 
 
If the student does not make appropriate arrangements with the Center Director / Academic Director 
prior to departure, a grade of “F” will be assigned for any missing work and the final grade for the course 
will be calculated accordingly. Individual professors do not have the final authority to extend deadlines, 
make special arrangements for students, or otherwise modify the CIEE academic policies. Any special 
arrangements tentatively proposed by professors must be submitted to the Center Director / Academic 
Director on site for review and final approval. 
 
If the student misses the deadline for completing work for Incomplete courses, all Incomplete 
coursework will automatically be converted to failing grades (F), and no extensions will be granted on 
previously stated deadlines for Incompletes. Similarly, students who have been granted an Incomplete 
may not later request to receive a grade of “W” (withdrawal) for the course in question, regardless of 
circumstance. It is the student’s responsibility to comply with the stated requirements and deadline for 
the Incomplete coursework, and to remain in contact with the professor and/or Center Director / 
Academic Director throughout this time. Neither the professor nor CIEE onsite Staff have any obligation 
to provide reminders to the student as the stated deadline approaches, If the student meets the 
deadline, the appropriate professor(s) on site will grade the assignment and report the new course 
grade(s) to the Center Director / Academic Director. CIEE will send a new CIEE academic record to the 
student’s home institution or School of Record, reporting the updated grade(s). 
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Withdrawal from a Program 
Any student withdrawing from a program must complete a Program Withdrawal form, and the home 
school must be notified of the student’s plan and official withdrawal date by onsite staff. 
 
As per CIEE’s Terms and Conditions: 
All students are required to remain at the program location until the final program date, and to 
complete and turn in all academic work, including examinations and papers, prior to departing the site.  
 
Any student who must depart the program early is required to complete a CIEE Program Withdrawal 
Form prior to departure, and secure approval from the Center Director / Academic Director who will 
notify the student’s home institution of the withdrawal date and academic consequences of the early 
departure (as outlined below).  
 

1. If there are no pre-session courses offered on the program, and the departure date is prior 
to the Add/Drop deadline for the term in progress, the student will have all courses dropped 
from the CIEE Academic Record 

 
2. In the event the program offers/requires a pre-session course, if the approved departure 

occurs: 
● prior to the midpoint of the pre-session course, all classes will be dropped from the CIEE 

Academic Record; or 
● after the midpoint of a pre-session course but prior to the end of the course, a grade of 

Withdrawal (W) will be reported for the pre-session course, and all other classes will be 
dropped from the CIEE Academic Record; or 

● after the end of the pre-session course, but prior to the Add/Drop deadline, a grade will 
be reported for the pre-session course only, and all other classes will be dropped from 
the CIEE Academic Record 

 
3. If the departure date is after the Add/Drop deadline, but prior to the Academic Withdrawal 

deadline, a grade of Withdrawal (W) will be reported for any uncompleted courses. Any 
courses for which all scheduled class meetings have occurred and all coursework has been 
submitted, will have the earned grade and credits reported on the CIEE Academic Record. 

 
4.  If the departure date is after the Academic Withdrawal deadline and prior to the end of the 

program, or the student fails to complete and turn in all required academic work prior to 
departure, the student will receive a failing grade in his or her courses and/or for any 
outstanding assignments or exams. 

 
CIEE Academic Affairs is very unlikely to approve exceptions to academic policies for Program 
Withdrawals due to internships or family events that conflict with advertised program dates. There are 
only a few circumstances that may warrant exceptional approval of a withdrawal after the Academic 
Withdrawal deadline: a serious accident or illness, a severe psychological problem, or a severe family 
problem. If, in an emergency, a student needs to depart early or is unable to complete a requirement of 
one or more courses after the Academic Withdrawal deadline, the student must ask permission from 
the Center Director / Academic Director who will consult with the Regional Director of Operations and 
CIEE Academic Affairs. In the rare instance that the CIEE grants an exception to the Academic 
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Withdrawal policy, CIEE will assign one of two grades for courses left uncompleted:  
● a grade of Withdrawal (W) if the student leaves the program after the Academic Withdrawal 

deadline, is passing the courses in question at the time of departure, and receives approval from 
the CIEE Academic Affairs;  

● a grade of Incomplete (INC) if the student leaves the program after the Academic Withdrawal 
Deadline and with less than 20% of the program remaining (calculated in days from the 
advertised program end date), and where academic circumstances allow a student to complete 
exams or submit final assignments that occur after his/her departure. Under these 
circumstances, students must receive written approval to be issued an INC for these courses, 
accompanied by a clear outline of completion requirements and due dates for all missed work, 
as noted below. 

 
CIEE does not grant partial credit for courses that are not completed prior to a student’s departure; 
however, in exceptional circumstances, CIEE will provide as much information about the courses and the 
work already completed by the student, in an effort to help the home school determine whether they 
are willing and able to grant partial credit toward the home school transcript and / or degree program.  

 

Dismissal from a Program 
As per CIEE’s Terms and Conditions: 
 
Participants are expected to comply with regulations established by CIEE, their home universities, and 
the host institution. The Center Director / Academic Director may establish additional requirements that 
are essential to the students' achievement of their educational goals or to continuing good relations 
with the host university or community.  
 
CIEE may dismiss without warning from the program any student who does not comply with the 
relevant regulations and requirements as outlined in the CIEE Participant Contract and these Terms & 
Conditions. At any point CIEE has knowledge that a student is failing 50% or more of the attempted 
courses in any one term of a multi-term study plan, the student may be subject to dismissal by CIEE at 
any point prior to completion of the original program terms beyond those to which the student was 
accepted. Similarly, requests for extensions to study for additional terms beyond those to which the 
student originally applied will be denied. In some but not all cases, the Center Director / Academic 
Director issues a warning letter to students and/or require students to provide periodic, written 
academic progress reports from professors, if they are not acting in compliance with program 
regulations or performing well in classes. If a warning letter is issued, students are expected to take 
responsibility for changing their behavior or risk early dismissal and consequent loss of time, money, and 
academic credit. CIEE does not grant program fee refunds to students who are dismissed from their 
programs. A student dismissed from a CIEE program, following the Add/Drop period, will fail all 
academic classes not yet completed, and a grade of “WF” (Withdrawn Failing) will be reported for all 
classes not yet completed.  
 

