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PART 1: GENERAL INFORMATION 
 

1. DISCLAIMER & CHANGES IN POLICY 
 
IAU reserves the right to make changes in its policies and procedures, and other information in the handbook as 
deemed appropriate and necessary. All changes will be communicated promptly to students, faculty, and staff. The 
handbook is prepared and revised as needed for the use of administrators, faculty, students, and staff. Suggestions 
regarding clarification or addition of topics are welcome. For questions, please contact IAU at (213) 262-3939 or 
STUDENTsupport@iau.LA. 
 
This Handbook supersedes all previous Student Handbooks and memos that may have been issued from time to time on 
subjects covered in this Handbook. Information concerning University policies is subject to change from time to time.  
 
No handbook or website can answer all questions, and certainly cannot replace contact with the advisors who are 
ready, able, and willing to provide assistance in dealing with the academic programs and its requirements.  
 

2. MISSION 

International American University is a Christian-based institution with a mission of the creating and disseminating 
knowledge, facilitating student learning, preparing students for a career in the business field, and promoting ethical 
business practices according to Christian principles and biblical teachings while capitalizing on the University’s diversity 
and location in Southern California area. The university will distinguish itself as a diverse, socially responsible learning 
community of high quality academic rigor and scholarship sustained by Christian-based principles. 

IAU accomplishes its mission by: 

1. Promoting excellence in education through our undergraduate and graduate programs, and preparing 
students for success in the global economy, 

2. Developing student critical thinking skills, 
3. Providing students with a Christian-based world focus, 
4. Providing students with career-focused skills to achieve success, 
5. Supporting students with quality student services efforts, 
6. Assisting selected students in attaining career goals through University’s internship programs, 
7. Supporting scholarly research and professional visibility in areas valuable to business and society, 
8. Building a community of students, faculty, staff, alumni, and business associates through community outreach 

and public events, 
9. Welcoming students to explore faith with an opportunity to know and intimately understand the richness and 

fullness of the Christian tradition and Holy Bible, 
10. Affirming and fostering the Christian understanding of the human person which animates the educational 

mission of IAU as a Christian institution, and 
11. Encouraging life-long learning. 

3. OBJECTIVES 
 
IAU’s foundational objectives are based on the university’s mission, vision, and values and are measurable.  
 

1. To create a Christian campus that is student-centered and where all individuals are valued and diversity is 
embraced. 

• Spiritual workshops & Christian speakers available for students (scheduled) 

• Undergraduates are required to take religious courses 

• Christian ethics and behavior are components of many courses offered (course reviews) 
 

2. To develop students that are capable of increased intellectual activity. 

• Courses are developed with an integrated Christian worldview (course reviews) 

mailto:studentsupport@iau.LA
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• Introduction of non-Christians to the wonders of the Christian faith (required religion courses) 

• Numbers of students that continue education by advancing to a higher level (registrar data) 

• Review of the quality of student artifacts (program reviews) 
 

4. EDUCATIONAL PHILOSOPHY 
 
Education is the preparation to live a good life, and this requires more than just societal expectations, it requires wisdom, 
understanding, and an underlying philosophy. Education helps the individual separate the wise from the unwise, the 
specious from facts, and understanding from wishful thinking. Education gives a person the ability to make a sense of like 
the learning skills that they can readily apply to all fields of human knowledge and everyday life. At IAU we add that 
we feel that it is important that our students have a biblical worldview and learn the wonders of the Christian faith.  
 
IAU’s philosophy on university education centers on critical thinking. The development of critical and analytical thinking is 
the key to the understanding and use of data and information. It is what allows the student to discuss and argue points 
of opinion and points of facts. It is the basis for the student’s formation of independent ideas, as once these are formed, 
they can be written about and integrated with both similar and contrasting arguments and information.  
  

1. In the university setting, students must achieve genuine literacy required to read and listen effectively and to be 
able to write and speak clearly and persuasively.  

2. Students must think critically and creatively. As students attain perceptive analysis of what they hear, read, and 
see, they must learn to reason carefully and correctly and to recognize the legitimacy of intuition when reason 
and evidence are insufficient.  

3. Students must gain intellectual flexibility and remain open to new ideas and concepts. They must have a breadth 
of mind to be willing to grow and learn, and be sensitive to others’ views and feelings.  

4. It is important that students consider Christian ethical perspectives, in order that they can understand their own 
values and discover the underlying ethical dimensions of many of the decisions they must make.  

5. Understanding and practicing scientific methods is one of the cornerstones of a university education. This 
approach to knowledge forms the basis of scientific, social, and business research. It guides the formation, testing, 
and validation of theories, and distinguishes conclusions that rest on unverified assertion from those developed 
through the application of the scientific method.  

6. Students must also develop a sense of the quantitative through mathematics, statistics, and accounting/finance in 
an increasingly technological society.  

7. It is vital that students develop a sense of historical consciousness, so that they can view the present within the 
context of the past, appreciate tradition, and understand the critical historical forces that influence how society 
thinks, feels, and acts.  

8. It is crucial that universities have students have an appreciation of the global context in today’s contemporary 
world. By understanding the range of physical, geographical, economic, political, religious, and cultural realities 
that have a strong impact on world events and business, students will appreciate their own culture and the various 
cultures of the world.  

 

5. STATEMENT OF FAITH  
 
IAU subscribes to the following statement of faith: 
 

1. We believe that God eternally exists in three persons — the Father, the Son, and the Holy Spirit — having 
precisely the same nature and attributes.  

2. We believe God, by the word of His power, created from nothing the heavens and the earth and all that is in 
them. He further preserves and governs all His creatures and all their actions according to His most holy, wise, 
and powerful providence.  

3. We believe that man was created in the image of God, good and upright, but fell from his state of innocence 
by voluntary disobedience of God.  

4. We believe that salvation is entirely by the grace of God, apart from human works or merit, and that it is 
received through faith in Jesus Christ, who died for our sins. 

5. We believe that there is a personal devil who seeks to tempt and separate people from God. 
6. We believe the bodies of men, after death, return to dust, and see corruption: but their souls, which neither die 

or sleep, having an immortal subsistence, immediately return to God who gave them. 
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IAU is more than business education-oriented institution, but one that encourages and supports all facets of learning while 
concurrently promoting Christian principles and morality. 
 
IAU has a goal to be a vibrant Christian university that is committed to distinctively Christian beliefs, values and practices 
in accord with its mission and vision. While the university is clear about its identity as a Christian university and its 
foundational convictions, we are intentionally committed to living out the faith and provide an example of Christian values 
and morality. IAU is strongly committed to guiding our students to become socially responsible, compassionate leaders 
by making an enduring impact on their communities.  
 
IAU is an interdenominational university and embraces our students of all faiths or no faith. Our hope is to introduce 
Christian life and principles to those of seeking a religious identity. IAU is committed to distinctively Christian beliefs, 
values and practices in accord with our mission and vision. While the university is clear about its identity as a Christian 
university and its foundational convictions, we are intentionally committed to living out the faith within the context of our 
community. 
 
At IAU, we believe that right doctrine is essential, and we are committed to the foundational beliefs that distinguish 
Christianity from other worldviews. Yet we are convinced that right practice is just as important, and that following Christ 
must involve a living faith that is active and transformative for the individuals and the community that we serve. IAU’s 
goal is to education future business leaders who do not blindly follow an apocryphal ethical directive, but to teach our 
students to stand on principles that are biblically based. As a Christian university, we integrate faith, learning, work and 
service to honor God in all that we do, and we encourage others to join us in these endeavors. 
 
Moreover, today’s business world is a ruthless jungle.  Future business leaders with ethics and morals are needed today 
more than ever before.  Historically, top corporate business executives have been frequently criticized for rationalizing 
away proper and admirable behavior in favor of the bottom line.  Middle managers take hits for swallowing their 
consciousness and sense of right/wrong as they blindly follow the ethics-challenged directives of top corporate 
management.  IAU has long believed that the key missing ingredient from contemporary B-schools is teaching students 
how to stand on principle.  This is especially important for accountants and auditors, upon whom society depends for 
integrity.  Integrity must be nurtured and supported, and if students do not get it in college it’s unreasonable to expect 
them to get it in the world of business.   
 
IAU faculty are active in scholarship, in both application and academe.  IAU faculty are chosen based on a successful 
tenure in the real world of business, and many continue in business consulting.  We feel that students benefit greatly from 
faculty who have actually “been there and are still doing it.”  IAU faculty are credible, respectable, and respected. 
 

6. VALUES 
 
The following represent the core values of IAU: 
 

1. Respect: As God’s creation, we respect everybody, unrestricted and without regard to origin, age, sex, status, 
or religion. People in all their diversity are gifts made in God’s image and therefore worthy of respect. We 
show respect by being accountable to one another, giving and receiving praise as well as constructive 
feedback, and dealing with conflict in a direct manner. We show consideration through clear communications 
and punctuality. We acknowledge our differences and work together to complement our strengths and 
weaknesses. We honor one another by listening and communicating in an open, patient and sensitive manner. 
We encourage and value each person’s input, ideas and perspectives.  
 

2. Gratitude: Recognizing that every good and perfect gift is from above, we are thankful. Because these gifts 
come to us in both success and failure and because we know the redemptive power of thankfulness and joy, we 
reflect on our work and celebrate ALL that we are learning. We take time to recognize and mark God’s good 
gifts that come to us personally and in our work together. We strive to create a community that provides a 
place for every person to use their God-given gifts well and recognizes the contribution of each person with 
gratitude expressed. 
 

3. Community: We commit to listen, pray, speak, work, study, and struggle together. Our communion is local and 
global. We are fully present, accepting one another, giving each other the gift of who we are without 
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imposing personal biases on others. 
 

4. Integrity: We strive to be authentic in our words, emotions and actions. It remains a life-long target that we 
work on our integrity to keep it in line with our role model Jesus. We seek to be an honest reflection of God. 
We listen intently for God’s direction and commit without excuse to pursue that path. We pursue truth with 
grace, holiness with mercy, and justice with compassion.  
 

5. Compassion: To be charitable and merciful with other people, and ourselves, is clearly one of our key goals. 
Charity and sympathy can’t be earned, it can only be given, and therefore we give it whenever necessary and 
possible. 

 
In support of the IAU mission and vision, the University is committed to: 

• Excellence as a standard for teaching, scholarship, creative expression, and service, 

• Having students from all faiths or no religious affiliation contribute to the diversity of perspectives and 
experiences that are essential to our global education, 

• A view that faith and reason as complementary resources in the search for truth and authentic human 
development, 

• Provide staff, faculty and students with a stable and enjoyable work environment enriched by a culture of 
caring, respect, and open communication, and where learning is a humanizing, social activity rather than a 
competitive endeavor, 

• Have a professional outlook that values innovation, ongoing self-assessment, creative, thinking, and a 
willingness to lead positive educational and social change, 

• Encouragement of ethical values and behavior based on a Judeo-Christian foundation and professed in the 
Holy Bible,  

• Focus on affordable, quality instruction including undergraduate and graduate programs that promotes life-
long learning and the success of our graduates, 

• Respect for a diversity of religions, cultures, ideas, and experiences of our staff, faculty, and students, 

• Encourage scholarly pursuit and creative endeavors of students, faculty, and university staff, 

• Collaborate with business, industry, the community, and governmental bodies to create affordable and 
accessible learning opportunities for students entering the workforce, 

• Provide student-centered support services that are personal, responsive, and geared toward assisting students 
in achieving their educational goals, 

• Have accessible, flexible, and appropriate technology in the delivery of our programs, services, and 
operations, 

• Sustain the role of a good corporate citizen through community participation and support, 

• Exercise integrity, fairness, tolerance, and professionalism in all our operations which support our mission and 
vision, and  

• Cura personalis-care of the whole person with a connection between interior wisdom and exterior knowledge. 
 
IAU will seek to consistently operate within the following guiding values: 

• Celebrating the unity in Christ while embracing diversity of His people. 

• Celebrating intimate community while embracing organizational growth. 

• Celebrating intellectual growth while embracing spiritual development. 

• Celebrating informality while embracing professionalism. 

• Celebrating structure while embracing agility. 

• Celebrating service while embracing significance. 

• Celebrating trust while embracing accountability. 
 

7. CONTACT INFORMATION  
 
L.A. Main Campus Address: 3440 Wilshire Blvd., Suite #1000, Los Angeles, CA 90010, USA 
L.A. Telephone:   (213) 262-3939 
L.A. Fax:   (213) 262-5758 
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G.G. Satellite Teaching Site 
Campus Address:   11277 Garden Grove Blvd., Suite #200, Garden Grove, CA 92843 
G.G. Telephone:  (714) 735-8587 
Website:    www.iau.LA   
 
Academic Affairs:  FACULTYsupport@iau.LA  
Student Support:  STUDENTsupport@iau.LA  
Student Services:  ssv@iau.LA  
Admissions:   admissions@iau.LA  
Registrar:   registrar@iau.LA  
Tech Support:   TECHsupport@iau.LA  
Writing Center:   writingHELP@iau.LA  
Library:    library@iau.LA 
 
Online Resources:   http://iau.la/computer-requirements-resources/  
LIRN Virtual Library:   www.lirn.net/accounts/login/?next=/services 
IAU Catalog:   http://iau.la/download/iau_catalog.pdf  
Student Handbook:  www.iau.la/download/hb-student.pdf  
 

8. HOURS OF OPERATION 
 
IAU is open during standard business hours Pacific Standard Time (PST). 

• Monday – Friday 8:30 A.M. – 8:00 P.M. 

• Saturday – Sunday  Closed 
 
The holidays and vacations observed by the university are as follows:  

• New Year's Day (January 1) 

• Memorial Day (last Monday of May)  

• Independence Day (July 4) 

• Labor Day (first Monday in September) 

• Thanksgiving (fourth Thursday–Friday in November) 

• Christmas Day (December 25) 
 

9. PARKING 
 
Parking options are available for the main Los Angeles campus. Parking is free at our Garden Grove location in the 
main lot in front of the building. The recommended parking structures are not affiliated with IAU. While the parking lot 
is monitored during business hours, IAU cannot and does not assume liability or responsibility for vehicles or its contents 
while it is in the parking lot. Prices may change without notice. 
 
LOS ANGELES MAIN CAMPUS - DAY TIME STUDENTS 
 

OPTION 1: PARKING STRUCTURE @ 3440 WILSHIRE BLVD.  
Public Parking, Main Campus 
6:30 AM - 2:30 AM = $2 per 15 min ($16 max.)  
Security Service: 24 hr. 
 
OPTION 2: PARKING STRUCTURE @ 3611 WILSHIRE BLVD.  
Public Parking, St. Basil's Church 
7:30 AM - 10:30 PM = $6 flat all day 
Security Service: 7:30 AM - 5:30 PM 
 
OPTION 3: PARKING STRUCTURE @ 3550 WILSHIRE BLVD.  
Public Parking 
Arrive before 9 AM and leave before 10 PM = $5 flat all day 

http://www.iau.la/
mailto:FACULTYsupport@iau.LA
mailto:academics@iau.LA
mailto:ssv@iau.LA
mailto:admissions@iau.LA
mailto:registrar@iau.LA
mailto:TECHsupport@iau.LA
mailto:writingHELP@iau.LA
mailto:library@iau.LA
http://iau.la/computer-requirements-resources/
http://www.lirn.net/accounts/login/?next=/services
http://iau.la/download/iau_catalog.pdf
http://www.iau.la/download/hb-student.pdf
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Arrive after 9 AM - 10:30 PM = $2 per 15 min ($16 max.) 
Security Service: 24 hr. 
 
NOTE: Option 1 is located behind the building, entrance on Mariposa Ave. Options 2 and 3 are a block away 
from IAU and is less than 5 minutes walking distance.  

 
LOS ANGELES MAIN CAMPUS - NIGHT TIME STUDENTS 
 

PARKING STRUCTURE @ 3440 WILSHIRE BLVD.  
Public Parking, Main Campus 
5:00 PM - 10:00 PM: $3 with validation. ($4 without) 
 
PROCEDURE: 
1. Obtain a ticket from the ticket machine at parking gate and park vehicle. 
2. Following your visit to IAU, purchase your parking validation for $3 at Office of Student Finance or pick 

up your prepaid online validation at the Office of Student Finance. 
3. Return to your vehicle and insert the ticket and the validated ticket that you purchased at Office of Student 

Finance.  
 

POLICIES, PROCEDURES, & SERVICES 
 

10. ADMISSIONS PROCESS & PROCEDURE 
 
All applicants applying to an academic program must go through IAU’s admissions process. The admissions process is a 
procedure that assists the student in achieving his or her educational goals. It is an agreement between the college and 
the student who enrolls for credit. IAU asks that applicants participate in the matriculation process with us to ensure their 
educational success. If applicants commit to an educational goal, then IAU commits to helping them succeed. 
 
STEP 1: SUBMIT ADMISSIONS PORTFOLIO (AP) 
 
Applicants must submit a completed Admissions Portfolio (AP). The AP is an accumulation of all the necessary documents 
for the Office of ADMISSIONS to evaluate to see if s/he meets the admissions criteria for the applied program. The 
required items are clearly listed on the Application for Admissions. Certain programs may have unique admissions 
requirements. Applicant must make sure to review the admissions requirements of the program to which they are 
applying. Use the check list to ensure that all required documents are submitted. 
 
All materials must be submitted in English, and applicants must verify any translations by including the original or a 
notarized copy of the original. 

 
The completed AP and any supporting materials (such as transcripts and test scores) become the property of IAU and 
will not be returned to the applicant or transmitted to a third party.  
 
If satisfactory progress is not made on the application process or if the Admissions Portfolio (AP) remains incomplete for 
over 30 days, the Admissions Portfolio (AP) will be discarded. 
 
STEP 2: EVALUATION 
 
After the AP has been received, the Office of ADMISSIONS will evaluate to see if the applicant is close to meeting 
the criteria. IAU reviews every application individually. If an item is or if satisfactory progress is not made on the 
application process or the AP remains incomplete for over 30 days, the AP will be discarded. 
 
STEP 3: DECISION 
 
One of the following decisions shall be determined: 
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1. Denied: If the applicant is not accepted, the Office of ADMISSIONS will send a letter to the applicant 
informing applicant of the decision, stating why his/her qualifications are deficient.  Denial can be appealed.  

2. Accepted: If the applicant is accepted for admission, an acceptance letter will be sent to the applicant along 
with an enrollment agreement and other admissions documents to formalize the acceptance into the program. 

 
STEP 4: ACCEPT ADMISSION OFFER 
 
If the student wishes to accept the offer of admissions, there will be additional admissions enrollment documents that 
are required to be signed and returned to enroll formally in the program. F-1 applicants will sign and return 
additional admissions enrollment documents upon coming to the U.S. 
 
STEP 5: OFFICIAL ENROLLMENT 
 
Once the admissions enrollment documents are received, the student will be issued an official enrollment package, 
which includes an enrollment letter, student identification number (SID#), and ID card. Also, included is a registration 
form for the term the student wishes to enter. 
 
STEP 6: REGISTERING FOR CLASSES 
 
Students are required to register for classes. A staff from the Office of STUDENT SUPPORT will assist with this process. 
Registration requires choosing the appropriate classes. Campus students must register for their first term in person. All 
successive terms can be register via email. Then, students will meet with the Office of STUDENT FINANCE and set up a 
payment plan, if applicable. 
 

11. OPEN HOUSE ORIENTATION (OHO) 
 
IAU offers Open House Orientations (OHO) for applicants currently located in the United States at our main Los 
Angeles campus. IAU hosts several each month for applicants who wish to apply for admission into our degree 
programs! Please note that attending Open House Orientation is mandatory for all campus and F-1 applicants to 
complete their application process. 
 
The OHO will cover the following topics: 

• Academics: Programs Offered 

• Admissions: Qualifying Applicants 

• Finance: Tuition & Fees 

• Documents & Deadlines 

• F-1 / I-20: Transferring into IAU (F-1 Applicants), Changing to F-1 Status, and Applying from Outside of the 
U.S.A. 

• Internships: Mandatory Internship Requirements 

• 1-on-1 Questions & Answers session 
 

12. NEW STUDENT ORIENTATION (NSO) 
 
For campus and F-1 students, IAU holds mandatory New Student Orientations (NSO). NSO is a required program for 
all new campus students. IAU’s staff are knowledgeable about all the resources students will need as a new student. 
They will help you with orientation, registration, academic policies, IAUonline, and any questions along the way. 
Campus students who are unable to attend NSO shall be administratively withdrawn from the program. 
 

13. ONLINE NEW STUDENT ORIENTATION (NSO) 
 
Attendance in the New Student Orientation (NSO) is mandatory for all new Campus-Hybrid and F-1 students. Failure 
to attend NSO will result in automatic cancellation of enrollment. IAU provides a “make-up” NSO solution for Campus-
Hybrid and F-1 students who missed the mandatory NSO. Such students are required to pay the applicable Online 
NSO fee in order to participate in the Online NSO. The Online NSO fee payment must be received no later than the 
first Monday of Week 1. Students are required to submit the payment receipt. REG will notify SSP to cancel the 
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program if the applicable fee is not received by the Monday of Week 1. 
 

14. ADMISSIONS EVALUATION 
 
Applicants are required to submit an Admissions Portfolio (AP). Details of the AP can be found on the IAU website. 
Upon applying for admissions, IAU provides a Program Completion Plan (PCP). This is included with the non-refundable 
Application for Admissions Fee. The PCP consists of a thorough evaluation of submitted transcripts, foreign credential 
evaluation, standardized exam credit, and any other documentation that can be evaluated for award of credit.  
 

15. PROGRAM COMPLETION PLAN (PCP) 
 
A Program Completion Plan (PCP) shall be completed for all applicants who have been accepted to an academic 
program at IAU. The PCP shall indicate the program requirements required to complete the program. Also, indicated 
on the PCP is any credit awarded.  Credit awarded may be in the form of transfer credit (TRC) or standardized exam 
credit (SEC), as indicated. Any credit awarded may reduce the length of time as well as cost to complete the program. 
Applicants are required to review the PCP carefully. Once the enrollment agreement is signed, the PCP is locked and 
the student is bound to those program requirements. 
 

