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Declaration of University Community Principles
http://www.missouristate.edu/declaration/ 
Preamble

Community, civility, and the search for knowledge and truth are the essence of university life. A community is a group of people who hold something fundamental in common. A university is a community whose common purpose is the creation, preservation and sharing of knowledge and understanding. The search for knowledge and truth requires a rational discourse. This, in turn, requires honesty and civility. Civility springs from the concept of respecting the rights of individuals; the community helps to protect the rights of the individual. Thus, the three are connected as the community promotes the civility necessary to engage in the pursuit of truth. 

The primary participants of this community are administrators, students, faculty, and staff, who themselves come from a variety of external communities. Before becoming a part of the community of scholars that is Missouri State University, whether as a member of the student body, faculty, administration, or staff, one should understand the full nature of that choice. The community derives its strength from each individual. Each individual derives strength from his/her association with the community. The individual must sustain the community in order for the community to protect and sustain the individual. In order for this interaction to take place, the principles stated in this document must be the foundation for the community of scholars. Behaving civilly implies acting in a manner consistent with these principles, and encouraging these behaviors in others. Adherence to the principles is voluntary and cannot be compelled. Choosing to accept the direction of the principles strengthens both the individual and the community, but only when the choice is not forced. Discovering the natural benefit of these principles is a virtue. These principles are of little use in themselves; they must be practiced.

Principles

The community of scholars that is Missouri State University is committed to developing educated persons. It is believed that educated persons will accept responsibility to act in accordance with the following principles:

· Practicing personal and academic integrity.

· Being a full participant in the educational process, and respecting 
the right of all to contribute to the "Marketplace of Ideas." 

· Treating all persons with civility, while understanding that 
tolerating an idea is not the same as supporting it.

· Being a steward of the shared resources of the community of scholars.

Choosing to accept these principles suggests that each participant of the community refrains from and discourages behavior that threatens the freedom and respect each member deserves.


Missouri State University’s Mission—Public Affairs
http://publicaffairs.missouristate.edu 
 
Missouri State University’s public affairs mission guides the University as it develops its students into citizens aware of public issues. It allows committed students to contribute their knowledge and resources to improving the world around them. The public affairs mission includes three aspects: community engagement, cultural competency, and ethical leadership.  

Community Engagement
More than ever, citizens are asked to form connections with the communities around them and actively contribute to their growth and progress.  Everyone can invest his/her time, energy, talents, and knowledge to help better their communities; examples include rallying people around a worthy cause, raising funds for life-saving research, or organizing volunteer efforts for an election campaign.  

Missouri State will help students foster those skills and talents (such as communication skills, consensus building, and the ability to collaborate with others) that can create positive change.  Activities such as Citizenship and Service-Learning courses, student organization projects, and volunteer work will provide students with real-world opportunities to both strengthen these skills and benefit the community immediately.

The personal benefits of being engaged in ones community are clear; employers look for potential employees who are interested in building relationships with others and who give their time and talent beyond bare minimum requirements.  Even more important, one will find deep satisfaction in being part of something that is bigger than yourself.  

Cultural Competence
Our world is increasingly connected, interdependent, and complex.  In this global community, successful students and graduates must be able to effectively communicate, collaborate, and use critical thinking skills to solve problems and build consensus.

The cultural-competencies component of the public affairs mission supports, encourages, and challenges students to better understand and relate to different cultures, as well as develop relationships outside ones specific culture in order to gain an enhanced understanding and appreciation of the different points of view that may be represented by other cultures and perspectives.

Missouri State students will have opportunities to connect with communities, populations, and individuals different from themselves; numerous campus events, classroom activities, study- away programs, exchange programs, and cultural awareness endeavors help broaden our students’ perspectives. Through the public affairs orientation, students become more culturally competent by improving intellectually, socially, and educationally. 
Additionally, students are also better equipped with the necessary skills required to effectively, yet sensitively, compete and relate as productive global citizens in an increasingly complex and diverse society.


Ethical Leadership
Ethical leadership is an essential component of Missouri State’s public affairs mission.  Students and graduates will find both leadership skills and strength of moral character necessary as they help their communities grow in a socially responsible manner and inspire others to contribute their time and talents for the greater good.

While most think leadership is a position that only a few can hold, Missouri State believes that leadership is an action that everyone can be a part of.  By making the decision and effort to use the influence they have to impact their communities in a positive way, students will become ethical leaders regardless of their titles or status.  Specific academic classes, participation in student organizations, and experiences with faculty and peers here at Missouri State will help students cultivate those ethical leadership skills and prepare them to use their influences more effectively.  

Employers are drawn to student leaders who take on responsibility, inspire and motivate others, make ethical decisions, and create innovative solutions to problems.  By developing their own leadership skills, students also gain a sense of moral integrity and self-confidence that they find personally fulfilling.  All students at Missouri State University are challenged to accept the responsibility of becoming leaders who model honesty and ethical behavior as they work to make a difference in their communities.


Important Campus Resources
http://www.news.missouristate.edu/campus.htm 

Resource				 	Location				Phone___
Academic Advisement Center		University Hall 109			836-5258
Admissions					Carrington Hall 204			836-5517
Bursar						Carrington Hall 102			836-5128
Career Center					Carrington Hall 309			836-5636
Citizenship & Service Learning (CASL)	Plaster Student Union	209		836-5774
Computer Services and Help Desk		Cheek Hall 150			836-5891
Copy This					Plaster Student Union 210		836-5808
Counseling & Testing Center			Carrington Hall 311			836-5116
Dean of Students 				Plaster Student Union 405		836-5527
Disability Services				Plaster Student Union 405		836-4192
Equity & Diversity				Park Central Office Bldg 111		836-4252
Extended Campus:  Adult/Commuter 	Carrington Hall 314 			836-4126
                                Student Services		
Extended Campus:  Evening College		Carrington Hall 314			 836-4126
Extended Campus:  Intersession and
		         Special Credit		Carrington Hall 314			836-4126	
Financial Aid					Carrington Hall 101			836-5262
Financial Services				Carrington Hall 113			836-5632
Greek Life					Plaster Student Union 101		836-4386
International Programs & Affairs		Jim D. Morris Center			836-6368
International Student Services		Jim D. Morris Center			836-6618
Judicial Programs				Plaster Student Union 405		836-6937
Multicultural Student Services		Plaster Student Union 141		836-6618
Parking Administration			700 E. Elm				836-4825
Police, Campus Sub-Station			636 E. Elm				836-5509
Postal Services				Plaster Student Union 210		836-5342
Recreation & Intramurals			Plaster Student Union 131		836-5334
Registrar, Office of				Carrington Hall 320			836-5519
Residence Life & Services			Hammons House 104			836-5536
Safety & Transportation			636 E. Elm				836-5509
Student Activities Office			Plaster Student Union 101		836-4386
Student Employment Services		Blair-Shannon Hall 113		836-5627
Student Government Association		Plaster Student Union 123		836-5500
Veterans Services				Carrington Hall 320			836-4615
Writing Center				Library, Circulation, Bear CLAW	836-6398
Zip Card Office				Plaster Student Union 128		836-8409



Opening of School Information 
Frequently Asked Questions During the First Week of Classes

REGISTRATION

Welcome to Banner!