Academic Disruptions 
Occasionally, sites will be impacted by circumstances outside of their control that impact student’s 
academics.  Situations like university strikes by professors, staff, or students; natural disasters; and 
government shutdowns, amongst others, may lead to missed or cancelled classes, disruption of exams, 
or a dissolution of the term as a whole. 
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STUDENT COMPLAINTS 
Students have the right to bring forward concerns about their class, their performance, their program, 
or their peers, but must do so in a manner that does not openly disrupt the learning environment. If 
students wish to submit formal complaints while on site / during the program, they may do so through 
the following procedure (Students wishing to file a Grade Appeal after the end of the program must 
contact the CIEE Registration Coordinator for the program, by writing to registrar@ciee.org.): 
 

Complaints Procedure 
A complaint is an expression of dissatisfaction by one or more students about action or lack of action by 
CIEE onsite staff, or about the standard of service provided by or on behalf of CIEE. CIEE aims to operate 
a fair and transparent student complaints procedure and students will not suffer any detriment by 
making a complaint.  
 
Wherever possible, concerns raised by students should be resolved informally without recourse to 
formal procedures. If a student has a complaint about any aspect of the student experience, it should be 
raised with an appropriate person at the earliest opportunity. If the student is unable to resolve the 
complaint informally, or is dissatisfied with the outcome, this complaints procedure shall be followed. 
Complaints by students with a registered disability about the provision of reasonable adjustments for 
teaching and assessment shall be given priority and dealt with urgently, in order to prevent prejudice to 
the student that might be caused by any delay. 
 
In the case of academic complaints, it is important to note that individual instructors do not have the 
final authority to extend assignment deadlines beyond the end of the program, make special 
arrangements for students, or otherwise modify the CIEE academic policies. Any special arrangements 
tentatively proposed by instructors must be submitted to the Center Director / Academic Director on 
site for review and final approval, and in some cases authorization form the CIEE Portland office may 
need to be sought.  
 
The complaints procedure involves two avenues: (i) Student Representative Council (in locations where 
applicable) and (ii) CIEE Local Onsite Staff. Students may raise complaints jointly.  
 
Complaints about decisions relating to student progress, assessment, grades, and awards may not be 
brought under this procedure and may only be raised under the academic appeals procedure set out by 
CIEE terms and conditions and participant contract. Complaints about teaching and supervision will not 
be considered in an academic appeal unless they were raised by the student promptly at the time they 
first arose and pursued under this procedure. Complaints must be brought promptly. CIEE will not 
accept complaints that are made longer than 90 days after the matter, unless there is reasonable cause 
for the delay.  
 
Any registered student may bring a complaint under this procedure. A former student may also bring a 
complaint under this procedure within 90 days after the matter, but only if the complaint could not 
reasonably have been brought while s/he was a registered student. Anonymous complaints may only be 
accepted at the discretion of local CIEE onsite staff team or Portland Academic Affairs.  
 
Claims for compensation for personal injury cannot normally be brought under this procedure but may 
be accepted at the discretion of the local CIEE onsite staff team. (Relating to London programs only, 
further information on the British Accreditation Council (BAC) and the Quality Assurance Agency for 

mailto:registrar@ciee.org
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Higher Education (QAA) is provided in Appendix H). 
 

Early Resolution 
It is expected that the staff person to whom a complaint is brought informally should seek to resolve any 
concerns that have been raised. Staff may also recommend that a facilitated discussion take place. Both 
of these are voluntary and will only take place if all parties agree. However, CIEE encourages the early 
resolution of issues through these means where appropriate.  
 
Where appropriate, the person to whom a complaint is brought informally may refer the concerns to be 
dealt with under the Acceptable Behavior Policy or the appropriate disciplinary procedures.  
 

Student Representative Council Review (applies only to locations with an SRC) 
Where early resolution of the complaint is not possible, the student may invoke the SRC review by 
complaining to a member of the SRC who will raise said complaints with the Center Director / Academic 
Director.  
 
The SRC will raise any received complaints from students in the regular meeting with CIEE staff and the 
complaint will be addressed in the meeting in which the complaint is raised or the subsequent meeting. 
On receipt of the Complaint from the SRC the Center Director / Academic Director will, where possible, 
refer the complaint to an appropriate person for consideration. In the case of complaints relating to 
academic matters, this will normally be to the Academic Director. Complaints about other services will 
be referred to an appropriate member of staff.  
 
The person considering the complaint from the SRC may decide to meet with the student to discuss the 
complaint. If so, the student may bring a friend or representative to the meeting.  
 
The outcome of the complaint will be conveyed to the SRC. CIEE aims to complete the complaints 
received via the SRC review within 14-30 days of the submission of the complaint.   
 
CIEE Onsite Staff Review 
If it has not been possible to resolve the complaint at the SRC level or if the student remains dissatisfied 
with the outcome, s/he may request that the complaint is progressed to the senior management team 
at the CIEE Global Institute or Study Center (the CIEE Onsite Staff Review).  
 
The student should make the request in writing to the CIEE onsite staff team directly within seven days 
of receipt of the SRC outcome. Upon receipt of the request, the Center Director / Academic Director 
shall, where possible, liaise with the onsite staff team (typically the Academic and Student Services 
Directors at many CIEE locations) to review the complaint. CIEE aims to review within 30 days of the 
student’s request.  
 