16. U.S. IMMIGRATION & CUSTOMS ENFORCEMENT (ICE) / STUDENT VISAS 
 
IAU was approved on March 6, 2009 by the United States Immigration and Customs Enforcement (ICE) of the 
Department of Homeland Security (DHS) to accept and enroll foreign, non-immigrant F-1 students for academic degree 
and English language training programs.   
SEVIS school code#: LOS214F01373000 
 

17. GRADES & GRADE POINTS 
 
Grades prior to the implementation date (Spring Session 1, 2016) remain as they are recorded using the regular letter 
grades A, B, C, and D have the suffix plus (+) or minus (-) included to distinguish higher and lower performances within 
each of these letter grades. The letter grade F does not include the plus/minus distinction. Student performance in 
courses is indicated by one of following grades. Grades, which carry point value and which are used in determining the 
grade point average (GPA), were as follows: 
 

Percentile Letter Grade GPA 

100 – 95% A 4.00 

94 – 90% A- 3.70 

89 – 87% B+ 3.30 

86 – 83% B 3.00 

82 – 80% B- 2.60 

79 – 77% C+ 2.30 

76 – 73% C 2.00 

72 – 70% C- 1.60 

69 – 67% D+ 1.30 

66 – 63% D 1.00 

62 – 60% D- 0.60 

Below 59% F 0.00 

 
Effective Spring Session 1, 2016, the following grade scale was implemented: 

 

Percentile Letter Grade GPA 
Points 100 – 90% A/PASS 4.00 

80 – 89% B 3.00 

70 – 79% C 2.00 

60 – 69% D 1.00 
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Below 59% F/FAIL 0.00 

 
Grades NOT used to compute grade point average: 
SEC =  Standardized Exam Credit 
Withdrawn = Withdrawn Course 
Repeat = Repeat Course 
 
The grade "S" was adopted in the current grade scale. At the end of a session, an instructor shall assign grade "S" for 
students demonstrating satisfactory progress in the doctoral courses (comprehensive examination and project). Students 
shall receive appropriate credits/units for their course works on their transcripts. The grade "S" shall be excluded from 
the CGPA computation. 
 

18. ACADEMIC ADVISING 
 
Sometimes students experience academic difficulties not because they do not understand the specific course material, 
but rather due to other factors such as excessive anxiety, poorly developed study skills, or unrealistic expectations 
about how much they can handle. Academic advising can help students figure out what may be impeding their 
academic progress, and assist them in taking steps to address the problem(s).  IAU provides a friendly setting in which 
students may explore concerns of a personal, academic, or career-related nature. 
 

19. ATTENDANCE REQUIREMENTS 
 
Classroom-Hybrid and F-1 students require physical attendance and active participation to pass a course successfully. 
Students must make every attempt to be in class during all class meetings. Attendance is strictly monitored. Students 
may not miss 50% of class sessions or they shall be administratively withdrawn from that course and automatically 
receive an “F”. Students must maintain satisfactory academic progress (SAP). See SAP policy. 
 

20. SATISFACTORY ACADEMIC PROGRESS (SAP) 
 
Satisfactory Academic Progress (SAP) is defined by three things: 

1. Achieving and maintaining a required Cumulative Grade Point Average (CGPA) of 2.0 for undergraduate 
students and 3.0 for graduate students. 

2. Completing a minimum of 67% of courses attempted per term. 
3. Completion of a program in no more than 150% of the set program length. Please note that I-20 students must 

complete in 100% of the set program length. 
 
At the end of each mandatory term, any student who fails to meet SAP is subject to the following: 

1. If a student fails to maintain SAP, the student will be placed on Academic Probation. The student will be 
advised and may be required to meet with an academic adviser in person. Failure to meet with an adviser 
may result in being administratively withdrawn from the program. 

2. If a student fails to maintain SAP for a second consecutive mandatory term, the student stays on Academic 
Probation. The student will be advised and will be required to meet with an academic adviser in person. 
Failure to fulfill the conditions of her/his Academic Probation may result in being administratively withdrawn 
from the program. F-1 student will lose CPT privileges. Failure to meet with an adviser may result in being 
administratively withdrawn from the program. 

3. If a student fails to maintain SAP for a third consecutive mandatory term, the student may be administratively 
withdrawn from the program. 

 

21. APPEALING A GRADE 
  
Students who have questions regarding their grade who believe the grade awarded is demonstrably improper by 
reason of capricious or arbitrary grading should confer directly with the instructor of the course within two weeks of 
receiving the final grade. Complaints after two weeks are not entertained. Students who are unable to arrive at a 
mutually agreeable solution may file a final appeal with the Chief Academic Officer. The Chief Academic Officer will 
speak with the instructor and student and gather necessary information to formulate a decision. The Chief Academic 
Officer has the final decision to either change the grade or keep the grade “as is”. 
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22. MAXIMUM COURSE LOAD 
 
For the first session or term, students are only permitted to enroll in no more than 13 units. Thereafter, the maximum 
course load for all students in good standing is 9 units per session or 18 units total per term. Exceptions to this policy 
warrants substantial cause and must be approved by the Program Chair or CAO. 
 

23. ADD A COURSE 
 
Students are required to register for classes. A staff from the Office of STUDENT SUPPORT will assist with this process. 
Registration requires choosing the appropriate classes. Campus students must register for their first term in person. All 
successive terms can be register via email. Then, students will meet with the Office of STUDENT FINANCE and set up a 
payment plan, if applicable. 
 
Students will be notified via email of the course registration. Registration must be completed within the first 2 weeks of 
the session. Late registrations may result in a Late Registration fee. The welcome email will provide students with the 
basic information of the course such as: 
 

• Log-in information 

• Course Code / Title 

• Course Online instructor’s name 

• Email for assistance 
 
IAU’s online instruction is not offered in real time and shall transmit the first lesson and any materials to any student 
within seven days after the institution accepts the student for admission. 
 

24. DROP A COURSE 
 
Students desiring to withdraw from courses or an academic program from International American University must 
complete a Program / Course Withdrawal Form. Program withdrawals are handled by the Office of STUDENT 
SUPPORT. Please return via scan/email to STUDENTsupport@iau.LA or fax (213) 262-5758.  
 
F-1 students may not withdraw from classes if it jeopardizes full-time enrollment, as required by law. However, F-1 
students who must withdraw from courses due to academic or medical reasons or leave of absence (LOA) are required 
to meet with an academic advisor to properly reduce course load (RCL) and are subject to the terms aforementioned.  
 
Students who withdraw in weeks 1 or 2 shall receive no mark on their transcript.  Students who withdraw in weeks 3, 4, 
5, or 6 shall receive a “W”.  Students who withdraw in weeks 7 or 8 shall receive an “F”. Applicable refund policies 
shall apply. 
 

25. WITHDRAWAL (W) POLICY 
 
Students who withdraw before the 2nd week shall receive no mark on their transcript.  Students who withdraw between 
the 2nd and 6th week shall receive a “W”.  Students who withdraw after the 6th week shall receive an “F”. Applicable 
refund policies shall apply. 
 

Week Consequence  

1.  No mark. Must register for another class to maintain full-time enrollment.  

2.  No mark. Must register for another class to maintain full-time enrollment. 

3.  “W” on transcript, refund calculated.  

4.  “W” on transcript, refund calculated. 

5.  “W” on transcript, no refund. 

6.  “W” on transcript, no refund. 

7.  “F” “W” on transcript, no refund. 

8.  “F” “W” on transcript, no refund. 

mailto:studentsupport@iau.LA
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26.  MAXIMUM W’S 
 
A maximum of 25% W's may appear on the student's transcripts. More than 25% W's on transcripts, the student will be 
administratively withdrawn from the enrolled program. 
 
Degree Program Max W’s 

Associate Degree 15 W's for 3-unit courses or a maximum of 25% of units taken with IAU 

Bachelor Degree 30 W's for 3-unit courses or a maximum of 25% of units taken with IAU 

Master Degree 3 W's for 3-unit courses or a maximum of 25% of units taken with IAU 

 

27. INACTIVITY  
 
Students who do not demonstrate significant activity in any course in IAUonline within the first 4 weeks may 
automatically receive an “F” for the course. “Significant activity” shall be determined by the course instructor. Students 
must maintain Satisfactory Academic Progress (SAP). 
 

28. CANCELLATION OR WITHDRAWAL PROCEDURE 
 
A student may withdraw / drop from IAU at any time during the term by the last day of regularly scheduled classes by 
completing the proper forms from the Office of STUDENT SUPPORT. Official notification is required in writing. 
Cancellation must be received before any withdrawal from IAU is processed. 
 
A student who wishes to withdraw from his/her program of study must complete the Course/Program Withdrawal form 
and send to STUDENTsupport@iau.LA. The form can also be mailed to:  
 
OFFICE OF STUDENT SUPPORT  
INTERNATIONAL AMERICAN UNIVERSITY  
3440 Wilshire Blvd. #1000  
Los Angeles, CA 90010 
 
The notice of cancellation and withdrawal is effective when delivered, postmarked, or e-mailed. Once received, the 
Office of STUDENT SUPPORT will approve the Cancellation or Withdrawal. 
 

29. WITHDRAWING & TRANSFERRING OUT TO ANOTHER SEVP APPROVED 
INSTITUTION 

 
To transfer to another SEVP-approved institution (accepts F-1 students), the student must submit the following forms and 
email them to STUDENTsupport@iau.LA: 
 

1. Withdrawal Form  
2. Transfer-Out Form  
3. Acceptance Letter from new institution  

 
Once the student submits all three documents to STUDENTsupport@iau.LA, it will be passed to the Office of STUDENT 
FINANCE to calculate if any applicable refund is due at the time of withdrawal. Please see Pro Rata Calculation 
Refund Policy herein for more information on refunds. If there is a refund the student is eligible to receive, the student 
will be able to receive it within 30 days of withdrawal. If there is a balance in which the student owes the university, 
the student is not eligible to transfer out without first paying the balance which is due. IAU will transfer out the student's 
SEVIS record to the new school as soon as the student's financial balance with the university is at $0.00.  
 
NOTE: It is the responsibility of the student who withdraws from the program to ensure they have been accepted into 
another institution and can present an Acceptance Letter, depart the United States within 10 days of withdrawal, or ensure 
that they are approved for another immigration status which allows them to legally stay in the United States. Once the 
student submits the Withdrawal Form, immediate action in SEVIS will take place. 
 

mailto:studentsupport@iau.LA
mailto:studentsupport@iau.LA
mailto:studentsupport@iau.LA
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30. SATELLITE TEACHING SITE 
 
IAU’s Garden Grove location is a Satellite Teaching Site where students cannot complete more than 49% of the degree 
program. Other options for completing the program can be done online or at the LA Main Campus. The maximum 
number of units a student can take at IAU's Garden Grove Satellite Teaching site for each program is as follows: ASBA 
29 units, BBA 59 units, MBA 17 units, DBA (w/pre-requisites) 26 units, DBA (w/o pre-requisites) 30 units. 
 

31. LEARNING RESOURCES & LIBRARY SERVICES   
 
IAU’s campus and digital library is appropriate to the academic level and scope of IAU’s programs and provides a 
range of support to meet students’ needs, primarily to serve the scholarly and research needs of the faculty and 
students of the University. Designated library personnel manage the library. Trained administrative staff provides 
library service assistance to the students. Copies of textbooks are available to be borrowed also but cannot be 
removed from the premises. Photocopies can be made by students at no cost to students. 
 
Campus Library. The IAU library is for student and faculty use only and is not for the public. The library contains over 
300 books, mainly specialized holdings in those subject areas relevant to IAU’s course offerings - business, 
management, and Christian studies. Library books can be used on the premises for as long as a student wants. 
However, books cannot leave the premises.  
 
The Library is also furnished with tables and chairs, providing students with a quiet area to study. Additionally, the 
Library contains three computer cubicles. The computer workstations have standard software installed, including but not 
limited to web browsers, Microsoft Office, and Adobe Acrobat. They are hard-wired for internet use so students can 
conduct research or browse the LIRN digital library. 
 
Additionally, four computer workstations are located in the front administration office behind the reception area. These 
four computer cubicles are configured similarly to the computers in the Library. Additionally, there is a printer 
connected to these four computer workstations so students can print, free of charge.  
 
LIRN® Research Library. All students have access to the LIRN® virtual library provides students with millions of peer-
reviewed and full-text journal, magazine, and newspaper articles, e-books, podcasts, audio, and video resources to 
support their academic studies from Gale Cengage, ProQuest, EBSCO, CREDO Reference, eLibrary, and more, 
covering topics for General Education, Business, and Medical programs. Some of the databases are described below.  
 
The ProQuest Research Library database includes more than 5,060 titles—over 3,600 in full text—from 1971 
forward. It features a highly-respected, diversified mix of business scholarly journals, trade publications, magazines, 
and newspapers.  
 
ABI/INFORM Dateline™ delivers over 280 journals, with more than 230 available in full text. It includes hard-to-find 
local and regional business publications with news about local companies, analysis, information on local markets, and 
more. ABI/INFORM Dateline allows users to research employment opportunities, compile data on benefits and 
compensation, learn about corporate strategies, and other topics from a local and regional perspective. ABI/INFORM 
Dateline includes major business tabloids, magazines, daily newspapers, wire services, and area business publications. 
 
Titles include: 

• Crain’s Chicago Business 

• Business Journal – Central New York 

• Smart Business Pittsburgh 

• Sacramento Business Journal 

• Texas Business Review 
 
Gale Cengage Learning’s Business, Economics and Theory Collection has a strong emphasis on titles covered in the 
EconLit database, this collection provides academic journals and magazines focusing on topics in economics. Perfect for 
business classes, with more than 450 full-text journals to support their research and regular feeds of videos from 
Forbes.com that contain business news coverage and interviews with CEO's and entrepreneurs.  
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The access to the LIRN® virtual library with millions of newspaper articles, business scholarly journals, trade 
publications, magazines is more than sufficient to meet the instructional needs for undergraduate and graduate 
students and instructors.  
 
During New Student Orientation (NSO), a tutorial is provided on how to use the LIRN® Research Library. Additional 
training can be provided on campus at any time by trained administrative staff. 
 
Local Public Libraries. Within a five mile radius of IAU’s campuses, there exist 2 public libraries. These libraries are 
open to the public and may be used as ancillary resources. The contact information of the libraries is below.  
 
Libraries located near IAU’s main campus: 
 

• Pio Pico – Koreatown Branch Library  
694 S Oxford Ave.  
Los Angeles, CA 90005  
(213) 368-7647  
https://www.lapl.org/branches/pio-pico-koreatown  

 

• Wilshire Branch Library  
149 N Saint Andrews Pl.  
Los Angeles, CA 90004  
(323) 957-4550  
https://www.lapl.org/branches/wilshire  

 
Libraries located near Garden Grove Satellite Teaching Site: 
 

• Garden Grove Main Library 
11200 Stanford Ave. 
Garden Grove, CA 92840  
(714) 530-0711 
http://www.ocpl.org/ 

 

• Chapman Branch Library  
59182 Chapman Ave.  
Garden Grove, CA 928410  
(714) 539-2115 
http://www.ocpl.org/libloc/ggc 

 
E-Resources. IAU's Directory of Online Resources is a compilation of several free online library resources. This is a 
collection of resources that includes articles, books, and journals. 
 
Plug-Ins / Freeware. IAU provides a selection of PC-compatible plug-ins & freeware available for download. IAU is 
not liable for any issues related to installing of plug-ins & freeware. Please visit www.iau.LA  
 
Publications / Forms. IAU publications and forms can be found throughout the IAU website. Please visit www.iau.LA  
 

32. FAMILY EDUCATIONAL RIGHTS & PRIVACY ACT (FERPA) 
 
The Family Educational Rights and Privacy Act (FERPA) of 1974, also known as the Buckley Amendment of FERPA, and 
California Education Code: 67100 ff, provide generally, that (1) the Student shall have the right of access to their 
educational records, and (2) educational institutions shall not release educational records to non-school employees 
without consent of the student.  "Students" as used in this notice include former students. 
 

33. DISCLOSURE OF STUDENT RECORDS 
 

https://www.lapl.org/branches/pio-pico-koreatown
https://www.lapl.org/branches/wilshire
https://www.google.com/search?q=garden%20grove%20public%20libraries&oq=garden+grove+public+libraries&aqs=chrome..69i57j0l5.8070j0j9&sourceid=chrome&ie=UTF-8&npsic=0&rflfq=1&rlha=0&rllag=33783075,-117984658,4416&tbm=lcl&rldimm=10318670340141799153&ved=2ahUKEwjs68Pi3bPdAhUDFXwKHY8UAcYQvS4wAHoECAQQFw&rldoc=1&tbs=lrf:!2m1!1e3!3sIAE,lf:1,lf_ui:3
http://www.ocpl.org/
https://www.google.com/search?q=garden%20grove%20public%20libraries&oq=garden+grove+public+libraries&aqs=chrome..69i57j0l5.8070j0j9&sourceid=chrome&ie=UTF-8&npsic=0&rflfq=1&rlha=0&rllag=33783075,-117984658,4416&tbm=lcl&rldimm=10318670340141799153&ved=2ahUKEwjs68Pi3bPdAhUDFXwKHY8UAcYQvS4wAHoECAQQFw&rldoc=1&tbs=lrf:!2m1!1e3!3sIAE,lf:1,lf_ui:3
http://www.ocpl.org/libloc/ggc
http://www.iau.la/
http://www.iau.la/
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With several exceptions provided by law, IAU cannot release information concerning students to prospective 
employers, government agencies, credit bureaus, etc., without the written consent of the student.  Students and alumni 
applying for jobs, credit, graduate school, etc., can expedite their applications by providing IAU with written 
permission to release their records, specifying which records and to whom the release should be made.  The student's 
written consent is not required for the disclosure of grades, disciplinary action, or other information to parents of 
Students who are dependents for federal income tax dependency. 
 

34. AVAILABILITY OF STUDENT RECORDS 
 
Student physical records are maintained on-site for a minimum of five (5) years after departing IAU.  Students have 
access to their own personal records during regular business hours upon reasonable notice, but access can only be had 
in the presence of a duty-authorized University representative.  After 5 years, student records are digitized. Transcripts 
are kept permanently. 
 

35. RIGHTS & ACCESS BY OTHERS 
 
The law provides that right of access to student records is available to authorized officials of State or Federal agencies 
when such access is necessary for audit or evaluation of educational programs supported by such agencies. 
 

36. RIGHT TO WITHHOLD TRANSCRIPTS, GRADES, INFORMATION FOR 
NONPAYMENT OF TUITION 

 
The Office of the REGISTRAR may withhold a student's transcript or grades if the student is in default on a student 
tuition contract.  IAU will not provide documentation for any student or graduate who is delinquent in payment of 
tuition, fees or any other financial obligation incurred through the school.   
 

37. ADDRESS CHANGE 
 
It is important for us to have current mailing addresses for all students. If a student change address, s/he may notify us 
via email. If students do not have Internet access, they may notify the Office of the REGISTRAR by phone, mail, or fax. 
 

38. NAME CHANGE (STUDENT OR GRADUATE)  
 
Students who need to change the names on their academic records may do so by submitting the Request to Update 
Information form to the Office of the REGISTRAR. Submit supporting documentation as needed.   
 

39. DECEASED STUDENTS (UPDATING RECORDS) 
 
Family members of students who have passed away during their program and are entitled to a refund are required to 
submit a copy of the Death Certificate to the Office of the REGISTRAR. The office will update the deceased student's 
file at that time. 
 

40. STUDENT SERVICES PURPOSE  
 
IAU has created Student Services to facilitate student life. IAU is dedicated to providing the best opportunities to you 
while on campus. IAU welcomes all students who need personal guidance to schedule an appointment with our staff to 
help guide them through their programs at IAU. Whether it deal with graduation, I-20 related issues, finance, or career 
advice, IAU staff are here to help! Please email Student Services at ssv@iau.LA to schedule an appointment for 
advising. 
 
Our Student Services provides the following support services: Welcoming Services, Advising Services, F-1 Services 
(CPT/OPT), Writing Center, Library Services, Workshops, Internships, Computer Services , Tech Support, Graduation 
Services , Downloads Area, Events & Activities.  
 

mailto:ssv@iau.LA
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41. LIVING ACCOMMODATIONS 
 
IAU does not have dormitory facilities under its control. Housing is the responsibility of the student. There are many 
apartments for rent within a 1 to 10 mile radius. Many are within walking distance. Single bedroom apartments may 
cost $900 to $1,300/month. Many families have rooms for rent from $600 to $800/month.  The Office of STUDENT 
SERVICES provides information about the local neighborhoods, including popular restaurants, shopping areas, parks 
and recreation, and public transportation.  

 
For more information on housing, please email ssv@iau.LA. Visit www.iau.LA for more information. 
 

42. USE OF AUTOMOBILES & DRIVING TO CAMPUS 
 
Roads are marked properly. Road signs and traffic lights on the crossroad regulate traffic. Parking vehicles at the 
campus is allowed only within the instructed parking place. Roads for fire department and emergency, as well as all 
the gates must remain free. 
 

43. CAMPUS & EQUIPMENT 
 
The Los Angeles Main Campus is located in Mid-Wilshire, Los Angeles. The facility is located on the 10th floor of a 
Class A commercial building. 
 
After stepping off the elevator, processed towards the front doors of the main administrative office houses all the 
administrative offices. These offices include the Chief Academic Officer, the Office of ACADEMIC AFFAIRS 
administrative support staff, and the Chief Executive Officer. Other offices include the Office of Admissions, the Office 
of ACADEMIC AFFAIRS, the Office of STUDENT SERVICES, and the Office of STUDENT FINANCE. Additionally, there 
are three individual office spaces allocated for one-on-one appointments. These open offices will be used for private 
meetings, as needed by the administration or faculty. 
 
There are five fixed classrooms, A, B, C, D, and E, which can comfortably accommodate 20, 30, 24, 26, and 45 
students, respectively. The classrooms have different style seating, depending on the classroom. Classrooms A, B and E 
utilize training tables and chairs. Classroom B utilizes desks with attached table tops. Classroom C utilizes open desks 
with rolling chairs. All five classrooms provide a standard learning environment for students, which include a 
whiteboard, an instructor’s computer that is connected to a ceiling-mounted projector, and a projector screen. 
 
Outlets throughout the classroom are available for students to plug laptops. The SKYlounge can comfortably 
accommodate 15 students at any given time. The SKYlounge contains tables and seats for students to take a break in 
between classes, eat a meal, or just relax. There are kitchen amenities, such as two refrigerators for students and staff 
to store food, two microwaves, and toaster oven to prepare food, a coffee and hot water dispenser, and a sink. 
Complimentary coffee, tea, and water, plates, and eating utensils are made available to students. Vending machines 
are available to purchase snacks and drinks. The IAU library is for student and faculty use only and is not for the 
public. The library contains over 300 books, mainly specialized holdings in those subject areas relevant to IAU’s course 
offerings - business, management, and Christian studies. 
 

