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Dear Student:
Welcome to National Louis University! We are delighted that you have chosen to study 
with us. We trust that you will find enrichment and fulfillment of your goals at our university. 

In 1886, Elizabeth Harrison, a pioneer in elementary and early childhood education, 
founded Miss Harrison’s Training School in Chicago. After several other name changes, 
the institution became National College of Education in 1930. In 1982, the College of 
Arts and Sciences was added, and in 1989 the College of Management and Business 
came on board. After receiving a $33 million gift from Michael W. Louis of Wilmette, 
Illinois, in 1989, the institution officially became a university and changed its name to 
National Louis University in 1990. The name was given to honor Mr. Louis, whose gift is 
the largest in the university’s history.

The NLU Student Guidebook is produced by the Office of Student Affairs. It is intended 
to answer questions you may have concerning the policies, procedures and services of 
National Louis University.

In addition to this publication, we encourage you to read the university’s undergraduate 
and graduate catalog. We also recommend you regularly check your NLU email. NLU 
provides every registered student with an email account. NLU offices have transitioned 
many essential communications and service processes from paper to email and NLU is 
ceasing to supply these communications and services on paper. Students (other than 
those with a relevant ADA-certified disability) utilize email for these communications 
and services or pay a fee each term if they are paper-based. Students should go to 
http://my.nl.edu to login to their personal accounts. If they need assistance with their 
username or password, they should select the “click here” link under How do I get a 
username and password? Or, students can call the NLU Help Desk at extension 4357 
or 866.813.1177.

If you have any questions about the information contained in the Student Guidebook, 
please do not hesitate to contact the Office of Student Affairs at 888.658.8632,  
extension 3568, or by email at student.affairs@nl.edu.

At National Louis, we strive for Service Excellence in everything we do. We encourage 
you to share your NLU student experience by emailing us at comments@nl.edu and we 
will gladly respond.

Good luck in your academic endeavors.

Sincerely,

Brisbane Rouzan
Executive Director of Student Affairs
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Illinois Campuses

Chicago Campus
122 South Michigan Ave.
Chicago, IL 60603-3032
888.658.8632

Elgin Campus
620 Tollgate Road
Intersection of I-90  
(Northwest Toll Road)  
and Hwy. 31
Elgin, IL 60123-9364
888.658.8632

Lisle Campus
850 Warrenville Road
Lisle, IL 60532
888.658.8632

North Shore Campus
5202 Old Orchard Road, 
Suite 300
Skokie, Illinois 60077-4409
888.658.8632

Wheeling Campus
1000 Capitol Drive
Wheeling, IL 60090-7201
888.658.8632

Florida Regional Campus
4950 West Kennedy Blvd, 
Suite 300
Tampa, FL 33609-1837
888.658.8632

Milwaukee Campus
12000 West Park Place, 
Suite 100
Milwaukee, WI 53224-3007
888.658.8632

Beloit Campus
501 Prospect Street
Beloit, WI 53511-6336
888.658.8632

Nowy Sacz, Poland 
Campus
WSB-NLU
ul. Zielona 27
33-300 Nowy Sacz
Poland
T +48 18 449.9102
F +48 18 449.9121
www.wsb-nlu.edu.pl

Subject to change notice

The rules, regulations, policies, fees and other charges, courses of study, and academic 
requirements that appear in this handbook were in effect at the time of its publication. 
Like everything else in this handbook, they are published for informational purposes 
only, and they do not constitute a contract between university and any student, applicant 
for admission or other person.

Whether noted elsewhere in this handbook or not, the university reserves the right to 
change, eliminate and add to any existing (and to introduce additional) rules, regulations, 
policies, fees and other charges, courses of study and academic requirements. Whenever 
it does so, the university will give as much advance notice as it considers feasible or  
appropriate, but it reserves the right in all cases to do so without notice. 

Campuses in Other Locations
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Student Rights and Responsibilities

Statement on Student Rights and Responsibilities

A University community requires an environment conducive to intellectual and personal 
growth of its students. Since actions of each individual affect this climate, National Louis 
University expects responsible conduct on the part of every student who is a member of 
this University community.

To further its objectives, and in recognition of students as members of the National 
Louis University community, the university has adopted the following:

1. �Applicants who meet specifically stated requirements will be eligible for admission to 
the university and for participation in all of its programs without regard for race, color, 
age, creed, religion, gender, sexual orientation, ancestry, national origin, disability, 
political beliefs, military status, unfavorable military discharge other than dishonorable, 
and marital status.

2. �Students have the freedom to express reasoned exception to the data or views offered 
in any courses of study for which they are enrolled but are responsible for learning the 
content of the courses.

3. �For purposes of gaining academic credit, students shall be evaluated in terms of stated 
course competencies and requirements and not on personal or political beliefs.

4. �Disclosure of a student’s personal or political beliefs confidentially expressed in connection 
with coursework will not be made public without explicit permission of the student. 

5. �Students will be informed of all rules, rates, and regulations deriving from contractual 
arrangements with the university before signing any such contracts.

6. �Students on campus or residing in University-owned housing will be secure against 
any unreasonable invasion of privacy, search or seizure but are responsible for compliance 
with all university regulations (see policy on pages 53-58).

7. �Students are free to form, join, and participate in campus organizations for educational, 
religious, social, political, cultural or other purposes.

8. �Students are free to use campus facilities for meetings of registered and officially recognized 
organizations, subject to uniform regulations as to time and manner governing the facilities.

9. �Students’ records may be released only in accordance with provisions of the Family 
Educational Rights and Privacy Act of 1974.

10. �Students are free, individually or in association with other individuals, to engage in 
activities not sponsored by the university, exercising their rights as citizens of the 
community, state and nation, provided they do not purport to represent the university.

11. �As appropriate, students will have their views and welfare considered in the formation 
of university policy and will be consulted by, or represented on, University councils 
and committees that affect students as members of the university community.

12. �Students are free to assemble, demonstrate, communicate and protest, recognizing 
that freedom requires order, discipline and responsibility, and further recognizing the 
right of faculty and other students to pursue their legitimate goals without interference.

13. �Students will be exempt from disciplinary action or dismissal from the university except 
for academic ineptness or lack of reasonable progress, failure to pay University 
debts, or violation of student or University rules and regulations.

14. �Students are free to be present on campus and to attend classes pending action on 
criminal or civil charges, except for reasons relating to their physical or emotional safety 
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and well-being, or for reasons relating to the safety and well-being of students, faculty, 
staff or university property. Students are subject to local, state, and federal statutes.

15. �It is recognized that all members of the community have the responsibility to conduct 
themselves in a manner that does not violate the rights, property, and freedoms of others.

16. �Editorial freedom in student publications and media shall be given under the  
following guidelines: 

	 a. �Students shall be governed by the canons of responsible journalism, such 
as the avoidance of libel, indecency, undocumented allegations, attacks on 
personal integrity, and the techniques of harassment and innuendo.

	 b. �All University published and/or financed student publications should explicitly 
state on the editorial page that, “the opinions expressed are not necessarily 
those of the university or of the student body.”

	 c. �Editors shall be protected from arbitrary suspension and removal because of 
student, administrative or public disapproval, and editorial policy or content. 
Only for proper and stated causes shall editors be removed by the proper 
agency responsible for their appointment.

17. �Students have the right to establish and maintain duly constituted governments,  
associations, and organizations to the extent approved by the university. A statement 
of purpose and/or a constitution shall be submitted for approval to the Office of 
Student Affairs to become officially recognized by the university.

Accommodations for Persons with Disabilities

The Department of Diversity, Access and Equity is the primary support system for 
students with disabilities, with the responsibility of coordinating accommodations in 
accordance with the Americans with Disabilities Act, Section 504, and University policy. 
All accommodations provided are based on individual need substantiated by medical 
documentation. For information on how to request accommodations, please contact 
staff in the Department of Diversity, Access and Equity. DAE@nl.edu; www.nl.edu/diversity; 
888.658.8632 x5491 or x3367.

National Louis University strives to achieve a diverse and inclusive community where every 
person is given the opportunity to be heard, respected, valued and welcomed. The 
university recognizes that diversity defines our individual and group lives. All members 
of the NLU community are expected to actively build a university environment enriched 
by contributions from diverse experiences, perspectives and backgrounds. Diversity, 
inclusion and social justice are key components of the university’s mission of Access, 
Innovation and Excellence. Recognizing that it is difficult to have an all-inclusive list, 
we acknowledge the importance of these and all other aspects of diversity: ability, age, 
economic status, educational level, gender, national origin, language, political affiliation, 
professional status, race/ethnicity, religion, and sexual orientation.

Access to Higher Education

Within the limits of its facilities, National Louis University is open to all applicants who 
are qualified according to its admission requirements.

	 a. �The institution will make clear with the Student Guidebook and the National 
Louis University Catalog, the characteristics and expectations of students 
that it considers relevant to its programs.

	 b. �Under no Circumstances will an applicant be denied admission because of 
Race, Religion, Gender, Sexual Orientation, Ethnic Background or Disability.
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Compliance with Federal Non-Discrimination Regulations

Several federal regulations have been adopted that have as their purpose the protection 
of students’ rights. Of particular interest are the following:

	 a. �Equal Opportunity: National Louis University supports the principles of equal 
opportunity for employment to all qualified persons without regard to Race, 
Gender, Religion, Color, National Origin or Age.

	 b. �Title IX: National Louis University does not discriminate on the basis of Gender, 
in accord with Title IX of the 1972 Education Amendment s, in its Educational 
programs, Admission Policies, Activities or Employment Policies. This Leg-
islation provides that no person in the United States shall, on the basis of 
Gender, be excluded from participation in, be denied the benefits of, or be 
subjected to discrimination under any education program or activity receiving 
federal financial assistance. This includes protection from sexual harassment. 
Inquiries regarding compliance may be directed to the Department of 
Diversity, Access and Equality or to the Director of the Offices of Civil Rights, 
Department of Education, Washington, D.C.

	 c. �Section 504 of the Rehabilitation Act: National Louis University does not 
discriminate against Individuals with Disabilities in its Educational programs, 
Admissions Policies, Activities, or Employment Policies. Section 504 of the 
Rehabilitation Act of 1973, as amended, provides that no otherwise qualified 
individual with a disability shall be excluded from participation in, denied the 
benefits of or be subjected to discrimination solely because of their disability, 
under any program or activity that receives federal financial assistance. The 
American with Disabilities Act (ADA) of 1990 provides comprehensive civil 
rights protection to individuals with disabilities and prohibits discrimination 
on the basis of disability in employment, places of public accommodations, 
state and local government services and telecommunications. Inquiries regarding 
compliance may be directed to the Department of Diversity, Access and 
Equality or to the Director of the Offices of Civil Rights, Department of  
Education, Washington, D.C.

	 d. �On-campus grievance procedures for alleged violations of the non-discrimination 
regulations are the same as those employed for challenging violations of the 
Family Education Rights and Privacy Act of 1974.

Equal Opportunity

National Louis University affords equal opportunity to all qualified persons regardless  
of race, color, age, creed, religion, gender, sexual orientation, ancestry, national origin, 
disability, political beliefs, marital status, military status, and unfavorable military discharge 
other than dishonorable.

Any student with questions or concerns about any type of discrimination is encouraged 
to contact the Department of Diversity, Access and Equity at 847.947.5275 or DAE@nl.edu. 
Students can raise concerns and make reports without fear of reprisal. Anyone found to 
be engaging in any type of unlawful discrimination may be subject to disciplinary action, 
up to and including expulsion.
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Family Educational Rights and Privacy Act of 1974 (FERPA)

Basic Policy
In compliance with the Family Educational Rights and Privacy Act of 1974, also known 
as the Buckley Amendment or FERPA, National Louis University protects the rights of 
students and their parents with relation to the accuracy and privacy of their educational 
records. In accordance with the provisions of this act, National Louis University has es-
tablished basic policies to prevent the release of any personally identifiable information 
regarding any of its students, without first having received the consent of the student (or, 
in some instances, the parent). In addition, procedures have been established by which a 
student (or, in some instances, a parent) may request to examine his/her educational re-
cords, may challenge any portion of the record, and may request the opportunity to have 
any inaccurate, misleading, or otherwise inappropriate data deleted or corrected, or may 
have inserted into the record a written explanation regarding the content of the record. 

Generally, these rights belong to the student. However, the parents of a student who is financially 
dependent upon the parents (as defined in Section 152 of the Internal Revenue Code of 1954) 
may have access to the student’s record without first obtaining the student’s consent.

Release Policy
To totally prohibit the release of even a student’s name or dates of enrollment, for example, 
would be as much a disservice to students as it would be an imposition on the daily function-
ing of the school. The law permits certain categories of information to be designated as direc-
tory information and to be released without requiring written consent, provided the student 
(or parents where appropriate) has been notified what information is included as directory 
information and has been given a specific time to request any such information to be withheld 
from release.

The university has designated as directory information the following categories:

	 1. Student’s name

	 2. �Local address, telephone numbers, and NLU email address  
(of currently enrolled students only)

	 3. Dates of enrollment

	 4. Major field of study

	 5. Diploma or degree awarded

	 6. Honors or awards received

	 7. �Announcement of public performances and ceremonies  
officially recognized by the university

Information designated by National Louis University as directory information may be 
individually released without prior consent unless the student (or parent) requests in 
writing to withhold release. Any such request to withhold release of directory informa-
tion will apply to all directory information. Students should send such a request to the 
Office of Admissions and Records.

No other personally identifiable information about a current or former student may be 
released to any person or agency outside the university except by the written, signed, 
and dated request of the student (or parent where appropriate) specifying the informa-
tion to be released and to whom it is to be released. At the request of the student (or 
parent), a copy of the information to be released will be provided when he/she consents 
to the release. (The Privacy Act provides for a number of exceptions to this rule whereby 
information may be released to accrediting agencies, certain federal and state authori-
ties, for reason of emergencies related to the health and safety of the student, etc., 
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without notifying the student or parent. A list of such exceptions may be obtained upon 
request. Emergency release of information may be necessary on approval of an appro-
priate administrative officer. In addition, notification shall not be given if the student [or 
parent, where appropriate] has directly made the request for the release of information.) 
Within the university, certain information within a student’s record may be necessary 
for an individual or an office for whom it was not originally collected. Such information 
may be made available to University officials, including instructors, having legitimate 
educational interests.

The university shall maintain a record of all individuals or agencies that have requested 
or obtained access to a student’s educational records and the legitimate interest they 
have in such records. The university shall keep this record as part of the student’s total 
educational record, subject to the same restrictions on release and access. The univer-
sity shall not maintain records of release of directory information requested directly by 
the student (or parent where appropriate) or requested by individuals within the school 
who have legitimate educational interest.

Whenever personally identifiable information about a student is released, the univer-
sity shall stipulate, in writing, that the person or agency to whom it is released may 
not transmit such information to another individual or agency without the prior written 
consent of the student or parent of students below the post-secondary level.

Maintenance of Records
In maintaining a student’s educational record, the university shall collect part or all of 
the following information: name; address; social security number; phone number; date 
of birth; sex; ethnicity; marital status; citizenship status; names of elementary, secondary, 
and post-secondary schools attended with dates and diplomas or degrees earned; ac-
tivities, awards, and work experiences; parents’ names, addresses, phone numbers and 
occupations; business address and phone numbers; emergency telephone numbers; 
transcripts; grades received; reports of standardized tests; degree and program evalu-
ations; course evaluations; competency sheets; registration forms; medical forms and 
records; financial assistance applications; confidential financial statements and eligibility 
reports; records of student fee payments; student completed questionnaires; counselor 
reports and notes; letters of recommendation; placement records; and correspondence.

Letters of recommendation are used as admission documents only. They are not intended 
nor will they be used for any other purpose.

This information is kept by various offices and departments:

	 • Admissions

	 • Alumni Relations

	 • Career Services

	 • Diversity, Equity, and Access

	 • Financial Aid

	 • Provost

	 • Registrar

	 • School College Relations (National College of Education)

	 • Student Accounts

	 • Student Affairs

	 • University Ombudsman
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Detailed educational records, as defined above, are kept no longer than two years after 
a student terminates enrollment in one of the university colleges and are then destroyed, 
with the following exceptions:

	 1. �The Office of Admissions and Records maintains student files until gradu-
ation. Transcripts are maintained permanently. The Office of Admissions 
and Records keeps for five years general academic files of students who 
withdraw from the university before graduation and permanently maintains 
transcripts of all academic records earned at the university.

	 2. �The Alumni Relations Office maintains directory information on all graduates.

	 3. �The Financial Aid Office maintains complete files until a federal audit has 
been made.

	 4. �The Student Accounts Office retains quarterly financial summaries of  
student fee payments and individual student files concerning Perkins  
Loans necessary to meet statutory requirements.

	 5. �The Office of School College Relations (National College of Education)  
permanently retains information files related to professional study:  
evaluation, notation, etc.

	 6. �The Office of Student Affairs maintains required immunization records  
and retains all other medical records for seven years after a student  
terminates enrollment.

	 7. �The Office of Student Affairs and the Office of the Provost maintain disciplinary 
records for five years.

Student Right to Access
Students currently or formerly enrolled in the undergraduate or graduate school may 
request access to their own educational records with the following exceptions:

	 1. �Medical and psychological reports and records are not open for review, 
although the university nurse or other recognized professional may act as a 
student’s agent and review the record for him/her upon the student’s request.

	 2. �Confidential letters and statements of recommendation, written before 
January 1, 1975 and used only for the purpose for which they were obtained 
are not open for review.

	 3. �Parent’s Confidential Statements and eligibility reports are not open for 
student’s review without parental written consent.

Although the rights provided for by the Family Educational Rights and Privacy Act of 1974 
belong primarily to the student once he or she is enrolled at a post-secondary level of 
education, the parents of students who are financially dependent upon them (as defined 
in Section 152 of the Internal Revenue Code of 1954) may request access to the student’s 
record without the prior consent of the student, with the same exceptions as listed above.

Waiver of Right to Access
In the following situations, the university shall provide students (or parents, where appropriate) 
with the means of waiving their right of access to certain limited parts of their educational 
record for the purpose of preserving confidentiality:

	 1. Letters of recommendation required for admission.

	 2. �Letters of recommendation collected for a student’s credential file in both 
the undergraduate and graduate colleges to be used in pursuit of employment.

	 3. �Letters of recommendation used in connection with a student’s eligibility for 
honorary recognition.
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Whenever a student chooses to waive the right of such access, this limited waiver of the 
right of access applies to the parents, as well. In all three of the above listed situations, 
where the student or parent waives the right of access, the student (or parent, where  
appropriate) may request notification of the names of persons making recommendations 
and the university will provide them with such names.