The review will consider the complaint and may:  

● Ask the parties to reconsider any decision not to enter into further facilitated discussions;  
● Dismiss the complaint, giving reasons, and issue a Completion of Procedures letter;  
● Refer the complaint to upper management lines within CIEE. 

 
Should the student be dissatisfied with the above, they may forward their complaint to upper 
management lines with CIEE, Inc. 



24 
CIEE Academic Affairs, March 2019 

 

Confidentiality 
If information is to be kept confidential, the student should make this clear to the person to whom a 
complaint is made. Students should understand that in exceptional circumstances it may be impossible 
for confidentiality to be maintained, for instance where a criminal offence has been disclosed or there is 
a risk to health and safety. Students should also understand that in some circumstances the demand for 
confidentiality may make it difficult for CIEE to assist with their complaint.  
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APPENDIX A  
CIEE Philosophy on Teaching & Learning and Global Learning Objectives 
 
 
● Statement / Philosophy on Teaching and Learning 
● Global Learning Objectives 
● Statement / Philosophy on Teaching and Learning Languages 
 

CIEE Statement on Teaching & Learning 
 
To fulfil the promise of our mission and act in accordance with our core values, CIEE engages in ends-
oriented teaching and learning, and measures the value-added of our educational experiences. 
 
The Global Learning Objectives (GLOs) represent the highest and best goals for what students will gain 
upon completing our programs. We help students to adapt interculturally, to build understanding, and 
to communicate effectively by designing learning environments that are learner-entered, experiential, 
inquiry-based, holistic, and transformational. By providing life-changing education abroad, we inspire 
and prepare our students to create positive global change. 
 
Our core values of excellence, integrity, respect, collaboration, and innovation are exemplified by our 
commitment to measuring the “CIEE Difference.” Our programs allow students to learn things and to 
learn in ways that they are not able to do at home; this value-added is an educational outcome that we 
measure qualitatively and quantitatively. By widely sharing our informed insights on maximizing student 
learning, CIEE bolsters its position as an innovative leader in international education. 
 
 

CIEE Philosophy on Teaching & Learning 
 
CIEE is guided by its mission statement: to help people gain understanding, acquire knowledge, and 
develop skills for living in a globally interdependent and culturally diverse world. By providing life-
changing learning experiences, we inspire and prepare our alumni to change the world for the better. 
 
As an organization, we abide by our core values of excellence and integrity – providing the highest 
quality programs and services, leading by example, and going the extra mile to serve our students and 
partners; respect – embracing and celebrating diversity while practicing open and honest 
communication; collaboration – drawing upon the knowledge, skills, resources, and passion of the entire 
CIEE community; and innovation – pioneering solutions and using aggressive problem solving to help 
expand access to international exchange opportunities.   
 
To act in accordance with our core values and to fulfill the promise of our mission, CIEE embraces two 
educational principles: 
 

1. We adhere to an ends-oriented approach to teaching and learning. We recognize that a  
clear vision for our educational goals is essential to the design and delivery of high-impact learning 
experiences. This vision is captured in our Global Learning Objectives (GLOs), which articulate our 
highest and best goals for students who complete a CIEE program. 
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2. We provide value-added educational experiences. CIEE programs allow students to  
learn things and to learn in ways that they are not able to do at home; this value-added or “CIEE 
Difference” is an educational outcome that we measure qualitatively and quantitatively. We use 
evidence about student learning to inform targeted training and resources for our educators. We 
contribute to the study abroad field by sharing data on our successes and challenges. 
 
 
Principle 1: By What Means? 
 
The GLOs are a desired destination, and our programs are the pathways that students travel to reach it. 
Accordingly, we articulate clear learning objectives for CIEE programs, courses, and co-curricular / 
extracurricular activities that align with the GLOs. We then design assessments, develop instructional 
methods and activities, and select educational materials that help students to achieve these objectives. 
In so doing, we engage in an ends-oriented or backward design approach to teaching and learning. 
 
Our ends-oriented approach is informed by five interrelated spheres of research on how students learn: 
 

 
 
 
 

• Effective pedagogy is learner-centered. Learners have valuable relevant knowledge that 
can be built upon by acknowledging, applying, and challenging students’ understanding of the 
world. Since research indicates that learners learn well from one another, our programs 
facilitate peer learning and collaboration. Recognizing that learners are creative and have 
agency, CIEE programs foster critical thinking about ethical, innovative solutions to real-world 
tasks.  

 
• Experiential learning is the means, not an end. Time spent in a host culture context does 

not automatically result in intellectual or intercultural gains. A carefully-crafted CIEE program 

 
 Backward Design 

 
Learner-
Centered 
Pedagogy 

 
Experienti
al Learning 
Cycle 

 
Constructi
vism 

 

Stages and 
Domains 
of 
Developm

 
Intercultur
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asks students to continually reflect on their experiences, make meaning from those experiences, 
and then put that learning into practice. 

 
• Understanding is constructed via inquiry. Learner-centered pedagogy and the 

experiential learning cycle are closely linked to the constructivist paradigm, which posits that 
knowledge is constructed when an individual encounters new information and makes meaning 
from it. The instructor provides expert knowledge, useful tools, and relevant assignments that 
allow students to formulate ideas, experiment, collaborate, draw conclusions, and evaluate 
results. In the study abroad context, an inquiry-based approach helps students to become more 
adept at confronting complexity and integrating new information in a host culture. 

 
• Learning occurs in stages and in different domains. As learners gain skills and construct 

knowledge, they shift from simpler to more complex levels of cognitive understanding. Learners 
also grow in terms of emotional or affective capacities, moving from basic awareness of their 
own feelings towards an ability to explain their beliefs and values. Meaningful interaction with a 
host culture fosters cognitive development, emotional intelligence, and empathy for others. 
CIEE designs holistic learning experiences in order to develop students’ knowledge, skills, and 
attitudes. 