The Banner system is a brand new way of registering at MSU. To learn more about it, click the following link. 
http://www.missouristate.edu/banner/

GENERAL CLASS INFORMATION FOR WEEK 1

1.   If I quit attending class, will my instructor automatically drop me? 
· Not necessarily. It is at the instructor's discretion.  To ensure that you are dropped from the course, you must submit the proper request (see below).
· If you are dropping all of your classes, you are withdrawing from the University for that semester and must submit written request to the Office of the Registrar in Carrington Hall 320.  You may submit the request in person, by mail, or by fax (417-836-8776).
· If you are dropping a particular class (but not all), you must follow the Change of Schedule procedure to drop the course(s).

2.   What should I do if an instructor takes roll and doesn’t read my name? 
· Ask the instructor if he or she overlooked your name.
· Check your class schedule on the Web (through Banner) to verify section and room number.
· Go to the Office of the Registrar in Carrington Hall 320, and verify enrollment.

3.  If I develop a conflict with my schedule or instructor, what should I do? 
· You may change sections or drop/add courses during the first week of the semester with no penalty of fees or grades.
· After the first week, such changes may require department approval and additional fees may be assessed.
· See “Change of Schedule” or “Semester Class Schedule” in the course catalog, or on the Web for additional information. http://studentaffairs.missouristate.edu/59632.htm 

4.  How do I contact an instructor?
· Use e-mail: my.missouristate.edu  select “e-mail” in the top right.  If you know the instructor’s name, you can look up the e-mail address on the Faculty and Staff page of the Missouri State University website, or you can look your professor up by name using the search feature or your e-mail.
· Check your syllabus for contact information. Remember to be professional and respectful in your e-mail correspondence.
· Visit during office hours. These are times when instructors are available to talk with students outside of class.
PAYING FOR CLASS AND OTHER FEES

1. 	I dropped classes, so why do I still owe money? 
· Fee adjustments (refunds/credits) are based on the date a student makes a written request in relation to the length of the course.  
· Courses dropped after the 100% refund deadline will result in all—or a portion of—fees paid to be retained, or fees due to still be valid and collectable (see Refund Schedule in the catalog or on the Web). http://ce.missouristate.edu/admission/refund.htm 
· Students may also be required to return all—or a portion of—financial aid payments made on their behalf.  Contact Financial Services in Carrington 113 for further information.

2. Where do I pay my fees? 
· Bursar’s Office: Carrington Hall 102, 8:30 A.M.–4:30 P.M. Monday-Friday (acceptable forms of payment include cash, check, or credit card for in-person transactions; if mailing, use a check; if phoning, use a credit card).
· Drop-box outside of Bursar's Office: after hour use only (checks only).
· Bursar’s Express Office: Zip Card Office, PSU 128, 9:00 A.M.–4:00 P.M. Monday-Friday (accepts in-person cash, check, and credit card payments)
· My.MissouriState.edu Web site: Profile Tab–Account Balance and Payments–Make Payment 
3. When are my fees due? 
· Fee due dates are dependent upon the date you initially registered and the types of fees to be paid.
· Deferred payment plan is available to some students.  See Web site for details: http://www.missouristate.edu/financialservices/deferredpaymentplan.htm 


FINANCIAL AID AND WORK STUDY

1. When and where do I pick up my financial aid? 
· Students with direct deposit could receive the proceeds two or three days before the start of the semester. Those not authorizing direct deposit will be mailed a check during the third week of the semester.

2. I need to get my financial aid and it isn’t ready yet. What do I do? 
· Check with the Financial Aid Office in Carrington Hall 101, or phone 800-283-4243 or 417-836-5262.
· This situation usually occurs if the financial aid application is filed after April 1st, if required forms are not turned in, or if enrollment status precludes disbursement.

3. What will happen to my financial aid if I drop a class? 
· Dropping courses and withdrawals may affect your current and your future financial aid. Requirements vary, so you should check with the Financial Aid Office to determine the impact on your financial aid. http://www.missouristate.edu/FinancialAid/ 

4. Where do I apply for student employment or work study placement? 
· Student Employment Office:  Blair-Shannon 113
· Web site: http://www.missouristate.edu/StudentEmp 

5. When can I start working and when do I get paid? 
· Students who have never worked at Missouri State may begin working after being placed on the payroll system and notified by e-mail.
· Students not previously enrolled at Missouri State can begin working on the first day of class.
· Continuing students can work between semesters if they are pre-enrolled for the upcoming semester.
· Paychecks are direct deposited monthly; see schedule published by the Payroll Office at http://www.missouristate.edu/studentemp/paysched.html. 
· Earnings statements are located under the Profile tab of the My.Missouristate.edu web site under Employment Details.  Click on Pay Stubs to view past earning statements. 
· International students can see information at international.missouristate.edu or http://international.missouristate.edu/students/11565.htm. 


CHOOSING A MAJOR, GETTING AN ADVISOR, FINDING A TUTOR

1. How can I get help choosing a major? 
· Academic Advisement Center: University Hall 109
· Career Center: Carrington Hall 309 & Glass Hall 103 http://www.missouristate.edu/advising 

2. Where do I declare or change my major? 
· Academic Advisement Center: University Hall 109
· Honors College (honors students only): University Hall 212
· College of Business (Business majors only, changes within College of Business Administration only): Glass Hall 106

3. Who is my advisor? 
· My.Missouristate.edu Web site: Academics tab– Academic Profile –Advisors.
· Academic Advisement Center: University Hall 109 – for students who need to have an advisor assigned.
· If you have already declared a major, contact the department of your major to be assigned an advisor.

4. Where do I get a free tutor? 
· Volunteer Tutor Program:  Free tutoring is available to students who complete a request form. They are then matched with a tutor in the requested academic subject.
· Math tutoring and assistance is provided by the Math department. See the department Web site for more details.
· The Writing Center (Bear CLAW, in Library) is available to students for help with creating and editing papers.  For more information visit the Web site: http://www.writingcenter.missouristate.edu   
· If eligible for the TRIO program, free tutoring is available. 
http://trio.missouristate.edu  


GETTING AROUND CAMPUS

1. Where do I get a parking permit and register my car? 
· Transit Operations Center: 700 E. Elm, 417-836-4825
http://search.missouristate.edu/map/BldgTemplate.asp?b=66 

2. Where do I park? I’ve purchased a commuter tag and there are no empty parking spaces. 
If you plan to park on University property, you will need to have a permit that is color coded.  Each color designates what parking lots you may park in. For information about appropriate parking, refer to http://www.missouristate.edu/map/othermaps/parking.asp. 
· Parking is a particular concern during the first two weeks of classes.  Usually, parking becomes a lesser issue once schedules are more routine.  In the meantime, arrive early and use one of the parking garages. (BearPark north or south)

3. Where do I pay for a parking ticket? 
· Bursar’s Office: Carrington Hall 102
· My.Missouristate.edu Web site: Profile– Other Information- Parking Tickets. 

