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A Message from the Provost and Vice President for  
Academic Affairs

  Welcome to Academic Year 2011-2012. Many of you have taught for us before, and we are very pleased that 
you will be continuing with us again this year. We’ve made a few changes in the book this year, but much of it 
remains the same. For those of you who are new, I hope you will look it over carefully and ask questions about 
what may not be clear to you. For you more experienced people, please review it for any updates and just to 
remind yourselves of things you might have forgotten.
  In addition to this handbook, we have created a Web site of resources for adjunct faculty. It contains 
information about what to do if you encounter plagiarism and tips for using Banner Web as well as other useful 
resources. You can find the Web page at http://adjuncts.utica.edu.
  Adjunct faculty are critical to our ability to offer courses and programs at times and in locations that our 
students need and deserve. Your work brings new ideas to and augments the instruction provided by our 
full-time faculty. Close individual attention is a hallmark of Utica College, and we depend on you to help us 
maintain that reputation. We also depend on you to create a comfortable, welcoming and challenging learning 
environment that will lead to student success. We want to support you whenever we can so that you have what 
you need to make that a reality.
  This handbook is meant to provide you with concise information on UC policies, practices, resources, and 
services. It should answer many of your questions about the College. Other resources or information that may be 
useful to you can be found on the Web (www.utica.edu) in our on-line catalogs. All academic policies are spelled 
out there for you and your students to read.
  The students you have in class will come from many backgrounds, ethnic groups, nationalities, ages, and walks 
of life. They will have a multiplicity of reasons for being there, from wanting to earn a degree to wanting to know 
more about the subject you are teaching, to just being there for the pure joy of learning. Their experiences can 
enliven the learning environment for all—including yourself! So, you will need to stay on your toes, and by all 
means enjoy yourself. The joys of learning are not reserved solely for the students!
  If you have questions that are not addressed here, please do not hesitate to call or stop by the school offices or 
the Office of Academic Affairs. We want to make your experience teaching with us as successful as we can.
  Have a great year! Enjoy the students!

								        Sincerely,

								        Judith Kirkpatrick, Ph.D.
								        Provost, and Vice President for Academic Affairs
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About Utica College
  Utica College is a comprehensive college that offers 
the wide range of academic programs, excellent faculty, 
and diversity of a large university while at the same time 
providing students with the low faculty-to-student ratio 
and individual attention of a small college. A combination 
of liberal arts and professional studies gives students 
opportunities to gain broad-based exposure to major 
areas of knowledge while at the same time developing 
career-specific skills designed to ensure success in the 
workforce.
  Utica College’s origins reach back to the 1930s, when 
Syracuse University first offered extension courses in the 
Utica area. Seeing a need for a college in the Mohawk 
Valley, area business and community leaders urged 
Syracuse University to open such an institution. As a 
result, Syracuse University established Utica College 
in 1946. Today Utica College is financially and legally 
independent from Syracuse University.
  Utica College subscribes to a philosophy of education 
dedicated to the cultivation of a liberally educated 
professional person. The College’s approach is to combine 
a commitment to the complementary goals of liberal 
education and professionalism. In the College’s view, 
a common thread of these goals is a concern for the 
individual and society. Knowledge must be used in a 
humane and moral way. Further, Utica College holds 
that education is a learning process that is a continuing, 
exciting, challenging, enlightening, and fulfilling 
experience requiring commitment, discipline, and 
excellence.
  Utica College is considered a student-centered teaching 
college, and although faculty are recognized as experts 
in their field – 95 percent of faculty hold a Ph.D. or other 
terminal degree – they are best known for the close, 
personal attention they give to their students.
  In Fall 2009, 2,537 undergraduate students and 736 
graduate students attended Utica College. The student 
body represents a wide variety of socio-economic and 
cultural backgrounds, and includes non-traditional 
students, veterans, and students with disabilities. Non-
traditional students are particularly well served by Utica 
College. The Office of Graduate and Extended Studies 
offers a diverse program of late afternoon, evening, 
weekend, and distance learning courses for both credit 
and non-credit study.
  While slightly more than one third of the student 
body is from Utica and other Mohawk Valley 
communities, a majority of students come from 
throughout New York, New England, and the Middle 
Atlantic States. Still others come from other parts of the 
United States or from other countries.

Accreditation
  Utica College is chartered by the Regents of The 
University of the State of New York under its corporate 
name, Utica College. The College is accredited by the 
Commission on Higher Education of the Middle States 
Association of Colleges and Schools, 3524 Market Street, 
Philadelphia, Pennsylvania, 19104-2680, (215) 662-5606. 
The Commission on Higher Education is an institutional 
accrediting agency recognized by the U.S. Secretary 
of Education and the Commission on Recognition of 
Postsecondary Accreditation. Academic programs are 
approved by the New York State Education Department, 
Office of Higher Education, Room 979EBA, 89 Washing-
ton Avenue, Albany, New York, 12234, (518) 474-5851.
 
Utica College Mission Statement
Mission
  Utica College educates students for rewarding careers, 
responsible citizenship, and fulfilling lives by integrating 
liberal and professional study, by creating a community 
of learners with diverse experiences and perspectives, by 
balancing its local heritage with a global perspective, by 
encouraging lifelong learning, and by promoting scholar-
ship in the belief that the discovery and application of 
knowledge enrich teaching and learning.
Values
  Utica College’s mission rests upon a foundation of 
values that guide the College community’s decisions and 
actions. These values include the following: 
•  commitment to individual attention for our students;
•  commitment to lifelong learning;
•  commitment to pragmatic approaches to teaching 

and learning;
•  commitment to continual improvement in our edu-

cational quality;
•  commitment to fostering diversity of perspective, 

background, and experience for education in an 
increasingly global society;

•  commitment to community and professional service;
•  dedication to highest ethical standards and integrity 

in all that we do;
•  dedication to freedom of expression and to open 

sharing of ideas and creativity;
•  dedication to open, honest, and collegial communi-

cation; and
•  dedication to the well being of others.
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Non-Discrimination Policy
  Utica College is an equal opportunity institution. The 
College is committed to treating all members of the Col-
lege community in an equitable manner. Utica College 
does not discriminate against any employee or student 
on the basis of race, color, sex, pregnancy, religion, creed, 
ethnic or national origin, citizenship status, physical or 
mental disability, age, marital status, sexual orientation, 
genetic predisposition, domestic violence victim status or 
status as a disabled veteran or as a veteran of the Vietnam 
era or any other protected category under applicable 
local, state or federal law. This nondiscrimination policy 
covers admissions, employment, and access to and treat-
ment in College programs, services, and activities.
  Utica College welcomes the physically challenged and, 
in compliance with Section 504 of the Rehabilitation Act 
of 1973 (as amended) and the Americans with Disability 
Act of 1990 (ADA), does not discriminate on the basis of 
handicap. The coordinator of learning services coordinates 
the College’s efforts to comply with the applicable laws and 
regulations. The director of student development coordi-
nates the College’s academic support services to provide 
reasonable accommodations for students with disabilities.
  Utica College has been named as a Military Friendly 
School and welcomes veterans to our community. Utica 
College does not discriminate against such individu-
als. The Utica College Veterans Coordinator directs the 
College’s efforts to comply with the applicable law and 
regulations. 
  Utica College supports equal opportunity for both sexes 
and, in compliance with Title IX of the Education Amend-
ments of 1972, does not discriminate on the basis of sex.
  In accordance with federal law and regulations, this 
policy is subject to exceptions with regard to military 
programs. The College remains strongly opposed to legally 
discriminatory policies that are contrary to our core values, 
philosophy of inclusion, and Non-Discrimination Policy.