 
• Intercultural aptitude requires personal transformation. Encountering difference is an 

inherent and desirable aspect of study abroad. When pushed beyond one’s comfort zone, an 
individual learns how to engage with (rather than reject) ambiguity in an unfamiliar setting. 
Intercultural adaptation and effective cross-cultural communication similarly spring from an 
ability (and willingness) to shift one’s perspective. CIEE creates space for transformative learning 
via direct and purposeful engagement with a host culture. In particular, we acknowledge that 
local educational practices often differ from those in the U.S. and view such differences as 
“teachable moments” –opportunities ripe for comparison, reflection, creativity, and meaning-
making.  

 
 
Principle 2: To What Degree? 
Our core values of excellence, integrity, respect, collaboration, and innovation are exemplified by our 
commitment to measuring the value-added “CIEE Difference.” As a non-profit organization with an 
educational mission, we have a responsibility to gauge the extent to which our learning environments 
abroad help students to adapt interculturally, build understanding, and communicate effectively. 
CIEE is guided by study abroad standards of practice and research on international education outcomes, 
which recommend using multiple instruments and methods that align with learning objectives; 
transparent criteria for achievement of learning goals; collaboration across the organization in planning, 
implementing, and evaluating assessment of student learning; and regular revision of the assessment 
process. 
 
Accordingly, CIEE collects qualitative and quantitative information on student learning via direct and 
indirect measures. Direct or ability-based (“students can do”) measures occur at the course-level 
through the use of exams, papers, projects, presentations, and portfolios scored by rubrics. Our 
language programs conduct pre/post testing rated according to frameworks such as the ACTFL 
Proficiency Guidelines, the Common European Framework of Reference for Languages, and LinguaFolio.  
We measure students’ intercultural gains by comparing pre/post scores on the Intercultural 
Development Inventory, and by analyzing students’ digital story reflections. Indirect indicators of 



28 
CIEE Academic Affairs, March 2019 

student learning include program and course evaluations, alumni surveys, and student focus groups. 
 

Guided by this data, we take action to ensure that CIEE programs, courses, and co/extracurricular 
activities meet or exceed our learning goals, the GLOs. We also use this information to develop training 
and resources that further increase CIEE’s capacity for transformational teaching and learning. By widely 
sharing our informed insights on maximizing student learning, CIEE bolsters its position as an innovative 
leader in education abroad. 
 

Summary 
CIEE’s Philosophy on Teaching and Learning outlines our organization’s motivations, goals, and 
principles. Educators who embody this philosophy are adaptable, flexible, and excited to work with 
study abroad students. Our ideal educators are skilled at facilitating inquiry, critical thinking, and 
reflection. They utilize interactive classroom activities, design authentic assessments, and incorporate 
technology. They also understand and participate in our efforts to measure student learning. 
 

Our educators abroad are guided, supported, and assisted by CIEE onsite staff and from our 
headquarters in Portland, Maine. By working collaboratively, openly, and with purpose, we spark 
learners’ personal transformation and enhance their potential to create positive global change. 
 

CIEE Global Learning Objectives 
ADAPT INTERCULTURALLY 

GLO 1 Sample Program / Course / Co-Curricular Objective 

Students will gain 
enhanced intercultural 
aptitude 
 

● Students will increase self-awareness, particularly their own cultural 
self-awareness 

● Students will develop cultural literacy – a deeper understanding of 
the field of intercultural communication – and connect intercultural 
concepts/theories to their own experience in a host culture  

● Students will recognize and bridge cultural gaps while cultivating 
empathy for others 

● Students will reflect on their choices, experiences, and interactions 
in the host culture 

● Students will cultivate an intercultural leadership practice that helps 
them to translate culture-specific and culture-general knowledge 
into moment-to-moment competence 

BUILD UNDERSTANDING 

GLO 2 Sample Program / Course / Co-Curricular Objective 

Students will acquire 
deeper knowledge about 
at least one host culture 
and think critically about 
broader global dynamics 

● Students will understand the major theories, debates, concepts, and 
facts rooted in a particular discipline or drawn from an 
interdisciplinary perspective 

● Students will investigate and compare multiple perspectives to 
interpret at least one local, national, regional, international, 
intercultural, or global topic 

● Students will gather, critique, synthesize, and evaluate information 
from a range of sources and media 

● Students will recognize the complexity of global issues, systems, 
interconnections, and trends 

● Students will produce reasoned responses to research questions and 
design ethical, creative solutions to real world challenges 
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COMMUNICATE EFFECTIVELY 

GLO 3 Sample Program / Course / Co-Curricular Objective 

Students will develop 
effective oral, written, 
listening, and non-verbal 
communication skills 

● Students will convey ideas clearly in professional and interpersonal 
settings 

● Students will listen to and interact with diverse audiences using 
appropriate verbal and nonverbal behavior 

● Students will gain self-sufficiency and confidence in their ability to 
communicate cross-culturally 

● Students enrolled in language courses will advance at least one 
proficiency level in that language 

 
 

CIEE Statement on Teaching & Learning Languages 
 
To fulfil the promise of our mission and act in accordance with our core values, CIEE engages in ends-
oriented teaching and learning, and measures the value-added of our educational experiences. 
 
The Global Learning Objectives (GLOs) represent the highest and best goals for what students will gain 
upon completing our programs. We help students to adapt interculturally, to build understanding, and 
to communicate effectively by designing learning environments that are learner-entered, experiential, 
inquiry-based, holistic, and transformational. By providing life-changing education abroad, we inspire 
and prepare our students to create positive global change. 
 