In providing the means of waiving the right of access, the school shall place this option 
in writing as part of the printed form being used to obtain statements of recommendation. 
A student shall indicate in writing his/her choice of waiving or not waiving the right of 
access to this information before the form is given to other individuals to write their rec-
ommendations. Once a recommendation has been received, a student may not change 
his/her decision with regard to waiving the right to access to that recommendation.

Procedure for Access
To obtain access to any part of a student’s educational record, the student (or parent 
where appropriate) shall be required to submit a written request to the individual in 
charge of the office that keeps the records in question. An opportunity to examine the 
student’s file shall be provided as soon as possible and no later than 45 business days 
after the date of the initial request. The file must be examined within the office and in 
the presence of the administrator in charge of the office.

Procedure for Challenging the Record and Informal Proceedings
Should a student or parent (or another agent acting on their behalf in the case of medical 
or psychological records) feel that certain information within the educational record is 
inaccurate, misleading, or otherwise inappropriate, and wish to challenge such information, 
the parent or student may request a formal or informal hearing of their objections. The 
formal hearing request must be made in writing to the official representing the university 
in whose presence the record is being examined.

This official may offer to hear the objection at that time and thereby attempt to settle 
the objection in an informal way. Should such official be convinced of the validity of the 
objections made, they may, at that time, remove incorrect, misleading, or otherwise 
inappropriate information from the file; correct such information so that it is correct and 
satisfactory to the person stating the objections; or he or she may insert into the record 
an explanatory note written by the student or the parent. A summary of the proceedings, 
objections, and results shall be kept by that office, not in the student’s file.

Formal Hearing
Should the individual hearing the objections not be convinced of their validity and 
should the person making the objection not be satisfied by the explanations given or by 
the offer to settle the objection informally, a formal hearing may be held. The student 
or parent desiring such a hearing shall make a written request to the administrator of 
that office and shall be contacted within one week to establish a time for the hearing. 
The hearing should take place no later than three weeks following the written request, 
providing that school is in session.

Under such circumstances, the objections shall be heard by a group of three representatives 
of the university, to be appointed by the President or by a designated substitute—none 
of the representatives to be directly involved with the information under objection. 
The hearing shall be conducted by one of the representatives appointed to chair the 
hearing. The student may bring to the hearing another person who may advise but who 
may not represent him/her. The chairperson shall present the information being questioned 
and shall give the student (or parent) requesting the hearing a full and fair opportunity to 
state the objections being made. The student shall, at this time, present any evidence to 
substantiate his/her objections. The chair shall then request the individual responsible 
for the information about which the objection has been made to state the rationale for 
the existing information and defend its validity. The chair shall then give the members 
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of the hearing committee the opportunity to question both parties. The chair shall then 
invite concluding statements from each party. The objector shall be notified in writing as 
soon as possible of the committee’s decision.

Record of Hearing
Should their decision be in favor of the objector, deletions or corrections in the student’s 
record shall be made immediately, and a summary of the hearing, the objections and 
the determinations made shall be recorded in the office where the information objected 
to is kept in a file, though the account of the hearing shall not appear in the student’s 
record. Should the decision be in favor of retaining the already existing information 
without change, the record shall be retained as is and a summary of the hearing, the 
objections and decisions made shall be recorded in the office where the information 
objected to is kept in a file, though the summary of the hearing shall not appear in the 
student’s record. Once a particular item in the educational record has been challenged 
and formally heard, a challenge of the same item shall not be heard again.

Additional Information Regarding FERPA
More detailed information concerning the provisions of the Family Educational Rights 
and Privacy Act of 1974 may be obtained by examination of the act itself, as amended.

Financial Obligations

Students voluntarily accept the services of the university with full responsibility for the 
payment of all tuition, fees and other charges as scheduled in this catalog, listed on the 
university website and in other official notices. Electronic Statements of Account are 
posted to the NLU Student Portal monthly. It is the student’s responsibility to review the 
Statement of Account, verify that financial aid and payments have been received, and 
contact the Office of Student Finance with questions regarding charges within 30 days of 
posting. Satisfactory arrangements must be made with the Office of Student Finance for 
the settlement of all accounts before a student may register, receive a diploma, obtain 
a transcript, or have enrollment or degrees confirmed. The cancellation of a student’s 
enrollment may result if bills are past due and payment obligations have not been met.

Students must make restitution when they are responsible for the loss of or damage to 
university property or to the personal possessions of others.

Immunization (State of Illinois)

The Illinois Department of Public Health has finalized the immunization requirements for 
all postsecondary educational institutions.

Students born before January 1, 1957, may be required to submit a medical history and 
information form (provided by Student Affairs), or to provide Student Affairs with proof 
of birth (i.e., birth certificate, driver’s License, or personal identification card issued by 
the Secretary of State) for exemption. Student born on after January 1, 1957, may be 
required to submit to Student Affairs proof of immunization to measles, mumps, rubella, 
tetanus, and diphtheria. For more information, please contact Student Health Services 
at 312.261.3568.
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Quick reference and emergency information

Any extension can be reached from the university toll-free number.

Toll-Free Number: 888.658.8632 

If you have questions about:	 Call:

Admissions process or how to enroll	 ext. 5718	

Books (Instructional Services)		  ext. 4483

	 Customer service, giftshop

Career Services Office	 ext. 3262

Career-exploration, job search skills, part-time and full-time career/job opportunities	
	

Library/Tutoring/Testing Services	 ext. 3374

	� Library services, academic success, assessment testing,  
Tutoring and Testing resources and workshops 	

College of Arts and Sciences	 ext. 3224

College of Arts and Sciences	 ext. 3609

	 (these numbers are for enrolled students)

Commencement dates, deadlines, procedures	 ext. 3568

Department of Diversity, Access and Equity Services for students with special needs

	 Chicago	 ext. 3367

	 Lisle	 ext. 4237

	 Skokie	 ext. 2253

	 Wheeling	 ext. 5275

Earning credit by exam (DANTES, CLEP), 	 ext. 4316

Credit by Portfolio or Credit by Proficiency	

Financial Aid options	 ext. 5350

Library Services		

	 Chicago	 ext. 3376

	 Elgin	 ext. 8031

	 Lisle	 ext. 4530

	 Skokie	 ext. 2288

 	 Wheeling	 ext. 5503

National College of Education (these numbers are for enrolled students)	 	
	 Issues re: On-campus programs 	 ext. 5363

	 Issues re: Cluster programs	 ext. 5027

NCE Center for Professional Development	 ext. 5247

Prior Learning Assessment	 ext. 4318

Provost Office	 ext. 3798
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Public Safety

	 Chicago	 ext. 3333	 

	 Elgin	 ext. 4512

	 Lisle	 ext. 4444

	 Skokie	 ext. 2222

	 Wheeling	 ext. 5555

Registering for classes, adding or dropping classes	 ext. 5900

Student Affairs	 ext. 3568, 3015

Student ID Cards 	 ext. 5555, 2273, 3205, 4512 	

Student Organizations	 ext. 3568, 3092

Transcripts	 ext. 5718

Tuition payment options or student billing questions	 ext. 5350

Undergraduate Academic Advising Center	 ext. 5900

University Student Ombudsman	 ext. 3461, 3568	

Work Study Jobs	 ext. 5228

Campus Directory

To locate a department or person, visit http://directory.nl.edu.

This phone directory lists extensions for the Chicago, Elgin, Lisle, Skokie and Wheeling cam-
puses. These extensions can be accessed after dialing the university’s toll-free number.

Toll-Free Number: 	 888.658.8632	
Please note: The extensions listed in this directory were accurate at the time of printing, but are subject to change. 
If you have any difficulty accessing a particular department, please contact the call center at 888.nlu.today.

Note: the first digit of the extension refers to the campus location:

2-Skokie	 3-Chicago	 4-Lisle	 5-Wheeling	 8-Elgin

Emergency Assistance

To locate a student in an emergency situation, contact the Office of Student Affairs or 
the Student Services Center at the campus of attendance, giving essential details. Either 
office should also be contacted immediately when an emergency involving a student 
occurs on campus, time permitting. If time does not permit, local emergency proce-
dures should be followed.

Emergency Closings—Chicago Area

For information on emergency closings for non-Illinois sites, please call your local campus. 
All campus closings for Illinois campus locations will be posted through the Emergency 
Closing Center; if the Emergency Closing Center does not list the campus as closed; the 
location is open for regularly scheduled classes, events and business. The Emergency 
Closing Center no longer charges an additional fee for the call: 847.238.1234.

There are several ways to check the university’s “closing status”  
through the Emergency Closing Center. 
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Internet: go to www.emergencyclosings.com

Please note that in order to utilize this Internet source the facility name must be  
entered as “National Louis University” (the hyphen must be included). By using the  
location information below individuals may search for locations by city or phone.

Chicago campus: 312.621.9650	

Skokie campus: 224.233.2000		

Elgin campus: 847.695.6070	

Lisle campus: 630.874.4000		

Wheeling campus: 847.465.0575

Milwaukee campus: 414.577.2658

Beloit campus: 608.364.3999 or 815.962.6644

Listen: NLU emergency closing information will be broadcast on the following  
Chicago-area radio and TV stations:

Radio: WGN-AM 720, WBBM-AM 78, Zone FM 94.7

TV: 	CBS—Channel 2

	 NBC—Channel 5

	 WFLD-TV “Fox 32”—Channel 32

	 CLTV News (Chicagoland Televisioncable station)

Medical and Personal Emergencies

If a medical or personal emergency results in an unexpected absence from class, your 
class instructor should be notified promptly. In case of a prolonged absence, students 
should notify their Academic Advisor and the Registrar’s Office. In case of medical  
emergencies on campus, contact the Office of Campus Services and/or dial 911.

RESOURCES AND SERVICES 

Academic Advising

All undergraduate students are assigned a professional academic advisor. Academic 
advisors assist students in: planning their course of study to ensure timely graduation; 
understanding degree requirements and different avenues for completing them; select-
ing courses; and learning about NLU services for students. Being in regular contact with 
an academic advisor is the best way for students to effectively complete degree require-
ments and plan for graduation. Advisors for undergraduate students are available at 
the Chicago, Elgin, Lisle, Skokie/North Shore, Wheeling (all Chicago-area campuses) 
and Tampa campuses. Advisors are available by phone or in-person appointments and 
also see students on a walk-in basis during peak times. Evening hours are available, and 
online chat sessions with advisors are also regularly scheduled. 

Graduate students have a faculty advisor assigned. Registration for on-campus classes is con-
ducted before the beginning of each academic term. The dates for registration are published 
on the university Academic Calendar in the University Catalog (see page 14-15). Students may 
register in person at any campus or by mail or fax to the Office of Academic Advising.

www.nl.edu/advising • advising@nl.edu • 888.658.8632, x5900
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ACADEMIC COMPUTING

The university provides the computer resources and services needed for the scholarly pursuits of stu-
dents and faculty, including instruction, research and library services. Academic computing services:

• manages general purpose computer labs at selected locations.

• acquires and maintains instructional software.

• consults with faculty on computing questions and problems.

• �assists faculty and students in purchasing computer equipment  
through selected educational discount programs.

• provides direction and planning for computer technology at the institution.

ACADEMIC AND LIFELONG LEARNING

Center for Academic Development (CAD) and Prior Learning Assessment (PLA) col-
laborate to enhance the success of NLU students. Under the umbrella of Academic and 
Lifelong Learning, the departments help students maximize current academic success, 
evaluate past learning experiences, and pursue lifelong learning. This is accomplished 
through a wide range of learning support and assessment services provided by a net-
work of professional staff, faculty, and peers.

Center for Academic Development

The Center for Academic Development (CAD) is committed to providing comprehen-
sive academic programs which enable learners of all ages, ethnolinguistic backgrounds 
and levels of capability to reach their full potential. The CAD professional staff includes 
learning specialists and peer tutors with knowledge and expertise in current learning 
theory and instructional methodology. The CAD personnel collaborate with the De-
partment of Adult Education faculty to develop and implement university-wide aca-
demic programs which complement general education and professional coursework; 
to present workshops for students/faculty; to design intervention programs for special 
populations; and to disseminate model retention programs through presentations at 
national conferences. At the heart of CAD programs are the learning specialists and 
faculty members working to assure the success of each student. They administer skills 
assessments and intervene on behalf of students with special learning needs. They also 
support university faculty who seek guidance in making their teaching more effective.

The programs of the center have been cited as “exemplary” by the National Center for Devel-
opmental Education. They have made a significant impact on student learning and are an active 
part of the academic environment at National Louis University campuses and academic centers.

Admissions and Records

All students’ academic records are maintained by the Office of Admissions and Records 
in accordance with the 1974 Family Educational Rights and Privacy Act. In addition, the 
Office of Admissions and Records administers registration and Veteran’s benefits, pro-
duces official academic transcripts, provides enrollment and degree verification services 
and graduation audits, evaluates transfer credit and publishes the official University Catalog. 

Registration for on-campus classes is conducted before the beginning of each academic term. 
The dates for registration are published on the University Academic Calendar in the University 
Catalog (see page 14-15). Students may register in person at any campus or by mail or fax to 
the Office of Admissions and Records on the Wheeling campus. FAX 847.465.4746

Students must register their current mailing address. They are also required to keep the 
University informed of their correct permanent address, if different from their residence 
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during periods of enrollment. Any changes of address or name must be reported 
promptly to the Office of Admissions and Records.

National Louis University prohibits the release of any personally identifiable information, 
other than directory information regarding any of its students without first receiving the 
consent of the student. Students may examine and enter a statement about the content 
of their own records. Details are described in the section, The Family Education Rights 
and Privacy Act of 1974, may be found in the Student Guidebook and this catalog. 

admissions@nl.edu • registrar@nl.edu • 888.658.8632 x 5718.

Assessment/Exams

Students may take a variety of assessment exams: the Criterion writing assessment required 
for all new undergraduate students and some graduate programs, the COMPASS math skills 
assessment, required of undergraduate students, and the Miller Analogies Test, required of 
applicants to graduate programs in the National College of Education. CLEP and DANTES 
exams are also offered at NLU campuses. Students should contact 888.658.8632, x3898 to 
register in advance for all assessments. CAD.nl.edu; CyberCAD@nl.edu

Bookstore

The university’s virtual bookstore sells new and used textbooks, course packs and 
other required course materials, as well as NLU apparel and merchandise. All NLU 
students may shop online or sell their books 24/7 at the university’s virtual bookstore 
www.ecampus.com/nlu. 

Customer Service is available M-F, 9:00am–5:00pm EST at 877.284.6744 or via  
email: bookstore@ecampus.com

Field program students: Textbooks will be automatically shipped 3-4 weeks prior to 
the start of each term. For more information on field program textbooks, contact Course 
Fulfillment Services 888.658.8632 x4484 or x4483.

Career Services

Whether National Louis University students or alumni are interested in pursuing a complex 
professional transition, or how to position themselves for an internal promotion, they can 
receive professional assistance from the Office of Career Services. 

The Office of Career Services sponsors workshops, career fairs, and other events and gives 
special assistance in résumé writing, interview skills, networking, and other job search 
strategies. The office hosts opportunities to network with employers and alumni through 
academic forums and the online Virtual Career Network found on the NLU portal page.

NLU’s Office of Career Services is committed to assisting graduates in locating employment in 
their fields of study. In addition to assisting graduates, the office assists students in locating part-
time and full-time employment while still enrolled in school. Although NLU does not guarantee 
job placement, every effort is made to achieve the best possible results for students and alumni.

www.nl.edu/careerservices • careerservices@nl.edu • 888.658.8632 or 312.261.3270 

Civic Engagement Center

Through volunteerism, service trips, academic service learning and community involvement activi-
ties, the university helps students become engaged citizens both on campus and in the greater 
community. We promote cultural competency, civic responsibility and social justice through the 
university community. If students are looking for volunteer opportunities or would like to participate 
in social, political and cultural inquiry, NLU’s Civic Engagement Center offers resources and events.

www.nl.edu/cec • civicengagement@nl.edu • 888.658.8632 x2667
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Commencement

Formal commencement exercises are held once each year. Students who have completed 
all degree requirements by September 15 are eligible to participate in the annual spring 
ceremony. Commencement participants pay a cap and gown fee. Students who have 
registered their intention to graduate with the Office of Admissions and Records by 
the date required will receive notification of all details. The commencement website 
provides dates of commencement ceremonies in Chicago, Milwaukee and Tampa, 
information on how to order a cap and gown, and instructions on how to register for the 
commencement ceremony and finalize diploma and degree.

www.nl.edu/commencement • commencement@nl.edu • 888.658.8632 x3568

Concerns, Issues and Problems

Students seeking resolution to their concerns, issues and problems are advised to con-
tact the university Student Ombudsman (USO), a dispute resolution practitioner, whose 
main function is to provide assistance to NLU students.

Students can self-refer, and NLU faculty and staff can initiate referrals. The USO routes 
the student concern to the appropriate NLU individual or office, and works collaboratively 
with faculty, staff and administration to identify options and strategies for resolution. The 
USO monitors the problem solving process from referral to resolution.

www.nl.edu/StudentServices/ombudsperson • 312.261.3461 • brouzan@nl.edu 

Counseling Services

The university does not have a counselor on campus available to students. Students 
seeking counseling referrals should contact the Office of Student Life. Students may 
obtain the names of licensed therapists in their community from the Office of Student 
Life. The cost of counseling outside the university is incurred by the student. NLU does 
not cover private counseling. 

www.nl.edu/StudentServices/studentaffairs/Counseling.cfm • 888.658.8632 x2443

Diplomas

Degrees are awarded four times a year, once at the end of each academic term. Transcripts 
and diplomas reflect a degree awarded only on one of these dates. Degree finalization 
is the process of verifying all of a student’s degree requirements have been completed, 
posting the degree to the student’s transcript, and ordering a diploma. This process 
is only initiated after a student submits a “Diploma and Degree Finalization Request” 
online at www.nl.edu/oar/services/degrees-diplomas.cfm.

Participation in a commencement ceremony is optional and may be requested at the same 
time the application for diploma and degree finalization is made. The degree finalization 
fee is $50 and must be paid through the Student Finance Office prior to release of the 
diploma and/or final transcripts. Commencement information can be found on the  
commencement website (www.nl.edu/commencement) and provides details on how to 
order a cap and gown (Traditions USA).

Diversity, Access and Equiality

National Louis University is dedicated to the achievement of excellence and diversity 
among its students, faculty and staff. The university values diversity within its own com-
munity and in the national and international communities we serve. NLU is committed 
to recruiting, hiring and retaining diverse, highly qualified faculty, staff, students and 
administrators. We have a strong commitment to diversity and recognize that diversity 
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promotes the inclusion of multiple perspectives and ideas, as we prepare our students 
to interact with diverse populations in our ever-changing world. For more information, 
please visit the university’s website or send an email to DAE@nl.edu.