44. CAMPUS SAFETY & EMERGENCY PROCEDURES 
 
These instructions refer to both IAU locations in Los Angeles & Garden Grove.  
 
Elevator Failure: If you are trapped in an elevator, use the emergency telephone inside the elevator to call for 
assistance or press the elevator alarm inside the elevator to signal for help. 
 
Emergency Notification Procedure: When you call 911 or any other emergency number to request emergency 
assistance, you will be connected to the Police Dispatch. Call from a safe location, remain calm and be prepared to 
give the dispatcher as much information about the emergency as you can (what the emergency is, where it is, if there 
are injuries and how serious, etc.) The dispatcher will ask questions so do not hang up until you are told to do so. The 
dispatcher may also give you instructions.  
 

http://@iau.LA
http://www.iau.la/
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Medical Emergency: If you are injured or have a medical emergency, call 911 immediately if you are able. If you are 
unable to use the phone, verbally call for help. Anyone that hears you should summon help by calling 911. If you 
witness an injury or medical emergency, immediately assist the injured if it is safe for you to do so. Then call 911 as 
soon as possible from a safe location. Become familiar with emergency notification procedures. 
 
Evacuation Procedures: A building occupant is required by law to evacuate the building when the fire 
alarm sounds. There may be instances where the building would be evacuated without a fire alarm sounding. When 
evacuating your building or work area: 

• Stay calm; do not rush or panic. 

• Safely stop your work. 

• If safe, gather your personal belongings; take prescription medications with you. 

• If safe, close your office door and window, but do not lock them. 

• Use the nearest safe stairs and proceed to the nearest exit. Do not use the 

• elevator. 

• Pay attention to emergency staff for additional evacuation instructions. 

• Proceed to the to the parking lot in front of the building and report to your roll taker. 

• Wait for any instructions from emergency responders. 

• Do not re-enter the building until the emergency responders instruct you. 
 
Fire Procedures: A building occupant is required by law to evacuate the building when the fire 
alarm sounds.  

• If you see a fire and the alarm is not sounding, immediately notify the fire department by pulling the hand pull 
at the alarm station. Call 911 from a safe location to provide details of the situation.  

• If trained, able and safe (with a sure and safe exit), use a portable fire extinguisher to extinguish the fire. 
Evacuate if one extinguisher does not put out the fire.  

• Otherwise, evacuate the building as soon as the alarm sounds. On your way out, warn others. 

• Use stairs only; do not use elevators. 

• Move away from fire and smoke. Close doors and windows if time permits. 

• Touch closed doors. Do not open them if they are hot. 

• Enter the building only when instructed to do so by emergency responders. 
 
Earthquake Procedures:  
Inside the Building: 

• Duck under the nearest sturdy object and hold onto it until the shaking stops. 

• If you are not near a sturdy object, make yourself as small as possible and cover your head and neck. 

• If you stand in a doorway, brace yourself against the frame and watch out for a swinging door or other 
obstruction. 

• Avoid windows, filing cabinets, bookcases, and other heavy objects that could fall or shatter. 

• Stay under cover until the shaking stops, then leave the building and go to the parking lot in front of the 
building. Report to your roll taker. 

• If safe, before evacuating, stabilize any laboratory procedure that could lead to further danger. (Example: 
turn off Bunsen burners or electrical equipment.) 

Outside the Building: 

• Move away from trees, signs, buildings, electrical poles and wires, fires, and smoke. 

• Protect your head with your arms from falling debris. 

• Proceed to the parking lot assembly area. Report to your roll taker. 

• Stay alert for further instructions. 
 
Demonstration / Civil Disturbance Procedures: 
Most demonstrations are peaceful and if one is conducted near or in your building, carry on business as usual. Avoid 
provoking or obstructing demonstrators. Should a disturbance occur, call Police for assistance (sec. II). If protestors enter 
your building, let them. Try to carry on business as usual. If 
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the noise becomes too great, or the crowd too large, feel free to close and lock your office doors and/or windows - 
this is a departmental decision. Do not close your building unless the Police advise you to. If it becomes necessary to 
evacuate, follow directions from Police. Proceed to the parking lot and wait for additional instructions. 
 
Criminal or Violent Behavior: Assist in making your work location a safe place by being alert to suspicious situations 
or persons and reporting them as outlined below. If you are the victim of, are involved in, or a witness to any violation 
of the law such as assault, robbery, theft, overt sexual behavior, etc. call Police (sec. II) as soon as possible. Follow 
notification procedures (sec. III-1). If safe, wait for Police to provide them with more information. 
 
Explosion or Bomb Threat Procedures: A suspicious-looking box, package, object, or container in or near your work 
area may be a bomb or explosive material. Do not handle or touch the object. Move to a safe 
area and call the Police immediately. Use a telephone in a safe area. Do not operate any power switches, and do not 
activate the fire alarm. 
 
If there is an explosion: 

• Take cover under sturdy furniture, or leave the building if safe and directed to do so by emergency 
responders. 

• Stay away from windows. 

• Do not light matches. 

• Move away from the hazard site to a safe location. 

• If instructed to evacuate, use the stairs only; do not use the elevators. 
If you receive a bomb threat (via the telephone): 

• Stay calm and keep your voice calm. 

• Pay close attention to details. Talk to the caller to obtain as much information as possible. 

• Write down the date and time of the call. 

• Take notes. Pay attention to details. 

• Ask as many questions as possible: 
a. When will it explode? 
b. Where is it right now? 
c. What does it look like? 
d. What kind of bomb is it? 
e. Where did you leave it? 
f. Did you place the bomb? 
g. Who is the target? 
h. Why did you plant it? 
i. What is your address? 
j. What is your name? 

• Listen to the caller’s voice. See if you can identify: 
a. Speech patterns (accent, tone) 
b. Emotional state (angry, agitated, calm, etc.) 
c. Background noise (traffic, people talking and accents, music and type, etc.) 
d. Age and gender 
e. Date and time of call 
f. How threat was received (letter, note, telephone) 

• Call the Police (sec. II) and relay the information from the bomb threat telephone call or bomb threat letter. 
Follow the Police’s instructions. 

• Check your work area for unfamiliar items. Do not touch suspicious items; report them to the Police. 

• If you are told by emergency responders to evacuate the building, see "Evacuation Procedures" above. 
 
Fire Equipment. Fire Equipment Tampering with any fire protection equipment, fire extinguishers or 
alarm systems are a violation of state law. Any pranks utilizing fire equipment or dangerously harmful substances may 
also be a violation of state law. Any person found to be in violation of these state laws 
may be subject to criminal fines and jail time.  
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Buildings and Road Signs. Any tampering with campus buildings or road signs poses a significant threat to the safety 
of people, in addition to the damage to property. Tampering with campus buildings or road signs may also be a 
violation of state law. Any person found to be in violation of these state laws 
might be subject to criminal fines and jail time. In addition to any potential prosecution resulting from the violation of 
these state laws, IAU may impose a fine, or administer disciplinary action in accordance with the Student Conduct 
Code. 
 
Identification of Strangers. All students are urged, for their own protection and for the protection of other community 
members, to politely ask any stranger on campus to identify him or herself. Visitors who are uncooperative should be 
reported immediately to a staff member who will monitor the situation. 
 
Security Tips  

1. Avoid walking alone at night and stay in well-lit areas. 
2. Walk with a friend. It is less likely that something would happen if there are two of you. 
3. Always lock automobiles when they are unoccupied. 
4. Have your key ready to open your car door, especially at night. 
5. Your keys can be used as a defensive weapon.  
6. Look inside your car before entering; also check vehicle for possible break-ins. Assailants sometimes hide in the 

back seat of a vehicle. 
7. Always make sure that your apartment, office, or classroom door is locked if you are working or studying late. 

Remember to never prop doors open for someone else. 
8. If you find a door unlocked that should be locked, immediately report this to a staff member.  
9. Do not give your name, address, or other personal information (e.g., Social Security Number, credit card 

numbers, driver's license numbers) to strangers, either online, on the phone, or in person. 
10. Keep money and other valuables locked in a secure place. Money should never be left unattended even in 

your room or apartment. 
11. Record the numbers of all credit cards and bank accounts. Also keep the phone numbers of these companies or 

banks so that they can be notified if cards are lost or stolen. 
 

45. HEALTH INSURANCE 
 
All international students on F visas are encouraged to have medical insurance at all times for themselves and their 
dependents living with them while enrolled with IAU. IAU recommends purchasing one of the insurance plans provided 
by GeoBlue Insurance for international students. The students have the flexibility to choose a plan that best fits his/her 
needs and budget. IAU does not provide health services on campus. 
 

46. INTERNSHIPS 
 
On Campus Internship. IAU offers unpaid on campus internships for students. For students with little or no experience, 
this may be a way to gain administrative and clerical experience. Working under the supervision of an IAU staff 
member, the student will be charged with clerical work, data entry, filing, etc.  
 

47. STUDENT PROFESSIONAL DEVELOPMENT WORKSHOPS 
 
IAU offers free Student Professional Development Workshops throughout the year to give a competitive edge to IAU's 
business students in obtaining internships and securing desired employment. The non-credit 1.5-2 hour workshops are 
delivered by IAU’s faculty and the topics vary from personal development, industry and career knowledge, 
organizational leadership panels, networking, and professional image enhancement. Participation by students is 
voluntary. 
 
By applying themselves in the workshops, IAU business students will develop a balanced portfolio which reflects their 
academic, professional and career readiness. A Certificate of Completion is presented to each attendee at the time of 
completion that can be added to the student’s portfolio, which can be a student’s unique competitive advantage over 
other job candidates. 
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48. SCORE WEBINARS, & WORKSHOPS 
 
SCORE is a nationwide, non-profit organization supported by the U.S. Small Business Administration (SBA) that is 
dedicated to educating entrepreneurs and small businesses start, grow, achieve their goals and succeed through 
education and mentorship.  
 
The SCORE webpage contains information about the SCORE organization and how to sign up for SCORE webinars and 
workshops.  SCORE webinar and workshop opportunities are announced through social media monthly.  
 
For more information on career services, please email CAREERservices@iau.LA. Visit www.iau.LA for more information. 
 

49. CAREER PLANNING & PLACEMENT   
 
IAU’s programs do not prepare graduates for a specific occupation or employment. However, IAU does provide 
assistance in career planning services.   
 
Information & Resources. Through the Career Services, IAU will provide Career Assessment Tools, information about 
working in the U.S. for F-1 visa holders, job search engines, and resume writing resources, interview advice, job search 
engine resources, resume writing resources, and personal assistance.  
 
Job Board. Also, the Career Services regularly updates employment opportunities to the job board and these 
opportunities are announced monthly.  
 

50. STUDENT GOVERNMENT PURPOSE, ORGANIZATION & FUNCTION  
 
The Student Council is made up of and organized by students who desire to serve their fellow students by developing 
and organizing programs that will enrich their educational, spiritual and social life. The Student Council functions within 
IAU to promote and support the interests of students. The council serves as a voice between students and the 
administration to allow for a free exchange of ideas about their life at IAU. Students work with an IAU staff member 
as a liaison to vocalize their opinions to IAU.  
 

51. STUDENT CLUBS, MINISTRY, SOCIAL OUTREACH 
 
IAU encourages the formation of student clubs and organizations that will be beneficial to the students academically 
and emotionally. Friendship and fellowship among students can be soothing to the soul, promote a spirit of cooperation 
and camaraderie. Involvement in ministry and social outreach includes opportunities available through local churches 
and organizations in the area. Currently, IAU does not have any official student clubs. 
 

52. CULTURAL, EDUCATIONAL, & RELIGIOUS OPPORTUNITIES 
 
IAU has chosen its home in Los Angeles, CA to give students the opportunity to explore various opportunities and 
experiences. The City of Los Angeles holds many distinctions. The diverse, multiethnic population of Los Angeles 
distinguishes the city as the cultural hub of the Pacific Rim. People from more than 140 countries, speaking 224 
different identified languages, currently call Los Angeles home. Los Angeles does not have a majority population. Local 
churches in the area offer fellowship and services that students can join. With various museums and exhibits, Los 
Angeles is full of inspiring art and diverse cultural experiences. In fact, Los Angeles has more museums and theatres 
than any other city in the U.S., making it the perfect place to be immersed in arts and culture. To start, here are a few 
places located in Los Angeles, CA. 
 
Department of Cultural Affairs. As a leading, progressive arts and cultural agency, DCA empowers LA’s vibrant 
communities by: supporting and providing access to quality visual, literary, musical, performing, and educational arts 
programming; managing vital cultural centers; preserving historic sites; creating public art; and funding services 
provided by arts organizations and individual artists. Address: 201 North Figueroa Street, Suite 1400, Los Angeles, CA 
90012, Phone: (213) 202-5500, Website: http://culturela.org/  
 

mailto:careerservices@iau.LA
http://www.iau.la/
http://culturela.org/
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The J. Paul Getty Museum seeks to inspire curiosity about, and enjoyment and understanding of, the visual arts by 
collecting, conserving, exhibiting, and interpreting works of art of outstanding quality and historical importance. 
Address: 1200 Getty Center Drive, Los Angeles, CA 90049, Phone: (310) 440-7300, Website: 
http://www.getty.edu/museum/  
 
LACMA (Los Angeles County Museum of Art). Largest art museum in the West inspires creativity and dialogue. 
Connect with cultures from ancient times to the present. Address: 5905 Wilshire Blvd, Los Angeles, CA 90036, Phone: 
323 857-6000, Website: http://www.lacma.org/  
 
VolunteerMatch matches inspired people with inspiring causes. It’s how volunteers and nonprofits connect to achieve 
remarkable outcomes. Website: https://www.volunteermatch.org/  
 
Immanuel Presbyterian Church’s core is Heart, History, and Hope in mid-Los Angeles, California, as part of 
Koreatown and the mid-Wilshire corridor. We are a warm and welcoming community with a diverse congregation from 
many nations, backgrounds, and origins, united by our journey to seek God, make a positive impact, and share the 
richness of life together. Address: 3300 Wilshire Blvd, Los Angeles, CA 90010, Phone: (213) 389-3191, Website: 
https://immanuelpres.org  
 
Archdiocese of Los Angeles. The Cathedral serves as a "model Church for all Parish Churches" in the style and content 
of its liturgical celebrations. In design, art and furnishings, the Cathedral is rich in cultural diversity in a city in which 
Sunday Mass is celebrated in 42 different languages. 3424 Wilshire Blvd. Los Angeles, CA 90010, Phone: (213) 637-
7000, Website: http://www.la-archdiocese.org  

http://www.getty.edu/museum/
http://www.lacma.org/
https://www.volunteermatch.org/
https://immanuelpres.org/
http://www.la-archdiocese.org/
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PART 2: TECHNOLOGY RESOURCES 
 

myIAU STUDENT PORTAL 
 
myIAU is an online resource we provide to students to track the classes they are enrolled in, grades, and financial 
balance. Your name, address, telephone number, email, and other personal contact information are stored within this 
system also. 
 
Password protected, students can log-in to check on his or her progress on program completion, financial balance, or 
print unofficial transcripts.  Students can also receive mass messages, general news, or announcements through this web 
portal.  
 
After each course, we will update your grades and notify you when they are ready to be viewed. For all payments, 
we will track how much you have paid as well as how much you owe to make sure you are always aware of your 
financial balance. 
 

53. ACCESSING MYIAU 
 
To access myIAU, visit IAU’s website (www.iau.LA), click on the link at the top menu which reads myIAU. You will then log 
on using your user name and password provided to you by the IAU staff.  
 

 
 

http://www.iau.la/
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 Here you can access your course schedule, financial balance, print unofficial transcripts and more. 
 

 
 
On your student profile page, make sure to verify your name, address, telephone number, email, and other personal 
contact information that is stored within this system. If you notice there is an error or you need to update the information 
here, please email registrar@iau.LA: 
 

 
 
 

  

mailto:registrar@iau.LA
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MOODLE 
 
Moodle is a web-based learning environment that allows you to access your course materials online. At International 
American University we also refer to Moodle as IAUonline. 
 
Moodle allows teachers and students to interact in a ‘virtual classroom’ in much the same way as in a standard 
classroom. The difference is that it can be done from any place in the world, at any time and with the resources of the 
Internet as support.  
 

54. LOG INTO IAUONLINE (MOODLE) 
 

You can log into Moodle through a web browser (such as Google Chrome or Mozilla Firefox) on any internet connected 
computer.  
 
1. Open a web browser window and type in IAU’s website: www.iau.LA  
2. In the menu, at the top of the website, click the link IAUonline. You will be redirected to IAUonline | Moodle.  
3. Enter your user name and password that was given to you by the IAU Staff and click on the Log In button.  
 

55. RECOVERING MY LOST PASSWORD 
 
At the login page, you can reset your password by clicking on the link Forgotten Your User Name or Password and 
follow the instructions. If you are still having problems, contact the Tech Support at TechSupport@iau.LA. 
 

 
 
 
 
 
 
 

 
 
 
 

56. NAVIGATION DRAWER 
 
After you have logged in successfully, you will see the Navigation Drawer at the top left which will help you navigate 
where to go throughout IAUonline. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

http://www.iau.la/
mailto:TechSupport@iau.LA
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57. BREADCRUMB TRAIL 
 
The breadcrumb trail, aka navigation bar, is the row of links you will find towards the top of the site. The breadcrumbs 
show a user where they are in the site and are clickable links so you can jump to another page very quickly. 
 
 
 
 
 
 
 
 

58. EDIT MY PROFILE  
 
Go to the top right of the page, click your name to display the user menu, then click Profile or Preferences. You will be 
taken to a new page where you can edit your information by clicking Edit Profile.  Make sure your email address and 
other details are correct so students can get to know you and contact you. You can also upload your picture or avatar.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

59. CHANGE MY PASSWORD 
 
1. To change your password, go to the top right of the page, click your name to display the user menu, then click 

Preferences.  
2. Under the User Account heading, click Change Password. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 
2 
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60. ACCESS MY COURSES 
 

After logging in, you can access your courses on the dashboard page or through the Navigation Drawer under My 
Courses. If you do not see a particular course listed, it is likely that the IAU Staff has not yet enrolled you into it. If that 
is the case, contact studentsupport@iau.LA.   
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

61. COURSE LAYOUT 
 
Below is an example of a sample course homepage. 
 
A. Breadcrumb Trail. Tells you where you are in the course.  
B. Course Contents Area. This consists of course sections divided into topics or weeks that contain course information, 

activities and resources.  
C. Course Menu. This block helps you navigate to different sections of the course. 
D. Navigation Drawer. This block allows you to access other parts of the site. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

C 

D 
B 

A 
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62. IAU’S FACEBOOK & TWITTER NEWS FEED 
 
On the Dashboard, you will see 2 sticky blocks: IAU’s Facebook & Twitter News Feed. These are here in all accounts so 
everyone can stay updated on IAU announcements, news and events without having to leave IAUonline. 
 

 
 

63. MY PRIVATE FILES 
 
Each user has a private files area for uploading and managing a set of files. To access this area, go to the navigation 
drawer and click Private Files. In this area you can create folders, drag and drop your files, or browse your computer 
to upload the files you want.  
 

64. SEND AND RECEIVE MESSAGES 
 

Teachers, students and other users may send and receive private messages via IAUonline / Moodle. This is in addition 
to receiving notifications about assignments, forum discussions etc.  
 

1. Access your messages by going to the top of the screen and click the messaging icon for a drop down to 
appear.  

2. Click the link New Message or See All to compose a message. 
3. Search for a contact or type the name of a course to search for a person. Be sure the Contacts tab at the 

bottom is selected.  
4. Select a contact and a message box will appear on the right.  

 

65. SET UP MY MESSAGE ALERTS 
 

Users can decide to receive message alerts via email from IAUonline / Moodle when online or offline.  
 

1. Go to the top right of the page, click the messaging icon, click the gear icon to go to the Message Preferences.  
2. Or click your name in the top right corner to display the user menu, click Preferences, click Message 

Preferences. From here you can turn on / off email notifications. 
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66. SUBMIT AN ASSIGNMENT 
 

This example will focus on submitting an assignment that requires you to upload a file. There are a variety of 
assignment types, be sure to read the instructions, or refer to your syllabus and/or instructor. 
 

1. In your course, locate the assignment in your course and click on the link.  
2. Click on the Add Submission button towards the bottom center of the page. 
3. You can upload your document by dragging and dropping your file. Then click Save Changes. 
4. When your assignment is uploaded, you will see your submission status as submitted for grading and under file 

submissions you should see your uploaded file. 
 

67. TURNITIN (PLAGIARISM PREVENTION) ASSIGNMENT 
 

Turnitin is a database operated by software designed to match text from other sources or literature found in Web 
content, previously submitted papers, and subscription-based journals and publications. Turnitin's intent is not to detect 
plagiarism, but to provide enough information through reports so that the individual can determine if a violation of 
plagiarism is taking place based on the originality report provided for each paper submitted.  
 
There is no score that is inherently "good" or "bad" and this is where the individual must determine if there is a 
plagiarism violation. Moreover, 0% does not necessarily mean that everything is fine with the student's paper or 
assignment submitted and 99% does not necessarily mean that the student should fail. The individual will have to look 
at the report and decide what is wrong with the paper in correlation to what is being reported by Turnitin. 
 
Or visit Turnitin’s Student Training section on their website: 
http://turnitin.com/en_us/training/student-training  
 

1. Within your course locate the assignment and click on the link. A Turnitin assignment can be identified by their 
logo, the title of the assignment will vary by course. 

2. Towards the bottom right click the link called Submit Paper.  
3. You will be redirected to a new page to title and upload your document. Click Add Submission to upload your 

file. 
4. When your document finishes uploading you will receive a digital receipt.  

 

68. VIEW MY ASSIGNMENT GRADE 
 
Within your course, click on the assignment you would like to see a grade. You will be taken to a new page where you 
can view your submission status, your grade and feedback comments the instructor has given. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://turnitin.com/en_us/training/student-training
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69. VIEW MY TURNITIN ASSIGNMENT GRADE 
 
To view your grade, go back and click the assignment link to be taken to your submissions page.  Here you can view: 
 

1. Your submission title, paper id, submission date. 
2. Similarity to other papers. In this example, 100% and a full red bar means your paper is 100% plagiarized.  
3. Your grade out of 100 points.  
4. Depending on your instructor, you can resubmit your paper. 
5. You can download your paper. 