Our core values of excellence, integrity, respect, collaboration, and innovation are exemplified by our 
commitment to measuring the “CIEE Difference.” Our programs allow students to learn things and to 
learn in ways that they are not able to do at home; this value-added is an educational outcome that we 
measure qualitatively and quantitatively. By widely sharing our informed insights on maximizing student 
learning, CIEE bolsters its position as an innovative leader in international education.  
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APPENDIX E 
Student Course Evaluation 

 
 



31 
CIEE Academic Affairs, March 2019 

 



32 
CIEE Academic Affairs, March 2019 

 

 



33 
CIEE Academic Affairs, March 2019 

APPENDIX H  
British Accreditation Council (BAC) and the Quality Assurance Agency for Higher 
Education (QAA)  
 

United Kingdom of Great Britain and Northern Ireland 
The QAA Concerns Scheme was set up to investigate concerns about how higher education providers 
manage their academic standards, the quality of learning opportunities, and the information that they 
make available about their provision. It does not resolve individual complaints against providers and is 
unable to provide redress or compensation to any individual submitting a complaint. However, the QAA 
can look at individual complaints for evidence of broader failings in the management of academic quality 
and standards, and where it considers that these indicate serious systemic or procedural problems, it 
will investigate them as concerns. The aim of an investigation by QAA under the Concerns Scheme is to 
safeguard and improve the overall quality of UK higher education by addressing weaknesses within a 
particular higher education provider. Students seeking individual redress or compensation should 
contact the QAA. Additionally, students can contact the BAC to bring forward complaints. 
 

Course Quality Assurance – Second Marking 
At some study centers (e.g., Global Institute London), the latest, largest assignment from each course 
must be sample 2nd marked by a Faculty / academic from either outside of CIEE Study Center or Global 
Institute (external), or a suitable academic from within the CIEE Study Center or Global Institute 
(internal). 
 
Second examiners are assessing the marking (including feedback) and grading quality of the Faculty 
work. At the end of each course the Faculty must select the samples and forward these to the CIEE 
onsite staff for copying. The originals are returned to the Faculty and shared with the students. In the 
event of an assessment being submitted via digital media or text, then the marked copy of the 
document must be shared with the CIEE local team. The qualifying rule for the number of assignments 
for the sample is the ‘square-root’ rule i.e. every 10 papers of 100 must be assessed by an external or 
second examiner, every 4 of 16, or every 3 of 9 papers must be assessed by an external or second 
examiner. 
 
The Center Director / Academic Director appoints a suitably qualified external or internal 2nd marker to 
assess the quality of the Faculty marking and grading according to CIEE standards. 
The external or internal 2nd marker prepares a report on the sample grades stating whether it is their 
recommendation that a) a minority of grades are altered and the Faculty must be subject to further 
training and guidance, or b) a significant minority or majority of grades are altered with a 
recommendation that all works are reviewed, or c) no grades are altered and all marks are confirmed.  
 
Upon receipt of the report, the Center Director / Academic Director calls for the Course Quality 
Assurance Meeting whereby the course Faculty is presented with the 2nd markers report, class 
observation report, and student evaluations. Depending on the response to feedback, grades are either 
accepted as confirmed or subject to further review. Thereafter the course Faculty is invited to provide 
feedback to CIEE in the Course Quality Assurance Meeting on the course covering the following areas: 
 

● Faculty guidance and support from CIEE 
● Student preparation and performance 
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● Teaching facilities provided by CIEE 
● Recommendations on course design and potential alterations / updates 

 
The meeting agenda will include the following: Confirmation of Minutes from Last Meeting; 
Confirmation of Marks; Faculty Feedback on Course and Program; Any Other Business. 
The meeting can include additional items for the agenda as determined suitable by the Chair. 
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APPENDIX I  
CIEE Grading Rubric 
  

Grade 1000-Level Course 2000-Level Course 3000-Level Course  4000-Level Course  

 
92.50-100 
A 

 
Exceptional answer 
which: 

 Is accurate 

 Is presented in a 
clear manner 

 Makes reference 
to appropriate 
material 

 Makes effective 
use of language 

 Displays some of 
the following 
characteristics: 

 integration of a 
wide range of 
learning resources 

 originality of 
exposition or 
treatment 

 evidence of insight 

 critical evaluation 

 
Exceptional answer which: 

 Is comprehensive and 
accurate 

 Is presented in a clear 
and cogent manner 

 Makes full reference 
to appropriate 
material 

 Makes effective use of 
language 

 Displays some of the 
following 
characteristics: 

 integration of a wide 
range of learning 
resources 

 originality of 
exposition or 
treatment 

 evidence of insight 

 critical evaluation 

 
Exceptional answer, an 
exemplary piece of work 
showing: 

 A good degree of 
criticality 

 An in-depth knowledge 
and understanding 
across all the relevant 
areas 

 Very thorough 
coverage of the topic 

 Significant evidence of 
wide use of learning 
resources 

 
Exceptional answer, an 
exemplary piece of work 
showing: 

 A very high level of 
critical analysis 

 A very high level of 
insight in the 
conclusions drawn 

 An in-depth 
knowledge and 
understanding 
across a wide range 
of the relevant 
areas including 
areas at the 
forefront of the 
discipline 

 Very thorough 
coverage of the 
topic 

 Confidence in the 
appropriate use of 
learning resources 
to support 
arguments made 

 

 
89.50-
92.49 
A- 

 
Excellent answer 
showing some of the 
following 
characteristics: 

 integration of a 
range of learning 
resources 

 mostly original 
exposition or 
treatment 

 evidence of 
emerging insight 

 nascent critical 
evaluation 

 
Excellent answer showing 
some of the following 
characteristics: 

 integration of a wide 
range of learning 
resources 

 originality of 
exposition or 
treatment 

 evidence of insight 

 critical evaluation 

 
Excellent answer showing: 

 A degree of 
independence of 
thought and critical 
judgement 

 A thorough 
understanding of the 
main issues involved 

 Knowledge and 
understanding beyond 
course content 

 A degree of originality 

 
Excellent answer 
showing: 

 Considerable 
independence of 
thought and critical 
judgement with 
sustained critical 
analysis. 