4. Where do I appeal a parking ticket?
If you want to appeal a ticket, you should appeal to the Parking Appeals Administrator within 15 calendar days of the ticket date. Appeal forms must be completed and all supporting documentation (if any) attached. If you file an appeal, you must indicate on the Parking Ticket Appeal form your preference for receiving notice of the Administrator's decision; several notification methods are available.  

If the Parking Appeals Administrator denies your appeal, that decision will be final unless you appeal the decision to the Parking Appeals Committee within 15 calendar days.  Day one of the 15-calendar-day period will be the day following the date of the decision. For questions concerning appeal status, call 836-6063.
· Parking Appeals Office:  Transit Operations Center (700 E. Elm St.)
· Web site: http://www.missouristate.edu/safetran/transit/Appeal.htm 

5. Is it true that parking tickets are not written during the first week of class? 
· During the first week of classes, students who are legally parked in commuter (yellow) and residence hall (red and green) lots, but do not have a parking permit, will not be ticketed. After the first week of classes, students must have a parking permit.









GETTING AROUND CAMPUS CONT’D

6. Is there any other way of getting around campus besides driving 
· Ride a Bike 

Bicycle Registration 
All bicycles should be registered with the Department of Safety and Transportation at the Substation, located at 636. E. Elm Street.  This free service is provided daily, Monday through Friday.  Registration and marking your bicycle with unique identifying information (e.g. serial number) will assist the university and law enforcement agencies in recovery of your bicycle if it is stolen.  Engravers may be checked out from Safety and Transportation at the Substation. 
http://www.missouristate.edu/safetran/7253.htm 

Bicycle Paths 
For the safety of the University community, safe bicycle paths have been constructed throughout campus.  The bikeways are identified by red-colored concrete and brick outlines, and are marked with a bicycle symbol.  Riding bicycles is restricted to the designated bikeways on campus.  

These routes parallel the gray pedestrian walkways.  Other routes are painted white on the street surface and signed with the international bike route symbol. Riders must dismount and walk their bikes on gray pedestrian walkways and give pedestrians the right of way at designated crossings.

Bicycle Parking 
Bicycle parking is located throughout the campus along the bicycle paths. You may lock your bicycle only to authorized bicycle racks.  When locking your bicycle you should secure the frame to the rack. Students living in residence halls may secure bicycles in their room.

Bicycles are not allowed inside any University academic building. Locking your bicycle to trees, handrails, signposts, access ramps or other such objects, is not permitted.  Bicycles improperly parked may be impounded by cutting and removing locking devices, if necessary. 

Abandoned Bicycles 
Bicycles are considered to be abandoned if not moved for 30 days and will be removed by cutting the locking devices, if necessary, and impounded. There is a $25.00 fee for releasing a bicycle that has been impounded. Confiscated bicycles not claimed within 60 days will be disposed of. 

Contact Susie Wecker, Bicycle Coordinator, at (417) 836-5500 with any questions or concerns.  

· Bear Line Shuttles

The Bear Line shuttles are free buses that travel across campus and downtown. They make stops every 5-8 minutes. The shuttles are color coded to indicate which route they drive. If you are not sure which shuttle you should ride, ask the driver before boarding—the drivers are always helpful. 

GETTING AROUND CAMPUS CONT’D
All routes, except for the maroon route, run between 7 A.M. and 6 P.M.  The maroon route runs between 6 P.M. and 2 A.M.  If you have any questions regarding the shuttle system, call (417) 836-5509.  

	Gold Route 
	Orange Route 
	Red Route 
	Blue Route 
	Purple Route 
	Green Route 
	Maroon Route 

	Alumni Center 
	Plaster Student Union 
	Art Annex 
	Kentwood Hall 
	Residential area between Cherry and Elm 
	 Travels straight from Bear Park North to Plaster Student Union and back 
	All areas of campus from 6:00 P.M .until 2:00 A.M .

	Morris Center 
	Residential area between Kimbrough and South 
	Carrington 
	Plaster Student Union 
	Scholars House & Sunvilla 
	
	

	Park Central 
	Meyer Library 
	Bear Park South 
	Sunvilla 
	Hammons Hall Performing Arts 
	
	














· City Bus

Operating Hours
Daily Route:  Monday- Saturday: 6 A.M. - 6 P.M.
Modified Route: 
Nights: 6 P.M. - 11 P.M.
Sundays: 7 A.M. - 11 P.M.
Major Holidays: 8 A.M. - 6 P.M.

Pricing
Adult $1.00 
Youth (5-18) $0.75 
Elderly (65+), Disabled, or Medicare Card Holder $0.50 
Paratransit $2.00 
Daily pass (unlimited use) $3.00 
Children (under 5) Free

Bus passes may be purchased at the following locations:
· MSU Bursar's Office (semester passes only) 
· City Utilities Main Office: 301 E. Central 
· Transit Services: 1505 N. Boonville 
· Ozarks Technical Community College (semester & adult passes) 
Routes and Bus Schedules

Please go to http://www.cityutilities.net/transit/main.htm to find more information regarding specific routes per day.  

COMPUTING, E-MAIL, ZIP CARDS, PIN NUMBERS, AND CHANGE OF ADDRESS

1. Where do I get an e-mail address? 
· My.Missouristate.edu Web site log-in screen: “Get An Account” and follow the steps listed to obtain an account.  You will need your M-Number
· in-person (NOTE: students must present their Zip Cards to obtain an e-mail account)
· Cheek computer lab: Cheek Hall 150
· Glass computer lab: Glass Hall 229
· Strong computer lab: Strong Hall 107
· If you forget your e-mail password go to My.Missouristate.edu Web Site log in screen and select “I can’t remember my password” follow the steps listed to change your password.

