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Initially, the reviewer and reviewee should meet to discuss the course as a whole, and how representative 4.	
sessions fit with the Gestalt.  The person being reviewed should supply the reviewer pertinent documents, 
including the syllabus and any others chosen by the reviewee.  If appropriate, reviewer access to private 
e-mail exchanges between the faculty member and students also may be provided by the instructor for a 
more accurate and complete review.    In addition, the person being reviewed can use this opportunity to 
explain any unusual dimensions of the course (e.g., a syllabus that was not of their making) and/or to dis-
cuss the visibility of course content (e.g., if content is posted but being released to students until needed).

For the online review, “a class visit” means complete access to the Blackboard course website for the 5.	
reviewer with as little disruption to the class learning environment as possible.  Typically, having the 
reviewer added to the online course as a “student” would afford the reviewer access to class material visible 
to the students without disrupting the course. 

Online “class sessions” typically occur over several calendar days and can involve asynchronous and 6.	
synchronous activities by both instructor and students.  A “visit” to an online class should not be defined 
as a specific calendar day but should reflect the instructor’s definition of a class session and consider the 
interaction that occurs between the instructor and the class of students and the instructor and individual 
students during the online class session.  Additionally, the Blackboard learning system and its Building 
Blocks provide the instructor with various features and tools for use in conducting the online session and 
course.  Reviewers should be aware that these tools typically are added over time and may not be available 
to all instructors.  

It is recommended that the reviewer “visit the course” twice during a term, similar to the two class visita-7.	
tions expected of a reviewer of a traditional, face-to-face course.

After the class visits, the reviewer and instructor being reviewed should meet for an informal discussion 8.	
of the reviewer’s reactions. Every attempt should be made to meet within 24 hours of the class visit, when 
specifics are still clearly remembered.

Within 30 days after the second visit, the reviewer delivers a letter to the reviewee and to the dean/chair.  9.	
The letter should be a comprehensive narrative focusing on the course as a whole, the class visits, and the 
integration of the two.  The narrative should consider the evaluation criteria described below.  It should 
NOT be written in the form of a checklist.

In the evaluation letter, the reviewer should include two separate sections, one regarding visits to the on-10.	
line course specifically and the other on the structure of the online course as a whole.  The latter should be 
judged from personal discussions with the instructor and a review of syllabi along with other documents. 
For both sections of the review letter, specific evidence should support conclusions.  Two items especially 
(I.9 and I.10 below) involve the intersection between the online sessions and the course, but the entire 
letter should be a Gestalt that cites inter-relations between course design and individual class visits.

Reviewers should address as many areas as are pertinent to a specific online course.  In addition, reviewers 11.	
are encouraged to discuss creative dimensions of teaching online not listed below 

Finally, the following list presents to the reviewer evaluation criteria to be considered when evaluating the 12.	
instructor and preparing the review letter:  
 



84

I.    Evaluation of Visits for Online Class Sessions
	

Preparation for the online class session1.	  — evident in the materials for the course session being re-
viewed, and in facets of presence, such as a “starter” message in the discussion forum, an announcement 
with reminders of the session’s topic and/or assignment, an announcement of a chat agenda, the text under-
neath a the session’s folder, etc.
Organization of the online class session2.	  — evident in the use of the online materials, assignments, 
readings, offline materials, discussion, chat; the class session is easy to navigate; components and structure 
understandable; course syllabus identifies and clearly delineates the role the online environment will play in 
the session
Teacher’s enthusiasm for the subject matter 3.	 — evident in teaching presence, preparation, facilitation 
of online discussion and chat, and in responses from students during online session
Clarity of classroom communication in the online environment, both oral and written 4.	 — evi-
denced in announcements, e-mail, discussion postings, lecture modules, folder/document identification, and/
or other technologies used in the course site (i.e., chat room archives, viewlets, etc..)
Facilitation of student participation appropriate to the class session’s online activities – 5.	 evident 
in the instructor’s presence in the online session; promotion of  3-way interaction (student-content, student-
teacher, student-student); and instructor’s response to perspectives that differed from his or her perspectives
Ability to make difficult concepts understandable 6.	 — evident in written materials, explanations 
in discussions, chats, and announcements and based upon the students posted questions and responses to 
instructor’s feedback
Facilitation of higher order thinking 7.	 — evident in instructor’s formulating productive questions for 
discussions/chat and group work; feedback provided to students on assignments and projects; presentation of 
course syllabus, lecture modules, class assignments, and  student activities; and individual interactions with 
students  
Mastery of the subject matter 8.	 — evident in instructor’s ability to effectively communicate knowledge of 
subject matter, to organize student learning, and to facilitate student learning and assessment in the online 
environment through the tools and features available 
Integration of the individual class with course organization as a whole 9.	 — evident in statements 
indicating how this class session relates to other sessions and to the course as a whole in instructor feedback, 
in postings to discussions or chats, in course syllabus, and in the use of course links, announcements, and 
other available technologies
Selection and implementation of instructional strategies appropriate to learning goals 10.	 — evident 
in instructor’s application of effective instructional strategies for communicating course content through 
available online technologies and tools; in the learning experiences of the students; and in the relationship 
of the instructor’s stated goals and objectives in the syllabus to the learning activities and assignments of 
students and presentation of course content by the instructor in the online environment 
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II.	 Evaluation of Online Course as a Whole

