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GOVERNING DOCUMENTS

The University of Fairfax Catalog is the governing document for all academic
requirements and program-related information for the University of Fairfax. The
University of Fairfax Student Handbook specifies rights, responsibilities, and specific
policies and procedures as they apply to University of Fairfax students. All University of
Fairfax students are bound by the rules, policies and procedures contained in these
documents. Official versions of the catalog and the student handbook are posted on the
University’s website. The catalog and handbook posted most recently to the website
supersede previous web and printed versions. These documents may be downloaded from
the University’s website or from the Student Information Center via the online platform.

This handbook is valid from January 1, 2010 through December 31, 2011. The
University reserves the right for any reason to cancel or modify any course or program
listed herein. If there is a conflict between the information stated in the catalog and
student handbook with that contained in any other document, the information presented
in the catalog and student handbook prevails. Policies, regulations, requirements and fees
are subject to change without notice at any time at the discretion of the University of
Fairfax.

CERTIFICATION

The Potomac Education Foundation, Inc., d/b/a University of Fairfax, is a non-profit
(501.c.3) Delaware Corporation founded in 1989. The University of Fairfax is certified
by the State Council of Higher Education for Virginia (SCHEV).

NOTICE OF NONDISCRIMINATION

The University of Fairfax does not discriminate on the basis of gender, age, race, creed,
national origin, sexual orientation or disability in admissions, employment or access to
academic programs or student activities.
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STATEMENT OF MISSION AND INSTITUTIONAL GOALS

MISSION

The mission of the University of Fairfax is to provide adult learners with accessible,
practitioner-oriented, quality graduate education in specialized areas.

INSTITUTIONAL GOALS AND OBJECTIVES

e To offer practitioner-oriented graduate programs that focus on the application of
theory, concepts and skills in specialized areas of information security and information
technology.

e To provide curricula developed and continually improved through outcomes
assessment and consultation with practitioner faculty.

e To provide an accessible, interactive, collaborative educational environment that
strengthens learning and facilitates critical thinking, problem-solving and field
research skills.

e To support students with services that foster academic success.
MortTO

Secure Your Future, derived from the Latin Munite Futurum, is the University of Fairfax
motto. Earning a graduate degree in Information Security or Information Assurance, enables
students and graduates of the University to address growing national security needs and
thereby contribute to securing the future of our nation. Moreover, University of Fairfax
students and alumni help to secure their own futures by becoming leaders in a field for which
there is a continuing and ever-increasing demand.

FLEXIBLE EDUCATION

The goals and objectives of the University of Fairfax are attained through its flexible
educational approach. At the University, students progress through their programs in groups or
cohorts. The cohort model is designed to meet the unique needs of adult learners. Smaller
groups provide opportunities for collaborative learning and support, as well as more
personalized instruction and advising. In addition, all courses are delivered online utilizing
both synchronous and asynchronous instruction. Project-driven curricula are provided through
eCollege, a web-based learning environment, which permits access to course content from any
location at times which fit the busy schedules of adult students. The eCollege Learning
Management System provides working professionals the flexibility they need to easily
communicate with faculty members and fellow students. Students may also choose to attend
classes on campus, when available, should they need to do so in order to meet specific
requirements, such as those of employers or government agencies.
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HISTORICAL PERSPECTIVE

The Federal government moved quickly following the events of Sept 11, 2001 to pass
legislation to address the nation’s security needs — including the need to secure information
systems and assets. Suddenly, information security became a national priority; however, the
availability of qualified professionals in the field fell far short of meeting the substantial and
rapidly growing demand.

The University of Fairfax, an independent, non-profit graduate institution, was established to
help address accelerating shortages in qualified information security personnel who can
effectively protect the nation’s information and information systems.

To this end, the University of Fairfax provides high quality, flexible graduate programs that
respond quickly to emerging technologies and critical information security needs in both the
public and private sectors. The State Council of Higher Education for Virginia (SCHEV)
certified the University as an institution of higher learning in 2002. Over the next year, a
select group of educators and senior information security practitioners from employers and
government agencies including Ernst & Young, Anteon, CSC and Defense Information Systems
Agency (DISA) developed a curriculum designed to meet the needs of employers in the
information security arena. This group of professionals became the initial faculty of the
University.

In contrast to other graduate institutions which offer information security only as a
concentration as part of a degree program, the University of Fairfax has dedicated the entire
institution to degree and certificate programs in pursuit of excellence in information security.
This singular focus distinguishes the University and provides mid-career professionals
seeking to advance in the field of information security, as well as their employers and clients,
an innovative approach for addressing growing professional demand in a rapidly evolving
field.

In January 2003, the University of Fairfax, with the Northern Virginia Technology Council
(NVTC) and the Professional Services Council (PSC), co-sponsored a conference on the
shortage of cleared information security professionals, highlighting the national need. This
conference generated support for the University from employers including Accenture,
Northrop Grumman, Ernst &Young, and SAIC.

In July 2003, the University enrolled the first cohort of graduate students from the
Washington metropolitan area in its unique graduate degree programs. In April 2004, in
response to the needs of its highly mobile non-traditional student body, the University
initiated online instructional delivery via the eCollege platform. Distance education has made
the University’s programs accessible to professionals worldwide and has enabled both faculty
and students on active duty to participate as well.

The first graduates of the University of Fairfax earned their Master of Science degrees in
October 2004; the University awarded its first doctoral degrees in February 2007.
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ACADEMIC PROGRAMS!

The University of Fairfax offers the following graduate degree programs:
e Doctorate in Information Assurance;
e Doctor of Science in Information Assurance
e Master of Science in Information Security Management
e Master of Science in Enterprise Management
DOCTORATE IN INFORMATION ASSURANCE (DIA)

This degree program helps students to advance their Information Assurance careers in
government, industry or academia. Students develop field research competencies which
enable them to undertake applied research in order to make a contribution to the field of
Information Assurance.

DOCTOR OF SCIENCE IN INFORMATION ASSURANCE (DSC)

This degree program helps students to advance their Information Assurance careers in
government, industry or academia. Students develop field research competencies which
enable them to undertake applied research in order to make a theoretical contribution to the
field of Information Assurance.

MASTER OF SCIENCE IN INFORMATION SECURITY MANAGEMENT (MSISM)

This degree program prepares students to be strategic and tactical contributors in the
development, implementation and evaluation of enterprise level security programs.
Specializations allow students to pursue a program of study which relates to their professional
interests and goals.