 

 
  

1 2 
 

3 4 5 
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70. VIEW MY COURSE GRADE | USER REPORT  
 
To view your overall grade and a listing of all your assignment grades you have in a course, log into IAUOnline & 
access your course. 
 

1. Within your course, find the Navigation Drawer and click Grades.  
2. Your user report will list all the assignments / activities along with your grade.  

 
Note: Depending on your instructor, it is possible instructors will keep a separate record of your grade that includes 
other assessments. Your grade seen here in Moodle may not be your final grade.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

71. OVERVIEW REPORT 
 
The overview report shows grades from all your courses. To view the overview report, go into one of your courses, click 
Grades, click the tab: Overview Report. You will be taken to a new page with a summary of your courses and grades.   
 

72. TAKE A QUIZ 
 
Quizzes can be made up with multiple choice, true/false, and essay questions. 
 

1. Click on the Quiz link within your course. Then click on Attempt Quiz Now.  
2. When you have reached the end of the quiz, you will be asked if you want to go back to change your answers 

(Return to Attempt) or submit your answers (Submit All and Finish). If you decide to submit, a pop up will ask you 
to confirm your submission.  

3. You will be able to see review all the correct answers. When you are done reviewing, click Finish Review at the 
bottom left. 

4. The summary page will show your scores. Depending on the course, you may be allowed 1 or more quiz 
attempts. 

 

  

2 
  

1 
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73. ANNOUNCEMENTS 
 
The announcements forum is located at the top of the course page. Clicking on the Announcements link will show you a 
list of all the discussions posted. Only teachers and administrators may add and reply to posts. Click on a specific post 
and you can read the discussion. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

74. DISCUSSION QUESTIONS (FORUMS) 
 
Courses typically have Discussion Questions (DQ) which are also called Forums. To post or reply to a post in a Forum go 
to your course. 
 

1. Click the Discussion Forum (DQ) link you want to post to. The location and name of this link will depend on your 
course. Normally each Discussion Question will have its own link. 

2. Depending on the Forum set up, you can click reply to answer the DQ or click Add a New Discussion Topic. 
3. Write in your response, then click the Post to Forum button at the bottom of the page. If you have successfully 

posted to the forum, you will see your post.   
 

75. TEXT EDITOR 
 
The Text Editor allows you to make formatting changes to your text like changing the font, color, adding bullets, 
indenting, etc. The text editor first appears with just one row of buttons. Clicking the top left icon will expand it to three 
rows. 
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LIBRARY AND INFORMATION RESOURCES NETWORK (LIRN) 
 

IAU’s campus library exists primarily to serve the scholarly and research needs of the faculty and students of IAU. The 
library contains mainly specialized holdings in those subject areas relevant to the University's course offerings - 
business, management, and English.  
 
The LIRN virtual library provides students with millions of peer-reviewed and full-text journal, magazine, and 
newspaper articles, e-books, podcasts, audio, and video resources to support their academic studies from Gale 
Cengage, ProQuest, EBSCO, CREDO Reference, eLibrary, and more, covering topics for General Education, Business, 
and Medical programs. 
 
Email the Office of Student Support if you do not have your IAU username log-in. 
 

76. ACCESSING LIRN 
 
1. Open your web browser, and type www.lirn.net into the address box. 

 
 
 
 
 
 
 
 

2. Next, select Databases from the navigation bar at the top of the page. 
 

 
 
 
 
 
 
 
 
 
 
 
 

3. In the highlighted box, enter the LIRN access code as supplied by your librarian or faculty advisor, then click 
the Submit button. 

 
 
 
 
 
 
 
 
 

 
 

4. The LIRN gateway page will be displayed, with a list of available resources, such as Gale Cengage, ProQuest, 
EBSCO, CREDO Reference, eLibrary, and more. 
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77. USING LIRNSEARCH 
 

1. LIRNSearch allows you to search for content from all databases to which your campus is subscribed. For simple 
keyword searches, enter your search term in the highlighted box and click the search icon.  For more search 
options, follow the Advanced Search link. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

2. As the queries complete, the results will begin populating the page. On the left of the page, you will be able 
to control how the results are displayed, as well as apply filters to the results. When you find an article you 
wish to read, simply click on the title to view the complete full text or abstract. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. A new window will open, displaying the selected article. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

4. When you are finished viewing the article, simply close the new browser window to return to the LIRNSearch 
window. Then use the Logoff link to return to the LIRN gateway page. 
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78. USING GALE INFOTRAC 
 

1. From the gateway screen, click the Connect to Gale InfoTrac button. 
 
 
 
 
 
 
 
 
 

2. InfoTrac is a full-text digital archive containing hundreds of thousands of academic journals, magazines, and other 
media. This is the main Gale common menu page, with a list of databases available. 

 

3. From the Gale common menu screen, scroll down through the collection to Computer Database and select it. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4. This is the search page for Computer Database. Below the main search box are options that allow you to choose 
only documents available in full text, as well as document with images, and documents that have been peer-
reviewed. Type pixel into the search box. Click the Search Icon. 
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5. A list of articles will be returned. Options to limit your search can be found on the left column of the screen. Click on 
the title of the article to view its content. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Once you have found an article, you have several choices. You can Read the article online; print the article; email 
the article to yourself or a friend. 
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79. USING PROQUEST 
 
ProQuest is a massive full-text digital archive of newspapers, periodicals, dissertations, and other media. Which 
databases are available will depend on your institution's subscription. Check with your librarian or faculty advisor for 
details about your campus' collection.  
 
From the gateway screen, click the Connect to ProQuest button. 
 
 
 
 
 
 
 
 
 
You can use the checkboxes Below the main search box to limit your search to full text, peer reviewed or scholarly 
journals. 

 

1. To limit by subject area, choose a subject from the list below the search box.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

2. To Search: 
 

• Type new york times into the search box. 

• Check the Full text checkbox. 

• Click the Search Icon 
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3. A list of articles will be displayed. At the bottom of each record, the available formats are listed. In this case, the 
article contains a citation/abstract, and both full text and PDF formats. In the right column, there are tools to limit 
your search results. Click on the title to view the article. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Once you find an article, you have several choices. You can read the article online; print the article; or email the 
article to yourself or to a friend. 
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80. USING ELIBRARY 
 
1. From the gateway screen, click the Connect to eLibrary button. 
 
 
 
 
 
 
 
2. eLibrary is a collection of periodicals, reference material, maps, pictures, newspapers, and other media. Below the 

search box, you have the option to select the format of the media for which you are searching, or you can search 
through all formats. To search: Type pixel into the search box. Click Search. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. The results page will be displayed, with options to organize the results on the left column. Click on the title of an 

article to read it. 
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4. Here is a view of an article. Above the article are options for emailing, printing, citing, or sharing the article. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

81. USING BOOKS IN PRINT 
 
1. From the gateway screen, click the Connect to Books in Print button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Bowker's Books in Print Professional is a reference used in locating books and publications by title, author, and 

publisher. It is not the full-text publication itself, but merely the information on where to locate the book or 
publication. To find a book: Type pixel into the search box.  Click Search. 
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3. A list of books containing the keyword pixel in the title will be displayed, along with the author, publication date, 
number of editions in print, and available formats. Click on the title of the book for more information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. More detailed information about the book is displayed including ISBN, format, publisher, availability, print status, 
LC number, and language. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

82. USING RCL 
 
1. From the gateway screen, click the Connect to Resources for College Libraries (RCL) button. 
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2. Resources for College Libraries is a reference used in locating books and publications related to a specific 
classification by title, author and publisher. It is not the full-text publication itself, but merely the information on 
where to locate the book or publication. To find a book: Type pixel into the search box. Click Search. 

 
 
 
 
 
 
 
 
3. A list of books containing the keyword pixel will be displayed. Below each entry is key information about the book, 

such as author, publisher, ISBN, and date of publication. Click on the title of the book for more information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. More detailed information about the book is displayed, including a synopsis at the bottom of the record. Above 

the record are links to download, print, and email the record, as well as options to help you find where to obtain 
the book. 
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PART 3: WRITING MANUAL  
 
This writing guide is designed as a reference for beginning and continuing undergraduate and graduate students at 
International American University (IAU) in preparing various written products required in their specific programs. Often 
the most imposing and anxiety producing challenge is returning to the academic environment after years of separation 
from academia. There is a duality to this challenge. First, as students who have been pursuing their professional career, 
this will require learning a “new system and style.” Second, once the academic writing style is mastered, there is a 
requirement to use the two styles, professional and academic, in the production of written work.  
 
Academic writing is like the writing in a few professions, i.e., it has certain rules and conventions. Whereas one might 
write “I” and “you” in a professional setting, their use is not usually acceptable in an academic setting (of course there 
are exceptions). “Borrowing” the words or ideas of others without permission or citation may be acceptable in certain 
professions, but is considered an honesty violation in academe. Like many organizations, there is a definitive format 
that is acceptable at IAU, namely APA.  
 
Graduate study is all about research, discovery, critical thinking, and writing. In the first, students have access our online 
library. In the second, coursework is designed to develop skills in analysis, comparison, contrast, synthesis, and 
evaluation that will enhance the capability to “dig” into various topics and think about them at a new level. But in the 
end, it will be the student’s ability to express the results of their research and discovery that will determine successful 
outcomes. 
 

83. SCHOLARLY WRITING 
 
The four distinguishing characteristics that define quality scholarly writing are organization, readability, effectiveness, 
and elegance. Organization and readability are self-explanatory. Effectiveness refers to the tone of the language; 
passionate, but not emotional. How strongly the writer makes the argument is important. Elegance implies writing with 
simplicity and grace, eliminating wordiness and meaningless words, with clear and concise expression as the goal. 
Through reading, class discussion, and written exercises, students will develop these skills as they advance in the 
program.  
 

84. IAU WRITING CENTER 
 
The IAU Writing Center provides support for students working on course papers and independent writing projects. The 
IAU Writing Center can help at any stage of the writing process, from brainstorming to final polishing. In person, a 
staff member can assist students at: IAU's Main Los Angeles Campus on Tuesdays, Wednesdays, & Thursdays from 
12:15 P.M. – 3:15 P.M. 
 
If students are unable to come at that time, students can make an appointment with the instructor or email their 
assignments to writingHELP@iau.LA. A staff member can assist with comments, tracked changes and communicate with 
the student via email. 
 

85. WRITING STANDARDS 
 
IAU considers academic honesty one of its highest values. Students are expected to be the sole authors of their work. 
Use of another’s ideas must be accompanied by specific citation and attribution. The disciplinary consequences of 
plagiarism and other forms of academic dishonesty include: non-acceptance of work submitted, written reprimands or 
other disciplinary action, and possible dismissal. Similarly, due to the ease of accessing the Internet and the integration 
of learning concepts with practical application expected at the graduate level, IAU extends the concept of academic 
integrity to include issues of copyright and trademark violations as well as misuse or misappropriation of company-
owned and proprietary information.  
 

  

mailto:writingHELP@iau.LA
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86. PLAGIARISM 
 
Plagiarism is to steal or pass off the ideas/words of another as one’s own. If a student copies verbatim or simply 
rephrases the ideas of another without proper attribution and credit, it is considered theft and plagiarism. In the 
preparation of submitted work in meeting course requirements, either a draft or final version of the product, students 
must take great care to distinguish their own ideas and language from information, ideas, facts, etc. from other sources. 
Sources include books, articles, electronic media, others’ opinions, information, and published facts. Generally, “if it is 
written or printed, it must be cited.” 
 

87. ACADEMIC HONESTY 
 
A computer program, marketing plan, PowerPoint® presentation, or other similar forms of work products written to 
satisfy a course requirement are expected to be the original work of the student submitting it. Copying documentation 
from another student or from any other source without proper citation is a form of academic dishonesty, as is deriving a 
final work product from the work of another. Students should acknowledge any collaboration in the completion of a 
written assignment. Another form of academic dishonesty is the purchase of written work from a commercial or private 
source. Another form of dishonesty is the submission of the same work product for two different courses.  
 

88. AUTHORSHIP 
 
The student is the assumed author of all submitted course material. Any assistance received by the student in the 
preparation of such coursework should be acknowledged and disclosed within the work product. Some instructors may 
require a “Certificate of Original Authorship” attached to the submission.  
 

89. COPYRIGHT AND TRADEMARK VIOLATIONS 
 
The student will not post, transmit, or print any information in all or any part of a IAU course of any company or 
individually-owned material that infringes on another person’s or entity’s copyright, trademark, trade dress, or service 
mark. The use of a trademark, copyright information, or documentation will be used only with the expressed consent of 
the trademark or copyright holder.  
 

90. PROPRIETARY AND CONFIDENTIAL INFORMATION 
 
The student must have formal approval for the use of any company or individually owned materials used in an IAU 
course. The individuals and/or organizations owning this information must be fully aware of the intention of the student 
in using such material and the basis of its usage.  
 
In accordance with IAU’s educational privacy policy, students may not violate other parties’ rights in connection with 
their coursework. For example, plagiarism or of forms of copyright infringement are forbidden, as is the disclosure of 
another party’s confidential information or trade secrets.  
 
To ensure IAU continues to respect students’ rights, as a matter of policy IAU and faculty members will not accept 
information from students under the obligation of confidentiality. Types of information that could be subject to 
confidentiality requirements include: US government sensitive and confidential information, proprietary and confidential 
information from an employer, patented inventions not yet patented, and information obtained pursuant to a 
nondisclosure agreement.   
 

91. FORMAT AND STYLE STANDARD 
 
IAU’s standard for presenting written work is the Publication Manual of the American Psychological Association, 6th 
edition (2010), unless specifically waived for a specific class or program.  
 
Why the standard? Standards serve dual purposes. The first and more obvious one is to provide for consistency in 
formatting. Hence, there exist “rules” for citation and references, positioning of tables and figures, and the like. The 
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second and less obvious one, but in the long run more critical, is the means it provides to organize the presentation of 
thought and logic to the reader. In that sense, it is also a tool for critical thinking.  
 

92. UNIVERSITY WRITING 
 
Many students entering undergraduate and graduate school depend on the writing strategies that served them well in 
their previous institutions. Old formulae, such as the five-paragraph theme, are not sophisticated or flexible enough to 
provide a sound structure for a university-level paper. And many of the old tricks—such as using elevated language or 
repeating yourself so you might meet a ten-page requirement—will fail you now.  
 
So how does a student make a successful transition to undergraduate or graduate academic writing? The first thing you 
will need to understand is that university writing is for the most part a particular style of writing called academic 
writing. While academic writing might be defined in many ways, there are three concepts that you need to understand 
before you write your first university academic paper.  
 
1. Academic writing is writing done by scholars for other scholars. Writing done by scholars for scholars is to 

engage in an activity that has been going on in academic circles for centuries. It is reading, thinking about, 
arguing, and writing in certain ways. Education and experience helps students to understand the expectations, 
conventions, and requirements of scholarship.  

 
2. Academic writing is devoted to topics and questions that are of interest to the academic community. When 

you write an academic paper, you must first try to find a topic or a question that is relevant and appropriate. 
But how do you know when a topic is relevant and appropriate? First of all, pay attention to what your 
professor is saying. He/she will certainly be giving you a context into which you can place your questions and 
observations. Second, understand that your paper will be of interest to other students and scholars. Remember 
that academic writing must be more than personal response. You must write something that your readers will find 
interesting and useful. In other words, you will want to write something that helps your reader to better 
understand your topic or to see it in a different way.  

 
3. Academic writing should present the reader with an informed argument. To construct an informed argument, 

you must first try to sort out what you know about a subject from what you think about a subject. You will want to 
discern what is known about a subject and then determine what you think about it. If your paper fails to inform, 
or it fails to argue, then it will fail to meet the expectations of the academic reader.  

 

93. INFORMED ARGUMENT CONSTRUCTION 
 
When you sit down to write an academic paper, you will first want to consider what you know about your topic. 
Different writing assignments require different degrees of knowledge. When you sit down to write an academic paper, 
you must consider the following questions: 
 

• What do I know about my topic? 

• What do I know about the context of my topic? 

• What historical or cultural influences do I know about that might be important to my topic? 

• Does my topic belong to a particular genre or category of topics? 

• What do I know about the genre? 
 
Then you should follow up with the second set of questions: 
 

• What seems important to me about this topic? 

• If I were to summarize what I know about this topic, what points would I focus on? 

• What points seem less important? Why do I think so? 

• What do I know about the topic that might help my reader to understand it in new ways? 

• What don’t I know about my topic? 

• What do I need to know? 

• How can I find out more? 
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94. MOVING TOWARD CRITICAL THINKING 
 
You will discover that as you consider the questions listed above that you are moving beyond what you know about a 
topic and are beginning to consider what you think. In the process of really thinking about our topic, your aim is to 
come up with a fresh observation. After all, it is not enough to summarize in a paper what is already known and talked 
about. You must add something of your own to the academic conversation.  
 
Understand, however, that “adding something of your own” is not an invitation to simply to bring your own personal 
associations, reactions, or experiences to the reading of a text or article. To create an informed argument, you must 
first recognize that your writing should be analytical rather than personal. At the graduate level, scholars are not 
concerned with “what you think about something.” They want to know “what does the literature and research say about 
the topic.”  Your writing must show that your associations, reactions, and experiences of a topic, subject, or text have 
been framed in a critical, rather than a personal, way.  
 

95. CRITICAL THINKING 
 

At the graduate level, papers are the most popular means for assessing and evaluating student comprehension, 
abilities, and skills. Graduate papers can be a challenge for a variety of reasons: 
 

• The key component professors use in evaluating papers is the critical thinking demonstrated, and critical 
thinking is difficult. Many students struggle with what it really is, how to recognize it, or how to do it. Papers 
submitted during graduate course work become a trial and error process in developing critical thinking skills. 

• Papers are the primary means that students demonstrate their comprehension of knowledge of the course 
materials. Grades are determined not only on content, but also on presentation and format.  

• Learning to think critically is an iterative process and students must take advantage of opportunities to rewrite, 
edit, and learn from consecutive assignment submissions.  

 
Thinking critically about a topic begins with something to think about. It requires a reasonable level of content 
knowledge. The process is basically one of questioning, especially underlying premises. Many students quickly learn the 
importance of context and discovering “it depends.” “One person’s freedom fighter is another person’s terrorist.” 

 

96. THINKING CRITICALLY 
 

The following are presented to assist students in determining and answering questions about a selected subject.  
 

• Conduct a literature review in the IAU library and or on the Internet using Google Scholar and IAU’s 
online library LIRN. Write down key facts and ideas revealed in the readings. Concentrate on academic, 
peer-reviewed, articles and academic websites. Wikipedia is a good place to start, but never cite it as an 
academic source.  

• Supplement this list with information already known about the topic. Put the two lists together and return to 
it a number of times, until you feel you have a comprehensive knowledge of the subject matter. Then ask “Is 
there anything else?” until the answer is “no.” 

• Organize the material into categories, or groups of like information. The objective is to find things that fit 
together, determine possible relationships, and isolate groups. 

• Step back and look at the categories or groups. Is there a way they fit together? What do they suggest? Is 
there anything that doesn’t belong or is contradictory? Write any answers that arise, questions still to be 
answered, and any notes or comments generated from this process.  

 
The critical thinking process does not stop with the early stages of the development of a course paper. It carries 
through the entire research, organization, and writing process. Often the critical question to be answered in achieving 
the course objectives does not surface until the paper is actually being developed. At every stage of the process, the 
objective is to keep track of the thoughts that are generated. Writing everything down and keeping all notes and 
materials together helps in organizing a course paper.  
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97. CONSTRUCTING INFORMED ARGUMENT 
 

The question becomes: how do you move from a personal response to analytical writing? Within the realm of academic 
writing, arguing can encompass many different intellectual activities and are stated in Bloom’s Taxonomy (8.1.1 Skills 
Demonstrated). Higher level ones include: 
 
Analyzing 
This step in constructing an informed argument asks you first to consider the parts of your subject and to examine how 
these parts relate to each other and the whole. In analyzing a strategic plan, for example, the student researcher might 
break it down into its major parts—Vision, Mission, Objectives, etc.—and examine their relationship to the whole and 
each other.  
 
Comparing 
Comparing involves examining a number of things in a search for similarities. A student researcher might look at series 
of events, decisions, organizations, or processes in such an effort. For example, one might examine the decisions of a 
number of similar firms considering opening offices in a foreign country. By comparing these decisions and the critical 
variables that contribute to each, a researcher can develop a model for such decisions.  
 
Contrasting 
Contrasting involves examining a number of things in a search for differences. Similar to comparison, the student 
researcher might look at a series of events, decision, organizations, or processes to determine which of their components 
was responsible for different outcomes.  
 
Synthesizing 
Synthesizing involves combining things to produce something new.  A student researcher might combine decision-making 
theories with practical considerations to make decisions and develop a new framework for analyzing and evaluating 
them.  
 
Evaluating or Assessing 
Evaluating or assessing involves examining something against a proven or generally accepted standard. For example, 
if an author intended to evaluate/assess the efficacy of a specific social program, the typical approach would include 
examining the program’s structure and execution against standard criteria put forth by the profession itself.  
 
Combinations 
In certain circumstances, there may be occasions where two or more intellectual activities are combined within one 
manuscript. For example, in the case of the social program evaluation noted above, a student researcher might also 
break down the program into its component parts (analyzing) and look at each part in light of the components of 
known successful programs, looking for similarities and differences (comparing and contrasting). In the end, the overall 
program evaluation/assessment may contain both qualitative and quantitative results. 
 

98. CHARACTERISTICS OF GOOD WRITING 
 
The four distinguishing characteristics of good academic writing are organization, readability, effectiveness, and 
elegance. 
 
Organization 
Organization refers to the “flow” of the paper’s content, the layout, and how effective subheadings are used. Well-
organized papers are easy for a reader to follow and contain no gaps in logic flow. Readers are told everything they 
need to know to follow the author’s logic.  
 
Readability 
Readability refers to word selection and usage, sentence construction, and phrasing. Attention to proper spelling and 
grammar are also important. The objective is not to prove one’s command of the English language, but to ensure the 
writing is clear, to the point, and easily understood by the reader.  
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Not writing as one speaks. In many professional environments, writing can be more effective if it communicates in a 
conversational tone. In other words, the reader can “hear” the writer as the written word closely parallels what the 
writer would be saying in a face-to-face conversation.  
 
Such writing is not considered effective in the academic setting as it tends to lead to the use of jargon and slang in the 
manuscript. Jargon includes words whose meaning have a unique interpretation within a society or group. Slang 
includes colloquial language used in everyday speech. Both should assiduously be avoided.  
 