2. Where do I get dial-up access? 
· To configure your computer to dial up to Missouri State, bring your Zip Card to Cheek Hall 150, Glass Hall 229, or Strong Hall 107, and check out a Computer Resource CD from a lab assistant. Then follow the instructions provided on the CD.
· For more info, go to http://helpdesk.missouristate.edu/ 

3. Where do I get my student ID (Zip Card)? 
· Zip Card Office:  Plaster Student Union 128 (photo ID required)
· Original Zip Card is free; replacements for lost or stolen Zip Cards are $10.
http://www.missouristate.edu/zip/ 

4. Where do I change my local or permanent address?
· Office of the Registrar: Carrington Hall 320
· Critical mailings are most often sent to the permanent address.
· NOTE: Student employees must also complete a W-4 form in the Payroll Office (Carrington Hall 119) or Student Employment Services (Blair-Shannon 113). More information can be found at http://www.missouristate.edu/registrar/ 


FOOD, RESIDENCE HALLS, AND THE BOOKSTORE

1. Where do I buy a meal plan? 
· Students living in the residence halls and apartments may purchase or change a meal plan by contacting either Residence Life and Services (Hammons House 104) or Dining Services (Plaster Student Union 213).

2. What should I do if I’m not getting along with my roommate? 
· If you are having problems with any aspect of residence hall living, you are encouraged to contact your resident assistant or hall director for help.
· Residence Life & Services: Hammons House 104 (east of main entrance)

3. I don’t like my residence hall. Where do I go to switch residence halls?
· Students commonly request to switch rooms/halls for various reasons. Professional staff will advise students on their given situation.
· Residence Life & Services: Hammons House 104 (east of main entrance)

4. Can I find all the books, supplies, and other essentials that I need at the University Bookstore? 
· The Bookstore carries every single textbook required for Missouri State courses (the deferred payment plan is accepted at the Bookstore).
· Academic discounts on hardware and software are available.
http://www.missouristatebookstore.com 


HEALTH ISSUES AND COUNSELING

1. Where do I go if I’m sick? 
· Taylor Health & Wellness Center. Clinic hours are Monday through Friday 8 A.M.– 6 P.M. Morris Hall, 417-836-4000

2. Do I need to pay?
· All students currently enrolled at Missouri State University who have prepaid their student health fee, their spouses, and household members are eligible for care.
· If you are a full-time student, there is no fee for a basic office visit. The health fee you pay is determined by the number of credit hours in which you are enrolled.
· Fees for other treatment may be deferred, if necessary, or may be covered by your parents’ or guardians’ insurance.
· NOTE: Some insurance plans specify coverage only for full-time students, and define “full-time” as a certain number of credit hours.  Dropping below this number may cause you to lose coverage.  Check with your insurer about your plan.

3. Where can I get information about health insurance for students? 
· Taylor Health and Wellness Center: Morris Hall, 417-836-4000
· Missouri State Web site: http://health.missouristate.edu/

4. Where do I go to get verification that I’m a full-time student (12+ hours)? 
· Missouri State Web site:  Enrollment Verification http://www.missouristate.edu/registrar 
· Office of the Registrar: Carrington Hall 320 

5. Where do I go to request accommodations for a disability? 
· Disability Services: Plaster Student Union 405 
· Phone: 417-836-4192
· E-mail: DisabilityServices@missouristate.edu

6. Where do I go if I don’t quite fit in here and/or have deeper issues and need to talk to someone?
· Counseling and Testing Center: Carrington Hall 311
· Phone: 417-836-4192


STUDENT ORGANIZATIONS, FRATERNITIES, AND SORORITIES

1. How do I find out about getting involved in a student organization? 
· Student Activities Office: PSU 101 
· Student involvement: Student Government Association (SGA), residence hall activities, campus ministries, departmental organizations, intramural sports, etc.
· Listing of student organizations can be found at: 
· http://studentorganizations.missouristate.edu
· Missouri State Course Catalog

2. How do I join a fraternity or sorority? 
· Formal recruitment is within the first month of fall semester classes.
· PHA sororities & IFC fraternities: 2nd weekend after classes begin.
· NPHC sororities & fraternities: informational meetings throughout year.
· Local sororities: informational meetings throughout year.
· For questions, contact the Office of Student Activities in PSU 101, or access the Greek life Web site at: http://www.missouristate.edu/studentengagement/greeklife.htm 

3.	What is there to do in Springfield? 
· Springfield is a great place to be a college student. For more information, see “About Missouri State - Great Place” at http://www.missouristate.edu/about/ 



Communicating with your Professor

What is the Best Way to Contact and Interact with my Professors?
Your professors want you to succeed and are committed to providing you with accurate and timely information. Although your professors can seem very busy at times, there are appropriate and effective ways to contact them to ask questions and to make them aware of issues. The following are a few guidelines that will make your communications with professors more effective:

Read the Syllabus Carefully before Contacting a Professor
Read the entire syllabus before contacting a professor with a question that may answered by that document. Often professors will specify on the syllabus how they prefer to be contacted, whether through face-to-face contact in class, during office hours visits, or via e-mail or telephone. If the professor doesn’t specify a preference but includes his or her e-mail on the syllabus, it’s probably okay to send an e-mail.

Interacting with your Professor in the Classroom
Often professors will spend a few minutes at the beginning or the end of classes to take questions from students. Take advantage of these opportunities to ask general questions that may be relevant to other students as well. Also, many questions and issues can be dealt with in person immediately before or after class, eliminating the need for professors to respond to e-mails or voicemails. However, avoid approaching your professors before or after class if it is clear that they are busy getting materials ready for class or in a hurry to get to another commitment. 

Visiting your Professor during Office Hours
Note the professor’s office hours, which should be clearly stated on the syllabus. Professors are required to post and keep office hours so that students can access them for help. It’s always a good idea to request an appointment either before or after class or via e-mail, but respect the professor’s established office hours. Preparation is vital to having an effective meeting with your professor. 

E-mailing your Professor
Only send an e-mail to professors from your Missouri State University Bearmail account. These accounts are required of all students, even those enrolled in evening and other extension courses. Include your class, section number, and a concise statement of the topic of the e-mail in the subject line (for example, “SPN 101.002 – question about Tuesday’s quiz”). 

Always show respect when addressing your professor at the beginning of the e-mail. Use an appropriate and accurate title, such as “Professor Smith” or “Dr. Logan.” Never begin an e-mail with overly informal phrases such as “Hey, Larry” or “Yo, Anderson!” When stating the question or issue, be courteous and come right to the point. Professors do not have time to read lengthy e-mails, and they appreciate a more direct approach. Avoid giving your professor deadlines for responding (“I need this answer by tomorrow morning!”). Professors do their best to respond to all e-mails they receive from students, colleagues, and administrators, but don’t be surprised if you don’t get an immediate response.

COMMUNICATING WITH YOUR PROFESSOR CONT’D

Calling Professors on the Phone
Avoid calling professors on the phone, unless they have indicated that they prefer this method of contact over e-mails or office visits. Never call a professor’s home or cell phone, unless you have permission to do so. If a professor does not answer the phone, leave a brief voicemail stating the issue and providing ways for the professor to reach you if necessary (phone number, e-mail, etc.). 