The Campus
  The campus is located at the corner of Burrstone Road 
and Champlin Avenue on the southwestern edge of the city.
  Addison Miller White Hall houses the offices of 
Admissions, Student Financial Services, Graduate and 
Extended Services, the School of Health Professions and 
Education, the Registrar, and some faculty offices. 
  Alumni Hall, a residence facility for upper class students, 
contains 16 garden-style apartments with mini-kitchenettes 
and private baths. There also are apartments specially de-
signed to accommodate persons with physical challenges.
  Bell Hall, the newest residence facility, opened in the fall 
of 2005. This five-story building provides living space for 113 
students in mostly single-occupancy, cluster-style rooms.

  Burrstone House (formerly the Ramada Inn) is 
located adjacent to the campus on Burrstone Road. It is 
used primarily as a residence hall. 
  Champlin House, located at 1660 Champlin Avenue, 
houses the College’s Division of Institutional Advance-
ment, which includes development, alumni and parent 
relations, and marketing and communications.
  Charles A. Gaetano Stadium is a state-of-the-art, 
lighted sports facility with synthetic turf designed for foot-
ball, lacrosse, field hockey, soccer and intramural sports.
  Edith Langley Barrett Fine Art Gallery is located in 
the Library Concourse. Its carpeted walls are often graced 
with fine art and photography by local, regional, and 
nationally-known artists.
  Faculty Center houses faculty offices and four state-of-
the-art educational technology classrooms, one of which has 
video conferenceing capability. It is also home to the Profes-
sor Raymond Simon Convergence Media Center, one of the 
first fully HD television studios in an educational facility.
  The Frank E. Gannett Memorial Library provides 
a physical and virtual (http://library.utica.edu) focal 
point for learning, teaching, and research. Its collection 
includes nearly 200,000 volumes, 1,200 current serial 
subscriptions, and a microform collection of more than 
60,000 units. The physical collection is supplemented by 
numerous online journals and 80 indexing and full-text 
databases, allowing students and faculty to conduct schol-
arly research from anywhere on or off campus. Fifteen 
reference computer workstations, two photocopiers, flat-
bed scanners, microform readers, and laptops with wire-
less internet connectivity are available for student use.
  The Library’s Special Collections are housed in the Joc-
elyn Romano Candido Rare Book Room. Featured here, 
among other material, is the Harry F. Jackson Welsh Col-
lection. This collection is the largest 19th and early 20th 
century Welsh-language literature in the United States, 
most of which was printed by the Welsh settlers living 
within a 30-mile radius of Utica. The Edmonds Room, on 
the second floor of the Library, houses the personal library 
and papers of Walter D. Edmonds, noted author of Drums 
Along the Mohawk. This room is available for group study.
  Isaac Gordon Science Center houses the School of 
Arts and Sciences Office, Donahue Auditorium, and 
specially-equipped science lecture halls and laboratories 
for biology, botany, chemistry, embryology, geology, and 
microbiology.
  Harold T. Clark Jr. Athletic Center includes a gym-
nasium, a swimming pool, several all-purpose rooms, a 
physical therapy lab, racquetball courts, golf and batting 
cages, physical education and athletic staff offices, plus 
equipment and locker rooms. It is also home to the Gary 
M. Kunath Fitness Center, which is open to students, 
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faculty and staff.
  Moses Gilbert Hubbard Hall contains classrooms and 
seminar rooms, journalism and public relations class-
rooms, counseling offices, the Judson Memorial Psychol-
ogy Laboratories,  the Academic Support Services Center, 
the Math and Writing Centers, and the processing center 
of the Office of Admissions. 
  The Library Concourse, a large informal hall sur-
rounding an atrium, connects the library to DePerno 
Hall. This unique area is frequently the site of musical 
recitals and receptions and is usually open for the free 
use of students and faculty for conversations, study, and 
informal class sessions. It also houses the offices of the 
Center for Excellence in Education and faculty offices.
  The Media Center is located on the ground floor of 
the Library. It houses tape-recorded lectures and study 
materials for students, as well as instructional media. The 
computer center, microcomputer laboratories and music 
classrooms are also located in the computer services  
offices.
  In August 2007, Utica College opened Phase I of its 
Science and Technology Complex, F. Eugene Romano 
Hall, a 23,000–square foot facility that houses state-of-
the-art classroom, research, and clinical space for physical 
therapy, occupational therapy, nursing, and health studies.
  The Economic Crime and Justice Studies Building, 
Utica College’s newest academic facility, opened in April, 
2009. The second phase of the Science and Technology 
complex, this 22,000-square foot state-of-the-art facility 
provides specialized laboratories and research technolo-
gies for UC’s economic crime, cybersecurity, criminal 
justice, and fraud prevention programs. It also houses the 

college’s Economic Crime Institute (ECI) and its Center 
for Identity Management and Information Protection 
(CIMIP).
  Sherwood Boehlert Hall and Conference Center is 
an air-conditioned residence hall and summer conference 
center featuring suite-style living accommodations for 
150 people.
  North and South Halls are residence halls with tradi-
tional accommodations.
  Rocco F. DePerno Hall contains Macfarlane Audito-
rium, the Willard Conference Room, Crisafulli Lounge, 
and the offices of the President, the Vice President for 
Academic Affairs and Dean of the Faculty, the Vice Presi-
dent for Finance and Treasurer, the School of Business and 
Justice Studies, International Programs, and faculty offices.
  Ralph E. Strebel Student Center is the social and 
recreational center of the campus. On the ground floor 
are Ellen Knower Clarke Lounge; Strebel Auditorium; 
the Pioneer Café, which features a Subway restaurant; the 
Health Center; the bookstore, and the Student Activities 
Office. On the upper floor are the Dining Commons, 
the Faculty Dining Room, a conference dining room, 
meeting rooms, the office of the Dean of Student Affairs, 
Career Services, Campus Safety, the editorial offices of the 
Tangerine — Utica College’s weekly student newspaper — 
and the studios of WPNR-FM, the campus radio station. 
The building also houses Mojo’z Krazi Beans coffehouse.
  Tower Hall is an air-conditioned residence hall featur-
ing cluster-style living accommodations for 69 people.
  610 French Road is a newly-renovated administrative 
building that houses Utica College’s Human Resources, 
Purchasing, and General Accounting departments.