Use third person. From a style standpoint, this is one of the more difficult challenges facing newly returning academic 
writers: eliminating first and second person from their prose, and writing exclusively in the third person. Professionally, 
it is common to use first or second person in memoranda and other forms of written correspondence; but in academic 
writing, it is strongly discouraged and is only usually allowed with the professor’s approval.  
 
Why is this so? One of the major goals of academic writing is objectivity. The strength and logic of the argument, and 
not the author, should be preeminent. First person writing conveys a perception of opinion rather than fact. The second 
person conveys a feeling of being on the receiving end of a lecture or sermon. It is only through the third person writing 
that these impressions of opinion or lecturing can be eliminated and that the logic and strength of the argument can be 
in the spotlight.  
 
Another writing style to be avoided is substituting “the writer” or “this researcher” for “I,” in a sentence or “the reader” 
for “you.” While these forms are technically third person, they still refer to the author and the audience and as such are 
“implied” first and second person.  
 
Write for the audience. No matter the reason for writing, one must always remember who make up the audience. 
Communicating is a two-way process. The first part is the transmission or “sending” of the information. The second part 
is the receipt of that information. It is incumbent upon the writer to be sure the message is transmitted clearly and 
concisely so that it will be received in the manner intended.  
 
When writing a course paper, comprehensive paper, thesis, etc. one seeks to persuade the audience that the author’s 
position and logic are sound, and by doing so, lend credibility and validity to the manuscript’s argument. The author 
must insure the message gets through “loud and clear.” 
 
Authors can assume that the audience is educated, but cannot assume they are knowledgeable in the specific subject 
matter. Care must be taken to define and explain terms used and concepts applied.  
 
Effectiveness 
Effectiveness refers to the tone of the language—passionate, but not emotional or judgmental. How strongly the writer 
makes the argument is important. Again word selection and usage, sentence construction, and phrasing play a big part.  
 
At the same time, it is important that the work be courteous and tactful, and it should exhibit a respectful tone. Students 
should avoid being critical, accusatory, insulting, sarcastic, or self-centered, and should seek to encourage trust by 
being calm and polite in content.  
 
Elegance 
Elegance implies writing with simplicity and grace, eliminating wordiness, redundancy, and meaningless words. Clear 
and concise expression is the goal. Writing should be natural, concise, direct, and devoid of outdated and overused 
clichés. Information should be presented positively rather than negatively or discourteously.  
 

ELEMENTS AND STRATEGY OF SCHOLARLY WRITING 
 

99. ELEMENTS OF GOOD ACADEMIC WRITING 
 
When writing an academic paper, you must not only consider what you want to say, but also consider to whom you are 
saying it. In other words, it is important to determine not only what you think about a subject/topic, but also what your 
audience is likely to think. What are your audience’s biases? Values? Expectations? Knowledge? To whom are you 
writing, and for what purpose? 
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When you begin to answer all these questions, you have started to establish a “rhetorical stance.” Rhetorical stance 
refers to the position you take as a writer in terms of the subject and the readers of your paper, i.e., your audience.  
 

100. CONSIDER YOUR POSITION 
 
First consider your position in relationship to the subject/topic. When you write a paper, you take a stand on a topic. 
You determine whether you are “for” or “against” a position. You also determine whether you are going to view this 
topic through a particular perspective or whether you are going to make a more general response. Your stance on a 
topic depends on the many decisions you have made in the reading and thinking process.  
 
In order to ensure that your stance on a topic is appropriately analytical, you might want to ask yourself some 
questions: 
 

• Why have you taken this particular stance? 

• Why did you find some of the elements of the subject matter more important than others? 

• Does this prioritizing reflect some bias or preconception on your part? 

• If you dismissed part of an article/book as unimportant, why did you do so? 

• Do you have personal issues or experiences that lead you to be impatient with certain claims? 

• Is there a part of your response to the literature/research that might cause your audience to discount your 
paper as biased or uncritical? 

• Have you reconsidered your position relative to previous questions? 
 

101. CONSIDER YOUR AUDIENCE 
 

Your rhetorical stance not only considers your position but also your reader. Usually it is the professor and occasionally 
other students. No matter who it is, you must consider them seriously.  
 

• What do you know about your reader and his/her position relative to the topic? 

• What is he/she likely to know about the topic? 

• What biases is he/she likely to have? 

• What effect do you hope to have on your reader? 

• Is your aim to be controversial? Informative? Entertaining? 

• Will the reader appreciate or resent your intention? 
 
When you take a rhetorical stance, choose one that allows you to be sincere. You do not want to take an authoritative 
stance on a subject if you are not confident about what you are saying. One the other hand, you cannot avoid taking a 
position on a subject: nothing is worse than reading a paper in which the writer refuses to take a stance. If you are not 
yet confident about a subject; and you have more questions than answers, you might want to take an inquisitive stance. 
If you are of two minds on a subject, declare that to your reader, i.e., make ambivalence your clear rhetorical stance.  
 

102. CONSIDER STRUCTURE 
 
In your past life you probably have been taught various strategies for structuring your papers. Some of you have been 
raised on the five paragraph theme, in which you introduce your topic, come up with three supporting points, and then 
conclude by repeating what you have already said. Others might have been told that the best structure is the hour-
glass model, in which you begin with a general statement, make observations that are increasingly specific, and then 
conclude with a statement that is again general in nature.  
 
When you are writing papers in graduate school, you will require structures that support ideas that are more complex 
than the ones you considered as an undergraduate. Your professors might suggest several models for structuring your 
papers, and we will discuss some of these in a later section. Instructors might tell you to order your information 
chronologically or spatially, depending on the specific class. Or he/she might provide you with different models for 
argument: compare and contrast, cause and effect, etc. But remember, the structure for your argument will in the end 
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be determined by the content itself. When creating an informed argument, you will want to rely on several 
organizational strategies, but you will want to keep some general advice in mind. 
 
Introduction. Your introduction should accomplish two things: (1) it should declare your argument, and (2) it should place 
your argument within the larger, ongoing conversation about the subject matter. Often writers will do the latter before 
the former. That is, they will begin by summarizing what other scholars have said about their subject, and then they will 
declare what they are adding to the conversation. Even when your paper is not a research paper, you will be 
expected to introduce your argument as if into a larger conversation. “Place” your argument for your reader by 
naming the text, the author(s), the issues it raises, and your “take” on these issues. Also, refer to academic articles in 
peer-reviewed journals and examine the style used.  

 
Thesis Sentence. In the past you were probably told that every paper must have a thesis sentence, and that it should 
appear at the end of the introduction. This is sound advice. A thesis is sometimes implied rather than declared in a text, 
and it can appear almost anywhere—if the writer is skillful. 
 
Still if you want to be safe, your paper will have a declared thesis, and it will appear where the reader expects it to 
appear—at the end of the introduction. Your thesis should also be an arguable point; i.e., it should declare something 
that is interesting and controversial. The thesis sentence is the most important sentence in the entire paper.  
 
Opposing Viewpoints. Because every thesis presents an arguable point, you as a writer are obligated to acknowledge 
in your paper opposing viewpoints of an argument. Consider what your opponents might say against your argument. 
Then determine where and how you want to deal with the opposition. Do you want to dismiss the opposition in the first 
paragraph? Do you want to list each opposing argument and rebut them one by one? Your decisions will determine 
how you structure your paper.  
 
Supporting Paragraphs. Every convincing argument must have supporting evidence. Your argument’s support will be 
organized in your paper’s paragraphs. These paragraphs must declare a point, usually formed as that paragraph’s 
topic sentence.  
 
A topic sentence is like a thesis sentence—except that instead of announcing the argument of the entire paper, it 
announces the argument of that particular paragraph. In this way, the topic sentence controls the paper’s evidence. The 
topic sentence is more flexible than the thesis in that it can more readily appear in different places within the 
paragraph. Most often, however, it appears at or near the beginning.  
 
Conclusions. Writing a good conclusion is difficult. You will want to sum up, but you will want to do more than say what 
you have already said. You will want to leave the reader with something to think about, but you will want to avoid 
preaching. You might want to point to a new idea or question, but you risk confusing the reader by introducing 
something that he/she will find irrelevant. Writing conclusions is, in part, finding the proper balance. 
 

103. USING APPROPRIATE TONE AND STYLE 
 

Do you think you understand what is required in an academic paper? Remember, you need to be critical and 
analytical. You need to create an informed argument. You need to consider your relationship to your topic and your 
reader. But what about finding an appropriate tone and style?  
 
The tone and style of academic writing might at first seem intimidating. But it need not be. Professors want students to 
write clearly and intelligently on matters that they, the students, care about. What professors do not want is imitation 
scholarship—that is, exalted gibberish that no one cares about. If the student did not care to write the paper, the 
professor probably will not care to read it. The tone of an academic paper must be inviting to the reader, even while it 
maintains an appropriate academic style.  
 
Remember, professors are human beings, capable of boredom, laughter, irritation, and awe. Understand that you are 
writing to a person who is delighted when you have made your point clearly, concisely, and persuasively. Understand, 
too, that he/she is not pleased when you have inflated your prose, pumped up your page count, or tried to impress by 
using terms that you did not take the time to understand. 
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Good academic writing follows the rules of good writing. Consider some of the following tips, designed to make the 
process of writing an academic paper go more smoothly.  
 
Keep the personal in check. Some assignments invite you to make a personal response. But if you have not been invited 
to talk about personal experiences, it is better not to use them.  
 
Rely on evidence over feeling. You may be very passionate about a subject, but that is no excuse to allow rhetoric alone 
to carry the ball. Even if you have constructed some very pretty phrases about a topic, they will not mean much to your 
professor unless you back up those pretty phrases with facts. 
  
Watch personal pronouns. Using personal pronouns is a way to avoid offering proof. You have to defend positions. 
When in doubt, ask. 
 
Watch gendered pronouns. When you write, you will want to make sure you do not make your readers feel excluded. 
We acknowledge that writing “he/she” is a bit cumbersome; however, you might solve the problem by alternating “he” 
and “she” throughout the document. Whatever your decision, be sensitive to its effect on your readers. 
  
Pay attention to the assignment. When asked for evidence, do not provide opinion. When asked for an opinion, do not 
offer facts. Too often students write summary when they are asked to write for analysis. The assignment will cue you on 
how to respond.  
 
Familiarize yourself with new language. Every discipline has its own jargon and specific terms. When you will want to 
avoid unnecessary use of jargon in your own writing, you will want to be sure before you write that you have a clear 
understanding of important concepts and terms.  
 
Follow APA conventions. APA has specific requirements concerning tone and style. Consult the manual to ensure you are 
following the conventions. We will discuss these later.  
 
Avoid mechanical errors. No matter what audience you are writing for, you will want to produce a submission that is 
error-free. Errors in grammar and style slow your reader down and even obscure your meaning. Always proofread 
your text before submission. If you find you are making a lot of errors or have questions, have a third person review 
the document. Often the professor will allow early submissions to review before the deadlines. It does not hurt to ask.  

 

STRATEGY FOR PREPARING ACADEMIC PAPERS 
 

This section contains a strategy for preparing academic written products. This strategy contains 13 separate steps and 
procedures to assist in producing a well-organized product. With experience, you may find that you can combine or 
reorder the steps, adapting the strategy to your style, especially when the steps become second nature.  
 
The first two steps comprise the stage of writing known as prewriting. Prewriting is the stage where you formulate your 
ideas about the assignment. It includes the note-taking that is carried out as the topic is researched. There are various 
techniques for amalgamating your thoughts: 3 X 5 cards, Post-it® notes, note pages, etc. The object is to not lose 
anything that attracts your attention while investigating the topic. It is always better to have too much information and 
then edit out repetition or irrelevant data and/or information.  
 
Several techniques have been proven effective: 
 

1. Focused Free-writing. Write down everything that comes to mind about a subject, stopping only when there is 
nothing else to say. 

2. Listing. Make a simple list of facts and approaches related to the assignment.  
3. Journal. Keep a journal of observations, sources, readings, etc. about key points related to the topic. 
4. Outlining. Use an outline format to list main and sub-points.  

 

104. DO A ROUGH SKETCH 
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The rough sketch begins with a mission statement for the paper/document/manuscript. It should document what you 
want to do and how it will be done. It should also include a statement of the problem, and if known, the research 
question or hypothesis. The sketch should be as short and focused as possible; a target length should be about 25 
words. An example would be: 
 
Evaluate the impact of IAU’s Employee Assistance Program on absenteeism by comparing the before/after absentee data 
for users and non-users.  
 
This statement tells what this writer wants to do (evaluate the impact of IAU’s Employee Assistance Program on reducing 
absenteeism), how it is to be done (comparing the before/after absence data for users and non-users), and gives an 
indication of the problem (absenteeism).  
 
From the rough sketch, you can determine what facts need to be gathered and what other relevant materials will be 
necessary. Students should concentrate on ensuring that all their thoughts and ideas get put on paper, without concern 
for composition. The actual “writing” comes later.  

 

105. CREATE AN OUTLINE 
 

In general, an outline is a logical, general description of the work. It provides its schematic, pattern, or design. It should 
reflect logical thinking and clear classification. Its general purpose is to aid in the process of manuscript development. 
Specifically, it helps organize ideas, present material in a logical form, show relationships among ideas, construct an 
orderly overview, and define boundaries. The most important rule for outlining is to be consistent.  
 
Outlines have balanced structures based on the following principles: 
 

1. Parallelism 
2. Coordination 
3. Subordination 
4. Division 

 
Parallelism occurs when headings are expressed in parallel form: nouns parallel with nouns, verbs with verbs, etc. An 
example is to not have present and past tense of verbs in same sentence. 
 
Coordination occurs when items of equal significance have similar heading levels. See APA manual for variations in 
heading levels.  
 
Subordination exists in the ordering of the heading of ideas from general to specific, or from abstract to concrete, with 
the more general or abstract the term, the higher the heading level.  
 
Division occurs when major headings include multiple minor headings. In cases where there would be only one minor 
heading, it should be omitted.  
 
An outline can use a topic or sentence structure. A topic outline uses words or phrases for all entries. It presents a brief 
overview of work and is generally easier and faster to write than a sentence outline. A sentence outline uses complete 
sentences for all entries. This structure presents a more detailed view and is easier and faster when writing the first 
draft. This latter structure is referred to as an annotated outline.  
 
Steps three (3), four (4), and five (5) comprise the stage of the writing process known as drafting. Drafting naturally 
follows prewriting. During this section, you create the rough draft that includes an introduction, background, conclusion, 
and several body paragraphs of explanation. The draft will resemble the final document, but there remains a lot of 
work to be done.  
 
In this state, the paper builds on the research question or thesis, typically found in the introduction. Each paragraph 
should expand on a topic sentence that links one idea to another in the body of the work. A sense of cohesion should 
emerge as the message gathers strength and momentum. In this stage, you will make your first cut at organizing and 
arranging the major ideas. Examples, evidence, explanations, and details will help to develop each paragraph. With 
a rough draft, you create a general impression of the message you wish to convey. But you still have a long way to go.   
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106. WRITE THE INTRODUCTION 
 

The early part of a paper introduces the topic to the reader. Introductions may be one paragraph in short works or 
several paragraphs in longer works. There is no firm requirement regarding length and no firm outline for content. An 
introduction should invite consideration of the topic, give a clear idea of what the work contains and the kinds of 
sources used, and provide a sense of the content.  
 
If a paper begins with a question, ask the reader to consider the problem being addressed. Stating the research 
question can achieve that purpose. If writing an argumentative research paper, consider introducing the work by 
stating the hypothesis. If this introduction method is chosen it should be followed by explanatory text that helps the 
reader understand where the topic came from, and why it is important.  
 
Another option, if readers may be unfamiliar with the topic, is to give background. Background information can 
summarize the results of others, or place the topic in a larger context. Be sure to define all terms and as early as 
possible so that the reader can be comfortable with them.  
 
Writing the introduction occurs in two parts. In the first, under each part of the introduction outline, the writer should 
add words, phrases, and an occasional sentence to ensure that everything that needs to be covered is discussed. As in 
the rough sketch, the objective here is to ensure that nothing is missing, that all relevant facts are presented.  
 
Once you are confident that the expanded outline contains all the material necessary, then and only then should the 
composition process begin. The major objective is to achieve a logical flow and that sentences and paragraphs follow 
an understandable pattern. Depending on the depth and complexity of the subject matter, use of multiple headings 
and heading levels may also help you achieve this objective.  

 

107. DRAFT THE BODY 
 

The next part of the paper is the main body. This is a collection of materials that supports the thesis or answers the 
research question. Each chapter or major heading in the main body has a theme. Each paragraph has a topic sentence 
and examples to support it. You use examples that are relevant to the topic sentence and the overall thesis or research 
question.  
 
It is equally important to examine examples that might contradict the thesis or topic sentences or may generate 
challenges to research questions, as it is to look at those that obviously support your contentions. Good writers will have 
a stronger argument because they anticipate possible objections and state why a counterargument is not as salient as 
the one put forth. 
 
If you use examples, ensure they are specific. Specific examples demonstrate that you have a sound grasp of the 
subject. Use dates for important events to keep any chronology straight and help the reader determine what was 
important at the time.  
 
Include only relevant material that addresses the thesis or research question. Efficient time management would suggest 
that no effort be expended writing about anything that does not support the points the paper is trying to make. Any 
topic discussed should connect to the thesis or research question. If no connection is made, it will appear that the 
manuscript is “padded.” It is your job to tell what is relevant to the thesis or research question, and why it is relevant. It 
is not the reader’s job to figure it out.  
 
Using the same two-step approach in writing the introduction, you expand the outline for the body of the manuscript, 
concentrating first on ensuring the completeness of the material, and then on composing to achieve logical flow. As this 
is where you make your case, care should be taken as to not overlook anything.  

 

108. PREPARE THE CONCLUSION 
 

Conclusions are just as important as introductions. Conclusions close papers and try to close the issue. The goal is to 
convince the reader that the work has covered all the most important arguments about the subject matter and that the 
thesis has been “proven” or research question “answered.” No new topics should be advanced in the conclusion. 
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There are two parts to a conclusion. It restates the thesis or research question, and presents one or two sentences that 
summarize the “proof” of the thesis or the answer to the research question. In some situations, you might entice your 
reader to conduct some follow up research or study.  
 
Again, using the two-step approach, you prepare the conclusion, taking note to reflect upon whether the previous 
section would allow a reader to arrive logically at the same point. After this step, you should put the paper aside for a 
few days.  
 
After some time, it is time to being the revising stage. Revising is where you can review the draft and make some 
changes. Structure, development, and clarity are some of the tasks to be addressed during this stage.  
 
Structure 

• Is there an introduction with a focused main point? 

• Is the body of the message adequately developed or explained? 

• Is the conclusion apparent and does it include a follow-up step for the reader, if one is necessary? 
 
Develop 

• Does each paragraph serve a specific purpose? 

• Is each topic idea supported by detail or examples? 

• Is the diction specific and concrete, with imaginative or thoughtful insights? 
 
Clarity 

• Is there a mixture of sentence types that mesh neatly to form connected paragraphs? 

• Will the reader(s) understand the main point or the purpose of the message? 
 

109. PERFORM AN INITIAL REVIEW 
 

This is a global review, not a detailed one. In this review, you look at overall logic flow, at organization, and at 
conformance to the outline. Key considerations center on whether the paper has achieved its objectives, and whether 
the audience would agree. You might at this time check with APA Manual for conformance.  
 

110. MAKE INITIAL REVISIONS 
 
This revision is organizational and is based on the previous step. Changes should be made to sections and paragraphs, 
not to words, phrases, or sentences. Work should be checked as it proceeds. At the end of this process put the paper 
away for a while.  
 
The final state in the writing process is editing. In this stage, you review the paper word-for-word, checking for 
grammatical and punctuation errors and seeking to improve the coherence, concision, and flow of the language. As with 
revision, it is important to allow some time before beginning this process. 

 

111. CONDUCT A SECOND REVIEW 
 

This review is a proofreading effort and your focus should be on words, phrases, and sentences. Prose should be 
evaluated for readability, effectiveness, and elegance. Conformance to rules of grammar and syntax should be 
addressed. Reading the paper aloud or to someone else can prove helpful in this step.  
 
Proofreading involves re-reading and re-thinking. Successful proofreading can be accomplished by role-playing, either 
as the potential audience, as an educated but not knowledgeable reader, or as someone who is not familiar with the 
subject matter. Playing the role other than that of the author helps to remind you that writing, unlike conversation, does 
not provide the reader the opportunity to ask questions for clarification; they must be provided in the paper.  
 
Proofreading, as part of revising, demands that the text be read slowly, carefully, and closely. Often editors read a 
section backwards so as not to impose thoughts into the editing process. Other strategies include: 
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1. Allow time between writing and proofreading to return to the paper with an open, refreshed mind.  
2. Remember that the reader will not want to put too much effort into understanding what the paper is trying to 

say. Make sure wording is clear and explicit, without any gaps in logic.  
3. Make several proofreading passes through the paper. Look for a different problem during each pass.  
4. On one reading, read it silently. Check for general readability. 
5. On another reading, read it aloud. Check for monotonous prose, redundancy, and verbosity. 

 

112. MAKE PROOFREADING REVISIONS 
 
After the previous step, make revisions as necessary. Under most circumstances this ends the editing process. However, 
there are a few more steps you might consider prior to submission of your paper. These could have significant 
implications for the development of your academic writing skills, particularly in the early stages.  
 

113. CONSIDER AN OUTSIDE READER 
 
Using an outsider reader can be very valuable, provided the reader meets the requirement of being “educated, but 
not knowledgeable.” The reader can be a spouse, friend, significant other, co-worker, friend, or neighbor. The person 
selected, however, should be trusted to give an honest appraisal. In the absence of an outside reader, you should go 
over the paper one more time to catch anything you might have missed.  
 

114. MAKE FINAL REVISIONS 
 
Your paper is now ready for final revisions. Go over format one more time, and check for compliance with APA 
conventions.  
 

115. WRITE THE ABSTRACT OR EXECUTIVE SUMMARY 
 
After the paper is in a form you consider complete, you should now prepare the abstract or Executive Summary. The 
APA Manual standard is 120 words maximum, and can be as short as three to six sentences if done properly: one or 
two sentences on what was done and why, one or two sentences on how it was done, and one or two sentences on the 
results. Executive summaries are normally longer and more detailed, but rarely exceed 10% of the text itself.  
 

116. SUBMIT 
 
Some professors allow early submissions for review, while others do not. If allowed, use this resource. The paper is now 
ready for submission.  
 