Federal Work-Study

The Federal Work-Study (FWS) provides part-time employment for undergraduate and 
graduate students allowing them to earn money to help pay education expenses.  
Opportunities are available on-campus and off campus Community Service Agencies. 
FWS program is administered by Student Employment Office of Student Finance. 
Student employment includes Federal Work-Study (FWS), Graduate Assistant (GA), and 
other limited on-campus opportunities.

www.nl.edu/studentfinance/financialaid/federal-work-study.cfm • FWS@nl.edu 
888.658.8632 x5350

Financial Assistance and Accounts

Information about financial assistance is available through the Office of Student Finance. 
Financial assistance includes scholarships, awards, grants, need and non-need based loans, 
employment and graduate assistantships. The university also offers students a variety of pay-
ment plan options to assist students in financing their education. All students must complete a 
NLU Payment Plan/Promissory Note and select a payment plan or financial aid option.

www.nl.edu/StudentFinance • StudentFinance@nl.edu • 888.658.8632, x5350;  
Fax: 847.465.5894 • Tampa x6113 • Milwaukee/Beloit 414.577.2658

Gift Shop

The NLU Gift Shop is located at the Chicago campus, 2nd floor Atrium. The Gift Shop 
sells NLU apparel and merchandise, school supplies, trade books, and other gifts. Store 
hours are Monday–Thursday, 12:00pm-6:00pm; and Friday, 12:00pm-5:00pm. For information, 
contact the shop manager 888.658.8632 x3440.

Health Services

The university does not have a health professional on campus available to students. 
The Office of Student Affairs is committed to adhering to the regulations of the Illinois 
Department of Public Health and other regulatory agencies. All medical records and 
services are confidential. The university does not provide student health insurance, 
nor does it make recommendations for obtaining student health insurance. Students 
with questions or concerns should contact the Office of Student Affairs.

www.nl.edu/StudentServices/studentaffairs/health.cfm • 888.658.8632 x3568

International Students

National Louis University is authorized under Federal law to enroll nonimmigrant stu-
dents. National Louis University is approved for attendance by nonimmigrant students 
and to issue a Certificate of Eligibility for Nonimmigrant (F-1) students, I-20 A-B. Resi-
dents of foreign countries who desire to study at National Louis University and require 
the F-1 visa (I-20 A-B) must satisfy the requirements listed in detail on pages 19-20 
(admission requirements for international students) before their visas can be issued. 

All international students on F-1 visas are required to show proof of insurance at the be-
ginning of each term. International students are required to submit proof of insurance to 
the Office of International Students at the Chicago campus at the point of first enrollment.

http://nlu.nl.edu/general/iam_international.cfm • 888.658.8632 x3461
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Library

Whether on campus, off-campus, or online, all NLU students have access to library resources 
and special collections. University Library faculty and staff provide instruction in information 
literacy and research skills to classes and individual students.

Library faculty also teach undergraduate credit courses in digital information literacy 
and are available for individual research consultations in-person, by phone, or online. 
The NLU library preserves digitizes, and disseminates NLU research and historical materials.

www.nl.edu/library • libref@nl.edu • 888.658.8632: Chicago x3376; Lisle x4530; Skokie 
x2288; Wheeling x5503

Orientation for Undergraduates

NLU’s student orientation program for new undergraduate students, is the first step to success 
at the university. All new undergraduate students are required to attend orientation either in 
person or online. The session is loaded with information on the academic programs, and pro-
vides an overview of services provided by the university. Each session contains an informational 
session and a writing assessment. The information session helps students learn what to expect 
from their classes and instructors, understand how their transfer credit applies to their NLU 
degree, plan for the completion of their remaining academic requirements and learn about a 
variety of options available at NLU to earn academic credit. University policies and procedures 
are also discussed. The writing assessment allows students to identify their strengths and 
weaknesses in regards to writing and allows NLU to help any student needing extra assistance 
with writing to receive it. Orientation is scheduled prior to each academic term. 

www.nl.edu/advising/fastforward • 888.658.8632, x5900.

Prior Learning Assessment

All students come to higher education with vast personal and professional experiences. 
These experiences can lead to the acquisition of new knowledge, concepts and skills 
which may be equivalent to college coursework. Colleges and universities often refer to 
this as “prior learning” since it has occurred before enrollment. NLU provides several 
options for earning academic credit for prior learning: Credit by Examination, Credit by 
Portfolio, and Credit by Proficiency. 

www.nl.edu/centers/assessment/index.cfm • PLA@nl.edu • 888.658.8632, x4318.

Prior Learning Assessment

Adult students come to higher education with vast personal and professional experi-
ences. These experiences can lead to the acquisition of new knowledge, concepts, and 
skills, which may be equivalent to college coursework. Colleges and universities often 
refer to this as “prior learning” since it has occurred before enrollment.

Prior Learning Assessment coordinates the following programs to recognize, document, 
and validate learning for possible academic credit: Credit by Examination, Credit by 
Portfolio, and Credit by Proficiency.

Prior Learning Assessment Credit

Credit by Portfolio
Credit by portfolio is possible at National Louis University in some programs. In order 
to be eligible for portfolio assessment, students are required to successfully complete 
the portfolio development course, ACL301 Perspectives on Prior Learning. Portfolios are 
prepared by students to demonstrate their prior or extra-institutional learning. Student 
learning outcomes are assessed and credit granted by content-area experts in accordance 
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with policies established by the faculty and guidelines for the evaluation of prior or extra-
institutional learning recommended by the Council for Adult and Experiential Learning 
(CAEL) and the American Council on Education (ACE). Fees are charged to cover the cost 
of evaluations. A maximum of 60 quarter hours of credit by portfolio may be applied to-
ward the baccalaureate degree. Only ten (10) quarter hours of credit by portfolio may be 
applied toward admission requirements in the ABS, BSM, BSMIS and HCL programs.

Credit by Examination
National Louis University awards credit to students who have achieved acceptable scores 
on the Advanced Placement (AP), the American College Testing Program (ACT-PEP), the 
College Board’s College Level Examination Program (CLEP), and the DANTES Subject 
Standardized Tests (DSSTs). The university has adopted the American Council on Education’s 
(ACE) recommendations for acceptable score requirements and credit awards. DANTES 
exams may be taken at NLU and are scheduled on a regular basis. Fees are charged to 
cover the costs of tests and administration.

Credit by Proficiency
Credit by proficiency is possible at NLU for some courses. Students may attempt to 
demonstrate the required competencies in a course and receive credit for that course. 
The evaluation is completed by a faculty member in that content area. A fee is charged 
to cover the cost of administration.

For further information and to determine eligibility, please contact the Prior Learning 
Assessment center. For additional information about Academic and Lifelong Learning, 
please see page 24 and 41 of the 2011-12 Catalog.

Registrar

The Office of Admissions and Records supports NLU’s educational mission by main-
taining all students’ academic records in accordance with the 1974 Family Educational 
Rights and Privacy Act. In addition, the Office of Admissions and Records administers 
Veterans’ benefits, produces official academic transcripts and the online schedules, 
provides enrollment and degree verification services and graduation audits, evaluates 
transfer credit and publishes the official university catalog. 

Room Reservations

Registered student organizations sponsoring activities and events on campus may use 
University facilities and certain services, furnishings, and equipment. Reservations must 
be made in advance by contacting the campus facilities and operations manager on the 
appropriate campus. Priority on space use is given as follows: 1) curricular use; 2) co-curricular 
use; 3) use by groups affiliated with National Louis University; and 4) rental by groups 
from outside the university.

Student Affairs

Student Affairs is committed to promoting active student learning, personal growth 
and professional development. In partnership with the University community, Student 
Affairs will enhance student success by fostering a sense of individual responsibility and 
delivering quality student services.

A university requires an environment conducive to intellectual and personal growth. 
National Louis University seeks to cultivate a sense of personal integrity in each of its 
students. Students are expected to develop as individuals in a manner that is consistent 
with the educational purposes of the University. 

National Louis University has no religious affiliation and welcomes students of all per-
suasions. Tolerance of others, respect for differences, and cooperation for the good of 



25

all are expected in both precept and practice. A consistent policy of nondiscrimination 
on the basis of race, creed, religion, sex, disability, or national origin is adhered to in all 
matters affecting the students of the University.

Student Affairs is staffed with professionals who are committed to student success and 
who desire to foster an engaging student life experience. The various offices in Student 
Affairs provide programs and services for the benefit of the University’s students. These 
co-curricular programs complement the academic programs and are designed to pro-
mote student development and learning. Student Affairs professionals act in an advisory 
capacity and advocacy role to assist students in addressing special needs or difficulties, 
and seek to provide an environment that is positive and conducive to learning. The Office 
of Student Affairs maintains an open-door policy and encourages students to discuss their 
problems and voice their concerns. Services include career services, counseling services, 
student health services, new student orientation, student programs, events and activities, 
development programs, governance, clubs and organizations, and special events.

National Louis University believes that student life, academic work, and professional 
studies are interrelated parts of the University experience. Students are encouraged 
to develop their skills and themselves as individuals both through the formal academic 
programs and through co-curricular opportunities. The staff of the Office of Student 
Affairs seeks to assist students’ enhancement of lifelong learning and personal develop-
ment through student programs and services. Offices are located on the Chicago, Lisle, 
Skokie, and Wheeling campuses. Students at other sites may contact Brisbane Rouzan, 
executive director of Student Affairs 888.658.8632 x3568 or email brouzan@nl.edu.

Student Life (Organizations)

The goal of Student Life is to develop community, provide supportive services, and enhance 
leadership development for students on each of the NLU campuses. Student Life is the pri-
mary office for student activities and events, student leadership, and student organizations at 
the university. Students at NLU have the opportunity to participate in activities that support 
their academic goals and encourage their personal growth and development.

Students have the opportunity to get involved by taking on leadership roles within the 
Student Senate or student organizations, planning events, participating in volunteer 
activities, and attending events or performances. There are a variety of ways to get in-
volved and develop personal leadership skills. Student Life is committed to meeting the 
needs and interests of NLU students.

Registered student organizations sponsoring activities and events on campus may use 
University facilities and certain services, furnishings, and equipment. Reservations must 
be made in advance by contacting the campus facilities and operations manager on the 
appropriate campus. Priority on space use is given as follows: 1) curricular use; 2) co-curricular 
use; 3) use by groups affiliated with National Louis University; and 4) rental by groups 
from outside the university.

Students and student organizations are to have all contracts for outside services or  
arrangements connected with University functions reviewed and approved by the  
Office of Student Life. Such contracts will require the signature of a university official.

www.nl.edu/studentservices/studentaffairs/studentlife • maria.meintanis@nl.edu 
888.658.8632 x3568

STUDENT OMBUDSMAN

The University Student Ombudsman (USO) is part of NLU’s ongoing efforts to be a 
student-centered university in every possible way. The USO is a dispute resolution prac-
titioner, whose main function is to provide assistance to NLU students for resolving their 
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issues and problems. The USO’s role is to help students. The USO works collaboratively 
with faculty, staff and administration to identify options and strategies for resolution. 
The USO monitors the problem solving process from referral to resolution.

The USO is the primary contact for students seeking resolution to their problems.  
Students can self-refer, and NLU faculty and staff can initiate referrals. The USO routes 
the student concern to the appropriate NLU individual or office. Contact the Ombudsman 
at 888.658.8632 x3568

Technology 

The following Technology Resources are available via the NLU web site:

	 • Office of Information Technology 

	 • Virtual Technology Resource Center 

	 • MY.NL.EDU—NLU Portal 

	 • Student Email 

	 • Blackboard Online Courses 

	 • eCampus (Support for Online Programs) 

	 • Electronic Portfolios (LiveText) 

	 • NLU Online Directory 

www.nl.edu/technology • Help Desk 888.658.8632 x4357

Test Preparation

There are a variety of options to help students prepare for tests required for teacher certification 
in the state of Illinois. Workshops are regularly scheduled at Chicago area campuses for 
preparation for the Basic Skills Test, content exams, and APT exams required by the state. 
In addition, students can meet individually with staff to plan a preparation strategy for 
these exams and for person tutoring on exam content. Self-paced, online resources for 
test preparation are also available to NLU students after meeting with staff. 

CAD.nl.edu • CyberCAD@nl.edu • 888.658.8632, x5900.

Tutoring and Learning Skills Assistance

Comprehensive assistance is available to all NLU students. Students may work with 
specialists for individual tutoring in the areas of math and writing or to learn how to read 
textbooks, prepare for tests, follow academic guidelines for writing, or any other student 
need. Staff members are at the Chicago, Elgin, Lisle, Skokie and Wheeling campuses, 
and an extensive online academic support system for assistance via email is available at 
CyberCAD@nl.edu. CAD.nl.edu • 888.658.8632, x5900

Workshops for Academic Support

The ASC is committed to providing learning opportunities for students through workshops on 
important academic support topics. A regular schedule of learning workshops and class-
room visits are scheduled throughout the year. Workshop topics include preparing for state 
teacher certification exams, understanding how to be a successful student in certain academic 
programs, writing in APA style, and many other programs that are useful to students. ASC staff 
also provide classroom presentations at the request of faculty on learning skills topics. Work-
shops are advertised on campus bulletin boards and through email and class announcements. 

CAD.nl.edu • CyberCAD@nl.edu • 888.658.8632, x5900.
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Student Information

ACCESS TO STUDENT RECORDS

NLU prohibits the release of any personally identifiable information, other than directory informa-
tion regarding any of its students without first receiving the consent of the student. Students may 
examine and enter a statement about the content of their own records. Details are described in 
the section, The Family Education Rights and Privacy Act of 1974, found in the NLU catalog.

ADDRESSES

Students must register their current mailing address. They are also required to keep the 
University informed of their correct permanent address, if different from their residence 
during periods of enrollment. Any changes of address or name must be reported 
promptly to the Office of Admissions and Records.

ADVOCACY

Students who need information about some aspect of their National Louis University 
experience can receive assistance in solving and/or understanding the problem by  
contacting the university Ombudsman at 312.261.3461; BRouzan@nl.edu.

CLASS ATTENDANCE

Attendance is important to the accomplishment of university curriculum objectives. 
Students are expected to be present for all scheduled meeting of courses. 

In case of an absence from class, students are encouraged to give prior notice to the instructor. 
If illness or other necessity causes prolonged absence, students should consult with the 
instructor and the registrar. In such cases, a physician’s statement may be required.

Contacts

Students and student organizations are to have all contracts for outside services or arrangements 
connected with university functions reviewed and approved by the Office of Student Life. 
Such contracts will require the signature of a university official. 888.658.8632 x5350

Faculty Contact Information

The university cannot release faculty members’ home phone numbers or addresses to 
students. Students should contact their instructors at the beginning of each term to 
determine the most efficient and appropriate way of contacting them.

Financial Assistance

Financial assistance may be available through the Office of Student Finance. Financial 
assistance includes scholarships, awards, grants, need and non-need based loans, em-
ployment, and graduate-student fellowships. 

A number of merit-based scholarships are available to students through a competitive 
application process. Please check the Financial Aid web page on the university site for 
details regarding eligibility and application deadlines. 
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Identification Cards and Numbers

Students are able to retrieve their NLU ID number by logging in to a secure account (my.
nl.edu). The NLU ID is displayed on the first page you see after you log in. The NLU ID is a 
nine character number and begins with the letter “N”. An example would be N00456789.

Students will need this number for processes or questions concerning registration, 
financial aid, graduation applications, and other such services.

All students who are registered for coursework will be issued an identification card 
called the Global Card. Global Cards will be issued based on current registration data. 
All Global Cards will be mailed to students following the add/drop period. Students 
receiving a non-photo card can exchange it for a photo ID card at any Chicago-area 
campus (a $10 fee is charged for exchanging the card).

Global Cards will be imprinted with a bar-code which meets the requirements for identi-
fication at any library which is part of the ILLINET system, allowing the holder to participate 
in resource use at that library under the general policies of the ILLINET program (applies 
to students taking classes in Illinois only).

The Global Card contains a magnetic stripe that allows the user to electronically store money 
to use on copiers (Chicago-area campuses only), and the bookstore (Chicago campus only).

The Global Card is valid only during periods of active registration. The card is the official 
University identification and entitles students to admission to University buildings, use of 
the libraries, and use of other University facilities and services. Students are required to 
carry the ID card when present on one of the campuses, or at a class function sponsored 
by the university. The card is not transferable and is the property of the university and 
must be surrendered upon request by a University official.

In the event that a Global Card is lost or stolen, the student may obtain a replacement 
card at any campus administration office (the card will be mailed within 24 hours). There 
is a fee to replace cards. 

888.658.8632: Chicago x3429; Elgin x 801; Lisle x4512; Skokie x2267; Wheeling x5804

Parking

Parking lots are located at the Elgin, Lisle, Skokie, and Wheeling campuses. Parking lots 
are also available at the following campuses: Milwaukee/Beloit, Wisconsin; and Tampa/
Orlando, Florida. For information on parking in public or private lots in Chicago, contact 
the Chicago campus Facilities and Operations at 800.4443.5533 x3205

Tuition and Fees

Tuition and fees listed in this catalog are based on information available at publication 
and are subject to change. The most up-to-date listing of tuition and fees is available 
through the Office of Student Finance.

www.nl.edu/studentfinance • StudentFinance@nl.edu • 888.658.8632 x5350

University Colors

National Louis University colors are platinum and blue. Platinum symbolizes the richness 
of our future as an innovative leader in higher education; furthermore, the highly prized 
nature of platinum is a reflection of the quality National Louis University always strives 
to bring to its students. Blue is a tribute to our proud heritage and founding purpose, 
as an outstanding teacher training institution in that blue is the traditional color for the 
education profession.
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University Mascot

National Louis University’s mascot is the Eagle. The eagle is the national symbol and, therefore, 
it reflects our name as well as the national vision Elizabeth Harrison had for the institution 
when she founded it. Furthermore, the notion that eagles soar exemplifies the hope that our 
students and National Louis University will soar to new heights of achievement. 

Academic policies

University catalog

The university catalog contains official statements on university programs and academic 
policies and should be carefully consulted for any details. Program-specific information 
is also described in the handbooks of university programs. Such information is naturally 
subject to change and may be supplemented at any time by corrections, deletions, or 
additions.

Policy on Academic Honesty

National Louis University subscribes to the principle that academic quality and a productive 
learning environment are inextricably linked to academic honesty.

Like other colleges and universities, National Louis University has expectations regarding 
academic honesty on the part of students, faculty and staff, and, indeed, professional people 
at all levels of academic activity.