Overall Design and Organization of course 1.	  — evident in the online course site through instructor’s 
presentation of the syllabus and  use of organizing tools (menu structure, folders, course links, etc.) and class 
session progression; ease of navigation; structure of course for student access to primary materials and activi-
ties 
Congruence between course goals, objectives, content, and activities2.	  – evident in instructor creat-
ing an online course structure and progression that demonstrated clear linkage between course objectives, 
course content and student activities 
Appropriate assessment of student learning in relation to course goals and outcomes 3.	 — evident 
in facilitation of assignments and assessment activities in the course site and through online course tools 
Appropriate assignments for students given the course objectives and course level 4.	 — evident in 
effective use of course tools to facilitate assignments and student learning activities in the online environ-
ment
Appropriate methods and criteria for grading 5.	 — evident in course syllabus and learning activities 
and the facilitation of these student learning activities and instructor feedback
Appropriate application of online learning system technologies (Blackboard and its Building 6.	
Blocks) as well as other supportive resources throughout the semester — evident in appropriate 
use of Blackboard tools and features, available educational technologies (multimedia, tutorials, publisher 
materials, etc.) and discipline specific Internet/software resources; effective instructional design and delivery 
of content, communication, and student and instructor activities to align with goals and objectives 

Other considerations for evaluating the instructor in the online environment overall:
Presence of instructor•	  as indicated by active teaching elements, course design and organization, 
facilitation of discourse and level of direct instruction. 
Quality and quantity of instructional posts and feedback•	
Creation of a community of learners in online environment•	 — evident in instructor’s ability to build 
and sustain the online learning community throughout the semester through introductions, biographical 
sketches, pictures, discussions, presentations, student activities, feedback, and student socializing in chats, 
discussion forums, etc.
Suggest ways the instructor can make this course more effective •	

STUDENT SURVEY OF TEACHING 

A new Student Evaluation Survey was implemented in fall 2007.  It addresses five domains.  In the instrument
received by students, items are randomized.  Students rate teachers on a 6 point scale with a 7th option, “Does not 
apply.” 
 
Domain: Instructional Design
 

The instructor made it clear how students would be assessed.1.	
The instructor provided constructive feedback on course assignments and exams.2.	
The assignments were challenging at an appropriate level for the course.3.	
The assignments were helpful in acquiring a better understanding of course objectives.4.	

 
Domain: Instructional Delivery
 

The instructor’s use of examples helped to get points across in class.    5.	
The instructor was enthusiastic about teaching.6.	
The instructor used methods that help students learn.7.	
The objectives of the course were well explained.8.	
The instructor helped me to understand the relevance of this course9.	
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The instructor’s explanations were clear.10.	
The instructor was well prepared for class.11.	

 
Domain: Attitudes toward Student Learning
 

The instructor was concerned with whether or not the students learned the material.12.	
The instructor treated students with respect.13.	
The instructor returned graded materials within an appropriate time frame.14.	
The instructor created a learning environment in which students felt comfortable asking questions.15.	
The instructor stimulated my thinking.16.	
The course material was presented at an appropriate level of understanding.17.	

Domain: Out of Class Availability

Communication with the instructor outside of class was helpful.18.	
Assistance from the instructor outside of class was readily available if I sought help.19.	
The instructor encouraged students to seek help outside of class if needed.20.	
The instructor responded to my communications in a timely manner21.	