“Facebooking” your Professor
Professors are people, too, and many maintain Facebook profiles to interact with family, friends, and – yes – students. Many professors add students as contacts on social networking sites. However, unless instructed otherwise, avoid discussing class-related issues on theses sites. 



The Writing Center: Empowering Success through Improved Writing Skills
The Writing Center is a welcoming place for students to gain advice on any writing assignment regardless of the course or topic. Undergraduate and graduate students, staff, and faculty use this free academic support service to workshop papers for their academic courses, creative writing, speeches, presentations, course syllabi, and articles intended for publication. Whether you are just beginning an assignment or are in the final stages of a project, we can help.
Tutors for the Writing Center are hired from a variety of academic disciplines and must have at least 60 hours with a strong G.P.A., submit exemplary writing samples, and provide at least three academic references. They participate in ongoing training in writing-center theory and practice, composition, and academic-citation methodologies. In addition to providing personalized assistance to writers, the tutors offer various customized workshops on writing for university classes, departments, and organizations.

During a session, the tutor, using a facilitative approach, focuses on the academic quality of the paper, aiding the writer in achieving college-level technique. Instead of merely proofreading, the tutor enhances the author’s work by asking questions, making suggestions, and guiding the author to a greater understanding of the paper at hand and of writing in general. Tutors can aid in every part of the writing process, including brainstorming, researching, drafting, revising, and organizing a paper. Tutors also assist writers with grammar, punctuation, and the citation methods of the Modern Language Association (MLA), the American Psychological Association (APA), the American Medical Association (AMA), and the Associated Press (AP), among others.
  
The Writing Center asks students to bring in a project well before it is due and, if possible, to bring the class assignment sheet to the appointment, making it easier for the tutor to interpret the particular demands of the paper. Every paper is different, and a writer’s needs differ from paper to paper. The focus of the session is to empower the author in becoming a better writer; thus, the tutor offers advice on critical thinking and the writing process. It is the Writing Center’s philosophy that improved writing skills lead to educational and professional success in college and beyond. 
  
Located in the library at the Bear CLAW, the hours of the Writing Center vary. See the Web site listed below for specific information. Advance appointments, which are recommended, guarantee up to a 45-minute session. The Writing Center opens during the second week of classes and closes on the last Thursday of classes before finals week and is closed whenever the university is closed.

For more information or to schedule an appointment, please call The Writing Center at (417) 836-6398 or visit their website at http://writingcenter.missouristate.edu.

To schedule a presentation for your class, department, or organization, please contact the director, Michael Frizell, at (417) 836-5006 or MichaelFrizell@MissouriState.edu 

Meyer Library
As you begin your studies, get to know the library with all its resources and staff.  This welcome page highlights features of the library and its website that are of most use to students.  

The primary goal of the library staff is to provide the best possible service to the students of Missouri State.  We strongly encourage you to ask for assistance or information from any library employee.  

The Missouri State Library system is comprised of Duane G. Meyer Library, the Music Library, the Haseltine Library at Greenwood Laboratory School, the Paul G. Evans and Barbe Libraries on the Mountain Grove Campus, the Garnett Library on the West Plains Campus, and the Dalian Library in China.  The Meyer Library is the main library on the Missouri State University Springfield campus.

More than just a place that holds books, Meyer Library is also a good place to research and write a paper, check out DVDs, or attend workshops.  There are over 30 research computers on the first level and over 60 computers on the second-floor computer lab. The Meyer Library also offers copy services, free printing from computers, group study rooms, and several wireless hot spots.  The lobby area is another popular place for studying or meeting with groups.  There are tables and chairs, couches, and vending machines.  Kaldi’s coffee is also conveniently located in the lobby.

The size of the library can be a little intimidating, but floor maps and any assistance you may need is located at the Reference Desk (on the left hand side of the ramp as you enter).
Check the library website for complete hours, but generally the library is open Monday through Thursday 7 A.M.-Midnight, Friday 7 A.M.- 6 P.M., Saturday 9 A.M.- 6 P.M., and Sunday Noon-Midnight.
If you cannot make it physically to the library, many resources are available online through our website (www.library.missouristate.edu)  

Finding Books
SWAN―SWAN is the online catalog used to find books, government documents, maps, media, and other materials located in the library.
 http://library.missouristate.edu 

MOBIUS―MOBIUS is a statewide consortium of mostly college and university libraries. 
Search the MOBIUS catalog to borrow books from other consortium members and request books for delivery to MSU’s libraries.  http://mobius.missouri.edu/search/.  


Finding Journal, Magazine, and Newspaper Articles
Indexes and Databases―MSU Libraries subscribe to over 110 online indexes and databases. These resources provide a convenient way to search for journal, magazine, and newspaper articles to aid your research.  For the title/subject list of indexes and databases see: http://library.missouristate.edu/databases/index.htm    
Journal & Magazine Titles- TDNet Journal Finder ―TDNet is a clearinghouse of all of the libraries’ journal subscriptions.  Use TDNet to check if journals and appropriate publication years are available electronically or in print. http://www11.tdnet.com/frames.asp
Research Guides
Pathfinders―Pathfinders are subject research guides that identify basic resources the library has available for a subject or discipline. They list relevant periodical indexes for finding articles, as well as journals, government documents, Web sites, associations, and relevant reference material.  http://library.missouristate.edu/reference/subjectguides/csc.htm 
Searchpath―Tutorial designed to teach the skills needed to find and evaluate information in the library and on the World Wide Web.  http://library.missouristate.edu/tutorial/index.html
Service Areas
Copy Services―Many copying services (enlarging, transparencies, faxing, etc.) are available in the library’s Microforms Department on the lower level. Microforms phone: (417) 836-5105.
Reference―For help with research or using library resources stop at the Reference desk or click on: http://library.missouristate.edu/meyer/reference/  Reference desk phone: (417) 836-4535.     
Other Reference Services
Ask a Librarian―For answers to either quick or more in-depth questions use one of these services:
 Email―If you need an answer to a quick question, try the email reference service.  http://library.missouristate.edu/forms/reference/ask.htm 
Research Consultations― For in-depth help with your research schedule one-on-one time with a reference librarian. 
http://library.missouristate.edu/forms/reference/consultations.htm 

Library Tours―At the beginning of each semester, the library offers a series of tours on a walk-in basis. http://library.missouristate.edu/services/tours.htm 
Circulation―Your university ID card (ZIP Card) serves as your library card needed to check out materials.  Check out books and pick up MOBIUS requests at the Circulation desk. The Circulation Department also handles course reserves, book returns, over dues, and renewals. Circulation Department phone: (417) 836-4700.