Specializations
e Information Security Analysis (ISA)
e [nformation Security Auditing (IAU)
o [nformation System Certification (ISC)
o [nformation Security Engineering (ISE)
e [nformation Security Research (ISR)
MASTER OF SCIENCE IN ENTERPRISE MANAGEMENT (MSEM)

This degree program prepares students to be strategic and tactical contributors in the
development, implementation and evaluation of enterprise level programs. Specializations
allow students to pursue a program of study which relates to their professional interests and
goals.

Specializations

e Information Security Analysis (ISA)

1. Programs of study and course descriptions are subject to change without notice. Unless otherwise indicated
all courses are three semester credits.
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GRADUATE CERTIFICATE PROGRAMS

Graduate certificates represent a level of achievement of technical competencies and project
experience which relate to specialized fields of practice in Information Security. Requirements
for earning a graduate certificate cannot be satisfied through transfer credit. Upon acceptance
into a University of Fairfax degree program, students who have earned a grad of “B” or better
in graduate certificate courses may request that those credits be applied to meet degree
requirements.

The University of Fairfax offers a variety of graduate certificates to meet the needs of
Information Security professionals.

e NSA 4011 Information Systems Security Professional (ISSP)

e NSA 4012 Senior Systems Managers (SSM)

e Governance, Risk Management and Compliance (GRC)

e Information Security Analysis (ISA)

e Information Security Auditing (IAU)

e Information System Certification (ISC)

e Information Security Engineering (ISE)

e Information Security for the Enterprise (ISEN)

e CISSP Domain Best Practices (DBP)

DUAL DEGREES

Students who hold a baccalaureate degree may apply for a program of study which leads to
two consecutive degrees; the MSISM and the DIA, on an accelerated schedule. These
students are required to follow a program of study consisting of 90 semester credits, which
includes core, specialization-specific, elective, research and dissertation courses. The MSISM
degree is awarded after successful completion of the required 36 semester credits.

ADVANCED STANDING

Students who hold a professional degree (i.e., Juris Doctorate), or hold two or more master’s
degrees, or have completed all required pre-dissertation coursework in a doctoral program
(i.e., have achieved “ABD” status) at an accredited institution within the last 10 years, may
apply for advanced standing in the Doctor of Science (DSc) program. These students are
required to follow a program of study consisting of at least 60 semester credits, including
courses in research methods, research design and dissertation development.
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PROGRAMS OF STUDY

DOCTORATE IN INFORMATION ASSURANCE (DIA)

Course # Course Title

Core Courses:

1A7020 Information Security Systems and Organizational Awareness
1A7030 Legal and Ethical Practices in Information Security
1A7040 Information Security and Organizational Change

RM6000 Effective Writing in Information Security Analysis

RM&250 Web-Based Research Methods in Information Security
IA8010 Business and Security Risk Analysis

PM&100 Information Security Project Management

1A9200 Strategic Analysis in Information Security (Qualifying Exam)
Comprehensive Exam Courses:

1A8220 Security Program Strategies and Implementation
(Comprehensive Exam-Level 1)

1A8230 Legal and Ethical Management Issues in Information Security
(Comprehensive Exam-Level I)

1A8240 Strategic and Technological Trends in Information Security

(Comprehensive Exam-Level 1)
Research Methods Courses:
RM9300 Applying the Research Paradigm to Information Security
RM9100 Qualitative and Quantitative Analysis
Research Preparation Courses:
RES9100 Feasible Problem-Driven Research in Information Security
RES9110°  Research Topic Rationale
RES9120 Review and Synthesis of Prior Research
RES9130 Research Design: Theory and Methodology
RES9140 Research Design: Data Collection Plan
RES9150 Research Design: Data Analysis Plan
RES9160 Research Design Specification
Dissertation Development Courses:
DST9200 Data Collection and Analysis
DST9205°  Continuing Dissertation Development
DST9210 Dissertation Documentation and Defense

Minimum credits required for DIA: 64

? Comprehensive Exams must be completed and passed prior to enrollment in this course.
7 This course must be repeated until deliverables are approved.

University of Fairfax Student Handbook ©2010. All rights reserved. Page 5



Univ?rsity of
Falrfaxeg

DOCTOR OF SCIENCE (DSC) IN INFORMATION ASSURANCE

Course # Course Title

Core Courses:

IA7020 Information Security Systems and Organizational Awareness
[1A7030 Legal and Ethical Practices in Information Security
[A7040 Information Security and Organizational Change

RM6000 Effective Writing in Information Security Analysis
RM&250 Web-Based Research Methods in Information Security

IA8010 Business and Security Risk Analysis

PM&100 Information Security Project Management

1A9200 Strategic Analysis in Information Security (Qualifying Exam)

Comprehensive Exam Courses:

[1A8220 Security Program Strategies and Implementation
(Comprehensive Exam-Level 1)

[1A8230 Legal and Ethical Management Issues in Information Security
(Comprehensive Exam-Level 1)

[1A8240 Strategic and Technological Trends in Information Security

(Comprehensive Exam-Level 1)
CEX9100  Comprehensive Exams Level 11
Research Methods Courses:
RM9300 Applying the Research Paradigm to Information Security
RM9100 Qualitative and Quantitative Analysis
Research Preparation Courses:
RES9100 Feasible Problem-Driven Research in Information Security
RES9110*  Research T. opic Rationale
RES9120 Review and Synthesis of Prior Research
RES9130 Research Design: Theory and Methodology
RES9140 Research Design: Data Collection Plan
RES9150 Research Design: Data Analysis Plan
RES9160 Research Design Specification
Dissertation Development Courses:
DST9300 Instrument Validation and Review
DST9310 Data Collection
DST9320 Data Analysis and Findings
DST9325°  Continuing Dissertation Development
DST9330 Dissertation Documentation and Defense

Minimum credits required for DSc: 70

* Comprehensive Exams must be completed and passed prior to enrollment in this course.
? This course must be repeated until deliverables are approved
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MASTER OF SCIENCE IN INFORMATION SECURITY MANAGEMENT (MSISM)
Specialization: Information Security Analysis (ISA)

Course # Course Title

Core Courses:

1A7020 Information Security Systems and Organizational Awareness
IA7030 Legal and Ethical Practices in Information Security
[A7040 Information Security and Organizational Change
RM6000 Effective Writing in Information Security Analysis
RM&250 Web-Based Research Methods in Information Security
IA8010 Business and Security Risk Analysis

PMS&100 Information Security Project Management

1A9200 Strategic Analysis in Information Security

Specialization Courses:

[1A8120 Information Security Policy Planning and Analysis
1A8020 Security Policies Standards and Procedures

IA8030 Design, Development and Evaluation of Security Controls
[IA8190 Forensic Evaluation and Incident Response Management

Credits required for MSISM: 36

Specialization: Information Security Auditing (IAU)

Course # Course Title

Core Courses:

1A7020 Information Security Systems and Organizational Awareness
1A7030 Legal and Ethical Practices in Information Security
[IA7040 Information Security and Organizational Change
RM6000 Effective Writing in Information Security Analysis
RM&250 Web-Based Research Methods in Information Security
IA8010 Business and Security Risk Analysis

PM&100 Information Security Project Management

1A9200 Strategic Analysis in Information Security

Specialization Courses:

IA8050 Security Risk and Vulnerability Assessment

IA8190 Forensic Evaluation and Incident Response Management

IA8030 Design, Development and Evaluation of Security Controls

IA8110 Certification and Accreditation

Credits required for MSISM: 36
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Specialization: Information System Certification (ISC)

Course # Course Title

Core Courses:

IA7020 Information Security Systems and Organizational Awareness
[1A7030 Legal and Ethical Practices in Information Security
IA7040 Information Security and Organizational Change

RM6000 Effective Writing in Information Security Analysis
RMS8250 Web-Based Research Methods in Information Security

IA8010 Business and Security Risk Analysis

PM&100 Information Security Project Management

[1A9200 Strategic Analysis in Information Security

Specialization Courses:

[1A8020 Security Policies Standards and Procedures

IA8030 Design, Development and Evaluation of Security Controls
[IA8070 Design and Development of Security Architectures
[IA8110 Certification and Accreditation

Credits required for MSISM: 36

Specialization: Information Security Engineering (ISE)

Course # Course Title

Core Courses:

[1A7020 Information Security Systems and Organizational Awareness
[1A7030 Legal and Ethical Practices in Information Security
[1A7040 Information Security and Organizational Change
RM6000 Effective Writing in Information Security Analysis
RMS8250 Web-Based Research Methods in Information Security
[IA8010 Business and Security Risk Analysis

PM&100 Information Security Project Management

1A9200 Strategic Analysis in Information Security
Specialization Courses:

IA8050 Security Risk and Vulnerability Assessment

[IA8060 Intrusion Detection, Attacks and Countermeasures
[IA8070 Design and Development of Security Architectures
IA8080 Security Solution Implementation

Credits required for MSISM: 36
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MASTER OF SCIENCE IN ENTERPRISE MANAGEMENT (MSEM)
Specialization: Information Security Analysis (ISA)

Course # Course Title

Core Courses:

EM7020 Organizational Behavior and Awareness
EM7030 Legal and Ethical Practices

EM7040 Organizational Change

EM6000 Effective Writing

EMS8250 Web-Based Research Methods

EMS8010 Business Risk Analysis

EMS8100 Project Management

EM9200 Strategic Analysis

Specialization Courses:

[1A8120 Information Security Policy Planning and Analysis
1A8020 Security Policies Standards and Procedures

IA8030 Design, Development and Evaluation of Security Controls
[IA8190 Forensic Evaluation and Incident Response Management

Credits required for MSEM: 36
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DUAL DEGREES (MSISM/DIA)

Course # Course Title

Core Courses:
IA7020 Information Security Systems and Organizational Awareness
[1A7030 Legal and Ethical Practices in Information Security
IA7040 Information Security and Organizational Change
RM6000 Effective Writing in Information Security Analysis
RMS8250 Web-Based Research Methods in Information Security
IA8010 Business and Security Risk Analysis
PM&100 Information Security Project Management
[1A9200 Strategic Analysis in Information Security (Qualifying Exam)
Specialization Courses (for MSISM):
Four courses determined by specialization selected
Elective Courses:’

TA8080 Security Solution Implementation

IA8110 Certification and Accreditation

[IA8180 Advanced Topics in Wireless Security

[1A8210 Risk Management and Compliance
Comprehensive Exam Courses (for DIA):

[A8220 Security Program Strategies and Implementation

(Comprehensive Exam-Level 1)

[1A8230 Legal and Ethical Management Issues in Information Security
(Comprehensive Exam- Level 1)

[A8240 Strategic and Technological Trends in Information Security
(Comprehensive Exam- Level 1)

Research Methods Courses:

RM9300 Applying the Research Paradigm to Information Security

RM9100 Qualitative and Quantitative Analysis

Research Preparation Courses:

RES9100 Feasible Problem-Driven Research in Information Security

RES9110*  Research Topic Rationale

RES9120 Review and Synthesis of Prior Research

RES9130 Research Design: Theory and Methodology

RES9140 Research Design: Data Collection Plan

RES9150 Research Design: Data Analysis Plan

RES9160 Research Design Specification

Dissertation Development Courses:

DST9200  Data Collection and Analysis

DST9205° Continuing Dissertation Development

DST9210  Dissertation Documentation and Defense

Minimum credits required for consecutive MSISM/DIA: 90

3 Students may petition to replace these courses with any specialization or elective course subject to availability.
* Comprehensive Exams must be completed and passed prior to enrollment in this course.
’ This course must be repeated until deliverables are approved.
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DOCTORATE IN INFORMATION ASSURANCE WITH ISA SPECIALIZATION

Course # Course Title

Core Courses:

IA7020 Information Security Systems and Organizational Awareness
[1A7030 Legal and Ethical Practices in Information Security

IA7040 Information Security and Organizational Change

RM6000 Effective Writing in Information Security Analysis

RMS8250 Web-Based Research Methods in Information Security
IA8010 Business and Security Risk Analysis

PM&100 Information Security Project Management

[1A9200 Strategic Analysis in Information Security (Qualifying Exam)
Specialization Courses:

IA8120 Information Security Policy Planning and Analysis
IA8020 Security Policies Standards and Procedures

[IA8030 Design, Development and Evaluation of Security Controls
[IA8190 Forensic Evaluation and Incident Response Management
Comprehensive Exam Courses:

[A8220 Security Program Strategies and Implementation

(Comprehensive Exam-Level 1)

1A8230 Legal and Ethical Management Issues in Information Security
(Comprehensive Exam-Level 1)

[A8240 Strategic and Technological Trends in Information Security
(Comprehensive Exam-Level 1)

Research Methods Courses:

RM9300 Applying the Research Paradigm to Information Security

RM9100 Qualitative and Quantitative Analysis

Research Preparation Courses:

RES9100 Feasible Problem-Driven Research in Information Security

RES9110°  Research Topic Rationale

RES9120 Review and Synthesis of Prior Research

RES9130 Research Design: Theory and Methodology

RES9140 Research Design: Data Collection Plan

RES9150 Research Design: Data Analysis Plan

RES9160 Research Design Specification

Dissertation Development Courses:

DST9200  Data Collection and Analysis

DST9205° Continuing Dissertation Development

DST9210  Dissertation Documentation and Defense

Minimum credits required for DIA with Specialization: 76

5 Comprehensive Exams must be completed and passed prior to enrollment in this course.
7 This course must be repeated until deliverables are approved.
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DSC WITH ADVANCED STANDING

Course # Course Title

RM&250 Web-Based Research Methods in Information Security

1A9200 Strategic Analysis in Information Security (Qualifying Exam)

Comprehensive Exam Courses:

[1A8220 Security Program Strategies and Implementation
(Comprehensive Exam-Level 1)

[1A8230 Legal and Ethical Management Issues in Information Security
(Comprehensive Exam-Level 1)

[1A8240 Strategic and Technological Trends in Information Security

(Comprehensive Exam-Level 1)
CEX9100  Comprehensive Exams Level 11
Research Methods Courses:
RM9300 Applying the Research Paradigm to Information Security
RM9100 Qualitative and Quantitative Analysis
Research Preparation Courses:
RES9100 Feasible Problem-Driven Research in Information Security
RES91107  Research Topic Rationale
RES9120 Review and Synthesis of Prior Research
RES9130 Research Design: Theory and Methodology
RES9140 Research Design: Data Collection Plan
RES9150 Research Design: Data Analysis Plan
RES9160 Research Design Specification
Dissertation Development Courses:
DST9300 Instrument Validation and Review
DST9310 Data Collection
DST9320 Data Analysis and Findings
DST9325° Continuing Dissertation Development
DST9330 Dissertation Documentation and Defense

Minimum credits required for DSc: 52

7 Comprehensive exams must be completed and passed prior to enrollment in this course.
¥ This course must be repeated until deliverables are approved.
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GRADUATE CERTIFICATES

NSA 4011 Information Systems Security Professional9
Course#  Course Title

1A7020 Information Security Systems and Organizational Awareness
IA7030 Legal and Ethical Practices in Information Security

IA8010 Business and Security Risk Analysis

1A8020 Security Policies, Standards and Procedures

IA8030 Design, Development and Evaluation of Security Controls
[IA8190 Forensic Evaluation and Incident Response Management
Credits required for Certificate: 18

NSA 4012Senior Systems Manager10

1A7020 Information Security Systems and Organizational Awareness
1A7030 Legal and Ethical Practices in Information Security

IA8010 Business and Security Risk Analysis

TA8020 Security Policies, Standards and Procedures

IA8030 Design, Development and Evaluation of Security Controls
IA8190 Forensic Evaluation and Incident Response Management
Credits required for Certificate: 18

Governance, Risk Management and Compliance (GRC)

[1A8120 Information Assurance Policy Planning and Analysis
TA8020 Security Policies, Standards and Procedures

IA8030 Design, Development and Evaluation of Security Controls
[1A8210 Risk Management and Compliance

Credits required for Certificate: 12

Information Security Analysis (ISA)

[1A8120 Information Assurance Policy Planning and Analysis
TA8020 Security Policies, Standards and Procedures

IA8030 Design, Development and Evaluation of Security Controls
IA8190 Forensic Evaluation and Incident Response Management
Credits required for Certificate: 12

Information Security Auditing (IAU)

IA8050 Security Risk and Vulnerability Assessment

IA8190 Forensic Evaluation and Incident Response Management
IA8030 Design, Development and Evaluation of Security Controls
IA8110 Certification and Accreditation

Credits required for Certificate: 12

? Upon completion of this certificate the student is awarded the NSA 4011 Certification for Information Systems
Security Professionals (CNSS No.4011).

" Upon completion of this certificate the student is awarded the NSA 4011 Certification for Senior Systems
Managers (CNSS No.4012).
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Information Security System Certification (ISC)

Course # Course Title

TA8020 Security Policies, Standards and Procedures

[IA8030 Design, Development and Evaluation of Security Controls
IA8070 Design and Development of Security Architectures
IA8110 Certification and Accreditation

Credits required for Certificate: 12
Information Security Engineering (ISE)

[IA8050 Security Risk and Vulnerability Assessment
[A8060 Intrusion Detection, Attacks and Countermeasures
IA8070 Design and Development of Security Architectures
IA8080 Security Solution Implementation

Credits required for Certificate: 12
Information Security for the Enterprise (ISEN)

[IA7020  Information Security Systems and Organizational Awareness
[1A7030 Legal and Ethical Practices in Information Security

[1A7040 Information Security and Organizational Change

RMS8250  Web-Based Research Methods in Information Security
Credits required for Certificate: 12

CISSP Domain Best Practices (DBP)"'

[1A7020 Information Security Systems and Organizational Awareness
[IA7030 Legal and Ethical Practices in Information Security

IC7000  ISC’ CISSP CBK Review Seminar

Credits required for Certificate: 6

"I This certificate requires the student to provide verification of attendance at an official ISC° CBK Review
Seminar.
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ADMINISTRATION

KEY CONTACT INFORMATION

eCollege Help Desk: 303.873.0005

Academic Operations Coordinator: Elisa Dickens
Phone: 703.962.1615

eFax: 703.891.9564

Email: edickens@ufairfax.net or academics@ufairfax.net

Academic Relations Coordinator: Sharon Andrews
Phone: 703.962.1617

eFax: 703.636.8915

Email: sandrews@ufairfax.net or dissertation@ufairfax.net

Dean of Academic Affairs: Janice Orcutt
Phone: 703.962.1616

eFax: 703.891.9564

Email: jorcutt@ufairfax.net

Director of Doctoral Research: Kenneth Bahn, PhD
Phone: 703.962.1605

eFax: 703.636.8915

Email: kbahn@ufairfax.net

VP, Enrollment Management: Jo-Anne King
Phone: 703.790.3203

eFax: 703.891.9400

Email: jking@ufairfax.net

VP, Student Services: Janice Berlin
Phone: 703.790.3277

eFax: 703.891.9400

Email: jberlin@ufairfax.net
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OFFICE HOURS

Regular office hours are Monday through Friday, 9:30 a.m. — 6:00 p.m. Eastern Time. The
office is also open on selected Saturdays from 8:30 a.m. — 2:00 p.m. when course
SyncSessions are scheduled.

UNIVERSITY HOLIDAYS

University offices are closed in observance of the following holidays:

Martin Luther King’s Birthday

Memorial Day

Independence Day

Labor Day

Thanksgiving and Friday after Thanksgiving
Christmas Day

New Year’s Day
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STUDENT SUPPORT SERVICES

EXECUTIVE STAFF

President

The President implements policy and directs all functions of the University.
ADMISSIONS

Admissions Officer

The Admissions Officer serves as the student’s first contact and advisor during the admissions
process.