  The term “adjunct faculty” is a general name applied 
to those persons teaching at Utica College on a part-time 
basis. Appointment is normally on a term-by-term basis.
  Appointment to the adjunct faculty or to a specific 
adjunct faculty rank does not carry with it any provision 
for tenure or any privilege other than those enumerated 
in the benefits section of this document. Courses to which 
adjunct faculty are appointed are subject to cancellation by 
the College due to low enrollment or other unforeseen exi-
gency. There will be no remuneration for cancelled courses. 
By law, Social Security will be deducted from the adjunct’s 
salary and matched in an equal amount by the College. 

Academic Freedom
Faculty members are entitled to freedom in research and 
publication, subject to the adequate performance of their 
other academic duties.

  Faculty members are entitled to freedom in the class-
room in discussing a subject, but care should be taken not 
to introduce the teaching of controversial matter that has 
no relationship to the subject of the course.
  Utica College faculty, as citizens and members of 
learned professions, recognize the urgency of their obliga-
tions in the light of their responsibilities to the subjects 
they teach, to their students, to their profession, and 
to the College. As persons of learning, faculty should 
remember that the public may judge the profession and 
the College by their utterances. Hence, they should at all 
times be accurate, exercise appropriate restraint, show 
respect for the opinions of others, and make every effort 
to indicate they are not institutional spokespersons. 

Adjunct Faculty
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Appointment Criteria and Ranks
  The minimum qualifications for appointment as ad-
junct lecturer are a master’s degree or equivalent profes-
sional certification in a field relevant to the teaching area, 
some teaching experience, and approval by the appropri-
ate academic dean or designee. Normally, initial hirings 
are made at this rank. However, in special circumstances 
an initial hire exception may be made by the Vice Presi-
dent for Academic Affairs and Dean of the Faculty upon 
the recommendation of the appropriate school dean.
  Adjunct Instructor: Promotion is not automatic. Ad-
junct lecturers may apply for promotion to the rank of ad-
junct instructor if they have a minimum of five semesters 
(including summer and winter sessions) teaching experi-
ence at Utica College, have a minimum of two calendar 
years in the rank of adjunct lecturer, and have the recom-
mendation of the appropriate school dean.
  Adjunct Professor: Promotion is not automatic. 
Adjunct instructors may apply for promotion to the rank 
of adjunct professor if they have a minimum of seven se-
mesters (including summer and winter sessions) teaching 
experience at Utica College, a minimum of three calendar 
years in the rank of adjunct instructor, and have the rec-
ommendation of the appropriate school dean.
  Adjunct Emeritus Professor: This is an honorary 
rank. Promotion is not automatic. Adjunct professors 
may apply for promotion to the rank of adjunct emeritus 
professor if they have a minimum of thirty semesters (in-
cluding summer and winter sessions) teaching experience 
at Utica College, an outstanding teaching record, have the 
recommendation of the appropriate school dean and are 
retiring due to age, health, or other appropriate reason.
  Promotion: Adjunct faculty who wish to apply for 
promotion must submit to the appropriate school office 
an updated resume, a reflective statement of teaching 
philosophy, and any other evidence of effective teach-
ing at Utica College that he or she would like to have 
considered. The candidate should also ask the appropri-
ate school to provide copies of recent student and peer 
evaluations. Materials for promotion must be submitted 
to the appropriate school office no later than February 
15th of each academic year. The appropriate school Dean 
will review the qualifications of the candidate with the 
relevant faculty and make a recommendation to the Vice 
President for Academic Affairs and Dean of the Fac-
ulty. The decision to grant promotion is ultimately the 
prerogative of the Board of Trustees. Candidates will be 
notified in writing by the President of the award or denial 
of promotion.
  The decision for promotion will be based on evidence 
of teaching effectiveness, not simply time in service. The 
school will use student opinionnaires and peer evalua-
tions by full-time faculty along with the materials submit-

ted by the candidate in judging teaching effectiveness. 
Faculty who teach on-line will also be judged based on 
the standards for teaching and learning at a distance as 
outlined in the Best Practices for Online Education docu-
ment. Creative teaching, the innovation of courses and 
programs, and the improvement of existing courses will 
be taken into consideration. 

Benefits
  Adjunct Lecturer: (1) Issuance of adjunct faculty 
identification card (valid September 1 through August 
31); (2) use of library facilities and services; (3) bookstore 
discount privileges (does not include books and computer 
software); (4) Clark Athletic Center privileges for self and 
family; (5) faculty rates for all social-cultural events and 
athletic activities; (6) invitations to college-sponsored re-
ceptions, dinners, and other events; and (7) Utica College 
faculty mailbox.
  Adjunct Instructors/Adjunct Professors/Adjunct 
Emeritus Professors: All benefits listed for adjunct lec-
turer plus the following: (1) individual listing in college 
catalog; (2) invitation to participate in academic proces-
sion at commencement with appropriate academic regalia 
furnished; (3) remitted tuition benefits for Utica College 
undergraduate credit courses for self, spouse, and depen-
dent children.
  For additional benefits see “Tuition Benefits and Re-
strictions” below.

Payment of Salary
  During the fall and spring semesters, faculty are paid 
semi-monthly, three banking days prior to the 15th and 
the last day of the month. The dates coincide with the 
beginning and ending dates of the semester. Fall semester 
checks begin mid-September and run through December. 
Spring semester checks run from mid-February through 
mid-May. Summer Session checks are issued according to 
the beginning and ending dates of each session.
  Direct deposit of pay is encouraged. Forms are avail-
able from the Human Resources office. Paychecks are 
distributed through the faculty mailboxes. They will also 
be mailed to faculty upon request. See www.utica.edu/
finance/hr for exact pay dates. 
 
Personal Information
  It is the responsibility of the individual faculty mem-
ber to keep the Office of Human Resources apprised of 
changes in address (home/business), phone number(s), 
degrees, etc. The College will not be responsible for any 
difficulties resulting from the faculty member’s failure 
to report a change of address or phone number. You can 
check your personal information on Banner Web to see if 
there are any changes necessary.
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Tuition Benefits and Restrictions
  Persons holding the ranks of adjunct instructor, 
adjunct professor, and adjunct emeritus professor may 
be eligible for tuition benefits. To receive these benefits, 
the faculty member (except adjunct emeritus professor) 
must be teaching during the term in which the remission 
is sought. Tuition benefits are restricted to three under-
graduate credit hours per family, per semester. Tuition 
benefits are available for either day or evening attendance. 
Tuition remission forms are to be requested through and 
approved by the Office of Human Resouces.