 
Domain: Student Outcomes

The instructor helped me to understand the material in this course.22.	
The instructor helped me consider alternative perspectives on the topics presented.     23.	
The instructor was helpful in advancing my knowledge or skills.24.	
The instructor challenged me intellectually.25.	

Written Comments

	 1. 	 What aspects of the instructor’s teaching were most effective?
	 2.	 How could this instructor improve his/her teaching effectiveness? 

Additional Items 

Consistent with current policy, teachers or academic divisions are welcome to add items to the student survey, 
though these will not have undergone standardization.

Who is Evaluated?

Non-tenured faculty must be evaluated in all courses each semester prior to their third-year review.  Given a posi-
tive decision for retention, the faculty member may elect to reduce the number of courses to be evaluated to two 
per semester or may elect to continue evaluation of all courses.  The latter may be the prudent choice for faculty 
who desire to demonstrate excellence in teaching.  The Third-Year Review Committee also can recommend that a 
particular faculty member continue to be evaluated in all his or her courses if concerns exist regarding the indi-
vidual’s teaching performance.

Tenured faculty are evaluated in at least one course each semester.  The course to be evaluated is selected by mu-
tual agreement of the faculty member and the Chairperson or Dean.  This insures that the full range of courses 
taught by a faculty member will be evaluated.  Tenured faculty may also request more frequent evaluations to 
document teaching excellence when seeking promotion or merit pay, or to obtain feedback for the purpose of 
course development.
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Student Survey Administration Procedures
Student surveys are administered during the 12th to 14th weeks of the semester.  The instructor is consulted to 
determine the best date and time for evaluation.  Neither the instructor nor any student in the class being evalu-
ated may play any role in administering the student surveys.  Student survey evaluation forms are distributed to 
the students by individuals trained in standardized administration procedures.  Student aides, graduate students, 
secretaries/administrative assistants, members of the Student Government Association, or members of professional 
organizations within a School or Department may distribute and collect the forms.

All persons involved in student survey administration must read a standardized script and follow procedures for 
distribution, collection and storage of evaluation forms.  Part of the script is to inform student raters of the impor-
tance and purposes of the evaluations.  The administrator collects the completed evaluation forms, checks them 
for accuracy and completeness, seals them in envelopes (one for the standardized questions and one for the open-
ended questions), and immediately delivers them to the office of the Chairperson or Dean.  Open-ended responses 
are retained in the office of the Chairperson or Dean.  The sealed envelopes are returned to the student survey 
Coordinator.  The student survey Coordinator organizes the evaluation forms for the entire school and sends them 
as a whole to the University Counseling Center for scoring.

Reporting Results
For every class evaluated, the University Counseling Center prepares a report which includes (1) the frequency of 
each rating for each item and (2) a mean for each of the 25 rated items.  The report also includes a summary of 
the descriptive data on student evaluators.  A copy of the report is sent to the appropriate Dean.  

The open-ended question responses are reviewed by the Chairperson or Dean and the faculty member.  Open-
ended responses facilitate the interpretation of student survey results by providing more extensive qualitative in-
formation not tapped by the rated items.  While the student survey is summative in nature, open-ended responses 
may provide useful formative information.  All faculty are required to retain their copy of the student survey 
results for promotion and tenure considerations, since duplicate copies cannot be provided at a later date.
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STUDENT SURVEY OF CLINICAL TEACHING
CLINICAL TEACHING EFFECTIVENESS QUESTIONNAIRE (CTEQ)

Who is Evaluated?
The Clinical Teaching Effectiveness Questionnaire (CTEQ) should be used to evaluate the teaching of any faculty 
member in the Schools of Health Sciences, Pharmacy, and Nursing who provides direct on-site guidance of stu-
dents’ clinical learning activities.  Clinical teachers may be full-time or part-time, paid or unpaid, and may be also 
known as “preceptor,” “clinical instructor” or “adjunct.”

CTEQ Administration Procedures
The CTEQ may be administered on an individual or group basis, whichever is appropriate in a given situation.  
Note that additional items may be added to the form at the discretion of the Clinical Instructor or the University 
Clinical Coordinator in order to assess specific aspects of a given clinical situation. 

Individual Basis.  This is most appropriate when the students do not meet as a group, but work on a one-to-one 
basis with the clinical instructor.  In this case, the Clinical Teacher gives a form and an envelope to each student.  
Each student is asked to complete the form, place it in the envelope, and seal the envelope.  The Clinical Teacher 
gathers all of the forms and returns them in their sealed envelopes to the University Clinical Coordinator.