Vice President of Enrollment Management

The Vice President of Enrollment Management is available as an additional resource to
students during the admissions process and throughout their matriculation at the University of
Fairfax.

ACADEMICS
Chief Academic Officer

The Chief Academic Officer (CAO) is the final recourse for student, faculty and
administrative decisions.

Dean of Academic Affairs

The Dean of Academic Affairs (Dean) oversees academic operations, and serves as the
primary academic advisor for students in core, specialization and elective courses.

Director of Doctoral Research

The Director of Doctoral Research (DDR) oversees the dissertation process, and serves as the
primary academic advisor to students during their dissertation coursework.

Program Directors

The Program Directors provide oversight for the MS and doctoral degree programs. The
Program Directors evaluate and assess the overall integration of course objectives with the
degree requirements and goals, ensuring the academic rigor and quality of the degree
programs offered by the University.

Faculty Advisors

Faculty members are the content experts for their courses and share their practical experience
and knowledge with students through frequent interaction via online threaded discussions,
email, conference calls and chat rooms. During the term faculty members are available for
individual counseling and advice. Faculty members also serve as mentors to students by
providing career-related guidance throughout their programs.

Dissertation Advisors

Dissertation advisors mentor and support students in identifying and proposing feasible
research topics, defining the theoretical framework of the research and selecting a research
design approach.
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Academic Operations Coordinator

The Academic Operations Coordinator (AOC) supports multiple facets of the University’s
online academic environment to meet the needs of students and faculty.

Academic Relations Coordinator

The Academic Relations Coordinator (ARC) supports students, faculty and the DDR in the
implementation of the Dissertation Project Plan to facilitate student progress.

STUDENT SERVICES
Vice President of Student Services

The Vice President of Student Services (VPSS) is responsible for ensuring that students’
needs are met in accordance with the University’s standards of quality and responsiveness.
The VPSS advises students regarding school policies and procedures, financial assistance and
registration requirements.

Online Librarian

The Online Librarian provides reference assistance to students as they conduct secondary
research relevant to coursework and dissertations. The Librarian also assists students in
obtaining access to research sources through Inter-library Loan.

Registrar

The Registrar provides oversight for the maintenance of student academic records and
oversees the evaluation of transfer credits.

Associate Dean of Continuing Professional Education

The Associate Dean of Continuing Professional Education (ADCPE) oversees University
initiatives in continuing professional education, and certification preparation.

BUSINESS OFFICE

Controller
The Controller maintains student financial records.

ADDITIONAL SUPPORT SERVICES
Orientation

To ensure a productive and beneficial educational experience at the University of Fairfax,
students participate in an online orientation. Before students begin their first courses, they are
given access to the Orientation Center and the Student Information Center on the eCollege
platform. The Orientation Center includes information on:

o the eCollege platform and features commonly used in online courses,

¢ the academic integrity policy, and

¢ resources for students such as the catalog, student handbook and curriculum overviews.
In addition, students attend an online Orientation session which covers:
e expectations, guidelines, and requirements for students,

e policies, procedures and forms, and

¢ information on student support services and resources.
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In preparation for this session, students complete a number of steps listed in the
New Student Checklist, including the submission of an electronic copy of a government-
issued photo identification which is used for student identity verification.

Student Information Center

The Student Information Center (SIC) is an online gateway to information for students.
Available within eCollege, the SIC is presented within a familiar course structure as UOF101.
Through the SIC, students can:

e Download catalog, handbooks and forms;

e View the academic calendar;

e Review upcoming schedules and syllabi;

e Access the electronic library and research resources; and
e Access faculty, students and staff through e-mail.

Online Bookstore

You may purchase your textbooks through the University online bookstore,
www3.specialty-books.com. A direct link to the bookstore is available in the Student
Information Center in eCollege. Approximately four weeks before the start of each course
session, the booklist is available in the SIC. By following the link you may select the session,
and course number from the pull-down list; the required books will automatically display for
you to purchase.

Association Memberships

Membership in professional associations helps to enhance a student’s career potential. In
many cases, student memberships provide full access to member services at a significant price
reduction. For currently enrolled full-time students in good standing, the University sponsors
student membership in the Information Systems Audit and Control Association (ISACA).
This worldwide association of IS professionals is dedicated to the audit, control, and security
of information systems. As a student member of ISACA you will have access to research
articles published in the peer-reviewed Information Systems Control Journal. Access to these
research articles is available through the Library Portal. To obtain your membership you will
need to complete the following steps:

1. Download the student membership application at www.isaca.org/student.
. Complete the application.
3. Note on the application that ISACA should contact the UoF Registrar at
jberlin@ufairfax.net for confirmation of your full time student status.
4. Email or fax your completed application to Summer Cole, ISACA Membership
Services Coordinator, at scole@isaca.org / Fax: 847.253.1652.
UoF will confirm your full time student status.
ISACA will invoice UoF for your dues.
UoF will make payment to ISACA.
ISACA will apply payment to your account.
Once payment has been applied to your account, ISACA will send you a welcome
email with additional information on your membership.

LRI W
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10. Once you receive your welcome email, please email jberlin@ufairfax.net to confirm
that your membership has been processed.

Electronic Library and Research Resources

The University of Fairfax maintains a virtual library that provides access to a variety of
resources. Through an online internet portal within the eCollege platform, these resources are
available to students and faculty for conducting secondary research 24 hours a day, seven days
a week. This portal provides access to the following resources:

ACM Digital Library

Through the ACM Digital Library you have access to more than 750,000 articles from
publications dating back to 1985. You may download these articles in PDF format.

Directory of Open Access Journals (DOAJ)

This service contains links to over 4200 full-text, scholarly journals. There are currently
149 journals related to Computer Science in the DOAJ. All content is free, though some sites
may ask the user to register before downloading content.

Education Resources Information Center (ERIC)

The Education Resources Information Center (ERIC), sponsored by the Institute of Education
Sciences (IES) of the U.S. Department of Education, produces the world’s premier database
of journal and non-journal education literature. The ERIC online system provides the public
with a centralized ERIC Web site for searching the ERIC bibliographic database of more than
1.1 million citations going back to 1966. More than 107,000 full-text non-journal documents
(issued 1993-2004), previously available through fee-based services only, are now available
for free.

Government Enterprise Vendor Research Library

This resource provides access to hundreds of vendor white papers and case studies related to
IT solutions.

IBM Corporation Research & Development Journals

IBM Corporation publishes two scholarly journals which are available to you: IBM Systems
Journal and IBM Journal of Research and Development. Articles are available in PDF format
and date back to 1957.