LIBRARY CONT’D
Renew books online―Check when your books are due and renew any that you need longer.  http://library.missouristate.edu/services/mylibrary.htm 
Course Reserves―Instructors can make selected materials available to the entire class through course reserves.  Paper materials are available at the Circulation desk, and any electronic reserve materials can be accessed through the Web. Your instructor must provide you with a PIN number to access any online reserve material.  http://library.missouristate.edu/reserves/index.htm 
Interlibrary Loan―If you cannot find the items you need at MSU or through MOBIUS, the Interlibrary Loan Department will find the materials you need. Some fees may apply. http://library.missouristate.edu/services/ill.htm  
Media Collections―Over 30,000 DVDs, video tapes, audio recordings, and other audiovisual items can be checked out or used with equipment in the library. Media Collections phone: (417) 836-4548.


Academic Integrity Procedures
Summary for Students

STUDENT MEETS WITH INSTRUCTOR
Instructor presents the student with allegation of academic dishonesty and any evidence supporting that allegation, and informs the student of intended sanction, consistent with sanctions as specified in the course syllabus.  The student should be allowed to present evidence of his or her innocence, and must be informed of his or her rights of appeal under the Student Academic Integrity Policies and Procedures (http://www.missouristate.edu/provost/22102.htm)

IF THE MATTER CAN BE RESOLVED BETWEEN THE INSTRUCTOR AND THE STUDENT 
If the student accepts or elects not to appeal the instructor’s decision, the instructor is encouraged (but is not obligated) to report the incident to the department head, and is also encouraged (but not obligated) to file a report with the Academic Integrity Council so that repeat offenders may be identified.  Reports of incidents should be directed to the Chair of the Academic Integrity Council, in care of the Office of the Provost. If a report is filed with the Academic Integrity Council, the student will receive the following letter, copied to the instructor and the department head:

     Dear (Student): 

This is to inform you that the Academic Integrity Council has received notice from (instructor), (department), that you have been charged with academic dishonesty.  (Sanction is stated.)  This sanction may impact your academic standing at Missouri State; however, this confidential report to the Academic Integrity Council will not affect your academic standing or progress in any way unless you are charged with another act of academic dishonesty.  In that case, the report of this incident will be taken into consideration.

Please refer to the Student Academic Integrity Policies and Procedures document for additional information on the Missouri State academic integrity policy.  Copies of this document are available at the Reserves Desk, Meyer Library, and the document may be found online at www.MissouriState.edu.  I can be reached at 417-836-4589, and I will be glad to answer any questions you may have.

Sincerely,
(Academic Integrity Council Chair)


IF THE MATTER CANNOT BE RESOLVED BETWEEN THE INSTRUCTOR AND THE STUDENT 
If the student is considering appealing the instructor’s decision, the instructor must provide the student with a written summary of the alleged incident and the intended sanction, with copy to the instructor’s department head.  The written summary must inform the student that he/she may appeal the allegation of academic dishonesty.  The student submits a written summary of the grounds for appeal to the instructor’s department head within one week of receiving the instructor’s summary.

APPEAL TO DEPARTMENT HEAD  
Upon receipt of the student’s written appeal, the department head will meet separately with the student and the instructor. The department head must notify the student and the instructor in writing of his or her decision, and must inform the student and the instructor that either may appeal to the Academic Integrity Council.  Department heads must report the incident to the Academic Integrity Council.

APPEAL TO THE ACADEMIC INTEGRITY COUNCIL
If either the student or the instructor wishes to appeal the decision of the department head, a written request for an Academic Integrity Proceeding must be submitted to the Academic Integrity Council, in care of the Office of the Provost, within fifteen academic days (days when classes are in session) from the date of the department head’s written decision.

ACADEMIC INTEGRITY PROCEEDING
The Academic Integrity Council Chair (AIC) will convene a five-member panel of faculty and student members of the Council to hear the appeal, and will notify the student, the instructor, the department head and dean in writing a minimum of fifteen academic days prior to the proceeding, and will provide them with information about the proceeding.  The student is expected to attend the proceeding.  An Academic Integrity Proceeding is an academic process unique to a community of scholars and is not modeled on criminal or civil legal proceedings; however, a student against whom an allegation has been lodged may be accompanied by an advisor. The advisor may be an attorney.

REPORTING ACADEMIC DISHONESTY
Any student who has witnessed an apparent act of student academic dishonesty, or has information that reasonably leads to the conclusion that such an act has occurred or has been attempted, is strongly encouraged to report said act. Acts of apparent academic dishonesty that occur in the classroom may be reported directly to the course instructor, and/or the course instructor’s department head, and/or the instructor’s dean. Incidences of apparent academic dishonesty may also be reported directly to the Academic Integrity Council by contacting the Chair of the Council in the Office of the Provost (836-4589). Anonymous reports will not be accepted, but the identity of any person reporting a suspected instance of academic dishonesty will be held in strict confidence.

ACADEMIC DISHONESTY NOT ASSOCIATED WITH ENROLLMENT IN A COURSE
Any incident of alleged academic dishonesty by a student not enrolled in a particular course by sitting in the course for a student duly enrolled (for example, taking a test for a duly enrolled student) should be reported directly to the AIC, which will convene a panel to address the alleged incident.  Similarly, any incident of alleged academic dishonesty committed by any student at Missouri State outside the context of enrollment in any particular course should be reported directly to the AIC, which will convene a panel to address the alleged incident.


· IMPORTANT NOTE: The student charged with academic dishonesty must be allowed to continue attending the class in which dishonestly has been alleged until the right of appeal has been exhausted.  
ACADEMIC DISHONESTY CONT’D
No grade-related sanction may be imposed until a student admits misconduct and/or forgoes appeal right, or is found in violation after a formal proceeding. If an academic integrity matter is pending at the end of a semester, the instructor must assign an incomplete in the course until the matter is resolved. A student cannot avoid a failing grade by dropping the course. The instructor can impose a sanction of “F” or “XF” even if the student drops the class, including drops that occur prior to the no-penalty drop deadline.

SANCTIONS AVAILABLE TO INSTRUCTORS
1. Denying credit on the assignment/exam
2. Requiring additional assignments/exams
3. Lowering of the student’s course grade
4. Issuing a failing course grade of “F”
5. Issuing a failing course grade of “XF”, indicating failure due to academic dishonesty. The “XF” grade functions just like the “F” in GPA calculations and is recorded on the student’s academic transcript. 
6. Subsequent findings of academic dishonest will meet with more severe sanctions, including the possibility of suspension or expulsion.

ADDITIONAL SANCTIONS ASSOCIATED WITH ACADEMIC PROGRAMS
In addition to the sanctions available to instructors and to the Academic Integrity Council the academic program in which the student is enrolled may have published policies regarding sanction for academic dishonesty, up to and including dismissal from that program.  The department head or program director of the student’s major or degree program will be notified of an allegation that has been reported to the AIC. 