TYPES OF PAPERS REQUIRED  
 

117. GENERAL COURSE PAPERS 
 
Course papers can take many forms. Overall, however, there are minimum expectations that all graduate papers 
should meet: 
 

1. Mastery of the course content, to include demonstrated knowledge of the major theories and concepts associated 
with the subject of the paper and presented in the literature. 

2. Ability to collect, analyze, and evaluate information; and to formulate logical conclusions. 
3. Competence in writing at the graduate level. 

 

118. RESEARCH PAPER 
 

Research papers take two basic forms: a review and analysis of the literature available on a topic, or an 
interpretation of selected evidence that supports a thesis statement. The interpretive paper option, though primarily 
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concerned with the writer’s thesis, should also consider contrary evidence. Note that a pure review of the literature in a 
field that results in a summary of existing body of knowledge on any subject does not constitute a research paper. It 
does not demonstrate a capacity for critical thinking.  
 
Research papers are entirely new works created by consulting several sources to answer a specific research question 
or “prove” a hypothesis. Papers synthesize the writer’s interpretation and evaluation of the information, with complete 
citation of the sources.  
 
Research papers require more thoughtful levels of investigation. Typically, they include a familiarity with the works of 
recognized experts in the field, and an application of those works to the research question or thesis. The final product is 
unique and appropriate integration of evidence beyond the writer’s personal insights and opinions.  
 
Research papers can be analytical, and use evidence to analyze the various facets of an issue; or argumentative, and 
use evidence to attempt to convince the reader of a stance on a debatable topic. Analytical papers begin with a 
research question and will survey the information and views available, ultimately drawing conclusions in answering that 
research question. Argumentative papers begin with a thesis that takes a stand on an issue, and then uses evidence to 
back-up that statement.  

 

119. POSITION PAPER 
 

The term “position paper” is often used in place of “argumentative paper” above.  
 

120. PROFESSIONAL PRACTICE POSITION PAPER 
 

A Professional Practice Position Paper is a specific type of position paper applicable to one’s professional environment. 
These types of papers argue for a way to apply a theoretical principle(s) to a specific problem in the profession. 

 

121. ANNOTATED BIBLIOGRAPHY 
 

An annotated bibliography is an organized list of sources, each followed by a brief discussion or “annotation.” These 
annotations include: a description of the content and focus of the work, including the author’s thesis; an assessment of 
the source’s usefulness to the individual’s research; an evaluation of its method, conclusions, or reliability; and a critique 
of the sources the author uses.  
 
Annotations are brief. Only directly related details should be included, and information apparent in the title should be 
omitted. Background information and reference to other works by the same author are not included.  
 

122. CRITICAL REVIEWS 
 
A critical review of a book or article includes a summary and evaluation of the ideas and information the author 
presents. It is an examination of the author’s thoughts on a subject from a specific perspective, and is based on the 
student’s knowledge of the topic as well as on the criteria related to the specific perspective chosen. This is usually not 
a graduate school level activity. 
 
Generally, conducting a critical review of a single work is not the norm. However, conducting a series of reviews on 
works of similar topics by various authors, and then comparing the outcomes of the reviews and producing a conclusion 
related to the specific evaluation perspective is valid graduate work.  

 

123. CASE STUDIES 
 
Many courses use case studies as a learning document. Cases set forth facts associated with events and circumstances 
surrounding a situation. The student assumes a role in the unfolding of events and is asked to diagnose the situation and 
recommend appropriate actions to be taken. 
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While case study reports follow the “tell what is about to be told, tell what is being told, tell what has been told” 
format, the specific presentation varies from the normal research paper. Typical headings in a case study paper 
include: 
 

1. Introduction and Background. This section introduces the reader to the events and circumstances associated with 
the situation. Relevant organizational information, necessary to understanding the environment, is also 
presented.  

2. Diagnosis. This section highlights and discusses in detail those events and circumstances that relate directly to a 
problem the student is asked to address.  

3. Analysis and Evaluation. This section relates the events and circumstances detailed in the last section to the 
theories and principles discussed in the course and covered in the course readings, and then evaluates them in 
light of those principles.  

4. Recommendation. This section closes the paper with a set of definite recommendations, usually discussed in the 
context of a plan of action. All the problems and issues highlighted in the diagnosis section should be 
addressed, and the recommendations flow logically from the analysis and evaluation.  

 
Note: Students who use their current or prior place of employment as a basis for a case study should proceed with caution. 
Often, these types of projects involve information that is viewed by the organization as proprietary or confidential. If you 
proceed, you should do so with caution and ensure you have the necessary organizational approvals. Also, notify your 
professor if information is sensitive.  

  

APA GUIDE 
 

124. APA MECHANICS 
 
Paper Requirements 
The following are the Conventions per APA:  
 

• Paper is standard 8 ½ x 11 inches, printed in “portrait.” 

• Margins are 1 inch all around, left-justified. 

• Papers are to be double-spaced. 

• One space after punctuation marks at the end of the sentence.  

• Font is Times New Roman or Courier. 

• Font size is 12 (preferred) or 10. 

• Page numbering is in upper right corner starting with second page. 

• Running heading is optional. 

• Indention is ½ inches from the left.  
 

125. APA SPECIFIC REQUIREMENTS 
 

The following are APA specific requirements: 
 

• Use the past or present perfect tense. 

• Avoid personal pronouns, e.g. “I,” “you,” “we,” etc. 

• All numbers ten or less are written out, except where is a measurement, e.g. “...ten students,” ... took 6 liters.” 
Exceptions are in direct quotes.  

• Bullets may be used.  

• A comma must be used between all items of three or more. 

• Use the % sign instead of “percent,” e.g. “30%.” 

• No apostrophe should be used when forming the plural of a number (e.g. 1940s). 

• Use double quotation marks for quotations (e.g.  “energy”).  

• Do not use contractions except in direct quotes.  
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• Direct quotations of 40 words or more should be placed in indented block quotation (double-spaced). Quotation 
marks are not used.  

• The proper format for a dash is two dashes with no space between them or on either side.  
 

126. IN-TEXT CITATIONS 
 
APA style requires authors to use the past tense or present perfect tense when using signal phrases to describe earlier 
research: 
 
Jones (1998) found…  or   Jones (1998) has found…. 

 
When using APA format, follow the author-date method of in-text citations. It should only precede a comma, semicolon, 
or period.  
 
…in research by Jones (1998), but was further amplified by…. 
...the findings were also found in later works (Jones, 1998).  

 

127. CITING AN AUTHOR OR AUTHORS 
 
Work by Two Authors. Name both authors in the signal phrase or in the parentheses each time you cite the work. Use 
the word “and” between the authors’ names within the text and use the ampersand in the parentheses.  
 
Research by Wegener and Petty (2004) showed… 
… found in later research (Wegner & Petty, 2004).  
 
A Work by Three to Five Authors. List all the authors in the signal phrase or in the parentheses the first time you cite 
the source.  
 
Kernis, Cornell, Sun, Berry, and Harlow (2005) found…. 
...later found by other studies (Kernis, Cornell, Sun, Berry, & Harlow, 2005).  
 
In later citations, only use the first author’s last name followed by “et al.” in the signal phrase or in parentheses. 
 
Kernis et al. (2005) argued…. 
...later found by other studies (Kernis et al.., 2005).  
 
A Work by Six or More Authors. Use the first author’s name followed by et al. in the signal phrase or in parentheses.  
 
…Harris et al. (2001) argued that…… 
…by the study (Harris et al., 2001). 
 
Unknown Author. If the work does not have an author, cite the source by citing its title in the signal phrase or use the 
first word or two in the parentheses. Titles of books and reports are italicized, while titles of articles and chapters are 
in quotation marks.  
 
…a study was done of students working on research papers (“Using APA,” 2001). 
 
Anonymous. In the rare case of the “Anonymous” is used for the author, treat it as the author’s name. In the reference 
list, use the name Anonymous as the author. (These sources are discouraged.) 
 
…and was discovered relevant (Anonymous, 2007).  
 

128. CITING WORKS 
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Capitalization. Always capitalize proper nouns, including author names and initials. If you refer to the title of a source 
within your paper, capitalize all words that are four letters long or greater within the source. Exceptions apply to short 
words that are verbs, nouns, pronouns, adjectives, and adverbs.  
 
 …in her work Permanence and Change. 
… refer to the work Writing New Media, There Is Nothing Left to Lose.  
 
Capitalize the first word after a dash or colon 
 
...in the criticism Defining Film Rhetoric: The Case of Older Movies.  
 
Italicization. Italicize the titles of books, edited collections, movies, television series, documentaries, or albums 
 
The Wizard of Oz. Friends. Seinfeld, History of the American People.  
 
Quotation Marks. Put quotation marks around the titles of shorter works such as journal articles, articles from edited 
collections, television series episodes, and websites. 
…in the article “Life in Texas” and subsequent works by Jones (1998). 

 
Organization as an Author. If the author is an organization or a government agency, mention the organization in the 
signal phrase or in the parenthetical citation the first time you cite the source. 
 
According to the American Psychological Association (2000) …. 
 
If the organization has a well-known abbreviation, include the abbreviation in brackets the first time the source is cited 
and then use only the abbreviation in later citations. 
 
First citation: (Mothers Against Drunk Driving [MADD], 2000) 
Second citation: (MADD, 2000) 
 
Two or More Works in the Same Parentheses: When your parenthetical citation includes two or more works, order 
them the same way they appear in the reference list, separated by a semi-colon. 
(Berndt, 2002; Harlow, 1983) 
 
Authors with the Same Last Name: To prevent confusion, use first initials with the last names. 
(E. Johnson, 2001; L. Johnson, 1998) 
 
Two or More Works by the Same Author in the Same Year: If you have two sources by the same author in the same 
year, use lower-case letters (a, b, c) with the year to order the entries in the reference list. Use the lower-case letters 
with the year in the in-text citation. 
Research by Berndt (1981a) illustrated that... 

 
Personal Communication: For interviews, letters, e-mails, and other person-to-person communication, cite the 
communicator’s name, the fact that it was personal communication, and the date of the communication. Do not include 
personal communication in the reference list. 
(E. Robbins, personal communication, January 4, 2001). 
A. P. Smith also claimed that many of her students had difficulties with APA style (personal communication, November 3, 
2002).  

 
Citing Indirect Sources. If you use a source that was cited in another source, name the original source in your signal 
phrase. List the secondary source in your reference list and include the secondary source in parentheses.  
 
…as Johnson argued … (as cited in Smith, 2003, p. 56).  
 
Electronic Sources. If possible, cite an electronic document the same as any other document by using the author-date 
style.  
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Kenneth (2000) explained…. 
 

Unknown Author and Unknown Date. If no author or date is given, use the title in your signal phrase or the first word 
or two of the title in the parentheses and use the abbreviation “n.d.” for “no date.” 

 
Another study of students and research decisions found success… (“Tutoring and APA,” n.d.).  

 
Sources Without Page Numbers. When an electronic source lacks page numbers, you should try to include information 
that will help readers fine the passage being cited. When an electronic document has number paragraphs, use the ¶ 
symbol, or the abbreviation “para.” followed by the paragraph number. 
 
…found in later documents (Hall, 2002, ¶ 5) or (Hall, 2002, para. 5).  

 
If the paragraphs are not numbered and the document contains headings, provide the appropriate heading and 
specify the paragraph under the heading. Note: In some electronic sources like Web pages, people can use the “Find” 
function in their browser to locate any passages you cite.  
 
According to Smith (2000), …. (“Mind over Matter “ section, para. 6) 

 
Note: Never use the page numbers of Web pages you print out, different computers print Web pages with different 
pagination. 
 

129. SHORT QUOTATIONS 
 
If you are directly quoting from a work, you will need to include the author, year of publication, and the page number 
for the reference (preceded by “p.” or “pp.”). Introduce the quotation with a signal phrase that includes the author’s 
last name followed by the date of publication in parentheses 
 
According to Jones (1999), “Students had difficulty using APA style, especially when it was their first time” (p. 199).  
If the author is not named in the signal phrase, place the author’s last name, the year of the publication, and the page 
number after the quotation. 
 
She stated “students often had difficulty using APA style” (Jones, 1999. p. 199), but did not ask why? 

 

130. LONG QUOTATIONS 
 
Place direct quotations longer than 40 words in a free-standing block of typewritten lines, and omit quotation marks. 
Start the quotation on a new line, indented ½ in. from the left margin. Type the entire quotation on the new margin, 
and indent the first line of any subsequent paragraph within the quotation ½ in. from the left margin. Maintain double-
spacing throughout. The parenthetical citation should come after closing punctuation mark.  
 
…Jones’s (1999) study found the following: 

Students often had difficulty using APA style, especially when it was their first time citing sources. This 
difficulty could be attributed to the fact that many students failed to purchase a style manual or to ask their 
teacher for help. (p. 199) 

 
Note: Period is before parentheses in block direct quotes. 

 

131. SUMMARY OR PARAPHRASE 
 
If you are paraphrasing an idea from another work, you only have to make reference to the author and year of 
publication in your in-text reference, but APA guidelines encourage you to also provide the page number, but it is not 
absolutely required.  

 

132. REFERENCE LIST: BOOKS 
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Your reference list should appear at the end of the paper. It provides information necessary for a reader to locate 
and retrieve any source you cite in the body of the paper. Each source you cite in the paper must appear in your 
reference list; likewise, each entry in the reference list must be cited in the text.  
 
Your references should begin on a new page separate from the text of the paper; label this page References (with no 
quotation marks, underlining, bold, etc.), centered at the top of the page. It should be double-spaced just like the rest 
of the paper.  
 
Basic Rules: 
 

• All lines after the first line of each entry in your reference list should be indented ½ in. from the left margin. This 
is called hanging indentation.  

• Authors’ names are inverted (last name first); give the last name and initials for all authors of a particular work 
unless the work has more than six authors. If the work has more than six authors, list the first six authors and then 
use et al. after the sixth author’s name to indicate the rest of the authors. 

• Reference list entries should be alphabetized by the last name of the first author of each work. 

• If you have more than one article by the same author, single-author references, or multiple-author references 
with the exact same authors in the exact same order, they are listed in order by the year of the publications, 
starting with the earliest.  

• When referring to any work that is not a journal, such as a book, article, or Web page, capitalize only the first 
letter of the first word of a title or subtitle, the first word after a colon or a dash in the title, and proper nouns. 
Do not capitalize the first letter of a second word in a hyphenated compound word.  

• Capitalize all major words in journal titles, e.g., Harvard Business Review. 

• Italicize titles of long works such as books and journals. 

• Do not italicize, underline, or put quotes around the titles of shorter works such as journal articles or essays in 
edited collections.  

 
Single Author (Book) 
 
Last name first, followed by author’s initials. 
 
Anderson, J. J. (2007). Management in international arena (4th ed.). New York: Harper. 
 
Multiple Authors (Book) 
 
Last name first, followed by initials, then comma and ampersand. 
 
Calfee, R. C., & Valencia, R. R. (2000). APA guide to preparing manuscripts for journal publication. Washington DC: 

American Psychological Association.  
 
Edited Book with Author(s) 
 
Plath, S. (2000). The unabridged journals (K. V. Kukill, Ed.). New York: Anchor.  

 
Edited Book  
 
Duncan, G. J., & Brooks-Gunn, J (Eds.). (1997). Consequences of growing up poor. New York: Russell Sage Foundation.  
 
Translation 
 
Laplace, P. S. (1951). A philosophical essay on probabilities. (F. W. Truscott & F. L. Emory, Trans.). New York: Dover  
 
Republished Book 
 
Joyce, J. (1920/2005). Ulysses. New York: Harper. 
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Edition Other Than the First 
 
Helfer, M.E., Keme, R.S., & Drugman, R.D. (1997). The battered child (5th ed.). Chicago: University of Chicago Press.  
 
Article or Chapter in Edited Book 
 
O’Neil, J.M., & Egan, J. (1992). Men’s and women’s gender role journeys: Metaphor for healing transition, and 

transformation. In B.R. Wainrib (Ed.), Gender issues across the life cycle (pp. 107-123). New York: Springer.  
 
Multivolume Work 
 
Weiner, P. (Ed.). (1999). Dictionary of the history of ideas (Vols. 1-4). New York: Scribner’s. 
 

133. REFERENCE LIST: PERIODICALS 
 
APA style dictates that authors are named last name followed by initials; publication year goes between parentheses, 
followed by period. The title of the article is in sentence-case, meaning only the first word and proper nouns in the title 
are capitalized. The periodical title is run in title case, and is followed by the volume number which, with the title, is also 
italicized. 

 
Author, A.A. Author, B.B., & Author, C.C. (Year). Title of the article. Title of the Periodical, volume 

number (issue number), page(s). 
 
Article in Journal Paginated by Volume 
 
Journals that are paginated by volume begin with page one in issue one, and continue numbering pages in the next 
issue where the previous volume ended. 
 
Harlow, H.F. (1983). Fundamentals for preparing psychology journal articles. Journal of Comparative and Physiological 

Psychology, 55, 893-896.  
 

Article in Journal Paginated by Issue 
 
Journals paginated by issue begin with page one every issue; therefore, the issue number gets italicized in parentheses 
after the volume. The parentheses and issue number are not italicized.  
 
Scruton, R. (1996). The eclipse of listening. The New Criterion, 15(30), 5-13. 

 
Article in Magazine 
 
Henry, W.A., III. (1990, April 9). Making the grade in today’s schools. US News & World Report, 135, 28-31 
 
Article in Newspaper 
 
Unlike other periodicals, p. pp. precedes page numbers for newspaper reference in APA style. Single pages take “p.” 
e.g., p. B2; multiple pages take “pp.”, e.g., pp. B2, B4 or pp. C1, C3-C4.  
 
Schultz, S. (2005, December 28). Calls made to strengthen state energy policies. New York Times, pp. A1, A5-A6. 

 
Letter to Editor 
 
Moller, G. (2002, August). Ripples versus rumbles (Letter to the editor). Scientific American, 287(2), 12 

 
Book Review 
 
Baumeister, R.F. (1993). Exposing the self-knowledge myth [Review of the book the self-knower: A hero under control]. 

Contemporary Psychology, 38,463-466.  
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134. REFERENCE LIST: OTHER PRINT SOURCES 
 
Encyclopedia 
 
Bergman, P.G. (1993). Relativity. In The new encyclopedia Britannica (Vol. 26, pp. 501-508). Chicago: Encyclopedia 

Britannica.  
 
Work Discussed in a Secondary Source 
 
Let’s assume the source was listed in: 
 
Coltheart, M., Curtis, B., Atkins, P., & Haller, M. (1993). Models of reading aloud: Dual-route and parallel-distributed-

processing approaches. Psychological Review, 100, 589-608.  
 
Give the secondary source in the references list; in the text, name the original work, and give a citation for the 
secondary source. For example, if Seidenberg and McClelland’s work is cited in Coltheart et al. And you did not read 
the original work; list the Coltheart et al. in the References. In the text, use the following: 
 
In Seidenberg and McClellen’s study (as cited in Coltheart, Curtis, Atkins, & Haller, 1993), …. 
 
Dissertation Abstract 
 

Yoshida, Y. (2001). Essays in urban transportation (Doctoral dissertation, Boston College, 2001). Dissertation 
Abstracts International, 62, 7741A. 

 
Report from Government Organization 
 
National Institute of Mental Health. (1990). Clinical training in serious mental illness (DHHS Publication No. ADM 90-

1679). Washington, DC: U.S. Government Printing Office. 
  
Report from Private Organization 
 
American Psychiatric Association. (2000). Practice guidelines for the treatment of patients with eating disorders (2nd ed.). 

Washington, DC: Author. 
 
Report from Conference Proceedings 
 
Schnase, J.L., & Collins, E.L. (Eds.). (2005). Proceedings from CSLC ’95: The First International Conference on Computer 

Support for Collaborative Learning. Mahwah: NJ: Erlbaum.  
 

135. REFERENCE LIST: AUTHOR(S) 
 
The following rules for handling works by a single author or multiple authors apply to all APA-style references in your 
reference list, regardless of the type of work (book, article, electronic resource, etc.) 
 
Single Author 
 
Berndt, T.J. (2002). Friendship quality and social development. Current Directions in Psychological Science, 11(1), 7-10. 
 
Two Authors 
 
Wegner, D.T., & Petty, R.E. (2004). Mood management across affective states: The hedonic contingency hypothesis. 

Journal of Personality & Social Psychology, 66, 1034-1048.  
 
Three to Six Authors 
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Kernis, M.H., Cornell, D.P., Sun, C. R., Berry, A., & Harlow, T. (2003). There’s more to self-esteem than whether it is high 
or low: The importance of stability of self-esteem. Journal of Personality & Social Psychology, 65, 1190-2004.  

 
Six or More Authors 
 
If there are more than six authors, list the first six as above and then “et al.,” which stands for “and others.” Note: 
Remember not to place a period after “et” in “et al.” 
 
Harris, M., Karper, E., Stacks, G., Hoffman, D., DeNiro, R., Cruz, P., et al. (2001). Writing labs and the Hollywood 

connection. Journal of Film and Writing, 44(3), 213-245.  
 
Unknown Author 
 
Merriam-Webster’s collegiate dictionary (10th ed.). (1993). Springfield, MA: Merriam-Webster. 
 
When your paper includes parenthetical citations of sources with no author named, use a shortened version of the 
source’s title instead of the author’s name. Use quotation marks and italics as appropriate.  
 
…and used in sentences (Merriam-Webster’s, 1993). 

 
…the war on drugs continues in Washington, DC (“New Drug War,” 2003).  

 
Two or More Works by the Same Author 
 
Use the author’s name for all entries and list the entries by the year with earliest coming first. 
 
Burns, T.J. (2001). In the heart of the matter. New York: McGraw Hill. 
 
Burns, T.J. (2003). The principle of viewing life. Mason, OH: Prentice Hall. 
 
When an author appears as a sole author and, in another citation, as the first author of a group, list the one-author 
entries first. 
 
Burns, T.J. (2001). In the heart of the matter. New York: McGraw Hill 
 
Burns, T.J. & O’Keefe, M. R. (2000). Applications of the theory of multiples. New York: Harper’s. 
References that have the same first author and different second or third authors are arranged alphabetically by the 
last name of the second author, or the last name of the third author if the first and second authors are the same. 
 
Wagner, D.T., Kerr, N.L., & Fleming, R. (2000). Flexible corrections of juror judgments. Psychology & Public Policy, 6(1), 

45-51.  
 