IEEE Publications

The IEEE, a non-profit organization, is a leading professional association for the advancement
of technology. As a UoF student you have access to five IEEE publications related to
information security which have been chosen by UoF faculty members because of their
relevance to University programs. The five publications are:

o [EEFE Internet Computing
IEEE Security and Privacy
IEEE Transactions on Computers
IEEE Transactions on Security Engineering
IEEE Transactions on Dependable and Secure Computing
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These periodicals contain more than 10,000 articles in PDF format which are available for you
to download.

ISACA Information Systems Control Journal

The Information Systems Control Journal is a bimonthly publication of ISACA. The Journal
provides professional development information to those spearheading IT governance and
those involved with information systems audit, control and security. Articles are available in
PDF format.

Library and Information Resources Network (LIRN)

This online library network provides access to thousands of published articles through links
such as InfoTrac, ProQuest Research Library, Ebsco Host, eLibrary and Bowkers Books in
Print.

Through InfoTrac you will have access to:

e Academic Onefile: For general research. This database contains peer-reviewed, full-
text articles from journals and reference sources in the physical sciences, technology,
medicine, social sciences, the arts, theology, literature, and other subjects.

e Expanded Academic ASAP: For general research. This database
includes articles from all academic disciplines, including technology, and contains
full-text articles from scholarly journals, news magazines, and newspapers.

e Computer Database: Use this database to find computer-related product
introductions, news, and reviews in areas such as hardware, software, electronics,
engineering, communications, and the application of technology.

¢ Business and Company Resource Center: This database contains full-text company
profiles, brand information, rankings, investment reports, company histories,
chronologies and periodicals. Use this database to find detailed company and industry
news and information.

Through the ProQuest Research Library you will have access to:

e Research Library Complete: For general research. This comprehensive database
includes major subject areas such as the arts, education, the humanities, law, the
military, psychology, science, and social science. The Sciences module includes full-
text access to Security Journal (full-text of the most current articles is delayed by 12
months).

e ABI/INFORM Global: This full-text database contains over 3000 worldwide
business periodicals and covers business and economic conditions, management
techniques, theory and practice of business, advertising, marketing, economics, human
resources, finance, taxation, computers, and more.

e ABI/INFORM Trade & Industry: This full-text database contains over 1200 trade
publications containing the latest industry news, product and competitive information,
marketing trends, and a wide variety of other topics.
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National Institute of Standards and Technology (NIST) Virtual Library

The NIST Virtual Library, which is open to visitors, provides access to several online
journals. Articles from the NIST Journal of Research dating back to 1982 are available in
PDF format.

National Technical Information Service (NTIS)

The largest central resource for government-funded scientific, technical, engineering and
business related research. This service provides access to more than 600,000 information
products covering more than 350 subject areas from more than 200 federal agencies. (There
may be a fee for articles.)

Networked Digital Library of Theses and Dissertations (NDLTD)

This online library of digital dissertations is sponsored by NDLTD, an international
organization dedicated to promoting the adoption, creation, use, dissemination and
preservation of electronic analogues to the traditional paper-based theses and dissertations.
Students may download PDFs of documents available through this site without fees.

Certification Training Center for Continuing Professional Education

The Certification Training Center for Professional Education was established to support the
continuing professional education needs of students and alumni. Through this center, the
University provides support by co-sponsoring information security certification training and
provides complimentary online tools to aid in preparing for the CISSP certification exam.

CISSP Assessment Tool

This convenient online CISSP exam prep resource is the first step toward passing your CISSP
exam. The CISSP Assessment Tool (CAT) includes an online sample of University-
developed CISSP practice exams, sample exam questions covering all 10 CISSP CBK
domains, multiple retakes for a 1-week period and 24/7 access.

CISSP Exam Prep Clinic

If you have thoroughly studied the ten domains and are ready to schedule the certification
exam, you may wish to review test-taking tips and strategies at the UoF CISSP Exam Prep
Clinic available online.

This clinic is presented by a faculty member who is a recognized CISSP instructor and
information security expert. Techniques are demonstrated to help you quickly assess which
questions to address first, which to delay, and how to eliminate less likely answers. You will
also review sample questions which can help you to increase your chances of success.
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Additional Doctoral Student Support
Dissertation Handbook

The University of Fairfax Dissertation Handbook has been developed as a resource to help
guide doctoral students through the dissertation process, from identifying a feasible field
research dissertation topic to producing a defensible dissertation. Students have access to this
document in the Student Information Center and in the Dissertation Center.

Dissertation Project Plan

To ensure that students make steady progress towards the completion of their dissertations,
the University has developed the Dissertation Project Plan (DPP). This plan consists of a
series of deliverables students produce while they are enrolled in research methods,
dissertation preparation and dissertation development courses.

Orientation to the Dissertation Project Plan

Before students begin their first dissertation courses, they are given access to the Dissertation
Center on the eCollege platform. The Dissertation Center provides:

¢ information on the dissertation process,

e resources for doctoral students including templates for dissertation deliverables APA
guidelines, and

e access to the Dissertation Handbook as well as doctoral dissertations completed by
UoF graduates.

Dissertation Bootcamp

Doctoral students present their proposed research sites and topic areas at a Dissertation
Bootcamp, where they are given feedback by potential Dissertation Chairpersons.
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ACADEMIC POLICIES

ACADEMIC YEAR

The academic year consists of two academic terms, or 32 weeks. The course session in which
a student starts a program of study determines that student’s academic year.

ACADEMIC TERM

The academic term is 16 weeks in length and consists of two eight-week course sessions.
Course sessions begin on the first Sunday of January, March, May, July, September and
November. The University of Fairfax offers continuous enrollment, whereby a student may
begin a program of study in any course session.

COURSE SESSION

Each course session is eight weeks in length, with each week beginning on a Sunday and
ending on a Saturday. Within each course, there are four two-week modules. Each module
contains one or more assigned topics and related readings, two Chat Room Sessions, a
SyncSession assignment and the associated SyncSession, and at least one project deliverable or
other assignment.

ACADEMIC CALENDAR

The University of Fairfax Academic Calendar is posted in the Student Information Center in
eCollege.

ATTENDANCE

Attendance in the first week of the course is evidenced by course login. Registered students
who do not attend a course by Saturday of Week 1 will be dropped from the course and will
receive a grade of “DR”.

PARTICIPATION

The University’s learning management platform (eCollege) enables students to conveniently
access coursework. Students are required to participate by posting to asynchronous threaded
discussions and by attending online synchronous class sessions (SyncSessions™) as
scheduled. Participation is a graded component in the calculation of the course grade. In
addition, students are encouraged to participate each week in online chat room sessions
facilitated by the professor in each course.