Group Basis.  This is most appropriate when the students meet as a group in a seminar led by the Clinical Teacher 
or University Clinical Coordinator.  If the seminar is led by the Clinical Teacher, the forms and an envelope should 
be given to a student to administer.  The Clinical Teacher should then leave the room.  The student administra-
tor will assure that all forms are completed, placed in a sealed envelope, and delivered to the University Clinical 
Coordinator.

If the University Clinical Coordinator leads the seminar, he/she may administer the form directly, making clear 
that it is the Clinical Teacher who is to be evaluated.

The University Clinical Coordinator receives the completed forms and will deliver the answer sheets for the objec-
tive items to the University Counseling Center for scoring and summarizing.  The responses to the open-ended 
questions will be placed in the Dean or Department Chair Office for review by the University Clinical Coordina-
tor, Clinical Teacher, Dean, and/or Chair.

Reporting Results
Summary results for the objective items will be sent from the University Counseling Center to the Dean who will 
then send them to the University Clinical Coordinator for distribution to the Clinical Teachers.

University Clinical Coordinator Evaluation
“University Clinical Coordinator” is defined as a faculty member who arranges for placement of students in clinical 
sites, orients clinical teachers and students, monitors students’ progress in clinical experience, and conducts ongo-
ing evaluation of clinical sites.  Since the work of the University Clinical Coordinator may be considered a kind 
of teaching, forms are also available for evaluation of the effectiveness of their work by both students and clinical 
teachers.  These forms are available from the University Counseling Center.  Simply request the Clinical Coordina-
tor Evaluation (Student Form) and/or the Clinical Coordinator Evaluation (Clinical Teacher Form).  
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STUDENT SURVEY OF ONLINE TEACHING

Who is Evaluated?
The Online Distance Learning Teaching Effectiveness Questionnaire (OLDL-TEQ) is to be used for student evalua-
tion of instruction in courses that are taught totally online, and are thus considered distance learning courses.  These 
courses are designated as Section 55 or 56 in the Schedule of Classes.  The items were developed to reflect best practices 
in teaching online and, therefore, differ somewhat from items on the Teaching Effectiveness Questionnaires developed 
for classroom teaching and for clinical teaching environments.

Faculty who teach online distance learning courses will be expected to agree to the administration of this questionnaire 
according to the guidelines currently used for the Student Evaluation Survey in face-to-face courses:
•	 All courses taught by full-time faculty prior to Third-Year Review
•	 At least two courses per semester until tenure
•	 One course per semester for tenured faculty
•	 All courses taught by adjunct faculty

OLDL-TEQ Administration Procedures
The administrative unit responsible for distance learning will make available to distance learning students this version 
of the Teaching Effectiveness Questionnaire for each course in which they are enrolled.  The form will be made avail-
able to students enrolled in semester-long courses between the 12th and 14th week.  In the case of courses that follow 
an abbreviated schedule, the form will be made available one week prior to the end of the course.  Students will be 
assured of the confidentiality of their individual responses.  

Reporting Results
After grades are submitted, a summary of the (OLDL-TEQ) results for each course will be shared with the appropri-
ate Dean, who will in turn share the results with the faculty member and department chair.  The report will be in the 
same format as that for the Teaching Effectiveness Questionnaire used in face-to-face courses, and are to be used by the 
faculty member, department chair, and Dean in the same way.
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Online Distance Learning Teaching Effectiveness Questionnaire

The following ten items are to be rated on a five-point scale ranging from:
Strongly Disagree=1 to Strongly Agree=5:

1.	 The instructor clearly explained course objectives.

2.	 The instructor structured class discussion and assignments in a way that enhanced learning.

3.	 The instructor provided useful course resources (e.g., readings, hyperlinks, discussion questions,  
	 summary notes).

4.	 The instructor promoted thinking rather than only memorization.

5.	 The instructor explained the concepts and ideas clearly.

6.	 The instructor responded to student questions in a timely, helpful manner.

7.	 The instructor provided timely and helpful feedback on course assignments and/or exams.

8.	 The instructor assigned grades fairly.

9.	 The instructor significantly increased my understanding of the subject matter.

10.	 Overall, the instructor is an excellent online teacher.

Students will also respond to these two open-ended items:

•	 What aspects of this instructor’s teaching were most effective?
•	 How could this instructor improve his/her teaching effectiveness?