Wagner, D.T., Petty, T., & Owens, M.M. (1999). Effect of mood on high elaboration attitude changes. European Journal 

of Social Psychology, 24, 25-43. 
  

Two or More Works by Same Author in the Same Year 
 
If you are using more than one reference by the same author (or the same group of authors listed in the same order) 
published in the same year, organize them in the reference list alphabetically by the title of the article or chapter. Then 
assign letter suffixes to the year. Refer to these sources in your paper as they appear in your reference list, e.g.: “Burns 
(2001a) makes similar claims….” 
 
Burns, T.J. (2001a). In the heart of the matter. New York: McGraw Hill 

 
Burns, T.J. (2000b). Applications of the theory of multiples. New York: Harper’s 
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136. REFERENCE LIST: ELECTRONIC SOURCES 
 
Article from an Online Periodical 
 
Online articles follow the same guidelines for printed articles. Include all information the online host makes available, 
including an issue number in parentheses. 
 
Bernstein, M. (2002). 10 tips on writing the living web. A List Apart: For People Who Make Websites, 149. Retrieved 

June 8, 2008 from http://www.alistapart.com 
 
Note: IAU lets you eliminate the string after the .com, .edu, .org, etc. 
 
Online Scholarly Journal Article 
 
Kenneth, I.A. (2000). A Buddhist response to the nature of human rights. Journal of Buddhist Ethics, 8. Retrieved April 3, 
2008 from http://www.cas.psu.edu 
 
If the article appears as a printed version as well, the URL is not required. Use “Electronic version” in brackets after the 
article’s title.  
 
Kenneth, I.A. (2000). A Buddhist response to the nature of human rights [Electronic version]. Journal of Buddhist Ethics, 8. 

Retrieved April 3, 2008, from http://www.cas.psu.edu 
 

Article from a Database 
 
IAU does not require that the database an article was retrieved from be cited. However, APA does suggest its 
inclusion. 
 
Kenneth, I.A. (2000). A Buddhist response to the nature of human rights. Journal of Buddhist Ethics, 8. Retrieved April 3, 

2008 Business Source Premier database. 
 

Multi-page Document from Private Organization, No Date 
 
Greater Lancaster (CA) Community Center, Task Force on Crime (n.d.). What your can do to protect your family and 

property. Retrieved October 5, 2007, from http://www.lancaster.org 
 

Chapter or Section in an Internet Document 
 
Benton Foundation (2006, July 6). Barriers to closing the gap. In Losing ground bit by bit: Low-income communities in the 

information age (chap. 3). Retrieved August 18, 2006, from http://www.benton.org 
 
Stand-Alone Document, No Author, No Date 
 
Harris 2005 user survey. (n.d.). Retrieved October 9, 2007, from http://www.gatech.edu 

 
Document from University Program/Department Website 
 
Chou, L., McClintock, R., & Moretti, F. (1998). Technology and education: New findings: Education research. Retrieved 

August 1, 2006, from Stanford University, Institute for Learning Web site: Error! Hyperlink reference not valid. 
 
University Report on Private Organization Website 
 
University of California, San Francisco, Institute for Health and Aging. (1996, November). Chronic care in America: A 

21st century challenge. Retrieved September 9, 2000, from the Robert Wood Johnson Foundation Web site: 
http://rwjf.org 

 
US Government Report on Government Website: No Date 

http://www.alistapart.com/
http://www.cas.psu.edu/
http://www.cas.psu.edu/
http://www.lancaster.org/
http://www.benton.org/
http://www.gatech.edu/
http://rwjf.org/
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United States Sentencing Commission. (n.d.). 2003 sourcebook of federal sentencing statistics. Retrieved December 2, 

2007, from http://www.ussc.gov 
 
Private Organization Report on Organization’s Website 
 
Canarie, Inc. (1997, September 27). Towards a Canadian health IWAY: Vision, opportunities and future steps. Retrieved 

March 4, 2000, from http://www.canaries.ca 
 
Daily Newspaper Article, Electronic Version 
 
Hilts, P.J. (1999, February 16). In forecasting their emotions, most people flunk out. New York Times. Retrieved 

November 21, 2000, from http://www.nytimes.com 
 
Dissertation/Thesis from a Database 
 
Biawas, S. (2008). Dopamine D3 receptor: A neuro-protective treatment target in Parkinson’s disease. Retrieved from 

ProQuest Digital Dissertations. (AAT 3295214) 
 
Online Encyclopedia/Dictionary 
 
Feminism.  (n.d.) In Wikipedia online. Retrieved March 16, 2009 from http://www.wikipedia.com 
 
Online Lecture Notes and Presentation Slides 
 
Hallam, A. duality in consumer theory [PDF document]. Retrieved from Lecture Notes Online: 

http://www.econ.iastate.edu/classes/econ501/Hallam/index.html 
 
Roberts, K. F. (1999). Federal regulations of chemicals in the environment [PowerPoint slides]. Retrieved from 

http://siri.uvm.edu/ppt/40hrenv/index.html 
 
Video Podcasts 
 
Scott, D. (Producer). 2007, January 5). The community college classroom [Episode 7]. Adventures in Education. Podcast 

retrieved from http://www.adveeducation.com 
 

USE OF REFERENCES 
 
A comprehensive reference list is extremely important in any course paper. Perhaps more than anything else, it allows 
the instructor/reader to assess how comprehensive and thorough the research was. Unless told otherwise by your 
instructor, you should provide full citations to only those works actually referenced within the text.  
 
A list of “References” includes all works cited in the text. The list is located after the conclusion section, but before any 
appendices. A “Selected Bibliography” includes all materials that would be included in a list of References, plus any 
works you consulted for background information but not cited in the paper. There is no occasion where a 
“Bibliography” is appropriate; this list would include all works written on the subject.  
 
There is no IAU-wide standard on the number of references required for any specific paper. Individual instructors may 
set standards, so you should ask. The availability of references may also vary with the subject matter. New areas might 
not have extensive references available.  
 
Whenever possible, primary references should be used. A primary reference is one where the author was the 
originator of the information, actually observed and reported the phenomenon, or conducted the research that led to 
the information. Statistical information is stronger from the source of the data such as the US Department of Education, 
rather than from other sources that might report the information as well.  
 

http://www.ussc.gov/
http://www.canaries.ca/
http://www.nytimes.com/
http://www.wikipedia.com/
http://www.econ.iastate.edu/classes/econ501/Hallam/index.html
http://siri.uvm.edu/ppt/40hrenv/index.html
http://www.adveeducation.com/
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Note: Wikipedia is NOT an academic source and has questionable veracity. It is useful as an orientation tool, but should 
not be included in References. 
 
A secondary source is one that reports what someone else originated, discovered, or researched. Newspaper articles 
that report government statistics, for example, are secondary sources. A book on counseling that reports the results 
researched not conducted by its author(s) is a secondary source. These are not as credible as primary sources, although 
there are times when these are all not available.  
 
When using Web references, extreme care should be taken. Many of these sources are commercial in nature. Try to 
avoid those without authors or organizations and anonymous sites. You should try to limit your Web sources and 
concentrate on peer-reviewed academic articles.  
 
Extreme care should be taken in the selection of references. For the most part, you should develop the ability to 
differentiate between legitimate scholarly works and those of a more commercial nature.  
 

REFERENCES 
 
American Psychological Association. (2010). Publication manual of the American Psychological Association (6th ed.). 

Washington, DC: Author 
 

Govier, T. (1992). A practical study of argument (3rd ed.). Belmont, CA: Wadsworth. 
 
Lipson, C. (2006). Cite right: A quick guide to citation styles—MLA, APA, Chicago, the sciences, professions, and more. 

Chicago: University of Chicago Press. 
 
Purdue University. (n.d.) The Purdue Online Writing Lab. Retrieved March 31, 2008, from http://owl.english.purdue.edu 
 
Strunk, W., White E.B., & Osgood, C. (2005). Elements of style. Mason, OH: Prentice Hall. 
 
Swales, J.M., & Beer-Freak, C.A. (2004). Academic writing for graduate students: Essentials and tasks and skills (2nd ed.). 

Ann Arbor, MI: University of Michigan Press. 
 

Turbian, K.L. (2007). A manual for writers of research papers, theses, and dissertations (7th ed.) Chicago: University of 
Chicago Press. 

 
Wood, N. (2004). Perspectives on argument (4th ed.). Upper Saddle River, NJ: Pearson Prentice Hall.  
 

GLOSSARY OF USAGE 
 
The following glossary includes words commonly confused, words commonly misused, and words that are nonstandard. 
It also lists colloquialisms that may be appropriate in normal speech but are considered inappropriate in formal 
writing. 
 
a, an - Use an before a vowel sound, a before a consonant sound: an apple, a peach. In words beginning with h, if the h 
is silent, the word begins with a vowel sound: an hour, an honorable deed. If the h is pronounced, the word begins with a 
consonant sound: a hospital, a hymn, a hotel. 
 
accept, except - Accept is a verb meaning “to receive.” Except is usually a preposition meaning “excluding”: I will 
accept all the packages except that one. Except is also a verb meaning “to exclude”: Please except that item from the 
list.  
 
advice, advise - Advice is a noun, advise a verb: We advise you to follow John’s advice.  
 
affect, effect - Affect is usually a verb meaning “to influence.” Effect is usually a noun meaning “result”: The drug did not 
affect the disease, and it had several adverse side effects. Effect can also be a verb meaning “to bring about:” Only the 
president can effect such a dramatic change. 

http://owl.english.purdue.edu/
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all ready, already - All ready means “completely prepared.” Already means “previously”: Susan was all ready for the 
concert, but her friends had already left.  
 
all right - All right is always written as two words. Alright is nonstandard.  
 
all together, altogether - All together means “everyone gathered.” Altogether means “entirely”: We were not altogether 
certain that we bring all the family all together for the reunion.  
 
allusion, illusion - An allusion is an indirect reference; an illusion is a misconception or false impression: Did you catch 
my allusion to Shakespeare? Mirrors give the room an illusion of space.  
 
a lot - A lot is two words. Do not write alot. 
 
among, between - Ordinarily, use among with three or more entities, between with two. The prize was divided among 
several contestants. Your have a choice between carrots and beans.  
 
amount, number - Use amount with quantities that cannot be counted; use number with those that can: This recipe calls 
for a large amount of sugar. We have a large number of toads in the yard.  
 
and/or - Avoid and/or except in technical or legal documents.  
 
anxious - Anxious means “worried” or “apprehensive.” In formal writing, avoid using anxious to mean “eager”: We are 
eager (not anxious) to see your new house.  
 
anyone, any one - Anyone, an indefinite pronoun, means “any person at all.” Any one refers to a particular person or 
thing in a group: Anyone from Chicago may choose any one of the games on display.  
 
anyways, anywheres - Anyways and anywheres are nonstandard and are to be avoided.  
 
awful, awfully - The adjective awful means “awe-inspiring.” Colloquially it is used to mean “terrible” or “bad.” The 
adverb awfully is sometimes used in conversation as an intensifier meaning “very.” In formal writing, avoid these 
colloquial uses: I was very (not awfully) upset last night.  
 
awhile, a while - Awhile is an adverb; it can modify a verb, but it cannot be the object of a preposition such as for. 
The two-word form a while is a noun preceded by an article and therefore can be the object of a preposition. Stay 
awhile. Stay for a while.  
 
bad, badly - Bad is an adjective, badly is an adverb: They felt bad about being early and ruining the surprise. Her arm 
hurt badly after she slid into second base.  
 
being as, being that - Being as and being that are nonstandard expressions. Write because or since instead.  
 
beside, besides - Beside is a preposition meaning “at the side of” or “next to”: Wild Bill Hickok slept with his gun beside 
his bed. Besides is a preposition meaning “except” or “in addition to”: No one besides Terry can have that ice cream. 
Besides is also adverb meaning “in addition”: I’m not hungry; besides I don’t like ice cream.  
 
burst, bursted; bust, busted - Burst is an irregular verb meaning “to come open or fly apart suddenly or violently.” The 
past-tense form bursted is nonstandard. Bust and busted are slang for burst, and along with bursted, should be avoided 
and not used in formal writing.  
 
can, may - Can is traditionally reserved for ability, may for permission. Can you ski down the advanced slope without 
falling? May I help you? 
 
capital, capitol - Capital refers to a city, capitol to a building where lawmakers meet. The residents of the state capital 
protested the development plans in front of the capitol. Capital also refers to wealth, funds, or resources. 
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cite, site - Cite means “to quote as an authority or example.” Site is usually a noun meaning “a particular place”: He 
cited the zoning law in his argument against the proposed site of the gas station. When referring to the Internet, use 
website instead of site.   
 
continual, continuous - Continual means “repeated regularly and frequently”: She grew weary of the continual 
telephone calls. Continuous means “extended or prolonged without interruption”: The broken siren made a continuous 
wail.  
 
could care less - Could care less is a nonstandard expression and should be avoided.  
 
could of - Could of is nonstandard for could have and should be avoided.  
 
criteria - Criteria is the plural for criterion, which means “a standard, rule, or test on which a judgment or decision can 
be based”: The only criterion for the job is a willingness to work overtime.  
 
data - Data is the plural of datum, which means “a fact or proposition.” Many writers now treat data as singular or 
plural depending on the meaning in a sentence. Some experts insist, however, that data can only be plural: The new 
data suggest (not suggests) that our theory is correct. The singular form datum is rarely used. 
 
double negative - Standard English allows two negatives only if a positive meaning is intended: The runners were not 
unhappy with their performance. Double negatives used to emphasize negation are nonstandard: Jack does not have to 
answer to anybody (not nobody).  
 
due to - Due to is an adjective phrase and should not be used as a preposition meaning “because of”: The trip was 
canceled because of (not due to) lack of interest. Due to is acceptable as a subject complement and usually follows a 
form of the verb to be: His success was due to hard work.  
 
etc. - Avoid ending a list with etc. It is more emphatic to end with an example, and in most contexts readers will 
understand that the list is not exhaustive. When you do not wish to end with an example, and so on is more graceful 
than etc. 
 
farther, further - Farther describes distances: Detroit is farther from Miami than I thought. Further suggests quantity or 
degree: You extended the curfew further than you should have.  
 
fewer, less - Fewer refers to items that can be counted; less refers to general amounts: Fewer people are living in the 
city. Please put less sugar in my coffee.  
 
good, well - Good is an adjective, well an adverb: He hasn’t felt good about his game since he sprained his wrist last 
season. She performed well on the uneven parallel bars. 
 
hardly - Avoid expressions such as can’t hardly and not hardly, which are considered double negatives: I can (not can’t) 
hardly describe my elation at getting the job.   
 
he - At one time he was used to mean “he or she.” Today such usage is inappropriate. Use he/she as an alternative or 
alternate use of “he” and “she” in the text.  
 
hopefully - Hopefully means “in a hopeful manner”: We looked hopefully to the future. Do not use hopefully in 
constructions such as: Hopefully, your daughter will recover soon. Indicate who is doing the hoping: I hope that your 
daughter will recover soon.  
 
I - I and other personal pronouns such a “you,” “we,” and “us” should be avoided. In formal academic writing the third 
person is used. Also avoid possessive pronouns like “his,” “hers,” “yours,” and “ours.”  This does not apply to direct 
quotes.  
 
impact - Impact is commonly used as a noun. Avoid using the expression “impact on” as a verb: The legislation had an 
impact on (not impacted on) our company’s policies.  
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imply, infer - Imply means “to suggest or state indirectly”; infer means “to draw a conclusion”: John implied that he knew 
all about computers, but the interviewer inferred that John was inexperienced.  
 
in regards to - In regards to confuses two different phrases: in regard to and as regards. Use one or the other: In 
regard to (or as regards) the contract, ignore the first clause.  
 
irregardless - Irregardless is nonstandard. Use regardless.  
 
its, it’s - Its is a possessive pronoun; it’s is a contraction for it is: The dog licked its wound whenever its owner walked into 
the room. It’s a perfect day to walk the trail.  
 
kind of, sort of - Avoid using kind of or sort of to mean “somewhat”: The movie was a little (not kind of) boring. Do not 
put “a” after either phrase: That kind of (not kind of a) salesclerk annoys me.  
 
liable - Liable means “obligated” or “responsible.” Do not use it to mean “likely”: You’re likely (not liable) to trip if you 
don’t tie your shoelaces.  
 
lie, lay - Lie is an intransitive verb meaning “to recline or rest on a surface.” Its forms are lie, lay, lain, lying, and lies. 
Lay is a transitive verb meaning “to put into place.” Its forms are lay, laid, laying, and lays.  
 
like, as - Like is a preposition, not a subordinating conjunction. It should be followed only by a noun or a noun phrase. 
As is a subordinating conjunction that introduces a subordinate clause. In casual speech you may say: She looks like she 
hasn’t slept or You don’t know her like I do. But in formal writing, use “as”: She looks as if she hasn’t slept. You don’t know 
her as I do.  
 
maybe, may be - Maybe is an adverb meaning “possibly”; may be is a verb phrase: Maybe the sun will shine tomorrow. 
Tomorrow may be a brighter day.  
 
may of, might of - May of and might of are nonstandard for may have and might have. They should be avoided.  
 
of - Use the verb have, not the proposition of, after the verbs could, should would, may, might and must: They must have 
(not must of) left early.  
 
plus - Plus should not be used to join independent clauses: This raincoat is dirty; moreover (not plus), it has a hole in it.  
 
precede, proceed - Precede means “to come before.” Proceed means “to go forwards”: As we proceeded up the 
mountain, we noticed fresh tracks in the mud, evidence that a group of hikers preceded us. 
 
principal, principle - Principal is a noun meaning “the head of a school or organization” or “a sum of money.” It is also 
an adjective meaning “most important.” Principle is a noun meaning “a basic truth or law”: The principal expelled her for 
three principal reasons. We believe in the principle of equal justice for all.  
 
reason is because - Use that instead of because: The reason I’m late is that (not because) my car broke down.  
 
reason why - The expression reason why is redundant: The reason (not The reason why) Morris lost the election is clear.  
 
should of - Should of is nonstandard for should have.  
 
since - Do not use since to mean “because” if there is any chance of ambiguity: Because (not Since) we won the game, we 
have been celebrating with a pitcher of beer. Since here could mean “because” or “from the time that.”  
 
there, their, they’re - There is an adverb specifying place; it is also an expletive. Adverb: Sylvia is lying there 
unconscious. Expletive: There are two plums left. Their is a possessive pronoun: Fred and June finally washed their car. 
They’re is a contraction of they are: Surprisingly, they’re late today.  
 
toward, towards - Toward and towards are generally interchangeable, although toward is preferable.  
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try and, try to - Try and is nonstandard for try to.  
 
use to, suppose to - Use to and suppose to are nonstandard for used to and supposed to.  
 
who, which, that - Use who, not which, to refer to persons. Generally, use that to refer to things or, occasionally, to a 
group or class of people: Fans wondered how an old man who (not that or which) walked with a limp could play football. 
The team that scores the most points in this game will win the tournament.  
 

BLOOM'S TAXONOMY 
 
Benjamin Bloom created this taxonomy for categorizing level of abstraction of questions that commonly occur in 
educational settings. Source: Bloom, B.S. (1984). Taxonomy of educational objectives. Boston, MA: Allyn and Bacon 
 

Competence Skills Demonstrated – Bloom's Taxonomy 

Knowledge  • observation and recall of information  

• knowledge of dates, events, places  

• knowledge of major ideas  

• mastery of subject matter  

• Question Cues: list, define, tell, describe, identify, show, label, collect, examine, tabulate, 
quote, name, who, when, where, etc.  

Comprehension • understanding information  

• grasp meaning  

• translate knowledge into new context  

• interpret facts, compare, contrast  

• order, group, infer causes  

• predict consequences  

• Question Cues:  summarize, describe, interpret, contrast, predict, associate, distinguish, 
estimate, differentiate, discuss, extend  

Application • use information  

• use methods, concepts, theories in new situations  

• solve problems using required skills or knowledge  

• Questions Cues:  apply, demonstrate, calculate, complete, illustrate, show, solve, examine, 
modify, relate, change, classify, experiment, discover  

Analysis • seeing patterns  

• organization of parts  

• recognition of hidden meanings  

• identification of components  

• Question Cues: analyze, separate, order, explain, connect, classify, arrange, divide, compare, 
select, explain, infer  

Synthesis • use old ideas to create new ones  

• generalize from given facts  

• relate knowledge from several areas  

• predict, draw conclusions  

• Question Cues: combine, integrate, modify, rearrange, substitute, plan, create, design, invent, 
what if?, compose, formulate, prepare, generalize, rewrite  

Evaluation • compare and discriminate between ideas  

• assess value of theories, presentations  

• make choices based on reasoned argument  

• verify value of evidence  

• recognize subjectivity  

• Question Cues: assess, decide, rank, grade, test, measure, recommend, convince, select, judge, 
explain, discriminate, support, conclude, compare, summarize  
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PART 4: CODE OF CONDUCT & JUDICIAL 
PROCEDURES 
 
Students enrolling in International American University’s programs assume the obligation of conducting 
themselves in a manner compatible with the University’s function as an educational institution. It is IAU’s intention 
to create a nurturing, vibrant learning community, promoting intellectual exploration and exchange.  
 
International American University (“the University”) is a community of scholars committed to maintaining an environment 
that encourages personal and intellectual growth. It is a community of explicit standards and high expectations for 
those who choose to become a part of it, including established rules of conduct intended to foster behaviors that are 
consistent with a civil and educational setting. Members of the University community are expected to comply with all 
laws, University policies, and campus and online regulations and policies.  
 
All students are expected to comply with all the rules and regulations set forth by International American University. 
Students are expected to show respect for good order, morality, personal honor, and the rights of others. Failure to 
comply may result in punitive sanctions by the University. 
 
Accompanying the IAU Student Code of Conduct (“Code”) is an established process to determine if a student has 
violated the Code and to respond appropriately when violations are alleged. Students alleged to violate the Code 
are given an opportunity to meet with the Chief Academic Officer, Chief Executive Officer, or designated 
representative to discuss the incident in question. Most often complaints are resolved informally through discussions. 
Students are free to present any and all information and paperwork relative to the incident. If the investigation shows 
that there was no Code violation, the case may be dropped without further action. If the investigation reveals evidence 
of a Code violation, IAU will propose a resolution and students may be given the opportunity to resolve the case 
informally.  
 
Online students will have an equal opportunity to present their case. All communication will be through emails, phone, 
and/or Skype.  
 