Services
Academic Advising
  Matriculated students are assigned a faculty adviser in 
their major. Non-matriculated day students are advised 
by the Academic Support Services Center. Non-matric-
ulated evening students are advised by the director of 
credit programs in the Office of Graduate and Extended 
Studies. Undergraduate students are allowed to complete 
15 credit hours before they must matriculate. Graduate 
students may complete 6 credit hours of work before they 
are required to matriculate. 

Blue Books
  Blue books for exams are available in the school offices. 
Please request them in advance of class to insure availability. 

Book Orders
  Each semester the bookstore orders over 500 titles and 
support materials for classroom use. This process begins 
with the submission of request forms to the appropriate 
school secretary about four months before the term begins. 
The bookstore staff makes every effort to obtain books by 
the first day of class, but titles that are requested late may 
not be available on time. Faculty members will be informed 
of out-of-stock situations and shipping delays as they occur.
  Faculty who are aware of a problem with a title or an 
unexpected increase in enrollment should contact the 
bookstore to facilitate resolution of the problem. Because 
most publishers apply return limits or penalties, last-min-
ute order changes or dropped titles should be avoided.
  Desk copies are ordered directly from the publisher 
through the school secretary. If a book does not arrive 
in time, faculty may purchase one from the bookstore 
and return it unmarked for a refund when the desk copy 
arrives. Books for online programs are ordered either 
through the office of Graduate and Extended Studies or 
through the School secretaries.
  Students should be told that all unpurchased stock is 
returned to the publishers approximately two months af-

ter classes have begun. Faculty are encouraged to discuss 
any questions they may have with the bookstore staff. The 
manager can be reached at 792-3193.

Bookstore
  The campus bookstore, operated by Barnes and Noble 
College Division, is located on the lower floor of the 
Strebel Student Center. Regular hours while classes are in 
session are Monday-Friday, 9:00 a.m.-5:00 p.m. Special 
evening hours are in effect during the registration period 
and can be obtained by calling the Office of Graduate and 
Extended Studies. Summer and Winter Session hours 
are variable. The bookstore accepts American Express, 
Discover, MasterCard, and VISA. The refund policy on 
textbooks is as follows: Refunds are granted within the 
first week of classes as long as the books are in original 
condition and accompanied with the receipt.
  The bookstore offers a wide variety of clothing, gift-
ware, general reading, and office supplies as well as  
everyday convenience items. For your convenience you 
may order these products, as well as your textbooks on-
line. Please visit our Web site at www.utica.bkstore.com. 
 
Computing Resources
  Adjunct faculty will receive an e-mail account and 
an Angel account for academic purposes. Faculty are 
expected to use either their UC e-mail account and/or 
their Angel course shell to communicate with students. 
The faculty are asked to check their UC e-mail account 
frequently as the Office of the Vice President for Academ-
ic Affairs, Human Resources, and other college offices 
communicate information through this system. Adjunct 
faculty can automatically forward their UC e-mail to a 
personal e-mail account by contacting the computer help 
desk (792-3115). 
  Faculty who have a class that requires a computer lab 
should reserve the lab well ahead of time (at least one 
week notice). Computer labs can be reserved by contact-
ing the Computer Help Desk at 792-3115 or e-mailing 
mclapsadl@utica.edu.

Other technology services include:
•	 Remote access to library databases by EZProxy ID.
•	 Assignment of a “Directory Web Page” in the faculty 

Online Directory.
•	 Ability to put links in faculty Web pages to course 

descriptions and schedules.
•	 Conversion of images for use on the Web or Angel.
•	 Conversion of Microsoft Word documents to PDF files 

for uploading.
•	 Microsoft Word accessible Web page conversion uploads.
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  Faculty in need of a classroom with Internet access or 
other specific technology requirements should contact 
their school dean prior to the beginning of the semester.
 
School Offices
  Each school is responsible for the content of its courses. 
Academic questions should be directed to the appropriate 
school dean. School offices are open from 8:30 a.m.-5:00 
p.m. (Monday through Friday) during the fall and spring 
semesters and 8:30 a.m.-4:30 p.m. (Monday through 
Friday) during the summer. Regular hours for the School 
of Graduate and Extended Studies when classes are in ses-
sion are Monday through Thursday, 8:30 a.m.-7:00 p.m. 
and Friday 8:30 a.m.-5:00 p.m. Any changes to scheduled 
hours will be posted. The current academic school deans, 
secretaries, and telephone numbers are:

Arts and Sciences, (315) 792-3028	
	 John Johnsen, Ph.D., Dean
	 Kristin Phelps, Secretary 
Health Professions and Education, (315) 792-3075
	 Dale Scalise Smith, Ph.D., Dean			 

Jody Bianco, Secretary
Business and Justice Studies, (315) 792-3060
	 Patricia Swann, M.S., Dean			 

Susan Cox, Secretary
The School of Graduate and Extended Studies,  
(315) 792-3001
	 Robert Halliday, Ph.D., Associate Provost, Assis-

tant Vice President of Academic Affairs, Dean of 
Graduate Studies

Duplicating
  Faculty are encouraged to use the faculty/staff copier located 
in the vicinity of the mailroom. This copier requires a depart-
ment code. See your school secretary for your code. There is 
also a coin-operated photocopying machine available in White 
Hall. Copies made on this machine are not reimbursable.
  Duplicating services are also available through the Du-
plicating Center. Faculty are encouraged to use the Digital 
Storefront to send duplicating  jobs  to the Copy Center.  
To get information on how to use the Digital Storefront, 
contact Lisa Mudrie at lmudrie@utica.edu (792-3145).  Fac-
ulty may also drop off their duplicating in the Duplicating 
Center or the academic school offices. Evening faculty may 
leave materials in the School of Graduate and Extended 
Studies. Materials can be picked up directly from the Du-
plicating Center (the Center closes at 5:00 p.m.; 4:30 p.m. in 
the summer) or from the office where the duplicating was 
dropped off. There is a 24-hour lead time for duplicating. 
 
Grade Books
  Grade books for on-campus faculty may be obtained 
from the appropriate school secretary.

Identification Cards
  Adjunct faculty identification cards may be obtained 
in the Student Activities Office on the ground floor of the 
Strebel Student Center.
 
Keys
  Some faculty may be teaching in classrooms or labs 
that are kept locked. If that is the case, these faculty will 
receive a memo asking that they come to the appropriate 
school office to obtain a key. The key must be signed out 
and then signed in upon the conclusion of the course.
  If a classroom is locked for no apparent reason, contact 
the respective school office, or security if school offices 
are closed.
 