Who to Contact

Dr. Ralph Pearson, Provost and Academic Vice President, oversees the faculty peer evaluation of teaching, and is 
available to address relevant questions at pearsonrl@duq.edu or 412-396-6055.

Dr. Alexandra Gregory, Associate Provost and AAVP, oversees the student evaluation of teaching.  Please address 
questions about procedures and policies to Dr. Gregory at gregorya@duq.edu or 412-396-4525.

The University Counseling Center is responsible for distributing and scanning the SES response sheets and for 
creating reports for each class.

Past institutional reports of the Student Evaluation Survey (SES) are posted on the Teaching tab of DORI.  We 
post the institutional results for each fall semester.  These provide helpful benchmarking information within 
Duquesne University

The student evaluation survey and the peer review procedures for face-to-face courses were revised effective fall 
2007 by a representative faculty committee chaired by Dr. Paul Richer, professor of psychology.  The committee 
piloted the new SES forms and made changes based directly on input from Faculty Senate forums.

The Center for Teaching Excellence helps to communicate the policies and procedures, and they are available to 
consult with faculty and TAs concerning their teaching.  CTE personnel do not have access to evaluation results 
except through individuals who bring their own results to consultations.  They do not play any role in the official 
evaluation of teaching, but rather provide feedback for use by individual instructors. 
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Registration and Scholastic Policies
Office of the Registrar

UNDERGRADUATE GRADING
Grade Quality Points Description

A 4.0 Superior
A- 3.7 Excellent
B+ 3.3 Very Good
B 3.0 Good
B- 2.7 Above Average
C+ 2.3 Satisfactory
C 2.0 Average
D 1.0 Lowest Passing Scale Grade
F 0.0 Failure

For more information, please consult the current undergraduate catalogue.

GRADUATE GRADING
Grade Quality Points Description

A 4.0 Distinguished Scholarly Work
A- 3.7
B+ 3.3
B 3.0 Normal Progress Toward Degree
B- 2.7
C+ 2.3 Satisfactory
C 2.0 Warning – Student Subject to Faculty Action
F 0.0 Failure

There exists some variation in grading among graduate schools.  For more information, consult schools’ graduate program 
catalogs.  

OTHER DESIGNATIONS

OTHER DESIGNATIONS
(These grades carry no quality points.)

Grade Description Definitions

AUD Audit Audit—not for grade or credit
H Honors Used to designate exceptional performance in a Pass/Not Pass graded course. Used in 

some courses where scaled grading is inappropriate.  Indicates completion of course work 
with credits earned and with honors but without quality points.

I Incomplete A temporary grade given by an instructor when neither a passing nor failing grade can be 
determined because of incomplete work.  Unless a convincing explanation of extenuat-
ing circumstances acceptable to the instructor is presented and the missed examination 
or required assignment is made up by the date specified in the Academic Calendar, the I 
becomes a permanent F grade.

IP In-progress 
(graduate only)

Course work is in-progress and will be graded at a later date. May be assigned to enrolled 
graduate students who are working on dissertations.

N Not Passing Indicates failure in a Pass/Not Pass course and is independent of the quality point system.
NG Not Graded Course is not graded, i.e., labs, recitations.

P Pass Used in some courses where scaled grading is inappropriate.  Indicates satisfactory 
completion of course work with credits earned but without quality points.

W Withdrawal Placed on a student’s permanent record to indicate termination of attendance in courses 
under conditions of official withdrawal.
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*AN IMPORTANT NOTE REGARDING THE “I” GRADE: If an “I” grade is issued in an undergraduate 
course, the student has until the midterm point of the following full semester (fall or spring) to complete the 
work.  If an “I” grade is issued in a graduate course, the student has one year to complete the work.  Check the 
academic calendars for specific deadline dates for each fall and spring term.  “I” grades that have not been com-
pleted by these deadlines will be converted to “F” grades.  The “F” grade becomes a permanent grade and cannot 
subsequently be changed. The course or an equivalent must be repeated in order to earn credit, and the original 
course and grade remain on the permanent record.

COMPUTATION OF THE QUALITY POINT AVERAGE	
The quality point average is the ratio expressed to the nearest hundredth of the sum of course credits for which the 
grades of A, A-, B+, B, B-,C+,C, D and F were received to the sum of quality points earned.  