 A well-developed 
ability to analyze 
concepts and ideas 
at an abstract level 

 A thorough 
understanding of all 
main issues involved 
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and their relevance 

 A substantial degree 
of originality 

 Substantial 
evidence of wide, 
relevant and critical 
use of learning 
resources 

 Good understanding 
of complex and 
problematic areas 
of the discipline 

 

 

Grade 1000-Level Course 2000-Level Course 3000-Level Course  4000-Level Course  

 
86.50-
89.49  
B+ 

 
Very good answer 
which to some extent: 

 Is generally 
accurate and 
reasonably detailed 

 Displays an 
emerging 
understanding of 
the main principles 
and a burgeoning 
grasp of details 

 Shows coherent 
argumentation 

 Is presented in a 
logical fashion 

 Makes reference to 
appropriate 
material 

 Makes effective use 
of language 

 
Very good answer which 
to some extent: 

 Is generally accurate 
and reasonably 
detailed 

 Displays a good 
understanding of the 
main principles and a 
reasonable grasp of 
details 

 Shows strong and 
coherent 
argumentation 

 Is presented in a 
logical fashion 

 Makes frequent 
reference to 
appropriate material 

 Makes effective use of 
language 

 
Very good, comprehensive 
answer showing: 

 A good awareness of 
the main issues 
involved at this level 

 The ability to analyze 
concepts and ideas at 
an abstract level 

 A good knowledge and 
understanding of 
course material 

 Evidence of use of 
learning resources 
beyond required texts 
or course material 

 
Very good, 
comprehensive answer 
showing: 

 Good understanding 
of relevant wider 
issues 

 Well-developed 
arguments with 
evidence of 
independent 
thought 

 A good 
understanding of 
course material 
coupled with ability 
to relate this to new 
ideas and concepts 

 Evidence of wide 
and relevant use of 
learning resources 

 Synthesis / 
integration of 
material from other 
courses or 
experiences as well 
as the current 
course 

 Evidence of 
independent or 
autonomous 
learning 
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82.50-
86.49  
B 

 
Good answer which to 
some extent: 

 Is reasonably 
accurate and well 
informed, albeit 
with some minor 
omissions or 
inaccuracies 

 Presents a limited 
range of learning 
resources 

 Makes some 
reference to 
appropriate 
material 

 Makes acceptable 
use of language, 
with some 
inaccuracies 

 
Good answer which to 
some extent: 

 Is reasonably accurate 
and well informed, 
albeit with some 
minor omissions or 
inaccuracies 

 Is limited to the main 
issues  

 Presents a limited 
range of learning 
resources 

 Makes some 
reference to 
appropriate material 

 Makes acceptable use 
of language, with 
some minor 
inaccuracies 

 
Good, detailed answer 
showing: 

 Developed and 
consistent critical 
arguments 

 Good knowledge of 
central issues 

 Evidence of 
understanding relevant 
wider issues 

 Comprehensive use of 
learning materials 

 Fair integration of 
some learning 
resources from outside 
the course 

 
Good, detailed answer 
showing: 

 Developed, 
consistent, and 
coherent arguments 

 A good 
understanding of 
the course content 
and a fair 
understanding of 
critical ideas and 
concepts 

 A fair understanding 
of relevant wider 
issues 

 Comprehensive use 
of the course 
learning materials 

 Good integration of 
some learning 
resources from 
outside the course 

 

 
79.50-
82.49 
B- 

 
Good answer which to 
some extent: 

 Is reasonably 
accurate, albeit with 
omissions or 
inaccuracies 

 Presents a limited 
range of learning 
resources 

 Makes some 
reference to 
appropriate 
material 

 Makes acceptable 
use of language, 
with inaccuracies 

 
Good answer which to 
some extent: 

 Is reasonably accurate 
and well informed, 
albeit with some 
minor omissions or 

inaccuracies 

 Is limited to the main 
issues 

 Presents a limited 
range of learning 
resources 

 Makes some 
reference to 
appropriate material 

 Makes acceptable use 
of language, with 
some minor 
inaccuracies 

 
Good answer showing: 

 Reasonably developed 
arguments, 

 Knowledge of the main 
issues involved at this 
level 

 A satisfactory 
understanding of 
course material 

 Little reference to 
resources outside 
course material 

 
Good answer showing: 

 The ability to draw 
reasonable 
conclusions 

 Knowledge and 
awareness of the 
main issues 

 A satisfactory 
understanding of 
course material 

 Little reference to 
resources outside 
course material 
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Grade 1000-Level Course 2000-Level Course 3000-Level Course  4000-Level Course  

 
76.50-
79.49  
C+ 

Fair answer which to 
some extent: 

 Displays evidence of 
understanding of 
the main principles 
in broad terms 

 Contains 
inaccuracies or 
omissions 

 May lack a coherent 
structure 

 May answer the 
question indirectly 
or may lack 
supporting evidence 

 Makes minimal 
reference to 
relevant material 

 Shows poor use of 
language, although 
the meaning is 
understandable 

 

Fair answer which to 
some extent: 

 Displays evidence of 
understanding of the 
main principles in 
broad terms 

 May contain minor 
inaccuracies or 
omissions 

 May lack a coherent 
structure 

 May answer the 
question indirectly or 
may lack supporting 
evidence 

 Makes minimal 
reference to relevant 
material 

 Shows poor use of 
language, although 
the meaning is 
understandable 

 