With respect to the academic honesty of students, it is expected that all material submit-
ted as part of any class exercise, in or out of class, is the actual work of the student whose 
name appears on the material or is properly documented otherwise. The concept of aca-
demic honesty includes plagiarism as well as receiving and/or giving improper assistance 
and other forms of cheating on coursework. Students found to have engaged in academic 
dishonesty are subject to disciplinary action and may be dismissed from the university.

Faculty has the right to analyze and evaluate students’ coursework. Students may be asked 
to submit their papers electronically to a third party plagiarism detection service. Students 
who are asked to submit their papers and refuse must provide proof for every cited work 
comprising the cover page and first cited page for each source listed in the bibliography.

When evidence of academic dishonesty is discovered, an established procedure (see 
below) of resolution will be activated to bring the matter to closure.

Procedure for Handling Incidents of Academic Dishonesty

	 1. �A faculty member (or other University employee) who has reason to believe that 
a student has violated the university’s Policy on Academic Honesty has an un-
equivocal obligation to confront the student for an explanation and resolution.

	 2. �The faculty member1 (or other University employee) shall arrange a private 
meeting (online, by telephone, or in person) within 14 business days of the 
occurrence of the alleged incident of academic dishonesty or within 14 
business days of the date he/she learned of the incident to: (1) explain the 
allegation(s) of violation of the Policy on Academic Honesty; (2) present the 
reasons or evidence to support such allegations; and, (3) provide a copy of 
the university’s Policy on Academic Honesty. The desired outcome of this 
meeting shall be the identification of a mutually satisfactory remedy (see be-
low) by which to correct the breach of the Policy on Academic Honesty. The 
outcome of this meeting becomes a part of the official record only at such 
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time as Step 3, below, is activated. If the faculty member (or other University 
employee) and the student are unable to agree mutually on an available 
remedy (see below), either party may petition for a formal hearing procedure 
to resolve the matter.

	 3. �The petitioning party shall file a petition for Hearing on Academic Dishon-
esty (hereinafter petition) within 20 business days of the private meeting 
described at Step 2, above. Said petition shall be filed with the Senior Aca-
demic Officer of the university. The 20 business day period may be extended 
by the mutual consent of the parties, but in no event shall any such exten-
sion exceed the 20 business day period by more than 40 business days.

	 4. �The Senior Academic Officer or designee, after determining that the petition 
falls within the purview of this policy will, within 10 business days of receiving 
the petition, or such other time as may be mutually agreed among the par-
ties, convene a hearing committee (hereinafter committee) 2 which shall hear 
and decide the matter. The petitioner’s presence is required. An accused stu-
dent shall have a right to appear at the hearing with or without an advocate. 
However, the absence of an advocate shall not abrogate the Committee’s 
responsibility to proceed and reach resolution.

	 5. �The Committee shall evaluate all available evidence and materials, including 
the direct personal statements of the parties in attendance, and others who 
have direct knowledge of the matters under review. The Committee shall 
then, in private session, decide upon the remedy (see below) to be applied. 
That decision shall be reported within three (3) business days to the Senior 
Academic Officer who shall inform both parties in writing of the decision and 
place a copy of said notification in the student’s file maintained by the Office 
of Admissions and Records.

	 6. �Either party shall have the right to file a written appeal of the council’s deci-
sion. Said appeal shall be received in the Senior Academic Officer’s office 
within 14 business days of the council’s decision.

	 7. �The Senior Academic Officer shall act on said appeal within 21 business 
days of receipt, using whatever means of fact-finding that may be available. 
All parties shall be notified of his/her decision. This action shall be the final 
administrative remedy available to resolve matters concerning academic 
dishonesty. Any remedy requiring further action by the President or Board of 
Trustees shall be carried out within a reasonable period of time.

1 It may be appropriate for the faculty member to have a witness present during the private meeting with the student.

2 �The Hearing Committee shall be comprised of a hearing officer appointed by the Senior Academic Officer and two faculty 
members appointed by the Chair of the Faculty Senate. None of the above individuals may sit on the Committee if he/she is a 
party in the dispute.

Remedies

	 1. No further action.

	 2. Further investigation.

	 3. Mediation by a third party.

	 4. Extra or repeated assignments.

	 5. Re-examination.

	 6. �Lowered grade or no credit for assignment,  
examination, thesis, course, or internship.

	 7. Suspension from the university.
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	 8. Dismissal from the university.

	 9. Rescission of an awarded certificate.

	 10. Recommendation to the Board of Trustees to rescind an awarded degree.

Note: Remedies #7–#10 shall be imposed only by the President.

Time Lines

	 Day 1	� Date of alleged incident of academic dishonesty or the date 		
the accusing party learned of said incident.

	 Day 14	 Deadline for private meeting between accusing party and student.

	 Day 34	� Deadline to petition Senior Academic Officer for a hearing 		
on academic dishonesty.

	 Day 44	� Deadline for Senior Academic Officer to convene the Hearing Committee.

	 Day 47	 Deadline to report committee’s decision(s).

	 Day 63	 Deadline to file written appeal of committee’s decision.

	 Day 84	 Deadline for Senior Academic Officer to act on appeal.
Note: All days are business days, not calendar days.

Definitions and Guidelines

Plagiarism

In general, plagiarism is commonly defined as using the words or ideas of another 
person without proper acknowledgment. In previous times, the term “plagiarism” was 
applied only to unacknowledged borrowing from published or otherwise copyrighted 
work; today, it is generally agreed that the concept and term “plagiarism” can apply to 
improper use of anyone’s materials from any print or electronic source, whether or not 
that material has been previously published or copyrighted.

It is important to note that the definition does not limit the term “plagiarism” only to 
extensive borrowing (e.g., a sentence or more). A few words (or even one single word, 
if it is a key term or a freshly coined term) can be considered plagiarism, if not properly 
attributed to the original author. Moreover—and here is where many writers run into 
trouble—ideas contained in the work of another, even if they are rewritten into new 
words, must be attributed to their original author unless they fall into the category of 
“common knowledge,” a term which will be explained shortly.

To summarize: (1) any verbatim reproduction of the work of another, no matter how 
brief, must be properly documented; (2) any summary or paraphrase of the ideas of 
another, unless they are common knowledge, must be properly documented.

By way of example, consider the following excerpt from a personal opinion essay ap-
pearing in Newsweek on September 24, 1984. Note that it is not “straight news” (which 
might be considered a “matter of public record”), but one person’s viewpoint. It is 
entitled Space Odysseys on Tight Budget by Joseph N. Horodyski:

“Further down the road and far more frightening is President Reagan’s Star Wars pro-
gram...which will cost hundreds of millions of dollars in its final form, place an unprec-
edented strain on this country’s budget and lead to the eventual militarization of space, 
perhaps the last natural environment to feel man’s violence. Faced with this prospect, 
American space science as an intellectual endeavor might cease to exist.”
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Almost everybody knows that quoting a sentence or more of Mr. Horodyski’s ideas, 
without quote marks, would be plagiarism. However, these following samples would 
also qualify as plagiarism.

	 1. �The use of key phrases: Far more frightening is the Star Wars plan of Presi-
dent Reagan; We could see the end of American space science as an intel-
lectual endeavor.

	 2. �The patchwork of borrowed words and phrases: Further down the road is the 
Star Wars plan which is far more frightening. Costing hundreds of billions of 
dollars, it will raise taxes and place an unprecedented strain on this country’s 
budget. Thus space, the last natural environment, will be spoiled.

	 3. �The unattributed use of ideas: President Reagan’s Star Wars program poses 
a still greater danger. If our country begins to see space as a military arena 
worth hundreds of billions of dollars to exploit, we may lose the concept of 
space exploration as a true intellectual science.

As they presently stand, all three of the above samples exhibit incorrect (and unethi-
cal) use of a source, and would be in violation of NLU’s Academic Honesty Policy. What 
might be done, in each case, to correct the problem? In simple terms, the writer must 
make it clear that he is using a source and that he is not attempting to conceal that fact.

More specifically: In cases #1 and #2 the writer must first decide whether the phrases 
copied from the original are valuable enough as quotations to be kept as such. If so, 
each word or phrase must be enclosed in quotation marks and a formal reference must 
be added according to the required style: APA or MLA itself indicating the source. The 
faculty will determine the specific style manual for citing references.

On the other hand, it is often the case that the quoted material is simply saving the 
writer the trouble of composing his own prose. In such cases it is better to eliminate 
the verbatim quotations entirely. This may well produce a situation like that of the third 
sample; i.e., paraphrased, summarized, or otherwise borrowed ideas. In these cases no 
quotation marks are necessary but the source must still be cited, perhaps near the end 
of the passage. Some brief phrase like, “These ideas were discussed in...” will tell the 
reader that the ideas appeared, in some form, in another person’s work.

There is one situation where ideas found in the work of another do not need to be 
documented as a source. That is the area of “common knowledge.” Ideas which appear 
repeatedly in discussions of certain subjects in the work of various individuals are usually 
considered to be in the public domain, and it may not be necessary to give credit for 
these ideas to any particular individual. Descriptions or explanations of things like autism 
or mainstreaming or the double helix can now even be found in encyclopedias and, 
assuming no direct verbatim quotations are used, can be considered shared cultural 
information. Also, facts which are available to any observer, such as the length of the 
Brooklyn Bridge or the plot of a book or movie or who is married to Elizabeth Taylor, are 
not considered to be the property of any individual and sources for them do not need 
to be cited (although, it usually does no harm to tell the reader where the fact was verified).

In the above sample, for instance, Mr. Horodyski’s personal opinions, right or wrong, are 
considered to belong to him; but items of general news (which would appear, in similar 
form, in many newspapers and news magazines) could be considered a matter of public 
record and, if no direct quotations were used, a writer could choose whether or not to 
mention where he obtained the information. In all cases, however, a general rule applies: 
WHEN IN DOUBT, CITE.



33

Receiving and/or Giving Improper Assistance and Other Forms of Cheating

In addition to plagiarism, the academic community categorizes several other kinds of 
behavior as “dishonest” and liable for disciplinary or even legal action. In general, these 
can be divided into four types:

	 1. �Turning in an assignment (test or paper) written wholly or partly by another 
person or agency without so specifying.

	 2. �Turning in an assignment (test or paper) substantially edited or otherwise 
improved by another person without so specifying. (The relative or friend 
who retypes a paper and corrects all of its errors fits in here.)

	 3. �Turning in an assignment (test or paper) written wholly or partly for another 
course for which academic credit was received without so specifying.

	 4. �Otherwise defeating the purpose of the course by dishonestly violating the 
NLU policies.

	 5. Cheating on an assignment (test or paper).

Students, like all professionals, must recognize the following fact: since the evalua-
tion of student work results ultimately in a formal grade recorded on a student’s official 
transcript, any work offered in support of that grade which reflects the unacknowledged 
efforts of another person is an attempt at fraud and must be dealt with as such.

For resources on how to cite properly and avoid plagiarism, go to NLU’s Center for Aca-
demic Development (www.nl.edu/centers/cad) and the NLU Library (www.nl.edu/library).

Policy on Academic Appeals

Fairness of academic decisions shall be ensured by permitting a student to appeal an 
academic decision for any of the following reasons:

	 1. The criteria and procedures for the decision were not published.

	 2. �The published criteria and procedures were not consistent with college, 
school, division, department or program policy and procedures, or violate a 
student’s rights.

	 3. �The published criteria and procedures were not followed in making the deci-
sion. This includes factual and calculation errors or major errors in judgment. 
Reasonable and customary academic judgments are specifically excluded 
from this review process.

	 4. �The decision was substantially influenced by factors other than published 
criteria; i.e., the decision was discriminatory. 

Admission and re-admission decisions are specifically excluded from the Policy on Aca-
demic Appeals. The decision to deny admission cannot be appealed.

Introduction

A variety of academic decisions and judgments are essential to the orderly operation 
of an educational institution. Awarding transfer credit, course grades, admission to a 
specific program, and certification for graduation are examples of academic decisions 
that affect an individual student enrolled in the university. 

Students have a right to expect that these important decisions will be made fairly by 
application of published policies and procedures. Individual students are entitled to a 
reasonable and timely review of academic decisions. At the same time, the collective 
good of the academic community requires the establishment and consistent application 
of policies, procedures, and standards. University faculty and staff also have a right to 
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expect reasonable freedom to exercise collective and individual professional judgment 
within their recognized areas of expertise. This policy has been developed to ensure 
fairness to all parties involved in such academic decisions. 

This policy is limited to the review of academic decisions that are based on the ap-
plication of established policies, procedures, or standards. It does not establish any 
individual rights to review established policies, procedures, or standards, or limit any 
existing rights to individually or collectively petition individuals or groups responsible 
for university policy.

Policy Definitions and Concepts Reasonable  

and Customary Academic Judgment

Faculty and academic administrators are said to be exercising “reasonable and customary 
judgment” when they are faithfully following published criteria and procedures. Reason-
able and customary judgments also include those academic decisions made within a 
faculty member’s recognized areas of expertise.

When an academic administrator decides at Step II of this policy, that a faculty mem-
ber’s decision was “reasonable and customary,” and thus not qualifying for appeal, the 
student will be so advised. A student may appeal the administrator’s decision by com-
plying with Step III of this policy. The faculty governance units at that level may sustain 
the Step II decision or ask the administrator to review the initial appeal.

Academic Policies and Procedures

The University Catalog is the primary source of published academic and admissions 
standards. Additionally, institutional and college generated student guides and handbooks, 
program/course guides (which students have access to) and faculty generated course 
syllabi are also sources of documented academic standards. Verifiable, in-class verbal 
instructions relative to grading criteria/assignments may be considered in an appeals 
process; however, faculty are cautioned that primary consideration will be given to 
documented instructions and that decisions influenced by other than published criteria 
are subject to review in accordance with this policy.

A policy or procedure may not be appealed; only appeals based on academic decisions 
under a policy and procedure may be heard. This does not prevent students from peti-
tioning for reform of academic policies and procedures outside of the academic appeals 
process. In such cases, the student should be directed to the individual or academic unit 
responsible for developing the decision in question.

An Academic Unit

For this policy, an academic unit is defined as a division, department, program or other 
subdivision of a college.

Academic Administrators

Academic administrators include the Senior Academic Officer (Provost and Senior Vice 
President for Academic Affairs), the college deans and the individual college department 
heads, program director or administrator designated by the college deans, all of whom 
are responsible for academic decision makers (other administrators [registrar, admissions, 
etc.], faculty and staff) who administer the faculty generated admissions standards and 
academic standards. At the college department/program level, the administrator must 
have responsibility for the curriculum/program in which the student (appellant) was 
enrolled at the time of the academic decision under appeal; this academic administrator 
will attempt to resolve contested academic decisions at Steps II of the appeals process.
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Academic Decisions

An academic decision is a decision made by a faculty member; a faculty admissions 
team; a faculty governance unit; an academic administrator (as defined above); or by 
an academic staff agency staff member (i.e. registrar, admissions, assessment) acting in 
accordance with academic policies and procedures.

Discriminatory Practices

In order for an academic decision to be appealed on discriminatory grounds, the student 
must contend in writing, that the decision was influenced by factor(s) that relate to any 
of the parties involved being a member of a protected class. Protected classes are de-
fined in federal and state laws and regulations or in university policies.

Procedure

Step I. Informal Review by the Individual Responsible for the Decision

Students must initiate the appeal process within 30 business days following formal (documented) 
notification of the decision by contacting the individual responsible for the decision (e.g., the in-
structor who assigned a grade or the administrator who informed the person of the decision) to 
attempt informal resolution of the disagreement. The student may also consult with an academic 
advisor, program director, department chair, or student services professional to obtain informal 
assistance. (Such consultation does not initiate the appeal process.)

When a student requests that an academic decision covered by this policy be reviewed, 
the individual responsible for the decision is required to:

	 1. Attempt informal resolution of the disagreement.

	 2. �Identify for the student the department head or administrator responsible 
for the academic unit involved in the appeal. An academic unit is defined as 
a division, department, program or other subdivision of a college.

	 3. �Inform the student about the academic appeal process including any review 
procedures/options that exist within the academic unit.

	 4. �Document in writing the initiation of the review process and the terms of any 
agreement reached. Agreements reached during the informal review pro-
cess are not to be placed in the official university record of either party, but 
shall be retained in the administrative files of the department or program. 
Both individuals shall retain a signed copy of the agreement.

If the individual responsible for the decision is unavailable or unresponsive within 15 
business days of the implementation of this step, the administrator responsible for the 
unit may authorize an extension or initiate Step II.

Step II. College Academic Unit Level Review

If a reasonable effort by the student and the individual who made the contested decision 
does not result in informal resolution of the complaint, the student may submit a written 
request for review to the responsible academic unit department head or administrator 
within 45 business days following notification of the original decision.  
The request for review must state:

	 1. The decision that is being appealed.

	 2. The name(s) of the individual(s) responsible for the decision.

	 3. The date of notification.

	 4. �The basis for appeal in relation to the criteria stated above.
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The department head or administrator responsible for the unit shall review the written 
appeal and:

	 1. Determine that the appeal is within the scope of this process.

	 2. �Meet informally with the student and others involved in the decision to  
identify possible solutions and promote informal resolution.

	 3. Serve as a mediator as part of the unit’s informal review process.

	 4. �Or, determine that further informal review by the unit is not likely to resolve 
the disagreement and refer the appeal to the college unit responsible for 
hearing student appeals.

The department head may authorize implementation of any informal agreement that is 
reached with the individual (Step I), or decide the appeal on its merits.

When deciding an appeal on its merits, there is an expectation that academic administra-
tors at the college department or program level will review and make decisions regarding 
student appeals of faculty and staff decisions within their departments. Appeals that may 
require exceptions to customary practice (i.e., situations that are unique or uncommon) 
must be forwarded to Step III for review by the appropriate faculty governance unit.

If an agreement is not reached within the academic unit, the academic unit administrator will 
refer the appeal to the college governance unit responsible for hearing student appeals.

Step III. College Appeals Unit Review

If a reasonable effort by the student and the department head or administrator does 
not result in a resolution of the complaint, the student may submit a written request for 
review to the college governance unit responsible for hearing student appeals within 60 
business days following notification of the original decision.

The college governance units are:

	 1. �National College of Education—The Graduate and Undergraduate  
Admission and Retention Councils

	 2. College of Arts and Science—The Council on Academic Standards

	 3. College of Management and Business—The Academic Issues Governance Unit

There is an expectation that the faculty governance unit will review and make deter-
minations regarding student appeals of academic administrators, faculty, and staff 
decisions within their college. When a decision is reached regarding the appeal, the 
decision shall be forwarded to the appropriate dean for review (or deans in the case of 
a joint or cross college issue). The dean may implement the unit’s decision, recommend 
an alternative or reverse the decision. The dean, acting as an officer in the university 
may, when warranted, reverse a decision of the faculty governance unit, if in his or her 
judgment; it is in the best interest of the institution (e.g., due process issues; financial 
and/or legal considerations). However, a dean will not reverse a decision of a faculty 
governance unit without first attempting to get a consensus of the governance unit as 
to an appropriate resolution of the issue. 