Library
  The Frank E. Gannett Memorial Library is open 97 
hours per week during the academic year when classes 
are in session:

Monday - Thursday		 8:00 am - Midnight
Friday			   8:00 am - 10:00 pm
Saturday			   10:00 am - 7:00 pm
Sunday			   Noon - Midnight

  Hours for holidays, summer and winter sessions, and 
final exams will be posted in the library, on the library 
Web page, and in the appropriate publications. 
  Librarians offer personalized one-to-one reference 
service to students and faculty 65 hours per week, with 
no appointment needed, and conduct library instruction 
classes geared to specific assignments or topics. Request a 
class session using the online Library Instruction Request 
Form or call 792-3044 in advance to discuss your stu-
dents’ research needs and schedule a class. 
  Research databases and online journals may be ac-
cessed from off-campus via the library home page using 
a UC email username and password. Faculty may place 
class materials on reserve in the library by calling 792-
3042, or sending email to: circulation@utica.edu . 
  Interlibrary loan plays a key role in expanding access to 
library collections throughout the state, the country, and 
internationally. For more information, refer to Interli-
brary Loan FAQs on the web site. 
 
Mailboxes
  Mailboxes are located in the Gordon Science Center. 
Faculty receive a mailbox number and combination prior 
to the beginning of classes from their school secretary. 
Faculty should check their mailboxes before the start of 
each class. If no mailbox has been assigned, see the ap-
propriate school office.
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Media Center
Audio-visual material are requested through the online 
request form system. The link to this form can be found 
through the Media Center homepage  found at https://
www.utica.edu/academic/iits/.   Audio-visual mate-
rial must be ordered at least two days in advance from 
the Media Center.  If audio-visual support is required 

throughout the semester, place a “term order” with the 
Media Center.  Should you need training on the use of 
the audio-visual equipment available in a “smart” room, 
please contact krandal@utica.edu (792-3164) or jm-
lewin@utica.edu (792-3282). Dominic Aiello (daiello@
utica.edu, 792-3153) is available evenings for classroom 
support.

Academic Advising
  All matriculated students who have declared their 
majors are assigned a full-time faculty adviser. Matricu-
lated students who experience difficulty contacting their 
adviser should contact the appropriate school office.
  All non-matriculated students, and matriculated 
students whose majors are undecided, are assigned to an 
adviser in the Academic Support Services Center if they 
are day students or, to the director of credit programs in 
the School of Graduate and Extended Studies if they are 
evening students. 

Attendance
  While it is not required that faculty have an attendance 
policy, it is required that an attendance record be main-
tained in some manner. Students who stop attending class 
may be eligible for tuition reimbursement dependent 
on their last day of attendance. When submitting mid-
semester and final grades, faculty will be asked to indicate 
the last date of attendance for those students who have 
stopped attending. 
 
Auditing
  A full-time matriculated student in good standing 
may, with the permission of the instructor, audit a course 
without charge. No registration is required. Part-time or 
non-matriculated students may audit a course with the 
permission of the faculty member, provided they register 
and pay the tuition charge. Students may also elect to reg-
ister for a course on a not-for-credit basis at a reduced fee.
  Enrolled part-time students in good standing who have 
completed mathematics or language courses more than 
five years previously may be allowed to audit a beginning 
course without charge provided they secure the written 
permission of the instructor and register for the course.

  An auditor receives no grade and does not participate 
in course examinations or other work except at the option 
of the instructor. A student may change from audit to 
credit status no later than the second week of class. Stu-
dents wishing to change from credit to no credit or audit 
status must do so no later than the second week of class.

Class Breaks
  Instructors are reminded that they should plan a short 
break for any classes scheduled for more than two hours. 
Instructors may not forego breaks to shorten class  
schedules.

Class Cancellation
  All faculty are required to meet their classes for all 
scheduled meetings. Faculty who are unable to make a 
class meeting may, with the prior approval of the appro-
priate school dean, either arrange for a qualified substi-
tute (at the faculty member’s expense) or arrange to make 
up the missed class meeting. To inconvenience as few 
people as possible, if a class must be cancelled please fol-
low the procedures outlined below.

1.  Notify the appropriate school office of the cancella-
tion as soon as possible. The students will be notified 
and considerable time is required for this process. 
As many students travel some distance to class, no-
tice should be given at least six hours in advance.

2.  Discuss with the class the most convenient time 
to have the class made up. Although it may not be 
possible to accommodate all students, faculty should 
endeavor to accommodate as many as possible.

3.  Clear all potential make-up dates and times with the 
appropriate school office to determine room availabil-
ity before finalizing the date and time with the class.

Academic Policies
  The following policies are appropriate for teaching on-campus courses. With few exceptions, they are relevant also to 
teaching of on-line courses. Faculty are encouraged to view more information on the academic homepage - follow the 
link to Information for Faculty. On-line faculty are asked to also read and follow the policies set forth in the Best Prac-
tices for On-Line Education, found as a link from the Information for Faculty homepage under Resources for Faculty. 
Adjunct faculty may also visit the adjunct orientation site at http://adjuncts.utica.edu.
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Class Lists
  Class lists will be sent to faculty through the faculty UC  
e-mail account one day before the start of the semester. 
A second class list will be sent, also through UC e-mail, 
following the official census date (approximately 10 class 
days into the semester). This second list is the final list 
of those students registered in the course. Students who 
do not appear on the second list will not appear on the 
grading list and will receive neither a grade nor credit 
for the course. The second class list will be accompanied 
by a memo from the Registrar’s Office requesting faculty 
to identify any discrepancies between the list and actual 
class attendance.  

Class Times
  Classes are scheduled for the minimum amount of time 
required for accreditation by the New York State Educa-
tion Department. In a standard 15-week semester, three 
credit courses meeting three times each week meet for 
50 minutes during each session. If they meet twice each 
week they meet for 75 minutes each session. Graduate and 
Continuing Education courses meeting once each week 
meet for two hours and 50 minutes. Faculty are expected 
to conduct classes for the full allotted time each session. 
Faculty who choose not to administer an in-class final 
examination must schedule a regular class for that period.
  Faculty are obliged to adhere to class meeting times as 
published in the Schedule of Courses. 
  For faculty teaching on-line courses, please consult 
Section II: Curriculum and Instruction of the Best Prac-
tices for On-Line Education regarding the need to have 
extensive and frequent interaction with students.
 
Class Visitation
  To provide feedback to new faculty, and to obtain in-
formation on their classroom techniques, faculty from the 
appropriate academic school will observe adjunct faculty 
in class. Faculty will receive a written evaluation after the 
observation. New faculty are welcome to consult with and 
seek assistance from full-time faculty by contacting the 
appropriate school office.
 
Closing Due to Inclement Weather
  Official notification of closings will be issued as early 
as possible over the following local radio and television 
stations:
  Television:  WKTV (NBC), WTVH (CBS), WUTR 
(ABC), and News 10 Now (Time Warner).
  Radio AM: WIBX (950), WLFH (1230), WRNY (1350), 
WADR (1480), WUTQ (1550), and WMCR (1600).
  Radio FM: WPNR (90.7), WRVO (91.9), WXUR (92.7), 
WUCL (93.5), WKLL (94.9), WODZ (96.1), WOUR 

(96.9), WSKS (97.9), WLZW (98.7), WBGK (99.7), 
WBUG (101.1), WUMX (102.5), WFRG (104.3), WSKU 
(105.5), and WRCK (107.3).