APPEAL FOR THE REMOVAL OF AN “XF” GRADE
After a time period of at least twelve months has elapsed since the grade of “XF” was imposed, a person who has received a grade of “XF” (whether or not currently enrolled as a student at Missouri State) may file a written petition to the AIC to have the grade of “XF” removed from the transcript and permanently replaced with the grade of “F.” The decision to remove the grade of “XF” and replace it with an “F” shall rest in the discretion and judgment of a majority of the entire Academic Integrity Council, which will undertake a review of the record of the case.

REVOKING A GRADE/DEGREE
If an instructor discovers academic dishonesty after final grades have been assigned and wishes to retroactively impose an “F” or “XF” grade for the course as a sanction for the academic dishonesty, the instructor must send written notification to the Chair of the Academic Integrity Council, with copy to the instructor’s department head and dean, and in the case of a graduate student, with copy to the Dean of the Graduate College. In order for an instructor to be able to impose a sanction, the written notice must be received by the Academic Integrity Council within five (5) calendar years of the last class meeting day of the class in which the alleged academic dishonesty has taken place.

In the case of an act of alleged academic dishonesty not associated with enrollment in a class, written notification must be received by the Academic Integrity Council within five (5) years of the date of the alleged act. 
REVOKING A GRADE/DEGREE CONT’D
After five (5) years, an instructor can no longer impose any direct sanction for an alleged infraction; however, alleged academic dishonesty may be reported to the AIC regardless of how much time has passed since the alleged act. The written notification from the instructor shall include a detailed description of the alleged academic dishonesty and the intended sanction. The Chair of the Academic Integrity Council will notify the student of the allegation by certified letter with return receipt. The student will be allowed full appeal rights as outlined in the following sections of this policy: “Addressing Alleged Academic Dishonesty and Notifying the AIC of an Alleged Incident” and “Student Request for an Academic Integrity Proceeding.” When the appeal process has been concluded, if the allegation is upheld and if it was brought forward within the five-year time limit, the instructor’s recommended sanction (“F” or “XF”) will replace the original grade. 

If the revocation of a course grade affects the student’s graduation status because the course was necessary for graduation, a degree that has been granted will be revoked. The Academic Integrity Council can at any time and at its discretion recommend to the Provost that a degree be revoked even if all degree requirements are met, in cases where the academic dishonesty, including misconduct in research, is egregious and/or occurred multiple times. A recommendation to revoke a degree even if all degree requirements are met requires an affirmative vote of at least 14 of the 20 voting members of the Council. The Provost’s decision to revoke a degree requires consultation with the dean of the college that awarded the degree and, in the case of a graduate degree, consultation with the Dean of the Graduate College. The Provost’s decision to revoke a degree requires the concurrence of the President of the University. The decision to revoke a degree may be appealed by the student to the Board of Governors, which may, at its discretion, hear the appeal.

For more information on Academic Integrity, please see the following Web site.
http://www.missouristate.edu/provost/academicintegrity.htm 


Academic Vocabulary

Block courses:  Eight-week sessions taught during the regular sixteen-week fall or spring semester.  First-block courses are the first eight weeks of the semester.  Second-block courses are the last eight weeks of the semester.

Change of Schedule (Add/Drop):  Students who wish to add or drop selected regular semester courses may do so on the web, or by filling out a form in an authorized registration center.  Check the class schedule on the Missouri State Web site for applicable deadlines.  Each semester there will be a deadline (usually in the ninth week, just after mid-terms) for dropping a course and receiving an automatic “N” (no grade).  Dropping after this deadline may result in a grade of “F.”  Consult with your advisor before changing your schedule.

Classification:   Undergraduate students are classified by the number of credit hours earned: freshmen = 0-29; sophomores = 30-59; juniors = 60-89; seniors = 90+.

Course Code:  Each department has a specific three-letter code.  For example, the Communication Department code is COM.  These codes are used along with course numbers when registering for classes.    

Course Numbers: Each individual course has a specific course number. For example, Fundamentals of Public Speaking is commonly referred to as COM 115.  General rules when looking at course numbers:
100-199 Lower division courses designed for, but not limited to, freshmen
200-299 Lower division courses designed for, but not limited to, sophomores
300-399 Upper division courses designed for, but not limited to, juniors
400-499 Upper division courses designed for, but not limited to, seniors
500-599	Upper division courses designed for seniors, post baccalaureate, and graduate students
600-899 Graduate students only 

Credit hours:  Each class is designated a number of credit hours. The number of hours relates to the amount of time spent in class each week.   Lecture courses meet fifty minutes per week for a semester to earn one hour of credit.  Most lecture courses are three credit hours and usually meet 50 minutes on Monday, Wednesday, and Friday or one hour and 15 minutes on Tuesday and Thursday.  Laboratory and studio courses are different; they meet 100 minutes a week for a semester to earn one hour of credit.  A minimum of 125 credit hours is required for graduation.  

Degree audit:  A degree audit is a listing of requirements for a degree with an indication of whether the student has met the requirements. Degree audits are available from “My Information” and are important sources of academic information. Discuss your degree audit with your advisor.

Full-time student:  In the fall and spring semesters, undergraduates who carry 12 or more credit hours and graduate students who carry nine or more credit hours are considered full-time. All students who carry six or more hours in the summer semester are considered full-time. 
Good standing: To stay in good academic standing at Missouri State University, a student must maintain a grade point average of at least 2.0 at Missouri State and on Missouri State work combined with transfer grades.  A student who is not in good standing will be placed on scholastic probation or suspension.  A student could also be placed on warning if the overall GPA remains above a 2.0 but the semester GPA indicates academic problems.