Each college governance unit may develop a specific process (procedure) for implementing 
its decision making process.

Because of the variation in programs and administrative structures, individual academic 
units may extend this stage of the review process by up to 30 business days.

The appellant will have the right and option to go on to Step IV—University Level Review, 
when dissatisfied with a Step III decision.
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Step IV. University Level Review

If a student is not satisfied with the resolution/remedy of the complaint as determined at 
the college level, the student may submit a formal written appeal to the Senior Academic 
Officer or designee within 90 business days following notification of the original decision. 
The formal written appeal must include:

	 1. The decision that is being appealed;

	 2. The name(s) of the individual(s) responsible for the decision;

	 3. The date of notification;

	 4. The basis for the appeal in relation to the criteria stated above;

	 5. �A summary of the evidence supporting the claim, including written  
documents and the names of individuals who have first-hand information 
relating to the appeal;

	 6. �A summary of attempts to reach formal/informal resolution  
under Steps I, II, and III; and,

	 7. Any proposed settlements that were rejected by either party.

The Senior Academic Officer shall, within 10 business days following receipt of the  
written appeal, review the document to determine if:

	 1. �The student has made a reasonable attempt at resolution at the college 
level following published procedures and time lines (the appeal may be 
remanded to the college if warranted); and,

	 2. �There is reasonable preliminary evidence that the appeal is based on one (or 
more) of the reasons stated in the introduction to this policy.

If these conditions are met, the Senior Academic Officer may sustain, mitigate or reverse 
the action/remedy taken at the college level; or, submit the appeal to a formal hearing. 
The Senior Academic Officer and/or the appointed hearing committee will not reverse 
a decision of a college faculty governance unit without consulting with that unit and 
considering the rationale for the college level decision. In the event of a formal hearing, 
the Senior Academic Officer will:

	 1. �Forward a copy of the petition to the individual whose decision  
is being appealed.

	 2. �Appoint a hearing officer to conduct a formal hearing. The hearing officer shall 
be a full-time employee of the institution with appropriate experience in the 
type of decision under review, but not directly involved in the specific decision.

	 3. �Request that the chair of the faculty senate (or in his/her absence the  
chair-elect) appoint two faculty members who were not directly involved 
in the original decision to serve with the hearing officer as members of the 
hearing committee.

	 4. The hearing committee procedures are as follows:

	 a) �Within 10 business days following appointment, the hearing officer shall 
schedule a hearing and notify the involved parties of the procedures  
to be followed.

	 b) �The hearing officer shall make a good faith effort to schedule the hearing at 
a time and place that is mutually agreeable to all persons involved.

	 c) �The members of the hearing committee shall determine the number of 
meetings, as it deems necessary.
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	 d) �Any and all written materials which a party wishes to submit to the hearing 
committee shall be submitted at least three (3) business days prior to the 
first hearing date. Any additional materials will be accepted at the discretion 
of the hearing committee. Within three (3) business days prior to the first 
hearing date, each party shall also provide the hearing committee with a list 
of anticipated witnesses.

	 e) �Each party may be accompanied at the hearing by an advocate of his/her choice. 
Within three (3) business days prior to the hearing, each party shall provide the 
hearing committee with the name and relationship of any such advocate.

	 f) �No verbatim transcript or tape recording will be made of the hearing or the 
hearing committee’s deliberations.

	 g) �The hearing committee may deliberate in closed session at any time  
in its discretion.

	 h) �Should the hearing committee independently gather any documents, witness 
statements or depositions, the parties shall be informed that the committee 
has done so, and the parties shall be allowed to review and comment on the 
same before the hearing committee concludes its deliberations.

	 i) �The parties shall respond to any request of the hearing committee within 
three (3) business days. The hearing committee may extend the response 
period upon the request of a party for good cause shown.

	 j) �The hearing officer shall preside over the hearing. No formal rules of evidence 
or parliamentary rules shall apply. All persons concerned shall strive to conduct 
themselves in a spirit of collegiality.

	 k) �After the evidence has been presented, the hearing committee shall deliberate 
in private and determine by majority vote if the original decision should be 
sustained or overturned, and if overturned or mitigated, what remedy should 
be recommended.

	 l) �The hearing committee shall make a good faith effort to provide a final written 
report within 30 business days of the first hearing date. The recommendation 
of the hearing committee shall be forwarded to the Senior Academic Officer 
for review/implementation.

	 5. �The Senior Academic Officer will inform the involved parties of the hearing com-
mittee’s decision within 10 business days of receipt of the committee’s report.

	 6. �Within 10 business days following notification of the decision of the hearing 
committee, either party may appeal to the Senior Academic Officer for 
final administrative review. The Senior Academic Officer will render a final 
decision within 30 business days. The involved parties shall be informed in 
writing of the final decision.
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Campus Policies
Standards of Conduct and Student Discipline

The university requires an environment conducive to intellectual and personal growth of 
its students. National Louis University seeks to cultivate a sense of personal integrity in 
each of its students. Students are expected, therefore, to strive toward this objective and 
to develop as individuals in a manner that is consistent with the educational purposes of 
the university.

Alcoholic Beverages

In accordance with Illinois law, alcoholic beverages may not be sold to, given to, nor pos-
sessed by persons under 21 years of age. Use of alcoholic beverages at a student-attended 
function on University property is restricted to officially recognized University clubs and 
organizations that have received prior written approval of the President of the university 
or his/her designated representative. These clubs or organizations are responsible for 
complying with local, state and federal laws, as well as University procedures.

Cell Phone Usage

The university designates cell phone areas at each campus and cell phones should be 
on vibrate in all classes, meetings and university-sponsored events to avoid disrupting 
university business and the learning environment.

Children on Campus

The university does not permit faculty, staff, or students to bring children onto the 
property during work or class hours, due to the liability caused for the institution in the 
event that children are injured or exposed to other problems. Children are not allowed 
in classrooms, lounges, libraries, food/vending areas or office space at any time during 
work or class hours. Use of University facilities, equipment, and resources by children is 
also not permitted at those times. Parents may bring children while making short visits 
by an adult at all times and be supervised so that disruptions to University programs and 
activities are not allowed.

Classroom Etiquette

To help foster a positive learning environment, food must be cleaned from classrooms 
and allergens used sparingly.

Damage, Liability, Loss, or Theft

The university disclaims responsibility for the loss or damage of personal property in any 
facility owned or operated by the university, or at any University function. Thefts should 
be reported to the Campus Office of Public Safety or Facilities Manager.

Students may file official complaints against other individuals suspected of theft or 
believed to be responsible for damage to property, with a University administrator, with 
the civil authorities, or with both.

Disruption

National Louis University recognizes a student’s right to speak, inquire, or dissent but 
requires that these freedoms be exercised in an orderly and responsible manner. The 
University, therefore, prohibits any student or group of students from interfering with the 
personal rights of another individual, the holding of classes, the carrying out of university 
business, or the progress of any authorized event on campus. (See policy on page 51.)
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Any student who causes disruption or interruption of a University class or program may 
be asked by a faculty member, or other University official, to leave the premises for a 
temporary period. This includes disruptions caused as a result of drug or alcohol use, 
acute physiological or psychological disorder, or deliberate reasons. The faculty mem-
ber or other University official should then report the incident to the Office of Student 
Affairs or to Campus Administration by completing an incident report form. (Please refer 
to the Policy on Disruptive Classroom Behavior on page 51).

Drugs

Possession, use or distribution of cannabis, or other illegal or controlled substances, is 
not permitted on University property or at University functions, in accordance with local, 
state, and federal laws. Students receiving prescription medications from a physician 
must have a prescription in their possession (see pages 59-64).

Facilities and Property

Students are accountable for the care of any facility used by the university and for the 
property of the university and its students. Acts of vandalism, such as damage or de-
struction of property owned by the university or its students are prohibited. Theft of any 
kind, including seizing, receiving, or concealing property with the knowledge that it has 
been stolen, is forbidden. Sale or possession of property without the owner’s permission 
is also prohibited. Repair or replacement costs and/or disciplinary action will result when 
damage, liability, loss, or theft occurs. The university further reserves the right to contact 
local authorities to address those acts that are in violation of the law.

Fire Safety

Fires may not be started in any facility of the university or on University property unless 
authorized by the Vice President for Operations of the university and in accordance with 
local, state, and federal laws. Students are to cooperate fully whenever a fire alarm is 
sounded and proceed to assigned fire exits quickly and calmly. Failure to cooperate will 
result in disciplinary action.

Fire safety equipment may be used only in the event of an emergency or by authorized 
personnel in training for emergency. False activation of a fire alarm is a crime, which is 
vigorously prosecuted as a felony. Law enforcement considers these offenses to be seri-
ous as they represent the potential for serious injury during an evacuation and diversion 
of critical fire department personnel. The university does not tolerate or excuse acci-
dental discharge of the fire alarm stations on its properties. National Louis University will 
prosecute, to the fullest extent allowed by law, anyone found making or causing a false 
activation of the fire alarms. Further, it will take disciplinary actions against such individu-
als, up to and including, dismissal from the university. Punishment for conviction of false 
fire alarm activation includes significant monetary fines and felony imprisonment with 
terms as long as 3 years.

Firearms and Explosives

The possession or use of firearms, firecrackers, explosives or weapons of any description, 
for any purpose, is prohibited.

Forgery

Forgery of any type, such as the alteration or misuse of University business or academic 
records or papers, is forbidden. Also expressly forbidden is the forgery of a signature of 
any employee of the university.
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Gambling

National Louis University prohibits gambling, the sponsoring of lotteries, and the sale of 
lottery tickets.

Personal and Physical Safety

No student shall injure or threaten a member of the university community. All instances 
should be reported to the Office of Student Affairs, and/or the campus Office of Public 
Safety by completing an incident report form. Professional staff members are available 
for mediation and/or intervention. Records are kept related to unusual occurrences and 
conduct violations. In situations where a conduct violation is alleged to have occurred, 
the provisions of the Student Hearing and Appeal System shall apply.

Requests by Officials of the university

Students are expected to comply with reasonable and lawful requests or direction by 
members of the faculty, administrative staff, and others acting in the performance of 
their official duties.

Students must respond promptly to summons from faculty members, administrative 
officers, and officers of disciplinary committees. Students must surrender ID cards at the 
official request of a faculty member or administrator of the university. It is considered a 
violation of the Standards of Conduct for a student to provide false or misleading infor-
mation to a University official.

Sales and Soliciting

Salespersons and solicitors are not permitted to operate within campus facilities without 
the approval of the campus Facilities Management Office. Students and student organi-
zations may conduct canvasses and charitable or fund-raising drives with prior permis-
sion from the Office of Student Affairs or the appropriate University representative.

Smoking

National Louis University is committed to maintain a smoke-free environment. Therefore 
smoking is prohibited at all National Louis University indoor locations.

Telephone

Public telephones are available on each campus. Students may not use university  
telephones for personal, business, or long-distance calls without proper authorization.

Violations of University Policy, Local, State, or Federal Laws

Students are expected to comply with all local, state, and federal laws and ordinances. 
They are subject to all rules and regulations, both academic and co-curricular, developed 
by the university and included in any of its publications. A student alleged to have 
violated one or more rules, laws, or regulations will be subject to disciplinary action in 
accordance with the Student Hearing and Appeal System and/or disciplinary action by 
the civil authorities.

Policy on Student Disciplinary Hearing and Appeals System

The formal responsibility for student discipline has been delegated to the Executive 
Director of Student Affairs. This includes:

	 1. Administering the regulations of the university.

	 2. Counseling students involved in disciplinary matters.
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	 3. Coordinating the judicial procedures.

	 4. Processing communication and maintaining a central file of disciplinary actions.

National Louis University focuses attention on the development of a student’s potential 
by encouraging self-discipline, fostering a respect for the rights of others, and encour-
aging cooperation with the regulations of the university. Therefore, the disciplinary 
process provides opportunity for students to:

	 1. Reassess those aspects of their personal behavior that necessitated disciplinary action.

	 2. Increase their awareness of the expectations that the campus community holds.

	 3. Accept responsibility for modifying their behavior to better meet these responsibilities.

	 4. Continue their education and development through their discipline experience.

Such a program requires a positive regard for the welfare of the individual student and 
a rational commitment to resolving disciplinary situations in a constructive and educa-
tional manner. However, when a student deliberately disregards the regulations of the 
campus community, sanctions will be imposed as an expression of the community’s 
interest in achieving a positive living and learning environment.

Structure and Jurisdiction

When a violation is alleged to have occurred, an Incident Report form may be filed by 
a student, faculty, or staff member of the university community. This report should be 
submitted to the Executive Director of Student Affairs, National Louis University 122 S. 
Michigan Avenue, Chicago, IL 60603. 312.261.3568; FAX 312.261.3303. The administra-
tor will determine if a hearing will follow and will initiate the procedure after a complete 
investigation. A copy of the Incident Report and correspondence regarding the judicial 
process will be made available to the student accused of the violation.

The student will be sent written notice by registered, certified mail and/or hand-delivery 
specifically citing the alleged offense(s). At the time of receiving such notice, the stu-
dent will also be informed of his/her rights and of the judicial process before which he/
she will appear. The student will be advised in writing of the breach of regulations of 
which the student is charged and the procedures to be followed. This notice will be sent 
as soon as possible after receipt of the completed report(s).

If a student is charged with a violation, one of the following three judicial processes will 
be used to review his/her case:

I. Administrative Action

Administrative Action is followed if the charged student assumes responsibility for his/her ac-
tions. The case is reviewed by the Executive Director of Student Affairs or his/her designee.

A sanction may be imposed by the Executive Director of Student Affairs or his/her designee.

II. Administrative Hearing Committee

If a charged student pleads “not responsible” to the charge(s), the case may be heard 
by an Administrative Hearing Committee comprised of the Executive Director of 
Student Affairs or his/her designee (serves as hearing administrator) and one Student 
Affairs or other university professional.

All conduct violations occurring during the summer or interim periods are under the ju-
risdiction of the Administrative Hearing Committee if the Campus Judicial Board option 
is not available during that time. All conduct violations involving non-University students 
are under the jurisdiction of the Administrative Hearing Committee.
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III. Campus Judicial Board

The Campus Judicial Board may be convened when a student who has been charged 
with a violation pleads “not responsible” and the Executive Director of Student Affairs 
or his/her designee desires a hearing involving the charged student’s peers.

The judicial board for each case will consist of one student, one faculty member, and 
one student affairs professional, who will serve as the board administrator for the hearing.

Due Process

Due process is defined as the fair treatment and protection of the rights of an individual 
while determining guilt or innocence, and the applicability of a sanction. It is also designed 
to determine, without bias, what is best for the student and for the NLU community. The 
following guidelines pertain:

	 1. �The student shall receive a written notice of all charges, the names of available 
witnesses, any evidence brought forward, and the time and place of the 
hearing at least five days prior to the date of the hearing. These will be col-
lected and sent to the student by the Executive Director of Student Affairs or 
his/her designee.

	 2. �The student will be notified which judicial body will hear his/her case. At this 
time if the student wishes to bring witnesses to the hearing the accused stu-
dent must notify the the Executive Director of Student Affairs within 48 hours 
of the date of the hearing and provide the names of additional witnesses 
and any related materials pertinent to the matter. All individuals who wish to 
participate in the administrative process must submit a written statement to 
the Executive Director of Student Affairs within 48 hours regarding this matter.

	 3. �The student is entitled to one of the three types of judicial hearings, which 
shall be held in not less than five, nor more than 15 business days from the 
date of the charge notification unless the student charged expressly waives 
all or part of the notice period, or a continuance is granted by the Executive 
Director of Student Affairs.

	 4. �A student may appear in person and present evidence in defense, and ask 	
witnesses to attend on his or her behalf. If a student wishes to have wit-
nesses present, each witness must submit a written statement no less than 
48 hours prior to the date of the hearing. If the accused student does not 
attend, the absence shall be noted without prejudice, and the proceeding 
will take place without the student.

	 5. �The accused student may be assisted during the hearing by an advocate 
who is a member of the university community (student, staff or faculty member) 
of the accused student’s choice, to provide counsel.

	 6. �The accused student may challenge the participation of any member of the 
judicial board for good and substantial reasons, but the member’s continuation 
is at the discretion of the Judicial Administrator conducting the hearing.

	 7. �The decision of the judicial body shall be made only on the basis of materials 
and evidence relative to the case.

	 8. �The accused student and complainant are each entitled to written notice of 
the results of the hearing sent within 10 business days.

	 9. �All hearings are closed to the public. Persons in attendance shall be limited 
to members of the Administrative Hearing Committee or Campus Judicial 
Board, the university’s Chief Legal Officer, student(s), staff and/or faculty 
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member(s) who submitted the charge, the charged student, the student’s ad-
vocate, and witnesses. All persons involved in a hearing shall agree to hold 
information related to the judicial case confidential.

	 10. �A tape recording of the hearing shall be made by the Judicial Administra-
tor and filed with the Executive Director of Student Affairs. The accused 
student may request access to the tape recording.

Format of Hearing

	 1. �The Judicial Administrator shall schedule a time and place for the hearing and 
inform the student in writing at least three business days prior to the hearing. All 
evidence and names of witnesses will be provided to the student in writing at 
that time. If the student wishes to invite witnesses or provide written evidence, 
this information must be provided in writing to the Judicial Administrator at least 
48 hours prior to the hearing.

	 2. �The written notice of the hearing will include the names of the hearing panel 
members. The student may challenge the inclusion of any members of the 
hearing panel for cause. The Judicial Administrator will rule on all such chal-
lenges and his/her decision will be final.

	 3. �Any person filing a charge must be willing to participate in disciplinary pro-
ceedings. Failure to do so may result in the charge(s) being dropped.

	 4. �All hearings shall be conducted according to the following  
format and may be tape-recorded.

	 a) The charges stated and the case presented by the Judicial Administrator.

	 b) A statement made by the person who filed the charges.

	 c) A statement made by the charged student, if appropriate.

	 d) Statements made by witnesses, if appropriate.

	 e) �Questions are asked by members of the hearing committee or the judicial board. 
If the charged student has questions during the proceeding the questions will be 
submitted in writing to the judicial administrator. The judicial administrator will 
read questions submitted by the accused student.

	 f) Any final statements made by the charged student.

	 g) Closing statements made by the Judicial Administrator.