Fair answer which:  

 Demonstrates an 
acceptable level of 
critical consideration of 
the course content, 
including key concepts 
and ideas 

 Utilizes significant 
range of learning 
resources from the 
course 

 Makes limited 
references to materials 
from outside the 
course 

Fair answer which: 

 Demonstrates a 
reasonable amount 
of knowledge of 
course content 

 Presents fair level of 
critical 
consideration of key 
concepts 

 Shows familiarity 
with wider relevant 
issues and resources 
outside the course 

 Has an acceptable 
level of critical 
writing and 
expression 

 
69.50-
76.49  
C 

Adequate answer 
which: 

 Displays evidence of 
understanding of 
the main principles 
in broad terms 

 Contains important 
inaccuracies or 
omissions 

 May lack a coherent 
structure 

 May answer the 
question indirectly 
or may lack 
supporting evidence 

 Makes minimal 
reference to 
reference material 

 Shows poor use of 
language, although 
the meaning is 
somewhat 
understandable 

Adequate answer which: 

 Displays evidence of 
understanding of the 
main principles in 
broad terms 

 May contain 
important 
inaccuracies or 
omissions 

 May lack a coherent 
structure 

 May answer the 
question indirectly or 
may lack supporting 
evidence 

 Makes minimal 
reference to relevant 
material 

 Shows poor use of 
language, although 
the meaning is 
understandable 

 

Adequate answer which: 

 Shows weak to fair 
understanding of main 
issues 

 Makes no reference to 
resources outside 
course material 

 Makes arguments that 
are weak 

 Has a low but 
acceptable level of 
written expression 

Adequate answer 
which: 

 Shows fair 
understanding of 
main issues 

 Shows little 
familiarity with 
resources outside 
course material 

 Makes arguments 
that are not strong 

 Has a low but 
acceptable level of 
written expression 
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Grade 1000-Level Course 2000-Level Course 3000-Level Course  4000-Level Course  

 
59.50-
69.49 
D 

Minimally passable 
answer which: 

 Displays some 
evidence of 
understanding of 
the main principles 
in broad terms 

 Contains several 
important 
inaccuracies or 
omissions 

 Lacks a coherent 
structure 

 May answer the 
question indirectly 
or may lack 
supporting evidence 

 Makes no reference 
to relevant material 

 Shows poor use of 
language 

 

Minimally passable 
answer which: 

 Displays evidence of 
understanding of the 
main principles in 
broad terms 

 May contain 
important 
inaccuracies or 
omissions 

 May lack a coherent 
structure 

 May answer the 
question indirectly or 
may lack supporting 
evidence 

 Makes no reference 
to relevant material 

 Shows poor use of 
language 

 

Passable (just acceptable) 
answer which: 

 Is weak in material and 
understanding of 
course content 

 Contains significant 
omissions and/or 
inaccuracies 

 Recognizes the aim of 
the question and has 
attempted to answer it 

 Level one plagiarism; 
minor or unintentional 
plagiarism:  

 Leading to passable 
grade/failing grade, 
depending on 
perspective of lecturer 

 No opportunity for 
resubmission 

 

Passable (just 
acceptable) answer 
which: 

 Contains some 
relevant material 

 Contains significant 
omissions and/or 
inaccuracies 

 Recognizes the aim 
of the question and 
has attempted to 
answer it 

 Level one 
plagiarism; minor or 
unintentional 
plagiarism:  

 Leading to passable 
grade/failing grade, 
depending on 
perspective of 
lecturer 

 No opportunity for 
resubmission 

 
44.50-
59.49 
F 

Failing answer which: 

 Displays very limited 
understanding of 
the aim of the 
question 

 Is sparse in material 
and lacking in 
organization 

 Contains material 
that is 
inappropriately 
used or of limited 
relevance 

 Proceeds by way of 
assertions 
unsupported by 
appropriate 
evidence 

 Shows poor use of 
language with 
significant 
grammatical and 
other errors 

Marginally failing answer 
which to some extent: 

 Displays a very limited 
understanding of the 
aim of the question 

 Is sparse in material 
and lacking in 
organization 

 Contains material that 
is inappropriately 
used or of limited 
relevance 

 Proceeds by way of 
assertions 
unsupported by 
appropriate evidence 

 Shows poor use of 
language with 
significant 
grammatical and 
other errors 

Marginally failing answer 
which: 

 Meets some of the 
necessary 
requirements 

 Has some major 
inaccuracies 

 Shows limited 
knowledge of the main 
issues 

 Level one plagiarism; 
minor or unintentional 
plagiarism:  

 Leading to passable 
grade/failing grade, 
depending on 
perspective of lecturer 

 No opportunity for 
resubmission 

 

Marginally failing 
answer which: 

 Meets some of the 
necessary 
requirements 

 Has some major 
inaccuracies 

 Shows limited 
understanding of 
the course content 

 Level one 
plagiarism; minor or 
unintentional 
plagiarism:  

 Leading to passable 
grade/failing grade, 
depending on 
perspective of 
lecturer 

 No opportunity for 
resubmission 



40 
CIEE Academic Affairs, March 2019 

 
 

Grade 1000-Level Course 2000-Level Course 3000-Level Course  4000-Level Course  

 
29.50-
44.49 
F 

Unsatisfactory, poor 
answer which: 

 Shows a complete lack 
of understanding of 
the question 

 Provides very little of 
any relevance and 
value to the question 

 Makes an incoherent 
argument 

 Shows poor use of 
language with 
significant grammatical 
and other errors 

 Level two plagiarism; 
significant plagiarism, 
but potentially due to 
poor referencing 
rather than intellectual 
property theft. This 
leads to a failing grade 
(zero points) on the 
assignment. No 
opportunity for 
resubmission. 