Or, call Utica College at (315) 792-3111.
 
Course Requirements
  Faculty are required to give students written notifi-
cation of course requirements and review the require-
ments in class. It is important to clarify at the beginning 
of the term all course objectives and requirements—for 
example, the number of quizzes, exams, papers, reading 
assignments, projects, etc., and how they relate to the final 
grade—by providing a course outline. To comply with 
New York State Education Department requirements, a 
copy of your most current syllabus must be kept on file 
in the appropriate school office. New or revised syl-
labi for each course should be sent to the appropriate 
school office. 
 
Early Warning System
  Throughout the early part of the semester, UC e-mails 
will be sent to faculty describing the Early Warning 
System. In this UC e-mail, faculty will be asked to identify 
any students who are in academic trouble and forward 
their names to the Academic Support Services Center 
(ASSC). Personnel from the ASSC will contact those 
students and provide services as appropriate in an effort 
to optimize student success.

E-mail
  Faculty, adjunct and full time, are required to use 
their UC e-mail account for all e-mail communications 
with the College, other faculty, and students. All adjunct 
faculty members are issued an official UC e-mail account. 
Instructions on how to use your account were provided on 
hire. Information on using your UC e-mail account can 
also be found on the Web at www.utica.edu/helpsheets.
  Your UC e-mail account is the primary official channel 
through which the College will communicate with you. 
Therefore you must check your account regularly. E-mail 
communication with UC students must be through your 
UC e-mail account or Angel and students are excepted to 
use their UC e-mail accounts for communications with 
faculty

Emergency Assistance
  Emergency assistance may be obtained from the Cam-
pus Safety Office at 792-3046. Be sure to identify yourself 
and your location clearly so the safety officer can get to 
you as soon as possible.
  There are emergency telephones in the entrance to 
White Hall, in Hubbard Hall at the exit door to the Quad 
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Area, at the main entrance of the Strebel Student Center, 
and at the entrance to Burrstone House.
  Faxton St. Luke’s Memorial Health Care is located 
across Champlin Avenue from Utica College. Emergency 
medical cases can be referred there. The number for the 
Emergency Room at the hospital is 624-6112. 

Evaluations
  Student evaluations of faculty are required and take 
place near the end of each term. The evaluation form is 
available online through a link from the UC homepage. 
Faculty and students will receive a UC e-mail indicating 
the dates that the evaluation link will be available. Faculty 
are to announce these dates to their students. Further 
emails are sent as reminders until the link is closed.  

Grade Reporting
  Final grades are submitted online through Banner 
web within 7 days after the final examination or the last 
meeting of the class. Faculty must submit grades on 
time. Failure to do so may delay the process of posting 
grades to students, and may result in students not being 
certified for financial aid or graduation. Assistance with 
submitting grades can be obtained by contacting the 
Registrar’s Office at 792-3199 or visiting www.utica.edu/
bannerweb
 
Grading System – Undergraduate Students
  The grading system at Utica College is a letter sys-
tem: A, A-, B+, B, B-, C+, C, C-, D+, D, and P, which 
are passing grades, and F (Failing). Under exceptional 
circumstances the grade I (Incomplete) may be given 
if a specific requirement of the course is not met by the 
end of the semester. Incompletes are not given where 
extensive class participation or attendance is lacking. The 
student must meet with the faculty member prior to the 
end of the term to discuss a timetable for completion of 
the course. It is not sufficient to merely mark an I on the 
final grade sheet. Both faculty member and student must 
complete portions of an Incomplete contract in which the 
faculty member outlines the parameters and deadline of 
the Incomplete. Final approval of the Incomplete must 
be given by the appropriate academic school dean. The 
school dean’s signature, in addition to those of the student 
and faculty member, must appear on the Incomplete form 
before it will be accepted by the Registrar’s Office. If the 
Incomplete form has been completed and signed, the 
faculty member then submits it to the Registrar’s Office. 
Failure to submit an Incomplete form will result in an F 
grade for the student. Copies of the Incomplete form are 
available in the appropriate school office on the Registrar’s 
Web site, www.utica.edu/registrar.

Grading System – Graduate Students
  The grading system used at Utica College is a letter 
system: A, A-, B+, B, B-, C+, C, and P, which are passing 
grades, AU (Audit), and (F) failing. Only courses desig-
nated as such in the graduate catalog may be taken on a 
pass/fail basis. 
  A grade of Incomplete (I) may be granted only if it can 
be demonstrated that it would be unfair to hold a stu-
dent to the normal time limits for the course. A request 
for a grade of Incomplete must be completed by both the 
student and the instructor and requires the approval of 
the assistant vice president for academic affairs/dean. The 
amount of time granted to complete the Incomplete will 
be set by the instructor at the time the contract is submit-
ted. Even though an instructor may require a student to 
repeat certain elements of a course to finish an Incomplete, 
students should not register for the course a second time.
  A grade of I will remain on the record until a change of 
grade is submitted by the instructor. Completing require-
ments for a course does not remove the Incomplete from 
the record. The I remains a permanent part of the aca-
demic record and transcript so that the change from the 
Incomplete to a grade can be clearly identified. An Incom-
plete may affect student financial aid. Contact the Office of 
Student Financial Services for more information.
  For courses that extend beyond the end of the semes-
ter, a grade of V will be issued by the instructor. The grade 
of V is a neutral grade and is replaced by the letter grade 
earned at the conclusion of the course.
 
Graduation Approval – Graduate Students
  To be approved for graduation, a student must (a) 
complete all course requirements with satisfactory aca-
demic standing including a minimum cumulative grade 
point average of 3.0, (b) submit to the Registrar’s Office a 
Diploma Request Card at the beginning of the semester at 
the completion of which the student anticipates graduat-
ing, (c) obtain acceptance of the thesis or project from the 
committee members or pass the comprehensive exam, (d) 
if appropriate, deposit two required copies of the thesis 
or project in the office of the dean of their school and 
obtain approval from that office, and (e) satisfy all finan-
cial obligations to the College, including the graduation 
fee. Verification of completion of the requirements for 
graduation is achieved by the student submitting to the 
dean of their school either a completed Graduate Degree 
Approval Form (Thesis) or a Graduate Degree Approval 
Form (Exam), whichever is appropriate. When all of these 
criteria have been met, the dean shall recommend the 
student to the vice president for academic affairs for certi-
fication by the Faculty Senate that the student has met all 
of the requirements for graduation.
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Honor Societies
  Utica College maintains membership in six honor soci-
eties including: Alpha Sigma Lambda (the national adult 
continuing education honor society), Delta Sigma Rho-
Tau Kappa Alpha (the national debate society), Phi Alpha 
Theta (the national history honor society), Psi Chi (the 
national psychology honor society), Sigma Tau Delta (the 
international English honor society), and Tau Mu Epsilon 
(the national professional public relations honor society). 
For information on any of these organizations contact the 
appropriate academic office.
 