	 5. �All decisions shall be reached only on the basis of evidence and statements present-
ed at the hearing. Decisions of the committee will be by simple majority. Following 
a determination of responsibility, past offenses or other relevant information may be 
considered for purposes of determining severity of disciplinary sanctions.

	 6. �The student may have an advocate of his/her choosing present at all hear-
ings. The advocate will not be permitted to participate directly in the hearing 
and will be available only to respond to questions the student may have dur-
ing the course of the hearing. Decisions regarding the extent of advocate/
student consultation will be determined by the Judicial Administrator.

	 7. �If the student fails to appear at the hearing, the Judicial Administrator or 
University Judicial Committee may proceed in his/her absence and assess  
an appropriate sanction based upon the evidence available.

	 8. �The Judicial Administrator or University Judicial Committee will inform the student 
of the decision by hand delivery or certified mail within ten (10) business days of 
the hearing.
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Disciplinary Sanction

The following disciplinary sanctions may be imposed upon students found guilty of 
violations of University regulations:

	 1. Reprimand: an official rebuke that makes the misconduct a matter of record.

	 2. �Warning. Verbal or written notice that the behavior has been inappropriate. 
May be considered part of disciplinary record in future disciplinary action.

	 3. Restriction: limitation of a student’s privileges or freedom.

	 4. �Probation: a period during which continued enrollment is conditioned upon con-
tinued cooperation. Suspension may occur should another violation take place.

	 5. Suspension: a temporary or permanent dismissal from the university.

	 6. �Other: at the discretion of the hearing body, or a senior administrator of the university.

Right of Appeal

In situations where the student feels that a decision has been unfair or a sanction unduly 
harsh, an appeal may be made by submitting a written request within 10 business days 
of the notification of the decision. This appeal is made to the Senior Academic Officer, 
or his/her designee, Office of the Provost, 122 S. Michigan Avenue, Chicago, IL 60603, 
who will review the request and decide whether or not a further hearing will occur. The 
Senior Academic Officer makes a decision during the review whether to uphold the 
decision or to further hear the case.

Administrative Order

For reasons of disruption or of safety of persons or property, a student may be asked by 
a member of the faculty, staff or administrator acting in an official capacity, to temporar-
ily leave the university. In situations where temporary suspension is recommended, the 
decision rests with the Senior Academic Officer or his/her designee or the university 
President or his/her designee. Notification and due process follow this action.

Records of Disciplinary Matters

All disciplinary records are kept in the Office of Student Affairs and the Office of the 
Provost. This information is not recorded on academic transcripts, nor released to any 
persons outside the university without authorization from the student involved or under 
legal compulsion.

All such records of disciplinary actions are destroyed two years after a student departs 
or is graduated from the university.
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Students with Disabilities—Grievance Procedures

Informal Complaint Procedure

If a student is comfortable, she/he should speak first about the concerns with his or her 
faculty member, program director or college dean. In these discussions, a satisfactory 
resolution may be readily found. 

An applicant who feels she/he has been discriminated against because of a disability 
may speak with his or her enrollment representative regarding the situation or contact 
the Department of Diversity, Access and Equity. A student or applicant who is uncertain 
about filing a formal complaint may wish to discuss the question informally with the 
Director of Diversity and Employment; 847.947.5275; FAX 847.947.5610. This informal 
discussion may result in the development of an approach enabling the student or ap-
plicant to deal with the situation or the Director of Diversity and Employment may take 
the complaint under formal review.

Formal Grievance Procedure

A student or applicant who decides to file a formal complaint should contact the De-
partment of Diversity, Access and Equity, 847.947.5275. If the grievance concerns the 
actions of the Director of Diversity and Employment, the grievance will be investigated 
by an impartial university official. All other grievances will be promptly investigated and 
reviewed by the Director of Diversity and Employment. The purpose of the review is to 
determine if university policy and applicable federal and local law have been followed 
and, if not, to address the consequences that may have resulted and take appropri-
ate corrective action. Information relevant to the matter may be requested from the 
involved parties. Upon the completion of the investigation, the Director of Diversity and 
Employment will provide a response notifying the student or applicant of the findings 
and recommendations.

A student or applicant who uses the complaint procedure must not be retaliated against for 
doing so. The student or applicant may choose another student, faculty or staff employee to 
accompany him or her through the procedure. The other student or employee may help to 
express the complaint. A student or applicant who finds that a complaint is not resolved to 
his or her satisfaction may appeal to the Provost or to the Vice President of Human Re-
sources. The finding and response from either of these officers is the final response for the 
university. Additionally, a student or applicant who believes that she/he has been harassed 
or discriminated against because of a disability can file a Charge of Discrimination at their 
regional U.S. Department of Education Office for Civil Rights. For example, the Illinois and 
Wisconsin Regional office is at 111 N. Canal Street, Chicago, IL, 60606.
1 �If there is a real or perceived conflict of interest involving the actions of the designated University official or University office 

typically responsible for handling matters of concern for a student, employee or faculty member, an alternative University 
representative or University office can be contacted instead. Alternate representatives may include the Student Affairs Office, the 
university Ombudsperson, Provost’s Office, Department of Diversity, Access & Equity or Office of Human Resources. The alter-
nate University representative or office may then designate an impartial and appropriate University official to resolve the matter 
following applicable University policy.
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University Policies

Policy on Acceptable Use of Information Systems

National Louis University provides resources to the university community (which includes all 
NLU students, staff, faculty, board members, alumni, and administrators) through its Informa-
tion Systems and services (as defined in Guidelines for Users of Information Systems in the 
National Louis University Community). NLU is responsible for providing university commu-
nity members with Information Systems and services adequate to support the mission of the 
university. NLU is accountable to university community members for providing Information 
systems and services adequate to support the goals and objectives of the university.

Use of Information systems and services must be consonant with the mission, goals, and 
objectives of the university. Therefore, NLU community members are responsible for 
their activities and accountable for their individual conduct while using NLU Information 
Systems and services.

The NLU Community Acceptable Use Policy outlines those responsibilities and provides a frame-
work for accountability for appropriate use of the university Information systems and services.

Responsibilities of NLU Community Members

NLU community members are responsible for the following:

	 1. �Abiding by United States copyright and intellectual property laws applicable 
to computer-accessible materials.

	 2. �Using information resources for educational, instructional, service, research, 
administrative, and other purposes consistent with their roles in the univer-
sity community.

	 3. �Respecting the integrity of NLU Information Systems and services, including 
refraining from activities to gain unauthorized access to or use of university 
Information systems or software, which are intended to circumvent security 
measures.

	 4. �Conducting themselves in a professional and ethical manner in all communi-
cations conducted via the university Information Systems.

The above policy will be implemented according to the Guidelines for Implementation of 
National Louis University Community Policy on Acceptable Use of NLU Information Systems.

Guidelines for Implementation of Policy  
on Acceptable Use of NLU Information Systems

Policy Definitions

National Louis University Information Systems refers to all computers and Information systems 
owned or operated by NLU and includes hardware, software, data, and communication networks 
associated with these systems and services. These systems range from multi-user systems to single-
user terminals and personal computers, whether freestanding or connected to networks.

System users are all those individuals with privileges to use NLU computing systems and ser-
vices, including but not limited to students, faculty, university staff and administrative officers.

Deans and vice presidents with the assistance of system administrators will determine 
who is permitted access to a particular system. System administrators and other designated 
system users hold responsibility for the maintenance and security of NLU Information 
Systems as a part of their stated responsibilities as academic or non-academic employees. 
System administrators report directly to the SUNGARD/NLU technical director. The 
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SUNGARD/NLU Technical Director directly reports to the SUNGARD/NLU Chief Infor-
mation Officer who reports directly to the university president’s designee. The SUN-
GARD/NLU Chief Information Officer holds ultimate responsibility for the maintenance 
and security of NLU Information systems.

1. Adherence to Laws Governing Ownership & Copyright Law

Users must observe intellectual property rights including, in particular, copyright laws as 
they apply to software and electronic forms of information.

Users may use only legally obtained, licensed data, or software in compliance with 
license or other agreements and federal copyright and intellectual property laws.

Users shall not place copyrighted material (software, images, music, movies, etc.) on any 
NLU computer without prior permission from the copyright holder or as granted in a 
license agreement or other contract defining uses.

2. Authorized Use

Individuals using NLU Information systems and services must be identified either through 
the physical location of an office or instructional computer or through an authorized NLU 
computer account, as with multiple user systems. System users may not access or use 
another user’s computer account or allow another person to use his or her account.

System administrators create accounts and regulate access to NLU Information Systems 
by authorized system users. System administration privileges are granted only for official 
purposes and under the authority of designated academic and administrative officers. 
Unauthorized usage or assignment of administrative privileges is expressly prohibited.

Users must not conceal their identity when using NLU systems, except when anonymous 
access is explicitly provided (as with anonymous ftp).

NLU computing systems and services may not be used as a means of unauthorized access 
to computing accounts or systems inside of or outside of NLU’s Information Systems.

Other uses of NLU Information Systems may be permissible including revenue-generat-
ing activities subject to policies and procedures governing contractual agreements.

3. Privacy

All access to protected information stored in NLU records systems will be in strict 
compliance with the provisions of federal and state laws. The Family Educational Rights 
and Privacy Act (FERPA) or “Buckley Amendment” (34 C.F.R. Part 99, as amended by 61 
Fed. Reg. 59291 Nov. 21, 1966) provides for protection against unwarranted disclosure 
of private information contained in “official” university records. FERPA guarantees all 
postsecondary students the right to consent to disclosures of personally identifiable 
information contained in student education records, except to the extent that FERPA 
authorizes disclosure without consent. See www.edlaw.net.

Computer users must respect the privacy of others by refraining from inspecting, 
broadcasting, or modifying data files without the consent of the individual or individuals 
involved. Administrative users may inspect or repair data files (including email stored on 
NLU mail systems) as required as part of their employment, and then only to the extent 
necessary to maintain the integrity and operations of NLU systems.

University employees and others may not seek out, examine, use, modify, or disclose, 
without authorization, personal or confidential information contained in a computer, 
which they access as part of their job function. Employees must take necessary precau-
tions to protect the confidentiality of personal or confidential information encountered 
in the performance of their duties.
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Use of internet systems (IP) to transmit information does not guarantee privacy and con-
fidentiality. Sensitive material transferred over Information Systems (including email and 
the World Wide Web) may be at risk of detection by a third party. Users should exercise 
caution and care when transferring such material in any form.

4. Malicious & Destructive Uses of NLU Information Systems

The following uses of NLU computers and Information Systems are specifically prohibited:

	 • Use of computer programs to decode passwords or access control information.

	 • Attempts to circumvent or subvert system or network security measures.

	 • �Engaging in any activity that might be purposefully harmful to systems or 
to any information stored thereon, such as creating or propagating viruses, 
disrupting services, or damaging files or making unauthorized modifications 
to university data.

	 • �Wasting computing resources or network resources, for example, by inten-
tionally placing a program in an endless loop, printing excessive amounts of 
paper, or by sending chain-letters or unsolicited mass mailings.

	 • �Using mail or messaging services to harass, libel, intimidate, or distribute mis-
information, for example, by broadcasting unsolicited messages, by repeat-
edly sending unwanted mail, or by using someone else’s name or user ID.

	 • �Users must not access or attempt to access data on any system they are not 
authorized to use. Users must not make or attempt to make any deliberate, 
unauthorized changes to data on an NLU system. Users must not intercept 
or attempt to intercept data communications not intended for that user’s ac-
cess, for example, by “promiscuous” bus monitoring or wiretapping.

5. Enforcement

Authorized system administrators may monitor computer activity for the sole purpose 
of maintaining system performance, security, and integrity. In instances when individu-
als are suspected of violating policies, the contents of user files may be inspected only 
upon the approval of the university officer having clear responsibility for the activity of 
the user.

At the discretion of the system administrator(s) responsible for the resource or service 
in question, in collaboration with the appropriate administrative authority, information 
system computer use privileges may be temporarily or permanently revoked, following 
due process appropriate for the parties involved, pending the outcome of an investiga-
tion of misuse, or finding substantiating violations of these guidelines.

6. Due Process

NLU Information System users have the right to due process (consistent with respective 
policies governing the categories of users) in cases of discipline resulting from violations 
of the guidelines outlined in this document.

When a systems administrator believes it necessary to preserve the integrity of facilities, 
user services, or data, he or she may suspend any account, whether or not the account 
owner (the user) is suspected of any violation. Where practical, 24-hour notice will be 
given in advance of revocation.

If, in the judgment of the systems administrator, the violation warrants action beyond a 
system administrator’s authority, he or she will refer the case first to the university adminis-
trator or disciplinary body appropriate to the violator’s status (e.g., in the case of a faculty 
member, his/her dean), and, as deemed appropriate, to a law enforcement authority.
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An NLU information system user accused of a violation will be notified of the charge 
and have an opportunity to respond (consistent with respective policies governing the 
categories of users) before a final determination of a penalty. If a penalty is imposed, the 
accused violator may request a review by the designated administrator or body empow-
ered to assure due process and an impartial and timely review of the charges.
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Note

National Louis University supports the EDUCAUSE Code of Software and Intellectual 
Rights. Users should consider the EDUCAUSE Code as a standard to guide their ethical 
use of electronic resources and information:

Respect for intellectual labor and creativity is vital to academic discourse and enterprise. 
This principle applies to works of all authors and publishers in all media. It encompasses 
respect for the right to acknowledgment, right to privacy, and right to determine the 
form, manner, and terms of publication and distribution.

Because electronic information is volatile and easily reproduced, respect for the work 
and personal expression of others is especially critical in computer environments. 
Violations of authorial integrity, including plagiarism, invasion of privacy, unauthorized 
access, and trade secret and copyright violations, may be grounds for sanctions against 
members of the academic community.

(See: “Using Software: A Guide to the Legal and Ethical Use of Software for Members of the  
Academic Community,” Educom/ITAA, 1992. www.educom.edu/ web/pubs/usingsoftware.html)

Policy on Disruptive Classroom Behavior

National Louis University shall not tolerate disruptive behavior in a learning environment 
convened by a faculty member. 

Disruptive behavior by a University student is defined as any act that denies others the free-
dom to speak, to be heard, to study, to teach or pursue research. Such behavior is antitheti-
cal to academic freedom and to the rights of all members of the academic community.

Initial situations of mildly disruptive behavior shall be managed informally by a faculty 
member based upon that faculty member’s personal judgment at the time. However, 
if disruptive behavior progresses or is of a serious nature in its initial form, the formal 
procedure shall be as follows:

	 1. �An instance of disruptive behavior shall result in an immediate oral and  
public warning by the faculty member.

	 2. �A subsequent instance may result in the expulsion of the student for the 
remainder of the class period by the faculty member.

	 3. �Continued disruptive behavior may result in the expulsion of the student 
from the course or field/cluster group by the faculty member. A statement 
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of the reason for expulsion shall be given in writing by the faculty member 
to the student, the chairperson of his/her major department or program, the 
chairperson of the department or program in which the course is offered, 
and the Registrar.

	 4. �The disciplinary actions listed in Paragraph #3, hereinabove, may be ap-
pealed by the student in accordance with the provisions of the Policy on 
Academic Appeals.

In addition, disruptive behavior that constitutes a threat to persons and/or property will 
be immediately referred to the Senior Academic Officer for adjudication and disciplin-
ary sanction in accordance with the Student Hearing and Appeal System. Any sanctions 
imposed may be appealed only through the appeals process contained in that docu-
ment. Cases of imminent danger to life and property shall be referred to appropriate 
law enforcement authorities.

The above provisions notwithstanding, parties are encouraged to resolve matters relat-
ing to disruptive behavior amicably whenever possible. In addition, all parties are urged 
to document for their own records all matters relative to the purview of this policy.

Policy on Falsification of Records

Falsification of records and official documents is prohibited by the university. This 
includes altering academic or business records; forging signatures of authorization; or 
falsifying information on any other documents, transcripts, letters of permission, peti-
tions, drop-add forms, and the like.

Any University faculty or staff member who believes that this policy has been violated by 
a currently enrolled student shall bring the matter to the attention of the Senior Aca-
demic Officer. The student shall be presented with the evidence.

Any student found to have falsified records is subject to disciplinary action through the 
Student Hearing and Appeal System.

Policy on Hazing

In accordance with its philosophy of education, in keeping with its concern for the safety 
and well-being of all members of its community, and in accordance with Illinois law, 
National Louis University strictly prohibits the practice of hazing of any students by any 
other students or groups of students.

Hazing is defined as any intentional or reckless action or situation which promotes emo-
tional or physical harassment, discomfort, or ridicule; hazing is usually connected with 
the initiation or entry of a new individual or group of individuals into an already existing 
group or with the discipline of a member by other members of a group.

Specifically, the following hazing activities directed toward any pledge, initiate, or new 
member of an organization or team are prohibited:

	 1. �Any and all forms of strenuous physical activity which are not part of an or-
ganized constructive event and which may reasonably be expected to bring 
harm to a person(s).

	 2. Paddling, beating, pushing, shaving, restraining, immobilizing, or striking a person(s).

	 3. Activities that result in the unreasonable loss of sleep or study time of a person(s).

	 4. �Forcing or coercing a person or persons to eat or drink amounts of any sub-
stance, including alcohol, drugs, foods or other substances.

	 5. Abductions and the forced relocation of a person(s).
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	 6. Cruel psychological treatment of a person(s).

	 7. �Behavior which disrupts the normal functioning of the university; behavior 
which forces another person(s) to participate in an illegal, publicly indecent, 
or morally degrading activity; or behavior which violates rules, regulations, 
and policies of National Louis University.

Any allegations of hazing are to be made to the Office of Student Affairs. The provisions 
of the Student Hearing and Appeal System apply.

Policy on Infectious Disease Issues

It is the policy of NLU to follow the Center for Disease Control and Prevention guidelines.

The Illinois Department of Public Health has requirements for reporting the occurrence 
of Class I and Class II diseases.

A multidisciplinary team will make an initial evaluation, health recommendations, and 
placement decisions on a case-by-case basis.

The multidisciplinary team will strictly follow the guidelines regarding confidentiality and 
will determine if anyone has a “need to know.”

The multidisciplinary team shall include:

	 1. Student Health Services Coordinator

	 2. Individual’s physician.

	 3. Dean of Students

	 4. Dean of appropriate college.

	 5. Senior Academic Officer.

Policy on Inspection, Search, and Seizure

National Louis University reserves the right to routine inspection of student property 
while they are on campus or in residence hall facilities for the purpose of maintaining 
compliance with regulations and standards described in the university Catalog and the 
Student Guidebook.