PLUS\MINUS GRADING OPTION
Some schools do not use plus and minus grades. All faculty are to specify in their syllabi whether or not plus and 
minus grade values will be used in grading course work and rating the academic performance of the students in 
their class. A class inaugurated in plus/minus grading may not revert to non plus/minus grading and vice versa

MIDTERM AND FINAL GRADING
Faculty assigned to sections of courses have access to the grade roster and should enter grades online through 
DORI at www.dori.duq.edu.  A Multipass account is required to access DORI.  Visit www.duq.edu/multipass for 
details.

Faculty should only enter midterm grades for undergraduate students who are at risk in any of your classes.  An at-
risk student is considered to be one who has earned a grade of D, F, or N up to the point of the midterm period.  

The Final Examination Schedule is published by the Registrar’s Office and is available on the Registrar’s website.  
Final grades are due within 72 hours of the completion of your final exam.

ACADEMIC CALENDAR 
www.registrar.duq.edu/acaCalen.html
Includes official dates for registration, beginning of classes, holidays and Holy days, deadlines to apply, final ex-
ams, and so on.

Special note: Because of the holidays and holy days, it is usually necessary to adjust the schedule each semester in 
order to provide for equal time for all classes.  In order to accomplish this, one to two weekdays may be designated 
near the end of the semester to follow a different weekday schedule to make up for missed class time due to the 
time off for holidays and holy days.  Please consult the Academic Calendar for changes to class meeting days and 
follow these changes on your syllabus schedule.

COURSE SCHEDULING
Standard meeting patterns for course scheduling have been established for the University.  Standard meeting pat-
terns must be adhered to in order to facilitate the scheduling of classroom space and also in order not to cause 
student schedule conflicts.  Please visit the Registrar’s website for course information regarding standard meeting 
patterns.

REGISTRATION & COURSE WITHDRAWAL POLICIES
The registration and add/drop periods are designated in the Academic Calendar. The last day for add/drop for the 
fall and spring semesters is typically the end of the first week of classes.  Students cannot register or add and drop 
courses after the last day for registration and schedule changes as published in the Academic Calendar.  Courses 
that are dropped after this date will receive a grade of “W” as outlined in the Academic Calendar.
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Faculty should check their class rosters at the beginning of each semester to verify that all students in attendance 
are actually registered for the course.  This should take place before the end of the add/drop period to give stu-
dents ample time to adjust their schedules as may be needed. Students who are not officially registered for class 
are not permitted to attend class.  Unless students are officially registered, they are not permitted to attend class, 
engage in student affairs, or have access to the buildings and grounds or use of the University’s facilities.

A student is considered enrolled and in attendance until he or she acts to terminate attendance in conformity with 
this policy even though absences from classes were observed and recorded before the effective date of the with-
drawal.  The financial obligation for class places reserved by a registered student who does not subsequently attend 
cannot be cancelled unless written notification of the decision not to attend is given to the Office of the Registrar 
before the first day of class or by the end of the add/drop period. Notification received after the end of the add/
drop period is subject to the official withdrawal policy of the University.

No student, undergraduate, graduate or post-graduate, may have official withdrawal after the termination or final 
examination of the course. 

GRADUATION
All students who expect to graduate must apply for graduation by the deadline as published in the Academic Cal-
endar. Students are not permitted to graduate with final grades of I, LG or X.

Degrees are conferred three times a year in May, August and December.  Ceremonies are held in May and Decem-
ber for all graduating students.  Ceremonies are held in August for the Rangos School of Health Sciences and the 
School of Leadership and Professional Advancement. 

Contact:
Office of the Registrar
Ground Floor, Administration Building
412-396-6212
www.registrar.duq.edu

Kimberly J. Hoeritz, Registrar
hoeritzk@duq.edu
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UNIVERSITY POLICY ON SEXUAL HARASSMENT

No member of the Duquesne University community may sexually harass another.  Employees and students will be 
subject to disciplinary action for violation of this policy.

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical contact of a sexual nature 
constitute sexual harassment when:

	 1.	 submission to such conduct is made either explicitly or implicitly a condition of an individual’s academic 	
		  or employment continuation or advancement;

	 2.	 submission to or rejection of such conduct by an individual is used as a criterion for academic or 
		  employment decisions affecting that individual;

	 3.	 such conduct has the purpose or effect of substantially interfering with an individual’s academic 		
		  or employment performance or creates an intimidating, hostile, embarrassing or offensive employment, 	
		  educational or living environment.