Human Subjects
  Federal regulations developed by the National Institute 
of Health require the protection of the rights of human 
subjects used in research of any kind. Utica College ac-
knowledges its responsibility for protecting the rights and 
welfare of human subjects of research. The College’s poli-
cies and procedures are consistent with the applicable fed-
eral regulations and apply to all activities which include 
research with human subjects and:
1.  are sponsored by the College; or
2.  are conducted by or under the direction of any 
	 employee, student, or agent of the College in con-

nection with his or her institutional responsibilities; 
or

3.  are conducted by or under the direction of any 
	 employee, student, or agent of the College using any 

property or facility of the College; or
4.  involve the use of the College’s non-public  

information.
  Utica College policy states that no research with hu-
man subjects shall be conducted until the Institutional 
Review Board has approved the research protocol. Before 
such approval is granted, proper consideration shall be 
given to the risks to the subjects, the anticipated benefits 
to the subjects and others, the importance of the knowl-
edge that may reasonably be expected to result, and the 
informed consent process to be employed.
  Further information on the use of human subjects in 
research may be found in the Utica College publication 
“Policies and Procedures for Protecting Human Research 
Subjects” available in the office of the Vice President for 
Academic Affairs. To obtain a copy call (315) 792-3122, 
or go to the UC Web site at www.utica.edu/irb

Intellectual Honesty
  The faculty at Utica College expects intellectual hon-
esty from students in examinations and in the writing of 
themes, term papers, or laboratory reports. Intellectual 
honesty is necessary for the free exchange of ideas.
  Plagiarism, a serious form of intellectual dishonesty, is 
defined as the use of ideas and phrases in the writings of 

others as one’s own without crediting the source. Sources 
can include books, papers written by anyone else, editori-
als, opinions, reference articles, or other media, including 
the Internet. Paraphrasing must be cited and credited as 
well. Credit must be given either internally in the text or 
in formal notes.
  Cheating refers to both the giving and the receiving of 
unauthorized assistance in the taking of examinations.
  Students who assist other students in acts of plagiarism 
and/or cheating, or who otherwise contribute to acts of 
intellectual dishonesty, such as providing a term paper, 
lab report, or other assignment paper for unauthorized 
use, are subject to the appropriate penalties.
  Utica College faculty are authorized to assign academic 
penalties, including the grade “F for Cheating,” for intel-
lectual dishonesty. Students who receive an F for Cheat-
ing forfeit their right to withdraw without penalty. (The 
phrase “for Cheating” will be removed upon graduation 
at the student’s request.) The faculty shall inform the stu-
dent in writing of the penalty and of the right to a hearing 
before the Academic Standards Committee. The Provost, 
and Vice President for Academic Affairs will refer any 
repeat offense to the Academic Standards Committee, 
which may recommend a more severe penalty. 

Make-Up Examinations
  If a student is unable to take a scheduled examination, 
a make-up examination may be given at the discretion 
of the faculty member. Such examinations must be taken 
during the same semester in which the examination was 
missed, unless a grade of incomplete is given for sufficient 
reason.  

Mid-Semester Deficiency Reports
  Faculty must submit mid-semester grades. Grades 
are to be submitted online through Banner web. Faculty 
will be sent a UC email reminding them to submit mid-
semester grades and providing the dates for this submis-
sion. Assistance with submitting grades can be obtained 
by contacting the Registrar’s Office at 792-3199 or visiting 
www.utica.edu/bannerweb. When entering mid-term 
grades, also enter the last day of attendance if a student 
has stopped attending. 

Petitions
  If a student wishes to be absolved from adhering to a 
particular academic regulation or procedure, or believes 
an academic regulation has been unfairly applied, the 
student should discuss the problem with the Academic 
Support Services Center. If the matter cannot be resolved 
after consultation with the Academic Support Services 
Center, the student will be provided with a form for 
petitioning the Academic Standards Committee. After the 
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student has submitted the petition, the Academic Stan-
dards Committee will consider the case and inform the 
student of the decision reached and the action taken.
 
Room Changes
  Utica College has a limited number of classrooms 
available. Every effort will be made to assign faculty to 
a room appropriate to their course. If the classroom 
assigned is inadequate, please contact the appropriate 
school office and indicate specifically how the assigned 
room is inadequate. No room change requests will be 
honored until the second week of classes.
  Under no circumstances should faculty change classrooms 
without requesting a change and receiving authorization to 
do so. Meetings, make-up classes, professional development 
courses, or other activities may be scheduled to meet in a 
room that appears empty. Changing rooms without approval 
may result in inconvenience to many people.
  On some occasions rooms will be changed without a 
faculty request. This is only done to alleviate overcrowd-

ing or because another class needs some facility a particu-
lar room has that is not being used. Faculty cooperation 
will be appreciated.
 
Transcript of Grades
  The Registrar’s Office issues transcripts upon request. The 
fee is $5.00. Although students may request an unofficial 
copy for their own use, official transcripts are issued only 
to other institutions or individuals, never to the student. 
Requests are not accepted by telephone; they must be made 
in person or in writing using a Transcript Request Form. 

Withdrawal from Class
  To withdraw from a class, students must notify the 
Registrar’s Office in writing. Please advise students that 
notification to a faculty member does not constitute 
withdrawal from a course. If it is not possible to notify the 
Registrar’s Office in person, notification by mail will be 
accepted. Failure to officially withdraw from a course will 
result in a grade of F.

OVERVIEW 
  As part of our dedication toward academic excellence, 
Utica College endorses a series of standards for teaching 
and learning at a distance. These standards have been 
captured in a document titled, “Best Practices for Online 
Education,” and can be viewed at the following link: 
  http://utica.edu/academic/facultyinfo/media/Best 
Practices Document 3-4-08.pdf
  We ask that you carefully review this document with 
the expectation that you will incorporate these best prac-
tices into your online teaching. Online faculty members 
are expected to be engaged in their course learning envi-
ronment. Utica College reserves the right to examine the 
instructor’s course materials and online activity based on 
student complaints and/or infrequent Angel login activity.  

BEST PRACTICES
  Here are some of the more critical ‘best practices’ to 
keep in mind:
•	 Make adequate preparations so that you feel comfort-

able using and navigating your way around WebCT – 
Utica College’s online course management system. 

•	 Be sure that your online course is ready with clear in-
structions and content-related materials when students 
login on the first day of class.

•	 Check the settings so that assignment due dates and 
exam availability periods correspond with the course 
schedule/calendar.

•	 Communicate with your students within twenty-four 
(24) hours of the start of a course with introductions, 
course expectations, and guidelines.