In general, personal property while it is on campus, in student rooms, in locked drawers 
and in lockers, is considered the student’s private domain; however, when there is rea-
sonable cause to believe that the student is violating local, state, or federal regulations 
or laws, these areas may also be subject to the right of inspection.

Procedures

When there is cause to believe that such a violation has occurred or is about to occur, 
University staff members will use any reasonable means to terminate the violation or ren-
der the situation harmless. Whenever possible, the university staff members shall request 
assistance of one or more additional staff. The university staff members will request en-
trance or access to the property. The staff members will attempt to persuade the student 
to surrender whatever evidence pertains to the violation. Upon refusal by the student to 
cooperate with the inspection, the room, locker, or other property will be locked or oth-
erwise secured until such time as two or more members of University authorized staff can 
assist. All materials that violate University, local, state, or federal laws will be seized and, at 
the discretion of the senior student services officer, the proper authorities will be notified.
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Disciplinary Action

A student charged with a violation will be given an opportunity to prove innocence, but 
the burden rests with the student. The student shall be given the following written or 
oral considerations: description of the charges, including principal witnesses; descrip-
tion of the nature of the hearing process; description of the range of penalties that may 
be imposed; information about the appeal process; and right of counsel in the person 
of a faculty member, student advocate, or outside consultant.

Policy on NLU Student Email Account and Communications

NLU’s educational goals include assuring that all students have the skills essential in today’s 
and tomorrow’s electronic workplace. NLU also believes that electronic communications 
provide faster and more effective interactive communications than paper mail. For these 
reasons, NLU provides email accounts to all full-time and part-time students as soon as they 
register for a class. Once a student account is established, NLU will send official communica-
tions to each student via the student’s NLU student email account. Messages sent to this 
account will not be duplicated via paper mailings. It is the student’s responsibility to monitor 
the student’s NLU student email on a regular basis. Failure to meet a deadline because 
a student did not read the student’s email in time will not be considered an extenuating 
circumstance. Students may access the NLU email from any computer with an internet 
connection. Internet access is available at NLU campuses and public libraries. Individu-
als with documented disabilities that prevent them from using a computer may request 
accommodation through NLU’s Department of Diversity, Access and Equity in the Office of 
Human Resources. Other individuals who prefer paper communications may obtain them 
by completing a request form and paying a fee. Forms are available on each campus. Use of 
the Student Email system is governed by the Acceptable Use of NLU Information Technol-
ogy policy, available online at http://oit.nl.edu/documents/Acceptable_Use_Policy.pdf.

For assistance with Student email, contact the Helpdesk at 866.813.1177 or visit the NLU 
web site at www.nl.edu.

Policy for Observance of Religious Holidays

Policy

National Louis University is committed to respecting cultural and religious diversity. There-
fore, faculty members and students should make reasonable efforts to provide alternative 
means to meet academic requirements when conflict arises between religious observanc-
es and those requirements. Whenever feasible, students should be given an opportunity 
to make up, within a reasonable time, any academic assignment that is missed due to 
individual participation in religious observances. Similarly, faculty members also retain the 
right to religious observance and, therefore, faculty members may reasonably alter the 
traditional schedule of class meetings, assignments, and other academic events.

Procedure

Faculty should inform students at the beginning of each course that it is the student’s re-
sponsibility to inform the instructor of any intended absences for religious observances 
in advance (e.g. prior to the end of the 2nd class session) and must allow this notifica-
tion to occur in a convenient and confidential manner. Faculty should remind students 
that prior notification is especially important in connection with examinations (in-class 
and take-home) and other major course requirements. Proper accommodation requires 
the student to complete the entire course and, therefore, does not include the elimina-
tion of a portion of the course material. Faculty members need not consider extended 
travel in order to accommodate religious observance.
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Though faculty members create their syllabus in their own language/style, the following para-
graph or one containing equivalent information should be added to each course syllabus.

“�If religious observance will cause a student to be absent from class or otherwise affect 
his or her ability to complete academic assignments, he or she must notify the instruc-
tor in advance and make necessary arrangements to complete the entire course.”

If faculty must alter classroom expectations and assignments due to their own religious 
observance, they must give students advanced notice of at least one week and make ac-
commodation for the additional conflicts these changes may cause. Such accommoda-
tions may include altered assignments, deadlines and activities and should be included 
in the syllabus where possible.

Policy on Research Involving Human Participants

The Code of Federal Regulations,(Title 45, Code of Federal Regulations, Part 46), pub-
lished by the Office for Protection from Research Risks (OPRR) was adopted by National 
Louis University as institutional policy in 1990. The policy is administered by the Office 
of the Provost and Institutional Research and Review Board (IRRB). The Office of the 
Provost and IRRB ensure compliance with NLU’s policies and procedures for conducting 
ethical research involving human participants. Any activity that gathers or will use infor-
mation which involves human participants (directly or indirectly) may fall within the defi-
nition of research and be under the purview of IRRB review. This includes any research 
conducted by NLU faculty and NLU students that is considered part of one’s academic 
work at NLU, funded research, and research involving NLU students by outside institu-
tions. IRRB application forms, guidance for writing informed consent documents, and 
resources related to review of research with human participants may be obtained from 
the Office of the Provost’s IRRB website: www3.nl.edu/provost/irrb/IRRB-Home.cfm.

Policy on Sexual Harassment

National Louis University seeks to provide for its students, faculty, administration, and staff 
an environment that is free from sexual harassment. The following policy statement and 
procedural guidelines address sexual harassment, which is defined as unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature.

Policy

It is the policy of National Louis University to prohibit the sexual harassment of any 
member of its community by any other person or persons who are affiliated with the 
university in any way. No employee or student of the university is expected to endure 
insulting, degrading, or exploitative treatment.

Harassment on the basis of sex is recognized as a form of sex discrimination, which is 
prohibited under Title VII of the Civil Rights Act of 1964. As defined in the 1980 Equal 
Employment Opportunity Commission’s Guidelines On Sexual Harassment, sexual 
harassment encompasses “unwelcome sexual advances, requests for sexual favors and 
other verbal or physical conduct of a sexual nature” such as intentional patting, pinch-
ing, touching, or other sexually suggestive behavior. Sexual harassment occurs when:

	 1. �Such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or educational experience, creating an intimi-
dating, hostile, or offensive employment, educational, or living environment 
for an individual.

	 2. �Such conduct has the purpose or effect of abusing the dignity of an employ-
ee or student through insulting or degrading sexual remarks or conduct.

	 3. �Submission to such conduct is made, either explicitly or implicitly, a term or 
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condition of an individual’s employment or of a student’s status in a course, 
program or activity.

	 4. �Submission to or rejection of such conduct is the basis for academic or em-
ployment decisions affecting an individual.

	 5. �Such conduct directed against an individual persists despite requests for its 
cessation and/or when a claim of sexual harassment has resulted in retalia-
tion against employees/students for complaining about such behavior.

Because of the seriousness of allegations made in this regard, any individual who know-
ingly or deliberately makes a false accusation shall be subject to disciplinary action.

Procedures

A member of the university community who believes that they have been involved in an 
incident of sexual harassment or who becomes aware of an incident of sexual harassment 
as defined above should bring any such matter to the attention of their immediate su-
pervisor, if employed, and the supervisor is not involved, or the Chief Legal Officer of the 
university by email at mjohnson@nl.edu or by phone/fax at 312.261.3935. The individual 
may initiate the action through the process with mediation or with formal review. The com-
plainant who chooses mediation does not relinquish the option of formal review.

After reviewing all pertinent information and interviewing those involved, the Chief Legal 
Officer or designated investigator shall recommend a course of action to the Executive 
Director of Student Affairs.

Option I. Mediation

An individual who seeks mediation may be accompanied by a fellow student, staff member 
or faculty member, if desired. The Chief Legal Officer or the designated hearing officer 
shall immediately seek to resolve the matter by informal discussions and through mediation 
with the persons involved.

Strict confidentiality will be maintained.

Option II. Formal Review

The complainant may secure a review of the matter by filing a formal request with the 
General Counsel’s Office. After reviewing all pertinent information and interviewing all 
those involved, the General Counsel’s Office or the designated hearing officer shall rec-
ommend a course of action to the Executive Director of Student Affairs. The Executive 
Director of Student Affairs shall then decide on the course of action that may include 
any of the following:

	 1. No further action.

	 2. Further investigation needed.

	 3. Warning.

	 4. Behavioral Contract (probation).

	 5. Suspension.

	 6. Dismissal.

A copy of the decided course of action will be kept on file in the General Counsel’s 
Office. The alleged party may, at that time, file an appeal with the appropriate appeal 
system if they wish to contest the action.

Additionally, a student or applicant who believes that she/he has been sexually harassed 
can file a Charge of Discrimination at their regional U.S. Department of Education Office 
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for Civil Rights. For example, the Illinois and Wisconsin Regional Office is at 111 N. Canal 
Street, Chicago, IL 60606. A student or applicant may also file a Charge of Discrimination 
at their state Fair Employment Practices agency, such as the Department of Human Rights, 
100 W. Randolph Street, James R. Thompson Center, Suite 10-100, Chicago, IL 60601.
2 �If there is a real or perceived conflict of interest involving the actions of the designated University official or University office 

typically responsible for handling matters of concern for a student, employee or faculty member, an alternative University 
representative or University office can be contacted instead. Alternate representatives may include the Student Affairs Office, the 
university Ombudsperson, Provost’s Office, Department of Diversity, Access & Equity or Office of Human Resources. The alter-
nate University representative or office may then designate an impartial and appropriate University official to resolve the matter 
following applicable University policy.

Policy for Students Deployed Under Military Orders

Policy Regarding Tuition and “I” In-Progress Grades for Students Deployed 

Under Military Orders

	 1. �Tuition for all in-class (residence) courses will be locked in at the rate stu-
dents were receiving at the time of their deployment for a period of 3 years 
after their date of withdrawal. 

	 2. �Students who have “I” in-progress grades at the time of their deployment 
will have in-progress grades converted to “IE” which are in-progress extend-
ed grades. These “IE” grades denote “I” grades extended beyond the time 
normally allowed for completion. Grades of “IE” will not lapse to a failing 
grade. Current policy mandates that grades of “I” which are not removed at 
the conclusion of one calendar year beyond the day of the assigned “I” will 
automatically be lapsed into a “U” for undergraduate students and “N” for 
graduate students.

Procedures for Processing Withdrawal Requests for  

Students Deployed Under Military Orders

	 1. �Students will be required to submit a letter to the Office of Admissions and 
Records indicating their intent to withdraw from their program along with orders 
confirming deployment. This should be done prior to the time of deployment. 

	 2. �Once the letter of withdrawal and orders have been confirmed, the Office of 
Admissions and Records will drop the student from the program and remove 
them from the course in which they are presently registered and any future courses.

	 3. �Charges will be applied based on the semester or quarter hours the student 
has completed. Pro-rata will not be applied to the student account. Refunds, 
if applicable, will be issued by the Office of Financial Services for coursework 
not completed.

	 4. �Students who have received financial aid for the term in which they are with-
drawing will be eligible for aid in accordance with federal regulations at the 
time of their withdrawal. Financial aid received after the withdrawal date will 
be applied or refunded in accordance with federal law. Students will not be 
eligible for aid that has not been certified.

	 5. �Prior to deployment students are encouraged to meet with an academic 
advisor, and staff from the Registrar and Financial Services Offices to discuss 
their academic and financial standing.

Process for Reinstatement of Students Deployed Under Military

	 1. �Prior to reinstatement students will be required to meet with an academic 
advisor and staff from the Registrar and Financial Services Offices.
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	 2. �If degree programs change prior to the date students are reinstated, addition-
al coursework may be necessary to meet the new requirements of the degree 
program. If students were in programs that may no longer be offered by the 
university, degree-completion options and guidance on a case-by-case basis 
will be provided. Academic advisors will discuss any changes and options during 
the reinstatement process.

	 3. �Students who have “I” in-progress grades converted to “IE” which are in-progress 
extended grades will be required to complete all work and receive a grade 
prior to being reinstated into the program.

	 4. �Outstanding tuition must be paid in full before students can be reinstated 
into their program.

Policy on Student Right to Know and Campus Security Act

It is expected by the university that all information which is material to the admissions 
process be accurate and true to the best of the student’s or prospective student’s 
knowledge. Any individual found to have submitted fraudulent, incorrect, or misleading 
information is subject to denial of admission to, or dismissal from the university.

Overview

A federal law went into effect in 1990 entitled the Student Right to Know and Campus 
Security Act, Title II, Public Law 1012-542. Under the provisions of Title II of the act, 
known as the Campus Crime Awareness and Campus Security Act of 1990, colleges and 
universities are required to publish and distribute information on campus security poli-
cies and procedures and campus crime statistics. In complying with this federal require-
ment, National Louis University collects information regarding any criminal offenses that 
might have occurred at all University locations.

Results

National Louis University seeks to position its facilities in convenient, safe locations. This 
is a prime consideration as new space is either leased or purchased. 

In addition, policies are established and safety precautions are taken to ensure that the possibility 
of criminal offenses is diminished. For specific information contact the Office of Student Affairs. 

Safety and Security

Students are required to carry their ID card when present on one of the campuses or 
at a class function sponsored by the university, and must surrender it upon request by 
a University official. The card is not transferable and is the property of the university. 
Information and policies pertaining to parking; physical facilities; and property, per-
sonal, and physical safety are found in the section Student Information. Statements 
of policy concerning the possession, use, or selling of alcoholic beverages and illegal 
drugs are found in the Standards of Conduct and the Campus Policies sections of this 
catalog. The Policy on Inspection, Search and Seizure, reinforces the commitment of this 
institution in attending to the above policies. Disciplinary actions that National Louis 
University may impose for violations of University policies are found in Student Hearing 
and Appeal System. Policies pertaining to disruptive behavior are found in Policy on 
Disruptive Classroom Behavior.

Programs such as alcohol/drug awareness, presentations on safety precautions, campus 
safety policies, and crisis intervention procedures for non-counseling situations are of-
fered frequently. Consult with the Office of Student Affairs for further information.
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Incident Reporting

If ayone should know of or see a violation of University policy taking place, please report 
it to Campus Administration or the Office of Student Affairs immediately. Incident Re-
port forms are available from any Office of Student Affairs. Criminal offenses should be 
reported to the local police immediately, as well as to the Vice President for Operations.

Policy on Submission of Fraudulent, Incorrect, or  
Misleading Information Pertaining to Student Admission

It is expected by the university that all information which is material to the admissions 
process be accurate and true to the best of the student’s or prospective student’s 
knowledge. Any individual found to have submitted fraudulent, incorrect, or misleading 
information is subject to denial of admission to, or dismissal from the university.

If a university faculty or staff member discovers that this policy has been violated by an appli-
cant for admission, that applicant shall be denied admission by the Director of Admissions.

Any University faculty or staff member who discovers that this policy has been violated by a 
currently enrolled student shall bring the matter to the attention of the Senior Academic Of-
ficer. The student shall be presented with the evidence. In situations where the student pleads 
“not responsible,” the case is handled within the Student Hearing and Appeal System.

Policy on Substance Abuse
Drug-Free Schools and Communities Act of 1989

The Congress of the United States has established legislation that requires educational 
institutions to provide information to students and employees regarding illicit drugs 
and alcohol abuse. This legislation is commonly referred to as the Drug-Free Schools 
and Communities Act of 1989. Colleges and universities are asked to certify that they at-
tempt to prevent the unlawful possession, use, and/or distribution of drugs and alcohol 
by students and employees.

National Louis University is committed to maintaining a drug-free environment for 
students and employees. Policies pertaining to alcohol and substance abuse are found 
in the Student Information and Regulations section. Disciplinary sanctions that National 
Louis University may impose for violations of University policies are found under the 
Student Hearing and Appeal System section of this Student Guidebook.

The following material contains information about penalties that may be imposed by local, 
state or federal authorities and descriptions of health risks when various substances are used.

National Louis University is committed to maintaining a drug-free environment for stu-
dents and employees. Any students who would like to receive additional information or 
confidential assistance may contact the Office of Student Affairs.

Alcohol and Substance Abuse Policy Summary  
and Educational Guidelines

National Louis University forbids the unlawful use, possession, distribution, or sale of 
drugs or alcohol by a student or employee anywhere on University property. Students/
employees in violation of state, federal, or other local regulations with respect to illegal 
drugs or alcohol may be subject to both criminal prosecution and University disciplinary 
action. Policies in regard to student alcohol and substance abuse are in this catalog and 
discipline procedures are in accordance with the Student Hearing and Appeal System. 
Faculty and staff are subject to the policies of the Human Resource Department.
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Substance Alcohol

at .10 blood alcohol 
concentration and 
above

Cannabis

Marijuana, Hash/
Hash Oil, THC

Cocaine

includes crack 
cocaine

Effects of  

Occasional and 

Extended Use

• �impaired  
motor abilities

• �reduced judg-
ments

• sleepiness

• �increased sexual 
desire, but re-
duced ability to 
perform

• nausea, vomiting

• liver disorders

• alcoholic hepatitis

• alcoholic cirrhosis

• �cancer of 
the tongue, 
mouth, throat, 
liver, esophagus, 
breast

• �fetal alcohol 
syndrome (most 
common symp-
tom is mental 
retardation)

• �diminished  
short-term  
memory, mo-
tivation and 
cognition, 
coordination, 
concentration, 
oral communication, 
and reaction time

• �anxiety and panic 
reactions

• �carcinogenic  
elements in 
smoke

• �damaged lungs 
and respiratory 
system

likelihood of  
risk taking

• seizures

• sleeplessness

• paranoia

• �irregular 
 heartbeat

• �can cause sudden 
death by stroke or 
heart failure even 
in young users

• �cocaine psychosis 
(paranoia and  
hallucinations)

• �ulceration of  
mucous mem-
branes in the 
nose

• �sexual  
dysfunction

• �during pregnancy: 
severe physical 
and emotional 
problems in 
babies

Local  

Treatment

The National Institute on Drug Abuse Hotline 800.662.HELP 

(An information and referral line that directs callers to treatment 
centers in the local community).
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Depressants

Tranquilizers
Barbiturates
Methaqualone

Other  

Stimulants

(excluding cocaine)
Amphetamines
Methamphetamines

Psychedelics

LSD
Mescaline
Psilocybin
Phencyclidine
(PCP)
MDMA (Ecstasy)
MDA

Narcotics

Opium
Morphine
Codeine
Thebaine
Heroin
Methadone
Darvon
Demerol

• �dangerous effects 
when mixed with-
alcohol

• �calmness and 
relaxed muscles

• slurred speech

• staggering gait

• �loss of motor 
coordination

• �altered  
perceptions

• �respiratory  
depression, which 
can result in coma 
or death

• �disruption of  
normal sleep 
cycle

• �during pregnancy: 
birth defects, 
brain tumors in 
children

• �tolerance  
develops severe 
withdrawal  
symptoms

• �physical and 
psychological 
dependence

• �increased heart 
and respiratory 
rates

• elevated blood

• �decreased  
appetites

• headaches

• blurred vision

• dizziness

• sleeplessness

• anxiety

• �amphetamine 
psychosis (violent 
behavior,  
hallucinations,  
delusions,  
paranoia)

• �drug tolerance 
and dependency

• mood swings

• ulcers

• mental confusion

• �distorted sense of 
distance, space 
and time

• �blockage of pain 
sensation

• �nausea, vomiting 
and diarrhea

• �severe mood 
disorders: panic, 
depression,  
anxiety

• �greater suggest-
ibility and feelings 
of invulnerability

• �unpredictable 
reactions if drugs 
are “cut” with 
impurities

• �tolerance after 
3-4 daily doses 
(higher doses 
are required to 
produce same 
effects)

• �feelings of  
euphoria followed 
by drowsiness

• �nausea and  
vomiting

• �respiratory  
depression

• �central  
nervous system 
depression

• �use of unsterile 
needles  
promotes: AIDS, 
Hepatitis B,  
Endocarditis  
(infection in heart)

• �women  
dependent on 
opiates have  
multiple pregnancy 
complications: 
spontaneous 
abortions, still 
births, anemia 
and diabetes
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Criminal Sanctions

Federal Trafficking Penalties� As of November 18, 1988

 DRUG QUANTITY 1st OFFENSE  

PENALTY

2nd OffENSE  

PENALTY

Methamphet-

amine

0-99 gm or  
100-999 gm mixture

Not less than 5 years. 
Not more than 40 years.