STUDENT CODE OF CONDUCT VIOLATIONS  
 
The following list of the Student Conduct Code is an example of behaviors that may result in disciplinary action 
by the University. It is not to be regarded as all-inclusive. In the event that there arises ambiguity, inconsistency, 
or a need for further clarification regarding what constitutes a violation of the Student Conduct Code, the Chief 
Academic Officer, Chief Executive Officer, or designated representative shall make the final determination. 
 

137. HONOR CODE VIOLATIONS 
 
The Honor Code is an undertaking of IAU students individually and collectively. Under this code, students will: 
 

1. Not give or receive aid in examinations 
2. Not give or receive unpermitted aid in class work, in the preparation of reports, or in any other work that is 

used by an instructor as a basis of grading 
3. Do their share and take an active part in seeing that others as well as themselves uphold the spirit and letter of 

the Honor Code 
4. Report any and all violations of the Honor Code 
5. Not post, transmit, promote, or distribute content that is known to be illegal 
6. Not post harassing, threatening, or embarrassing comments 
7. Not post content that is harmful, abusive, racially, ethnically or religiously offensive, vulgar, sexually explicit, or 

otherwise potentially offensive. 
8. Not to attempt to receive assistance from written or printed aids, or from any person or papers, or of 

any attempt to give assistance, whether the one so doing has completed his/her work or not. This rule 
holds both in the classroom and online.  
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9. Not to attempt to gain an unfair advantage with regard to an examination, such as tampering with a 
graded exam or claiming another’s work to be one’s own.  

10. Not to obtain or attempt to obtain, previous to any examinations, copies of the examination papers or 
the questions to appear thereon, or to obtain any illegal knowledge of these questions. 

11. Not have a surrogate take an examination in a student’s stead. 
 

138. ACADEMIC DISHONESTY / HONESTY   
 
Academic dishonesty includes: 
 

1. Cheating: Using or attempting to use “cheat sheets”, electronic sources, stolen exams, unauthorized study 
aids in an academic assignment, or copying or colluding with another student in an effort to improve 
one’s grade.  

2. Fabrication: Falsifying, inventing, or misstating any data, information, or citation in an academic 
assignment, job application, or placement file.  

3. Plagiarism: Using the works of others (i.e., words, images, or other materials) of another persona as 
one’s own words without proper citation in any academic assignment. This includes submission (in whole 
or in part) of any work purchased or downloaded from a Website or an Internet paper clearing house. 

4. Facilitating Academic Dishonesty: Assisting or attempting to assist any person to commit any act of 
academic misconduct, such as allowing someone to copy a paper or test answers.  

5. Unauthorized Multiple Submission: The failure to obtain prior permission of an instructor to submit any 
work that has been submitted in identical or similar form in fulfillment of any other academic 
requirement at the University or other institution.  

6. False Citation: The attribution to, or citation of, a source from which the material in question was not obtained. 
 
Academic honesty includes: 
 

1. Original Work: Students are expected to submit only original work in courses. Instructors may require students 
to include the following on papers: “This paper represents my own original work in accordance with University 
regulations.” 

2. Transcription or Publication of Course-Related Material:  Students may not engage in the publication or sale 
of abstracts or transcriptions of the lectures or required readings in any course of instruction at the University. 
This regulation is not intended to preclude situations in which students acts as assistants to instructors who are 
themselves preparing lectures or other course-related materials, either for informal distribution (without sale) to 
members of a particular course, or for formal publication and sale by a publisher. 

3. Acknowledgement of Sources in Academic Work: The University has strict requirements relative to 
acknowledgement of sources and is guided by the Publication Manual of the American Psychological Association 
(6th ed.). In order to prevent any misunderstanding, students are expected to comply with the requirements of 
the manual. If students have any questions about when and how to cite your sources, they are to consult with 
the instructor and/or. An important general rule is: “If you are unsure whether or not to acknowledge a source, 
always err on the side of caution and completeness by citing rather than not citing.” 

4. Quotations: Any quotations, however small, must be placed in quotation marks or clearly indented beyond the 
regular margin. Any quotation must be accompanied (either within the text or in a footnote) by a precise 
indication of the source per the APA Manual—identifying the author, title, date of publication, and where 
relevant, page number(s). Any sentence or phrase which is not the original work of the student must be 
acknowledged.  

5. Paraphrasing: Any material that is paraphrased or summarized must also be specifically acknowledged in a 
footnote or in the text. A thorough rewording or rearrangement of an author’s text does not relieve one of this 
responsibility. Occasionally, students maintain that they have read a source long before they wrote the paper 
and have unwittingly duplicated some of its phrases or ideas. This excuse is not valid. The student is responsible 
for taking adequate notes so that debts of phrasing may be acknowledged where they are due.  

6. Ideas and Facts: Any idea or facts which are borrowed should be specifically acknowledged in a footnote or 
in the text, even if the idea or fact has been further elaborated by the student. Some ideas, facts, formulas, 
and other kinds of information which are widely known and considered to be in the “public domain” of common 
knowledge do not always require citation. The criteria for common knowledge may vary among disciplines; 
students in doubt should consult their instructor. Occasionally, a student in preparing an essay has consulted an 
essay or body of notes on a similar subject by another student. If the student has done so, he/she must state the 
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fact and indicate clearly the nature and extent of his/her obligation. The name and class of the author of an 
essay or notes which are consulted should be given, and the student should be prepared to show the work 
consulted to the instructor, if requested to do so. 

7. Footnotes and Bibliography: All the sources which have been consulted in the preparation of an essay or 
report should be listed in “References” that were cited in the work. However, the mere listing of a source in 
references shall not be considered a “proper acknowledgement” for specific use of that source within the essay 
or report. Neither shall the use of a footnote at the end of a sentence or paragraph in which only minor word 
changes have been made from the original source be considered “proper acknowledgment.” The extent of 
indebtedness to the author must be made clear.  

8. Electronic and Other Sources: The requirement to acknowledge sources is not limited to printed material such 
as books or journal articles. Information is now available through the IAU library and the World Wide Web in 
electronic form. Information or quotation from any of these sources must be proper cited (see APA Manual for 
formatting).  

9. Group Work and Homework: In many course, student may work in pairs or in larger group. In those cases 
where individual reports are submitted based on work involving collaboration, proper acknowledgment of the 
extent of the collaboration must appear in the report. In those cases where there are two or more signatories 
to a submitted report, each student’s signature is taken to mean that the student has contributed fairly to the 
work involved and understands and endorses the content of the report. If a student is unsure of the rules of 
collaboration in any course, he/she should ask the instructor or Academic Facilitator for clarification. 

10. Multiple Submissions: Generally, it is a violation to submit a report that has been previously submitted in 
another course at the University or another institution. However, the student may be permitted to rewrite an 
earlier work or to satisfy two academic requirements by producing a single piece of work more extensive than 
that which would satisfy either requirement on its own. In such cases, the student must receive in advance the 
permission of the instructor. 

11. Oral Reports: Students that are required to submit written notes for oral reports must clearly acknowledge any 
work that is not original, in accordance with the requirements stated above. 

 

139. OBSTRUCTION OR DISRUPTION 
 
The University does not tolerate the disruption of teaching, research, administration, disciplinary procedures, or 
other University activities or of other authorized activities on University premises. Disruption also includes the 
refusal to comply with instructors’ parameters for course requirements as stated in the syllabus and course 
description. Any classroom behavior that interferes with the instructor’s ability to conduct class or the ability of 
other students to learn. If a student causes any disruption of the class session, the instructor has the authority to 
ask that student to leave or have staff escort that person out. 

 

140. COMPUTER AND CELL PHONE USAGE  
 
The use of cell phones or computers is at the discretion of the instructor. It is a privilege, not a student right. Persistent 
use of cell phones in class, when instructor does not allow, is cause for removal from the classroom. 
 

141. THEFT OR DAMAGE 
 
Any theft, damage or destruction of University property or another person’s property. 
 

142. THREATS / BULLYING / INTIMIDATION  
 
An expression of intention to inflict injury or damage. To cause another person to feel fear for their safety or well-
being. Bullying is defined as repeated and/or severe aggressive behavior likely to intimidate or intentionally hurt, 
control, or diminish another person, physically or mentally. Intimidation, defined as implied threats or acts that cause an 
unreasonable fear of harm in another. Examples include, but it not limited to, yelling or raising one's voice, the use of 
profanity, speaking condescendingly, or threatening harm. 
 

143. ASSAULT 
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Any intentional physical contact of an insulting or provoking nature. Any physical abuse, intentional injury, or physical 
harm of another person. 
 

144. DISCRIMINATION 
 
Discrimination, defined as actions that deprive other members of the community of educational or employment access, 
benefits or opportunities based on sex or gender. 
 

145. HAZING 
 
Any act which endangers the emotional, mental, financial, physical health or safety of a student, with or without their 
expressed permission, or which destroys or removes public or private property, for the purpose of initiation, admission 
into, affiliation with, or as a condition for continued membership in a group or organization. 
 

146. HARASSMENT 
 
Speech or other expression (words, pictures, symbols) that constitutes fighting words and is sufficiently severe, 
pervasive, or persistent so as to interfere, limit, or deny one’s ability to participate in or benefit from an educational 
program. Fighting words may include, but are not limited to, words, pictures or symbols that:  
 

1. Are directed to an individual or individuals based on that person’s race, color, sex, religion, creed, age, sexual 
orientation, gender, gender identity, disability, veteran status or national origin.  

2. Threatens violence, tend to incite an immediate breach of the peace or provoke a violent response. 
 

147. SEXUAL HARASSMENT 
 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, or other verbal or physical 
conduct of a sexual nature. Sexual harassment undermines the student relationship by creating an intimidating, hostile, 
or offensive learning environment and will not be tolerated. 

 
Sexual Violence – Risk Reduction Tips 
 
Risk reduction tips can often take a victim-blaming tone, even unintentionally. Only those who commit sexual violence 
are responsible for those actions. We offer the tips below with no intention to victim-blame, with recognition that these 
suggestions may nevertheless help you to reduce your risk of experiencing a non-consensual sexual act. Below, 
suggestions to avoid committing a non-consensual sexual act are also offered: 
 

• If you have limits, make them known as early as possible. 

• Tell a sexual aggressor “NO” clearly and firmly. 

• Try to remove yourself from the physical presence of a sexual aggressor. 

• Find someone nearby and ask for help. 

• Take affirmative responsibility for your alcohol intake/drug use and acknowledge that alcohol/drugs lower 
your sexual inhibitions and may make you vulnerable to someone who views a drunk or high person as a 
sexual opportunity. 

• Carefully consider the possible ramifications of sharing your intimate content, pictures, images and videos with 
others, even those you may trust. If you do choose to share, clarify your expectations as to how or if those 
images may be used, shared or disseminated. 

• Take care of your friends and ask that they take care of you. A real friend will challenge you if you are about 
to make a mistake. Respect them when they do. 

 
If you find yourself in the position of being the initiator of sexual behavior, you owe sexual respect to your potential 
partner. These suggestions may help you to reduce your risk for being accused of sexual misconduct: 
 

• Clearly communicate your intentions to your sexual partner and give them a chance to clearly relate their 
intentions to you. 
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• Understand and respect personal boundaries. 

• DON’T MAKE ASSUMPTIONS about consent; about someone’s sexual availability; about whether they are 
attracted to you; about how far you can go or about whether they are physically and/or mentally able to 
consent. Your partner’s consent should be affirmative and continuous. If there are any questions or ambiguity, 
then you DO NOT have consent. 

• Mixed messages from your partner are a clear indication that you should stop, defuse any sexual tension and 
communicate better. You may be misreading them. They may not have figured out how far they want to go 
with you yet. You must respect the timeline for sexual behaviors with which they are comfortable. 

• Don’t take advantage of someone’s drunkenness or altered state, even if they willingly consumed alcohol or 
substances. 

• Realize that your potential partner could feel intimidated or coerced by you. You may have a power 
advantage simply because of your gender or physical presence. Don’t abuse that power. 

• Do not share intimate content, pictures, images and videos that are shared with you. 

• Understand that consent to some form of sexual behavior does not automatically imply consent to any other 
forms of sexual behavior. 

• Silence, passivity, or non-responsiveness cannot be interpreted as an indication of consent. Read your potential 
partner carefully, paying attention to verbal and nonverbal communication and body language. 

 

JUDICIAL PROCEDURES  
 
International American University is committed to maintaining a campus and online environment with a diverse 
population where students can be exposed to education in an atmosphere of acceptance, civility, respect for the rights, 
duties, and sensibilities of each individual. 
 
It is generally understood that in any human environment complaints may originate because of miscommunication, 
misunderstandings, perceived injustices, and unanswered or incorrectly answered question or minor problems that have 
been neglected. These Judicial Procedures have been developed in the hope that their accessibility and standard of 
fairness will encourage faculty, students, and staff to utilize them as an internal form of conflict resolution. These 
Procedures are intended to allow both sides of a disagreement to be fairly considered, and permit disputes to be 
resolved in a timely and constructive manner. Each grievance, complaint, or conflict would be treated seriously with the 
awareness that these must be solved by people rather than structures. It is important that any and all resolutions of 
issues need to be done in a prompt, appropriate manner and are fairly adjudicated.  
 
The formal grievance process may generally be activated only after an effort has been made to resolve an issue 
through an informal process and when discussions between the parties to the disagreement have been exhausted and 
left unresolved. The desire to prevent or to anticipate or to register mere unhappiness over a particular decision or 
action does not, alone, justify a formal grievance.  
 
The University retains the final decision in any matters pertaining to disciplinary action or termination of individuals.  

 

148. CODE OF CONDUCT VIOLATION & SANCTIONS 
 
Should the behavior of an individual make it necessary to impose disciplinary action, one or a combination of the 
following measures may be used. 
 
IAU reserves the right to broaden or lessen any range of recommended sanctions in the case of serious mitigating circumstances 
or egregiously offensive behavior. All sanctions are subject to review by the Chief Academic Officer, Chief Executive Officer, 
and/or the Board of Directors.  
 

1. Counseling: Student may meet with the instructor or administrator to discuss the nature of the infraction and 
receive counseling for edification and spiritual growth. Step one is used for consistent behavioral problems or 
minor infractions. 

2. Warning: Student may receive written notification of the infraction or violation with a copy to be included in 
the student’s permanent record. This warning is used for more serious infractions or instances.  
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3. Grade Reduction: Grade reduction is used mostly in those instances of plagiarism, cheating, or other behavior 
related to the submission of assignments or tests. Academic dishonesty usually results in a minimum penalty of 
failing the course, although lesser penalties may be exercised. 

4. Probation: Probation is used for more serious infractions or consistent or unresponsive behavioral problems; the 
student is placed on probation for a specific time period. During that time, the student may receive counseling 
and may not be involved in any other violations of University policies or the student will be suspended or 
dismissed. Probations will be recorded in the student’s permanent record. 

5. Suspension: Suspension is imposed for major infractions, consistent or unresponsive behavior problems, or 
behavior requiring the immediate removal of the student. Suspension may be for a definite period of time, or 
may be conditional upon restitution by the student or investigation of University officials. When the term of 
suspension is completed, the student may be automatically reinstated or may be placed on probation for a 
period of time and/or assigned to counseling as deemed necessary by the administration. Suspension will be 
recorded in the student’s permanent record. 

6. Administrative Withdrawal: Administrative withdrawal is used for serious violations, consistent or unresponsive 
behavior problems, or dangerous or criminal behavior. Dismissal from the University will be so recorded on the 
student’s permanent record and reinstatement will not be granted. 

 

149. HONOR CODE VIOLATIONS & SANCTIONS 
 
Any student who violates the tenants of the Honor Code may be charged with a violation and sanctions may be 
imposed by the University. Not all violations call for the same sanctions. Faculty are charged to use their best 
judgement in assessing and addressing the nature and seriousness of the violation.  
 
When an instructor suspects a violation of those listed in the Honor Code, he/she should confront the suspected student 
violator and requests an explanation. If an instructor feels that there has been a violation, he/she may institute one of 
the following: 
  

1. Provide educational coaching  
2. Request resubmission of the assignment 
3. A written warning that is placed in student’s record 
4. A written paper on the nature of plagiarism and academic dishonesty 
5. A reduced grade, or partial credit on an assignment 
6. Require the student to repeat the assignment 
7. Issue a failing grade to the student 

 

150. JUDICIAL PROCEDURES 
 

1. Reporting: Any person may file an Incident Report with the University. An Incident Report is considered to have 
been filed when it has been presents in writing to an administrator. Upon receipt of an incident report, 
administration will review the report and initiate the procedures. Students may use IAU’s Grievance Form 
posted on the www.iau.LA website or by going to this link: https://goo.gl/forms/ZZCpgKmqBSJeztNo2 
 

2. Determination of Disciplinary Action: Once an incident report has been filed the administration will 
determine if Disciplinary Action may be applicable, one of the following will occur:  
 

a. No further action will be taken it the Incident Report is not substantive. The University may resume 
action on any Incident Report should further relevant information become available 
 

b. The Incident Report will be referred to a Hearing if the Incident Report is substantive, and sufficient 
evidence already exists to convene a hearing. 
 

3. Notice of Disciplinary Action: If the administration determines that a student will be charged with violations of 
the Code, he/she will be formally informed via email to appear for a meeting with an administrator and/or to 
respond to the charges on or before a specific date. This notice will identify those sections of the Code that the 
student is charged with violating and includes a detailed description of the facts supporting the charges. 
 
If a student does not respond to this request as instructed, a hearing will be held in the student’s absence and 

http://www.iau.la/
https://goo.gl/forms/ZZCpgKmqBSJeztNo2
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action will be taken as warranted by the facts in the case, which may include disciplinary probation, 
suspension, or dismissal. The decision from a hearing held in a student’s absence will be final. The student will 
not be afforded an appeal. 
 
The judicial process works best when students and staff collaboratively come to an informal resolution of cases. 
Students may choose not to participate in the resolution of charges. In this situation, the administration will 
proceed to resolve the charge without the participation of the student. When a hearing is held without the 
student’s participation, the decision will have the same force and effect as if the student participated.  
 

4. Hearing: Once Disciplinary Action have been determined, an administrator will schedule a hearing. Normally, 
a hearing will be conducted in private. Hearings may be conducted by alternative means for students who are 
enrolled in distance learning programs. Students who fail to appear for the hearing will result in the case 
being heard and decided in the student’s absence. There is no appeal for cases heard in the student’s absence.  
 

5. Appeal: The purpose of an appeal is to review the procedures of the hearing in order to determine if there 
has been any error. Students have the right to appeal formal hearing decisions provided relevant grounds for 
an appeal are cited. All appeal request and responses in this process are transmitted by electronic mail (which 
accommodates distance learning students) to the CAO. The CAO will have the final decision. The student will 
not be granted an appeal if the case has been heard in the student’s absence.  

 

151. STUDENT RIGHTS 
 
Students charged with violations are advised of their due process rights and are entitled to the following procedural 
protections: Notice of Charges, Presumption of Innocence, Choosing Not to Participate, Hearing, Appeal, and an 
Advisor.  
 

STUDENT GRIEVANCES 
 

152. GRIEVANCE POLICY 
 
Students have the right to address grievances to the Chief Executive Officer. The Chief Executive Officer shall 
immediately investigate the situation and shall have the power to question persons with pertinent information, examine 
any pertinent materials, and question the student. Within fifteen (15) school days, exclusive of weekends and holidays, 
of notice to the student, the Chief Executive Officer shall determine whether a complaint shall be filed with the 
Executive Office. If a complaint is filed, the person against whom the complaint is filed shall receive written notice which 
shall include the initial report, the factual allegations, a list of witnesses and evidence, the time and place of the 
hearing, a statement that the accused has the right to be represented by counsel or representative of his/her choice, 
and an opportunity to review any information gathered by the Chief Executive Officer. 
 

153. GRIEVANCE PROCEDURE 
 
1. Students have the right to address a formal grievance in writing. IAU’s Student Grievance Form is posted on the 

www.iau.LA website or by going to this link: https://goo.gl/forms/ZZCpgKmqBSJeztNo2  
2. The University shall immediately investigate the situation and shall have the power to question persons with 

pertinent information, examine any pertinent materials, and question the student.   
3. Within fifteen (15) school days, exclusive of weekends and holidays, of notice to the student, the administration 

shall determine whether a complaint shall be filed. 
4. If a complaint is filed, the person against whom the complaint is filed shall receive written notice which shall include 

the initial report, the factual allegations, a list of witnesses and evidence, the time and place of the hearing, a 
statement that the accused has the right to be represented by counsel or representative of his/her choice, and an 
opportunity to review any information gathered by the University. 

5. If no complaint is filed with the University because the allegation is without merit, the conduct is de minimus, or the 
evidence is insufficient, the University shall keep a record of the allegation, nonetheless.  The student shall be 
informed accordingly.   

 

http://www.iau.la/
https://goo.gl/forms/ZZCpgKmqBSJeztNo2
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154. AGENCIES 
 
A student or any member of the public may file a complaint about this institution with the Bureau for Private 
Postsecondary Education by calling (888) 370-7589 or by completing a complaint form, which can be obtained on the 
bureau's internet website: www.bppe.ca.gov 
 
A student may file a complaint about this institution with the Transnational Association of Christian Colleges and Schools 
(TRACS) by accessing TRACS website at www.tracs.com and downloading the packet containing the Policies and 
Procedures for Complaints Against Member Institutions, the TRACS Complaint Information Sheet, and the TRACS Complaint 
Processing Form.  
 
TRACS response and its obligations to meet the specific timetables outlined in these procedures will begin only after the 
complainant submits all documents required in the TRACS Complaint Information Sheet.  
 
A formal complaint is one that is:  

1. Submitted in writing using the TRACS Complaint Processing Form (including all required supporting 
documentation); 

2. Signed; and  
3. Sent to the attention of the President of TRACS by the complainant(s). Complaints which are not in writing, 

anonymous, or sent electronically or through facsimile transmission will not be considered.  
 

155. TRACS 
 
International American University (IAU) is in Corresponding Status with Transnational Association of Christian Colleges 
and Schools (TRACS) located at 15935 Forest Road, Forest, VA 24551; Telephone: (434) 525-9539; e-mail: 
info@tracs.org. This means that IAU has made initial contact with TRACS and is actively pursuing the process toward 
accreditation. TRACS is recognized by the United States Department of Education, the Council for Higher Education 
Accreditation and the International Network for Quality Assurance Agencies in Higher Education (INQAAHE). 
  

http://www.bppe.ca.gov/
http://www.tracs.com/
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