•	 Log into your course daily during the week and at least 
once on weekends to respond to all WebCT mail and 
threaded discussion postings.

•	 Provide a twenty-four (24) to forty-eight (48) hour 
response time to all e-mailed communications from 
your students.

•	 Grade and return all student work within one week 
after assignment and exam submission due dates.

•	 Inform students in advance, when possible, if you will 
be away or unavailable for any period of time. 

REMINDER
  Remember, in many ways, you as a faculty member 
represent the ‘face’ of Utica College to your online and 
distance education students. They are looking for your 
active presence in the course, timely feedback to their  
assignments, discussion postings, and emailed commu-
nications, and for guidance in defining and creating an 
online environment that nurtures teaching and learning. 
It is to that end that we ask you to regularly review and 
implement these online ‘best practices’. 
  For assistance with online teaching, contact the Center 
for Innovative Learning, 315-792-3446. 

Best Practices for Online Education



14					         Utica College

Academic Support Services	 792-3032
Arts and Sciences School		 792-3028
Athletic Center	 792-3051

Bookstore	 792-3193
Business and Justice Studies School	 792-3060
Business Office	 792-3224

Career Services	 792-3087
Computer Help Desk	 792-3115
Computer User Services		  792-3337

Continuing Education	 792-3001
Dean of the Faculty	 792-3122
Duplicating	 792-3145

Emergencies	 #611
Financial Aid Office	 792-3179
Graduate Admissions Office	 792-3010 

Graduate and Extended Studies		  792-3001
Health Professions and Education School	 792-3075
Human Resources Office		 792-3276

 
Integrated Technology Services 		  792-3835 
Library 		 792-3041
Media Center 	 792-3153

 
Payroll 		  792-3024
President 	 792-3222
Public Relations 		 792-3047

 
Registrar 		  792-3393
Safety Office 		  792-3046
Student Affairs 		  792-3100

 
Veterans Affairs 		 792-3013
Vice President for Academic Affairs 	 792-3122

Fall 2011
Convocation	 August 29
Classes Start	 August 30
Last Day to Add/Drop	 September 7
Fall Recess	 October 10
Mid-Term	 October 21
Deadline for WD or P/F	 November 4
Thanksgiving Recess	 November 23-25
Last Day of Classes	 December 12
Study Days for Day Courses	 December 13
Examinations for Day Courses	 December 14-19
Examinations for Evening Courses	 December 6-16

Examinations for online courses - prerogative of instructor
Grades due 7 days after each examination.

 

Winter Session 2012
Classes Start	 January 2
Last Day of Classes	 January 13
Examinations are on the Last Day of Classes

Grades due 7 days after each examination.

Spring 2012
Classes Start	 January 19
Last Day to Add/Drop	 January 25
Mid-Term	 March 9
Spring Recess	 March 12-16
Deadline for WD or P/F	 March 30
Last Day of Classes	 May 2
Study Day for Day Courses	 May 3
Examinations for Day Courses	 May 4-9
Examinations for Evening Courses. Please check the 

academic calendar on the college’s Web site.
Examinations for online courses - prerogative of instructor
An up to date schedule can be found online at www.utica.edu

Grades due 7 days after each examination.
Commencement	 May 13

Telephone Numbers

Academic Calendars
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Fall D1 2011
Classes begin – Monday, August 29
Last day to add/drop – 11:59 PM EST,  

Wednesday August 31
Mid-Semester Grades due - 11:59 PM EST, Sunday  

September 25
Last day to withdraw – 11:59 PM EST, Monday October 3
Online Opinionnaire opens – Friday, October 14
Last day of classes – Friday, October 21
Online Opinionnaire closes – Friday October 21
Final grades due – 11:59 PM EST, Friday, October 28

Fall D2 2011
Classes begin – Monday October 24
Last day to add/drop – 11:59 PM EST, Wednesday  

October 26
Mid-Semester Grades due – 11:59 PM EST, Sunday  

November 20
Last day to withdraw – 11:59 PM EST, Monday  

November 28
Online Opinionnaire opens – Friday December 9
Last day of classes – Friday December 16
Online Opinionnaire closes – Friday December 16
Final grades due – 11:59 PM EST, Friday December 23

Spring D1 2012
Classes begin – Monday January 2
Last day to add/drop – 11:59 PM EST, Wednesday,  

January 4
Mid Semester Grades due - 11:59 PM EST, Sunday  

January 29
Last day to withdraw – 11:59 PM EST, Monday February 6
Online Opinionnaire opens – Friday February 17
Last day of classes – Friday February 24
Online Opinionnaire closes – Friday February 24
Final grades due – 11:59 PM EST, Friday, March 2

Spring D2 2012
Classes begin – Monday February 27
Last day to add/drop – 11:59 PM EST,  

Wednesday February 29
Mid-semester grades due – 11:59 PM EST,  

Sunday March 25
Last day to withdraw – 11:59 PM EST, Monday April 2
Online Opinionnaire opens – Friday April 13
Last day of classes – Friday April 20
Online Opinionnaire closes – Friday April 20
Final grades due – 11:59 PM EST, Friday April 27

Summer D1 2012
Classes begin – Monday April 30
Last day to add/drop – 11:59 PM EST, Wednesday May 2
Mid-semester grades due – 11:59 PM EST,  

Sunday May 27
Last day to withdraw – 11:59 PM EST, Monday June 4
Online Opinionnaire opens – Friday June 15
Last day of classes – Friday June 22
Online Opinionnaire closes – Friday June 22
Final grades due – 11:59 PM EST, June 29
 
Summer D2 2012
Classes begin – Monday June 25
Last day to add/drop – 11:59 PM EST, Wednesday June 27
Mid-semester grades due – 11:59 PM Sunday July 22
Last day to withdraw – 11:59 PM EST, Monday July 30
Online Opinionnaire opens – Friday August 12
Last day of classes – Friday August 17
Online Opinionnaire closes – Friday August 17
Final grades due – 11:59 PM EST, Friday August 24

Dates for 8-Week Semesters 2011-2012

NOTE: This schedule only applies to online classes following the 8-week schedule. 



Notes





  Utica College is chartered by the Regents of the University of the State of New York. The College is accredited by the 
Commission on Higher Education of the Middle States Association of Colleges and Schools, 3524 Market Street, Phila-
delphia, PA 19104-2680, (215) 662-5606. The Commission on Higher Education is an institutional accrediting agency 
recognized by the U.S. Secretary of Education and the Commission on Recognition of Postsecondary Accreditation. 
Academic programs are approved by the New York State Education Department, Office of Higher Education, Room 
979EBA, 89 Washington Avenue, Albany, NY 12234, (518) 474-5851.

1600 Burrstone Road
Utica, NY 13502-4892

Telephone: (315) 792-3122
Fax: (315) 792-3702

E-Mail: vacadde@utica.edu
http://www.utica.edu