PROCTORED EXAMS

For the MSISM degree program, proctored oral examinations take place during the last
SyncSession of [A7020 and IA7030 (to assess learning outcomes related to the ten domains of
Information Security) and during the last SyncSession of IA9200, an integrative course for
MS students. The proctored exams are based on the course activities and assignments
completed during these courses.

For the MSEM degree program, proctored oral examinations take place during the last
SyncSession of EM7020 and EM7030 and during the last SyncSession of EM9200, an
integrative course for MS students. The proctored exams are based on the course activities and
assignments completed during these courses.
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For the doctoral degree programs, proctored oral examinations take place during the last
SyncSession of IA7020 and IA7030 (to assess learning outcomes related to the ten domains of
Information Security); during the last SyncSession of IA9200, an integrative course for which
successful completion of the final course deliverable is the qualifying exam for doctoral
students; and the oral defense of the doctoral dissertation conducted while students are
enrolled in DST9210 (for DIA students) or DST9330 (for DSc students).

TECHNOLOGY REQUIREMENTS

Students must have personal access to a Windows-enabled computer with a minimum of 512
MB RAM, CD ROM, high speed internet connectivity and the appropriate office suite of
software to support word-processing, presentation development and spreadsheet capabilities.
In addition, a web-cam is required for student identity verification.

COURSE SUBSTITUTIONS

Upon written request to the Dean, students may receive approval to substitute an elective
course for a core or specialization course. Documentation such as academic transcripts, a
detailed job description, resume and/or evidence of a relevant license or certification may be
required.

TRANSFER OF COURSE CREDITS

A maximum of nine semester credits may be transferred into a degree program. For doctoral
students, only those courses completed beyond a previously earned master’s degree will be
considered for transfer credit. No transfer credit will be applied to programs of study where a
student has been granted advanced standing. The University does not award academic credit
for non-academic experience.

To receive transfer credit for a course, the following criteria must be met:

e The student must have taken the course for graduate credit as part of a degree or
graduate certificate program from an accredited institution;

e The course taken was equivalent to the University of Fairfax course in content, level,
and credit hours;

e The student earned at least a grade of “B” (courses taken on a pass/fail basis are not
eligible for transfer; and

e Information Security courses must have been completed within the five years
preceding initial enrollment at the University of Fairfax.

Students and graduates should note that when seeking to transfer credits to another
educational institution, the receiving institution has full discretion as to which credits are
transferable.

GRADING PHILOSOPHY

The University is committed to setting and maintaining high academic standards that reflect
real-world demands for excellence. Therefore, students” work is evaluated against a standard
of performance required of successful professionals. UoF students receive the grades they
earn, without regard to other pressures. The University does not require the use of a standard
curve, or require that a certain percentage of grades fall into each category of “A”, “B”, “C”,
etc.
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We believe it is essential to measure student performance fairly and consistently. Students
may not complete "extra credit" or special assignments to raise their grades; however, students
are permitted to resubmit any progressive assignments that are turned in within the posted
deadlines.
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GRADING SCALE

The University uses a grading scale based on letter grades as outlined below.

Grade GPA Value Academic Designators
A 4.0 Incomplete I
A- 3.7 Drop DR
B+ 33 Withdrawal W
B 3.0 Progress p*
B- 2.7 No Progress NP*
C+ 23 Audit AUD
C 2.0
F 0.0

In dissertation courses, doctoral students who complete all course requirements receive a
grade of “P” (Progress). Doctoral students receiving a grade of “NP” (No Progress) will be
required to repeat the course.

COMPUTING A GRADE POINT AVERAGE (GPA)

A cumulative GPA summarizes a student’s academic performance in all coursework
attempted and completed for a grade. The GPA is also used as the basis for determining the
student’s academic standing. To compute the GPA, the letter grade is converted to a grade
point equivalent and multiplied by the number of credits designated for the course. To
determine the GPA, the sum of all grade points earned is divided by the number of credits
attempted. Courses assigned an “I”, “DR”, “W”, “P”_ “NP” or “AUD” are not used in
computing a grade point average.

WITHDRAWALS

Students who withdraw from a course are given a grade of “#”. Students who do not submit
all coursework and do not officially withdraw from a course, or do not receive approval for an
Incomplete, may receive a grade of “F™.

INCOMPLETES

The grade of Incomplete (“I”) is granted in cases where students in good standing are in need
of additional time to complete course requirements due to circumstances such as work-related
travel or health. If the remaining coursework has not been submitted within four weeks of the
end of the term, the “/”” automatically becomes a grade of “F” unless an extension is granted
by the Dean.
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REPEATED COURSES

Students must repeat a course for which a grade of “F” has been assigned. Students may
repeat courses (at the tuition rate in effect at the time they repeat) in order to improve their
grade point averages or to enhance their understanding of course material. Only the highest
grade earned is included in calculating the cumulative GPA. A record of all registrations
remains on the transcript, with the notation Repeat. Credit for the same course is awarded
only once. Students may not repeat more than 50% of the courses required for their program
of study.

AUDITED COURSES

Students who wish to audit a course must receive prior approval from the Dean and adhere to
the same attendance requirements as all other class members. Although audit students are not
required to complete projects, they may do so. The audit designator (“4UD”’) appears on
transcripts and signifies neither credit nor grade.

A previously audited course may be taken for credit at a later date. In addition, a student may
audit a course previously taken and passed. Tuition and fees apply to all audited courses.

SATISFACTORY ACADEMIC PROGRESS
Academic Standing

A student enrolled in the MS degree program is considered to be in good academic standing if
the student maintains a minimum cumulative GPA of 2.5. A doctoral student is considered to
be in good academic standing if the student maintains a minimum cumulative GPA of 3.0.

Academic Probation

Academic probation constitutes conditional permission for students to continue to enroll in
courses. Students are placed on probation if:

e agrade of “F” is received in any academic term; or

e the cumulative GPA of a student enrolled in the MS degree program is below 2.5 in a
given academic term; or

e the cumulative GPA of a student enrolled in a doctoral degree program is below 3.0 in
a given academic term.

Students on academic probation must obtain academic advising from the Dean and are given
an academic plan for returning to the status of good standing.
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Academic Dismissal
A student may be dismissed from an academic program if one or more of the following apply:

e the student is placed on academic probation for a second consecutive academic term;

e the student has committed an act of substantial academic and/or professional
misconduct in violation of the Professional Conduct policy described in the University
of Fairfax Student Handbook;

e five calendar years have elapsed from the date of initial enrollment for MS students, or
seven calendar years have elapsed since the date of initial enrollment for Doctoral
students, unless they have received written approval for a time extension from the
Registrar.

A student who is dismissed may submit a written appeal of the decision to the Chief
Academic Officer.