Because of the potential for sexual harassment in certain situations, the University prohibits romantic and/or 
sexual relationships in the following situations:

	 1.	 No faculty member may engage in a romantic and/or sexual relationship or in romantic and/or sexual 	
		  conduct with any student currently enrolled at Duquesne University.

	 2.	 No athletic department employee may engage in a romantic and/or sexual relationship or in romantic 	
		  and/or sexual conduct with a student athlete.

	 3.	 No campus police officer or security officer may engage in a romantic and/or sexual relationship or in 	
		  romantic and/or sexual conduct with any student currently enrolled in Duquesne University.

	 4.	 No residence life staff member may engage in a romantic and/or sexual relationship or in romantic and/	
		  or sexual conduct with any student currently enrolled in Duquesne University.

	 5.	 A supervisor may not engage in a romantic and/or sexual relationship or in romantic and/or sexual 		
		  conduct with any employee in the supervisor’s department or division.

Any student or employee having a complaint of sexual harrassment should notify the University’s Affirmative Ac-
tion Officer.  Written complaints will be promptly investigated.  Because of the potential for abuse, as well as the 
possibility of serious personal and professional consequences resulting from an allegation of sexual harrassment, 
anonymous statements will be disregarded.

If the victim refuses to file a complaint, the matter will be investigated by the University and the final disposition 
will be determined by the appropriate University officials.
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Complaints of sexual harassment should be filed with the University Affirmative Action Officer:

Judith R. Griggs
Affirmative Action Officer
Ground Floor, Administration Bldg.
412-396-6661

Note: This sexual harassment policy is set forth in The Administrative Policy #31.
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WRITING INTENSIVE requirement  

The intention of the Writing Intensive Requirement is for students to build on the college writing skills developed 
in the Core English Composition courses (Core 101 and 102) and to develop advanced writing abilities in order 
to communicate with the general society as well as with professionals within their major field of study. In order to 
graduate, a student must have completed a minimum of four Writing Intensive courses (hereafter WIC) beyond 
the two-semester University Core writing sequence. At least two of the courses must be taken in the student’s 
major field during undergraduate course work. 

Criteria
	 1. 	 At least one third of the final grade in each WIC must be based upon students’ written work. This  
		  component of the final grade is based on multiple assignments spanning the semester. 
	 2.	 Instructors of Writing Intensive courses are encouraged to have students produce written work typical of 
		  the discipline of the course. Such writing assignments may include, but are not limited to, research 
		  papers, “white papers,” interpretive papers, case studies, position papers, critical analyses, proposals, grant 
		  applications, reports, lesson plans with justifications, synthesis projects, scientific journal articles, medical 
		  documents, business letters and memoranda, editorials, literature reviews, reviews of performances or 
		  exhibits, book reports, and reflections on service learning. 
	 3.	 Students are to receive timely feedback on their writing so that they can revise their assignments.  
		  Instructors should emphasize the importance of revision by grading written work holistically, taking into 	
		  consideration the writing process as a whole.
	 4.	 WIC instructors are expected to spend some time teaching writing conventions particular to their  
		  disciplines and articulating expectations for written work relevant to the overall learning outcomes of the 	
		  course. For example, students may be asked to do pre-writing exercises, analyze and discuss written work, 	
		  and/or evaluate their peers’ or their own writing using grading guides such as checklists or rubrics.
	 5.	 The University Writing Center Director, the Director of First-Year Writing, and the Center for Teaching 	
		  Excellence will provide assistance to instructors of Writing Intensive courses who seek to incorporate  
		  writing more effectively into their classes and to build upon the skills students have learned in the Core 	
		  writing classes.

Learning Outcomes
	 Upon completion of the writing intensive requirement, students are able to:
	 1.	 Produce college-level writing that demonstrates critical reading of texts and an awareness of audience at an 	
		  advanced undergraduate level
	 2.	 Write according to the conventions and in the various genres of their discipline
	 3.	 Demonstrate the ability to consult and learn from writing resources and to revise their own work with an 	
		  understanding of the characteristics of high-quality writing, especially writing within their field
	 4.	 Adhere to University and school/College policies on academic integrity and incorporate sources  
		  responsibly into their writing by consistently using the appropriate professionally-sanctioned citation and 	
		  documentation format

Source: Duquesne University Core Curriculum adopted April 2006
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