Grading and the Credit Point System 
Grades are awarded to indicate the quality of a student’s work and are assigned as follows (point values per credit hour appear in parentheses): Consistent with the Faculty Senate action of February 14, 2008, the plus/minus grades will be implemented beginning with the Fall 2009 semester. The following are current grade definitions: 
A  (4.00): Outstanding work.  Outstanding achievement relative to the level necessary to meet course requirements. Performance was of the highest level. Excellence while meeting course objectives was sustained throughout the course. Not only was the student’s performance clearly and significantly above satisfactory, it was also of an independent and creative nature. 
A- (3.70): Excellent work.  Excellent achievement relative to the level necessary to meet course requirements. Performance was clearly and significantly above satisfactory, and was creative and independent. 
B+ (3.30): Near excellent work.  Achievement was significantly above the level necessary to meet course requirements. Performance was clearly and significantly above satisfactory, and was creative and independent. 
B  (3.00): Very good work.  Achievement significantly above the level necessary to meet course requirements. Performance was very good, although not of the highest level. Performance was clearly and significantly above satisfactory fulfillment of course requirements (For undergraduates:  B = meritorious:  For graduates B = adequate). 
B- (2.70): Good work.  Achievement at a level just above that necessary to meet course requirements. Performance was notable. 
C+ (2.30): Slightly above satisfactory work.  Achievement that meets the course requirements. Performance was slightly more than adequate. 
 C  (2.00): Satisfactory work.  Achievement that meets the course requirements. Performance was adequate, although marginal in quality (For undergraduates: C = adequate: For graduates: C = inadequate). 
C-  (1.70): Slightly below satisfactory work.  Achievement that barely meets the course requirements. Performance has been slightly below satisfactory and was marginal in quality. 
D+  (1.30): Passing work.  Achievement below satisfactory in meeting course requirements. Student demonstrated below satisfactory achievement in meeting course objectives, yet fulfilled a sufficient enough portion of the course objectives that repeating the course is not necessary unless required by the academic unit. 
D  (1.00): Minimum passing work.  Achievement barely worthy of credit. Student demonstrated unsatisfactory achievement in meeting course objectives, yet fulfilled a sufficient enough portion of the course objectives that repeating the course is not necessary unless required by the academic unit. 
F  (0.00): Failed – no credit.  A failure to meet course requirements. The work of course objectives were either: 1) completed but not at a level of achievement that is worthy of credit, or 2) have not been completed and there was no agreement between the instructor and the student that the student would be awarded an “I” (incomplete). 
I (0.00): Incomplete. Grade assigned when due to unusual circumstances a small portion of a course, such as a term paper or final examination, has not been completed. (See “Incomplete Grade.”) 
AR (0.00): Academic Renewal Elected. Grades removed from GPA calculation.  
EX (0.00): Credit By Examination. Hours passed awarded, no points assigned.  
IP (0.00): In-Progress course  
NP (0.00): Not Pass. Student did not pass the course under the pass/not pass system.  
P (0.00): Pass. Student passed the course under the pass/not pass system.  
V (0.00): Visitor. Student enrolled in and attended the course as an auditor.  
W (0.00): Withdrew. Student withdrew from course without academic penalty.  
XF (0.00): Failure due to academic dishonesty  
Z (0.00): Deferred grade. Assigned only to students enrolled in 600-level or higher courses, restricted to graduate theses, graduate problem courses, or graduate seminars which might not be completed within a semester. If a Z grade is not removed within two calendar years, it will become a “W”.  
Grade point average (GPA):  GPA is calculated by dividing the total grade points earned by the total credit hours attempted.

Grade reports:  Provided to students on the web “My Information” system.

Holds:  A hold may be placed on a student’s record for a variety of reasons such as an unpaid fine or bill.  Refer to the Missouri State Web site for a complete listing of hold code definitions and office contact information.  Holds generally prevent a student from registering for upcoming semesters or from getting a transcript released to another school.  Students should clear any holds before trying to register for classes.
Incomplete grade:  An “I” grade can be assigned by an instructor when unusual circumstances prevent a student from completing a small portion of a course.  An “I” grade must be removed within one calendar year after it is received, or earlier as specified by the instructor, or the “I” grade becomes an “F.”

Instructor drop:  If a student does not attend class by the second class meeting of a semester, and has not communicated with the instructor or department, the instructor may drop the student from the class.  A student who wishes to drop a course must complete a change of schedule form on the web or in person and not expect to be dropped from class merely by not attending. 

Intersession courses:  Special courses taught between fall and spring semester, between spring semester and summer session, or between summer session and fall semester.

Overload:  The maximum number of credit hours a student may take in the fall or spring semester is 18.  Ten hours is the maximum number for summer session.  Students wishing to take more hours must apply for an overload from the dean of their college.

Prerequisites:  A prerequisite is a requirement that a student must meet before he/she can enroll in a course. The undergraduate catalog lists all prerequisites. 

Repeat:  A students may repeat a course to improve his/her GPA under certain circumstances.  If a “D” or “F” grade is earned on the first attempt, the course can be repeated.  Whatever grade is earned on the second attempt replaces the “D” or “F” grade in the calculation of the GPA. The first grade will always show on the transcript.  See the catalog for more details.

Section numbers:  Each course is scheduled in one or more sections.  The section number separates courses into different meeting times and places.  You must identify section numbers when registering. 

Withdrawal:  Withdrawing from Missouri State means dropping all courses.  Students wishing to withdraw must submit a written request to withdraw to the Office of the Registrar, Carrington Hall 320.  Check the class schedule or the Missouri State Web site for applicable deadlines.
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Hammons Student Center
 
What?
 
Indo
or Pool, 
Racqu
etball, 
Multi-p
urpose Courts, Arena, 
Indoor Track
When
?
 Hours vary by season call 
Information Line (417) 836-5772 or visit 
www.missouristate.edu/hsc/
How?
 Must have Zip Card present, reservations 
preferred for racquetball courts or 
first come, first serve when not in use by a class or organization
Tip:
 
Lockers, locks, and equipment may be checked out at Equipment I
ssue; 
Guest passes
 are
 available
) (
Intramural Sports: 
* 
Team and individual sports
*Join a team or start your own
* Leagues and Tournaments
) (
Fitness & Wellness Classes:
*Zumba, Mat Pilates, Yoga, Strength Training, Belly Dance, etc.
*Classes 
in 
Plaster Sports Complex and Plaster Student Union
) (
Outdoor Adventures: 
*
Outdoor & Sports Equipment Rental
 
*Trips & workshops
*
Annual Colorado Ski Trip
 
) (
CAMPUS RECREATION
 
Where?
 
Plaster Student U
nion Room 131 (417) 
836-5334
What?
 
Intramural Sports, Wellness Programs, 
Group
 Fitness 
Classes
, Outdoor Adventures
How?
 
Website for schedules & registration
 
www.missouristate.edu/recreation
, must have Zip
 Card
) (
McDonald
 Arena
  
What?
 
Arena, 
In
door Track, 
Workout Equipment 
When? 
Hours 
vary seasonally; call 
417-836-
5370
 or visit 
http://www.missouristate.edu/recreation/
 
First come, first serve when not in
 use by a class or organization. 
How?
 Zip Card Required
) (
Plaster Sports Complex
 (also called the PSC)
What?
 
Weight Room
,
 
Cardio Equipment, 
Racquetball
 Courts, 
O
utdoor Track, 
Aerobics/Fitness Room
When?
 Hours vary seasonally visit 
http://www.missouristate.edu/psc/
 or call 
Racquetball reservations: 836-4880
/
Fitness Center:  836-4162
Tips:
  
Zip Card required, no guest passes; l
ockers, locks, and equipment may be checked out at reception desk.
) (
Level One
Where?
 
Plaster Student Union
 (PSU)
 124
What? 
Bowling, Billiards, Table Tennis, Multiple Big Screen TVs, Snack Bar available
When? 
Hours vary seasonally, m
ay 
be reserved for private parties
 
How? 
Visit 
http://www.missouristate.edu/union/
 for hours of operation and more information (open to the public)
Tip:
 Check out 
Rock-n
-Bowl every Friday evening & watch for leagues and tournaments 
)
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