Not less than 10 years. 
Not more than life.

100 gm or more  
or 1 kg or more  
mixture

Not less than 10 years. 
Not more than life.

Not less than 20 years. 
Not more than life.

Heroine 100-999 gm mixture Not less than 5 years. 
Not more than 40 years.

Not less than 10 years. 
Not more than life.

1 kg or more  
mixture

Not less than 10 years. 
Not more than life.

Not less than 20 years. 
Not more than life.

Cocaine 500-4,999 gm 
mixture

Not less than 5 years.
Not more than 40 years.

Not less than 10 years. 
Not more than life.

5 kg or more  
mixture

Not less than 10 years.
Not more than life.

Not less than 20 years. 
Not more than life.

Cocaine Base 5-49 gm mixture If death or serious injury, 
not less than 20 years. 
Not more than life.

If death or serious 
injury, not less than life.

50 mg or more 
mixture

If death or serious injury, 
not less than 20 years. 
Not more than life.

If death or serious 
injury, not less than life.

PCP 10-99 gm or 100-
999 gm mixture

If death or serious injury, 
not less than 20 years. 
Not more than life.

If death or serious 
injury, not less than life.

100 gm or more 
or 1 kg or more 
mixture

Fine of not more than 
$4 million individual, 
$10 million other than 
individual.

Fine of not more 
than $8 million indi-
vidual, $20 million 
other than individual.

LSD 1-10 gm mixture Fine of not more than 
$2 million individual, 
$5 million other than 
individual.

Fine of not more 
than $4 million indi-
vidual, $10 million 
other than individual.

10 gm or more 
mixture

Fine of not more than 
$4 million individual, 
$10 million other than 
individual.

Fine of not more 
than $8 million indi-
vidual, $20 million 
other than individual.
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 DRUG QUANTITY 1st OFFENSE  
PENALTY

2nd OffENSE  
PENALTY

Fentanyl 40-399 gm mixture Fine of not more than 
$2 million individual, 
$5 million other than 
individual.

Fine of not more 
than $4 million indi-
vidual, $10 million 
other than individual.

400 gm or more 
mixture

Fine of not more than 
$4 million individual, 
$10 million other than 
individual.

Fine of not more 
than $8 million indi-
vidual, $20 million 
other than individual.

Fentanyl 

Analogue

10-99 gm mixture Fine of not more than 
$2 million individual, 
$5 million other than 
individual.

Fine of not more 
than $4 million indi-
vidual, $10 million 
other than individual.

100 gm or more 
mixture

Fine of not more than 
$4 million individual, 
$10 million other than 
individual.

Fine of not more 
than $8 million indi-
vidual, $20 million 
other than individual.

OTHERS* Any Not more than 5 
years. Fine not more 
than $250,000 indi-
vidual, $1 million not 
individual.

Not more than 30 
years. If death or seri-
ous injury, life. Fine $2 
million individual, $10 
million not individual.

ALL Any Not more than 3 
years. Fine not more 
than $250,000 indi-
vidual, $1 million not 
individual.	

Not more than 10 
years. Fine not more 
than $500,000 indi-
vidual, $2 million not 
individual.

ALL Any Not more than 1 year. 
Fine not more than 
$100,000 individual, 
$250,000 not individual.

Not more than 6 
years. Fine not more 
than $200,000 indi-
vidual, $2 million not 
individual.

ALL Any Not more than 1 year. 
Fine not more than 
$100,000 individual, 
$250,000 not individual.

Not more than 6 
years. Fine not more 
than $200,000 indi-
vidual, $2 million not 
individual.

* �Does not include marijuana, hashish, or hash oil. (See separate chart.) Law as originally enacted states 100 gm. Congress re-
quested to make technical correction to 1 kg.
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Federal Trafficking Penalties—Marijuana

 DRUG QUANTITY 1st OFFENSE  
PENALTY

2nd OffENSE  
PENALTY

1,000 kg or more 
or 1,000 or more 
plants

Marijuana mixture 
containing detect-
able quantity*

Not less than 10 
years. Not more 
than life. If death or 
serious injury, not 
less than 20 years, 
not more than life. 
Fine not more than 
$4 million individu-
al, $10 million other 
than individual.

Not less than 20 
years, not more 
than life. If death or 
serious injury, not 
less than life. Fine 
not more than $8 
million individual, 
$20 million other 
than individual.

100-1,000 kg or 

100-999 plants

Marijuana mixture 
containing detect-
able quantity*

Not less than 5 
years, not more 
than 40 years. If 
death or serious 
injury, not less than 
20 years. Fine not 
more than $2 mil-
lion individual, $5 
million other than 
individual.

Not less than 10 
years, not more 
than life. If death or 
serious injury, not 
less than life. Fine 
not more than $4 
million individual, 
$10 million other 
than individual.

50-100 kg

10-100 kg

1-100 kg

50-99 plants

Marijuana

Hashish

Hashish Oil

Marijuana

Not more than 20 
years. If death or 
serious injury, not 
less than 20 years, 
not more than life. 
Fine not more than 
$1 million individu-
al, $5 million other 
than individual.

Not more than 30 
years. If death or 
serious injury, not 
less than life. Fine 
not more than $4 
million individual, 
$10 million other 
than individual.

Less than 50 kg

less than 10 kg

less than 1 kg

Marijuana

Hashish

Hashish Oil

Not more than 
5 years. Fine not 
more than $250,000 
individual, $1 
million other than 
individual.

Not more than 
10 years. Fine 
$500,000 individual, 
$2 million other 
than individual.

* Includes hashish and hashish oil. (Marijuana is a Schedule I Controlled Substance.) 
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Student Calendar
2011-2012
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Diversity and Inclusion Council Mission Statement

National Louis University strives to achieve a diverse and inclusive community where ev-
ery person is given the opportunity to be heard, respected, valued and welcomed. The 
university recognizes that diversity defines our individual and group lives. All members 
of the NLU community are expected to actively build a university environment enriched 
by contributions from diverse experiences, perspectives and backgrounds. Diversity, 
inclusion and social justice are key components of the university’s mission of Access, 
Innovation and Excellence. 

Recognizing that it is difficult to have an all-inclusive list, we acknowledge the impor-
tance of these and all other aspects of diversity: ability, age, economic status, educa-
tional level, gender, national origin, language, political affiliation, professional status, 
race/ethnicity, religion, sexual orientation.

With input from the Board of Trustees, senior administration, students, staff, faculty and 
alumni, the Council is proud to share the statement in an effort to detail the university’s 
commitment to diversity and inclusion.

The following Student Guidebook calendar represents NLU’s academic calendar. To 
learn more about any of the holidays, please visit www.holidays.net/dates2012.htm or 
www.infoplease.com/spot/holidays.html 
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August 2011� Week of August 29–September 4

29
Monday

30
Tuesday

31
Wednesday

1
Thursday

2
Friday

3
Saturday

4
Sunday
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September 2011� Week of September 5–11

5
Monday

6
Tuesday

7
Wednesday

8
Thursday

9
Friday

10
Saturday

11
Sunday

Labor Day holiday, University closed
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September 2011� Week of September 12–18

12
Monday

13
Tuesday

14
Wednesday

15
Thursday

16
Friday

17
Saturday

18
Sunday

Fall quarter classes begin

Last day to add/drop classes
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September 2011� Week of September 19–25

19
Monday

20
Tuesday

21
Wednesday

22
Thursday

23
Friday

24
Saturday

25
Sunday
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September 2011� Week of September 26–October 2

26
Monday

27
Tuesday

28
Wednesday

29
Thursday

30
Friday

1
Saturday

2
Sunday
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October 2011� Week of October 3–9

3
Monday

4
Tuesday

5
Wednesday

6
Thursday

7
Friday

8
Saturday

9
Sunday

Diploma application deadline
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October 2011� Week of October 10–16

10
Monday

11
Tuesday

12
Wednesday

13
Thursday

14
Friday

15
Saturday

16
Sunday First 5-week classes end
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October 2011� Week of October 17–23

17
Monday

18
Tuesday

19
Wednesday

20
Thursday

21
Friday

22
Saturday

23
Sunday First 6-week classes end
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October 2011� Week of October 24–30

24
Monday

25
Tuesday

26
Wednesday

27
Thursday

28
Friday

29
Saturday

30
Sunday

Winter registration begins
Fall quarter late start classes begin

Last day to drop classes for late start
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October 2011� Week of October 31–November 6

31
Monday

1
Tuesday

2
Wednesday

3
Thursday

4
Friday

5
Saturday

6
Sunday

Grades available first 5- and 6- week classes
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November 2011� Week of November 7–13

7
Monday

8
Tuesday

9
Wednesday

10
Thursday

11
Friday

12
Saturday

13
Sunday
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November 2011� Week of November 14–20

14
Monday

15
Tuesday

16
Wednesday

17
Thursday

18
Friday

19
Saturday

20
Sunday 10-week classes end
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November 2011� Week of November 21–27

21
Monday

22
Tuesday

23
Wednesday

24
Thursday

25
Friday

26
Saturday

27
Sunday

Thanksgiving break, University closed

Thanksgiving break, University closed

Fall recess, no classes

Fall recess, no classes

Fall recess, no classes
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November 2011� Week of November 28–December 4

28
Monday

29
Tuesday

30
Wednesday

1
Thursday

2
Friday

3
Saturday

4
Sunday Second 5 - and 11-week classes end
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December 2011� Week of December 5–11

5
Monday

6
Tuesday

7
Wednesday

8
Thursday

9
Friday

10
Saturday

11
Sunday Second 6- and 12-week classes end
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December 2011� Week of December 12–18

12
Monday

13
Tuesday

14
Wednesday

15
Thursday

16
Friday

17
Saturday

18
Sunday
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December 2011� Week of December 19–25

19
Monday

20
Tuesday

21
Wednesday

22
Thursday

23
Friday

24
Saturday

25
Sunday

Grades available second 5-, 6-, and 10-, 11-, 12-week classes

Holiday break, University closed
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December 2011� Week of December 26–January 1

26
Monday

27
Tuesday

28
Wednesday

29
Thursday

30
Friday

31
Saturday

1
Sunday

Holiday break, University closed

Holiday break, University closed

Holiday break, University closed

Holiday break, University closed

Holiday break, University closed

Fall diploma date New Year holiday, University closed
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January 2012� Week of January 2–8

2
Monday

3
Tuesday

4
Wednesday

5
Thursday

6
Friday

7
Saturday

8
Sunday

New Year holiday, University closed
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January 2012� Week of January 9–15

9
Monday

10
Tuesday

11
Wednesday

12
Thursday

13
Friday

14
Saturday

15
Sunday

Winter quarter classes begin

Diploma application deadline
Last day to add/drop classes
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January 2012� Week of January 16–22

16
Monday

17
Tuesday

18
Wednesday

19
Thursday

20
Friday

21
Saturday

22
Sunday

Martin Luther King holiday, University closed
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January 2012� Week of January 23–29

23
Monday

24
Tuesday

25
Wednesday

26
Thursday

27
Friday

28
Saturday

29
Sunday
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January 2012� Week of January 30–February 5

30
Monday

31
Tuesday

1
Wednesday

2
Thursday

3
Friday

4
Saturday

5
Sunday
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February 2012� Week of February 6–12

6
Monday

7
Tuesday

8
Wednesday

9
Thursday

10
Friday

11
Saturday

12
Sunday First 5-week classes end

Diploma application deadline
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February 2012� Week of February 13–19

13
Monday

14
Tuesday

15
Wednesday

16
Thursday

17
Friday

18
Saturday

19
Sunday First 6-week classes end
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February 2012� Week of February 20–26

20
Monday

21
Tuesday

22
Wednesday

23
Thursday

24
Friday

25
Saturday

26
Sunday

Winter quarter late start classes begin
Spring registration begins

Last day to drop classes for late start
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February 2012� Week of February 27–March 4

27
Monday

28
Tuesday

29
Wednesday

1
Thursday

2
Friday

3
Saturday

4
Sunday

Grades available first 5- and 6-week classes
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March 2012� Week of March 5–11

5
Monday

6
Tuesday

7
Wednesday

8
Thursday

9
Friday

10
Saturday

11
Sunday
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March 2012� Week of March 12–18

12
Monday

13
Tuesday

14
Wednesday

15
Thursday

16
Friday

17
Saturday

18
Sunday 10-week classes end
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March 2012� Week of March 19–25

19
Monday

20
Tuesday

21
Wednesday

22
Thursday

23
Friday

24
Saturday

25
Sunday Second 5- and 11-week classes end
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March 2012� Week of March 26–April 1

26
Monday

27
Tuesday

28
Wednesday

29
Thursday

30
Friday

31
Saturday

1
Sunday Second 6- and 12-week classes end



99

April 2012� Week of April 2–8

2
Monday

3
Tuesday

4
Wednesday

5
Thursday

6
Friday

7
Saturday

8
Sunday

Spring quarter classes begin

Last day to add/drop classes
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April 2012� Week of April 9–15

9
Monday

10
Tuesday

11
Wednesday

12
Thursday

13
Friday

14
Saturday

15
Sunday

Grades available second 5-, 6-, and 10-, 11-, 12-week classes

Winter diploma date
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April 2012� Week of April 16–22

16
Monday

17
Tuesday

18
Wednesday

19
Thursday

20
Friday

21
Saturday

22
Sunday
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April 2012� Week of April 23–29

23
Monday

24
Tuesday

25
Wednesday

26
Thursday

27
Friday

28
Saturday

29
Sunday

Summer diploma application deadline 
for commencement participation
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April 2012� Week of April 30–May 6

30
Monday

1
Tuesday

2
Wednesday

3
Thursday

4
Friday

5
Saturday

6
Sunday First 5-week classes end
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May 2012� Week of May 7–13

7
Monday

8
Tuesday

9
Wednesday

10
Thursday

11
Friday

12
Saturday

13
Sunday First 6-week classes end
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May 2012� Week of May 14–20

14
Monday

15
Tuesday

16
Wednesday

17
Thursday

18
Friday

19
Saturday

20
Sunday

Spring quarter late start classes begin

Last day to drop classes for late start
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May 2012� Week of May 21–27

21
Monday

22
Tuesday

23
Wednesday

24
Thursday

25
Friday

26
Saturday

27
Sunday

Grades available first 5- and 6- week classes
Summer & Fall registration begins
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May 2012� Week of May 28–June 3

28
Monday

29
Tuesday

30
Wednesday

31
Thursday

1
Friday

2
Saturday

3
Sunday

Memorial Day holiday, University closed

Wisconsin commencement ceremony
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June 2012� Week of June 4–10

4
Monday

5
Tuesday

6
Wednesday

7
Thursday

8
Friday

9
Saturday

10
Sunday 10-week classes end

Florida commencement ceremony
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June 2012� Week of June 11–17

11
Monday

12
Tuesday

13
Wednesday

14
Thursday

15
Friday

16
Saturday

17
Sunday Second 5- and 11-week classes end
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June 2012� Week of June 18–24

18
Monday

19
Tuesday

20
Wednesday

21
Thursday

22
Friday

23
Saturday

24
Sunday Second 6- and 12-week classes end

Chicago area  
commencement ceremony
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June 2012� Week of June 25–July 1 

25
Monday

26
Tuesday

27
Wednesday

28
Thursday

29
Friday

30
Saturday

1
Sunday

Last day to add/drop classes

Summer quarter classes begin
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July 2012� Week of July 2–8

2
Monday

3
Tuesday

4
Wednesday

5
Thursday

6
Friday

7
Saturday

8
Sunday

Grades available Second 5-, 6-, and 10-, 11-, 12- week classes

Independence Day observed, University closed
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July 2012� Week of July 9–15

9
Monday

10
Tuesday

11
Wednesday

12
Thursday

13
Friday

14
Saturday

15
Sunday Spring diploma date

Diploma application deadline
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July 2012� Week of July 16–22

16
Monday

17
Tuesday

18
Wednesday

19
Thursday

20
Friday

21
Saturday

22
Sunday



115

July 2012� Week of July 23–29

23
Monday

24
Tuesday

25
Wednesday

26
Thursday

27
Friday

28
Saturday

29
Sunday
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July 2012� Week of July 30–August 5

30
Monday

31
Tuesday

1
Wednesday

2
Thursday

3
Friday

4
Saturday

5
Sunday
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August 2012� Week of August 6–12

6
Monday

7
Tuesday

8
Wednesday

9
Thursday

10
Friday

11
Saturday

12
Sunday
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August 2012� Week of August 13–19

13
Monday

14
Tuesday

15
Wednesday

16
Thursday

17
Friday

18
Saturday

19
Sunday
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August 2012� Week of August 20–26

20
Monday

21
Tuesday

22
Wednesday

23
Thursday

24
Friday

25
Saturday

26
Sunday



120

August 2012� Week of August 27–September 2

27
Monday

28
Tuesday

29
Wednesday

30
Thursday

31
Friday

1
Saturday

2
Sunday

Summer 10-week classes  
end 8-week for 2011