Unsatisfactory, poor 
answer which: 

 Shows a complete 
lack of understanding 
of the question 

 Provides very little of 
any relevance and 
value to the question 

 Makes an incoherent 
argument 

 Shows poor use of 
language with 
significant 
grammatical and 
other errors 

 Level two plagiarism; 
significant plagiarism, 
but potentially due to 
poor referencing 
rather than 
intellectual property 
theft. This leads to a 
failing grade (zero 
points) on the 
assignment. No 
opportunity for 
resubmission. 

 
 

 
 

Unsatisfactory answer 
which: 

 Meets very few of the 
necessary 

 requirements 

 Shows some 
recognition of the 
meaning of the 
question 

 Shows little familiarity 
with the main issues 

 Indicates that 
knowledge is vague 
and skimpy 

 Has many major 
inaccuracies 

Unsatisfactory answer 
which: 

 Fails to meet most of 
the necessary 
requirements 

 Shows little 
understanding of the 
major issues 

 Indicates that 
knowledge is vague 
and skimpy 

 Has many major 
inaccuracies 

 

 
14.50-
29.49 
F 

Poor answer in which: 

 There are few points 
relevant to the 
question 

 The bulk of the 
answer is 

irrelevant/inaccurate 
There are major 
misunderstandings of the 
material 

Poor answer in which 

 There are few points 
relevant to the 
question 

 The bulk of the 
answer is 
irrelevant/inaccurate 

 There are major 
misunderstandings 
of the material 

 

 
0-
14.49 
F 

Answer meeting none of 
the necessary 
requirements with: 

 Minimal or no 
material of value to 
the question asked 

 No recognition of the 
question 

Level two plagiarism; 
significant plagiarism, but 
potentially due to poor 
referencing rather than 
intellectual property theft. 
This leads to a failing 
grade (zero points) on the 
assignment. No 
opportunity for 

Answer meeting none of 
the necessary 
requirements with: 

 Minimal or no 
material of value to 
the question asked 

 No recognition of the 
question 

 Level two plagiarism; 
significant 
plagiarism, but 
potentially due to 
poor referencing 
rather than 
intellectual property 
theft. This leads to a 
failing grade (zero 
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resubmission. points) on the 
assignment. No 
opportunity for 
resubmission. 
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APPENDIX J 
Plagiarism Declaration Form (to be submitted with assignment) 
 
Name:________________________________________________ 
 
Course:_______________________________________________ 
   
Declaration  
   
I know that plagiarism is wrong. Plagiarism is to use another’s work and pretend that it is one’s own.  
   
I have used the following convention for citation and referencing.  Each contribution to, and quotation 
in, this essay/report/project/ from the works of other people has been attributed, and has been cited 
and referenced 

• APA  
• MLA 
• Chicago 
• Turabian 
• Other (Please name): _____________________________ 

 
This essay/report/project is my own work 

• Yes 
• No 

 
I have not allowed, and will not allow, anyone to copy my work with the intention of passing it off as his 
or her own work.  
   
   
Signature ______________________________  
 
Date __________________________________  
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APPENDIX K 
CIEE Academic Honesty form 
 
PART 1: To be completed by the instructor: 
 
Student Name:  _  
 
Student Email Address:  _  
 
Instructor Name:  _  
 
Instructor Email Address:  _  
 
Program and Location:  _  
 
Course Name and Code:  _  
 
Semester/Year of Incident:  _  
 
Description of alleged violation(s) – please attach supporting documentation: 
 
 
 
 
Proposed academic sanction(s): 
 
 
 
Recommended disciplinary sanction(s): _No __________Yes  
If yes, indicate suggested disciplinary action: 
 
 
 
 
I have discussed, either orally or in writing, the allegation(s), academic sanction(s) and all related 
evidence with the student. 
 
 
 
 

 
Instructor / CIEE Staff Signature Date 
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PART 2: To be completed by the student 
 
Please read the following statements: 
 
I understand my rights and responsibilities as described in the CIEE Participant Agreement. 
 
I understand that I have the right to accept or contest the allegation(s) and/or academic sanction(s) 
assigned by the instructor. 
 
I understand that if I choose to contest the allegation(s) and/or academic sanction(s), CIEE´s Academic 
Honesty Committee will decide the outcome of the process. 
 
I understand that I am required to return the signed Academic Honesty Form indicating my decision to 
either accept or contest the allegation(s) and/or academic sanction(s) within five (5) business days of the 
date of the form. If I do not respond within that period, the case will be considered closed. 
 
I understand that if I decide to contest the allegation, I may be asked to provide additional information 
to the CIEE Academic Honesty Committee. If the Committee finds me responsible for committing a 
violation of academic honesty, the academic sanction recommended by the Committee will be imposed. 
No further appeals are permitted. 
 
I understand that I may be subject to additional sanctions not identified on this form if it is determined 
that I have prior academic integrity violations. 
 
I understand that, per the terms of my CIEE Participant Contract, CIEE may, at its discretion, decide 
whether or when to notify my home school of these allegations. 
 
Please choose and initial one of the following statements: 
 
 _ I ACCEPT the allegation(s) and academic sanction(s). 
 
 _ I CONTEST the allegation(s) and/or academic sanction(s) and wish to exercise my right to a 
review. 
Please sign: 
 
________________________________  _________________ 
Student signature      Date  
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APPENDIX L 
Student Academic Progress Form 
 
 Term/Year ____________________ Student Name ______________________________________ 

 Semester beginning 
Block/session 1 

Semester mid-term 
Block/session 2 

Semester end 
Block/session 3 

How has your 
academic experience 
been so far? 

   

Have you had any 
assignments returned 
yet? If so, were you 
satisfied with the 
grade and feedback? 

   

Are you managing 
your time for all your 
academics between 
class and at home? 

   

Other comments    

 
 
 