CONTINUOUS ENROLLMENT/GOVERNING RULES

Students are governed by graduation requirements in effect at the time of initial enrollment,
provided their enrollment has been continuous. Continuous enrollment is interrupted when a
student is not enrolled for more than one academic term. For each interruption of continuous
enrollment, students are governed by graduation requirements and policies in effect at the
time of resumption of enrollment. Students who have not registered for a course for a year or
more must re-apply for admission to the University.

STUDENT STATUS
Financial Hold

Students on Financial Hold may not register for courses. They are eligible to do so once past
due balances are paid in full.

Leave of Absence

Students who cease to enroll for a period of up to one academic term are considered to be on
Leave of Absence. Students may request to be placed on Leave of Absence for one course
session or a full academic term.

Inactive Status

Students who cease to enroll for a period greater than one academic term and less than one
year are considered to be Inactive.

Disenrolled

Students who have been inactive for a year are considered to be disenrolled and must apply
for re-admission.

TIME LIMIT FOR COMPLETION

Students enrolled in the MS degree program are given up to five years from the date of initial
enrollment to complete degree requirements. Doctoral students are given up to seven years
from the date of initial enrollment to complete degree requirements. However, students may
petition the Registrar to receive an extension.
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RE-ADMISSION

Students whose time limit has expired or who were not enrolled within the previous year must
apply for re-admission. An individual seeking re-admission must:

e complete and submit an application for admission;
e complete an interview with the Dean; and

e meet all admission requirements in effect at the time of the re-admission.
GRADUATION REQUIREMENTS

In the academic term following a student’s last term, the Registrar certifies that the student
has completed all requirements for graduation. If certified, a diploma indicating the degree
and applicable specialization(s) is issued.

All Graduates

In order to graduate, all students must:

e complete the minimum number of credit hours designated for the chosen degree
program.

e satisfy all program requirements including completion of courses for their degree and
specialization(s).

e achieve a minimum cumulative GPA of 2.5 if enrolled in the MS degree program; or
achieve a minimum cumulative GPA of 3.0 if in enrolled in a doctoral degree
program.

e pay all tuition and fees and fulfill all other administrative obligations to the University
of Fairfax.

Graduates of the Doctoral Program

In addition to the above, doctoral candidates must produce and successfully defend an
approved dissertation as specified in the University of Fairfax Dissertation Handbook.

Students enrolled in a doctoral program must have earned a minimum of 90 semester credits
beyond the baccalaureate degree to graduate.

Alternate Degree Award for Doctoral Students

Doctoral students who have completed a minimum of 36 semester credits of a University of
Fairfax doctoral program, but wish to discontinue doctoral studies, may be awarded an
MSISM with a specialization in Information Security Research. Should circumstances change
in the future, the student may re-apply to a University of Fairfax doctoral program with
advanced standing status.

Graduating with Honors

A doctoral candidate may graduate with Distinction if so designated by the faculty. This honor
is awarded to a student whose dissertation is deemed outstanding for its quality and/or its
contribution to knowledge.

MS graduates who earn a cumulative GPA of 3.9 or higher (as computed based on grades
earned from only the first time a course was taken) will graduate with Honors.
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COMMENCEMENT CEREMONY

The University of Fairfax commencement ceremony is scheduled no more than once per
calendar year. Information regarding the ceremony is made available in the Graduation
Center (GC).

COMMENCEMENT PoOLICY

In order to participate in the commencement ceremony students must have met graduation
requirements for a degree program, with the following exceptions:

e MS students enrolled in their last required course, during the term in which
commencement is scheduled, will be permitted to participate.

e Doctoral candidates who have completed all course requirements, but have not yet
defended their dissertations, may petition the Dean to participate in Commencement,
only if they have received approval from their Dissertation Committee Chairperson.

However, degrees will not be awarded until all graduation requirements have been met.
AWARDING OF GRADUATE CERTIFICATES

Upon completion of the required courses for a certificate, students who have completed all
requirements for a certificate will be issued the certificate after they submit the Graduate
Certificate Request Form. This form may be found in the SIC.

TRANSCRIPT REQUESTS

Transcripts are issued by the Registrar upon receipt of a written and signed request from a
student or graduate, along with fee payment. Transcripts will not be issued to any student
who has an outstanding obligation to the University. Transcript requests should be sent to the
Registrar using the Transcript Request Form available in the SIC and on the University
website.
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FINANCIAL INFORMATION?®

TUITION

Tuition is $895 per semester credit.

STUDENT FEES
Description Rate
Application $75
Graduation $250

Late Registration

$25 per registration period

Returned Check/Declined Credit Card

$25 per occurrence

Student Services

$25 per course session

Technology

$125 per course

Transcript Request

$5 per transcript

SPECIAL SERVICES FEES

Description

Rate

Advanced Standing Evaluation

$895

Graduate Certificate Articulation

$100 per semester credit

Dissertation Quality Review

$895

Registration

$200

Transfer Credit

$75

Advanced Standing Evaluation Fee

Applicants to the doctoral program who seek advanced standing status are charged an
advanced standing evaluation fee.

Graduate Certificate Articulation Fee

Credits earned for a University of Fairfax graduate certificate may be articulated to apply to
one or more additional UoF graduate certificate(s). A per credit articulation fee is charged.

Registration Fee

Students who drop/withdraw from a course after the five-day cancellation period are charged
a registration fee. This fee is charged to a student only once throughout a degree or certificate
program.

2 Tuition, fees and financial policies are subject to change without notice.
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Transfer Credit Fee
Students who transfer credits to UoF from another institution are charged a transfer credit fee.
Dissertation Quality Review

To ensure that all dissertations meet University standards, each dissertation must undergo a
Quality Review prior to defense. Doctoral candidates are charged a fee for each Quality
Review.

MISCELLANEOUS EXPENSES

Books and Supplies

Students should budget an average of $150 per course for books and reference materials.
Doctoral Student Expenses

Research-Related

Doctoral students should budget for the likelihood that they may incur some additional
expenses during dissertation development in order to access resources that are specific to their
research.

Doctoral students may hire a research assistant to augment their search for articles and
materials relevant to their review of literature. Research assistants may help to locate
materials; however they may NOT summarize, paraphrase or create content for inclusion in
any of the dissertation documents.

Editing

Doctoral students may choose to utilize the services of a professional editor or may be
required by the University to do so. An editor may evaluate and revise dissertation
deliverables to ensure that the dissertation communicates the results of the student’s research

clearly and succinctly. An editor may NOT summarize, paraphrase or create content for
inclusion in dissertation documents.

Dissertation Quality Review

The final dissertation must adhere to University guidelines, including compliance with APA
format for citation and references. To ensure that all dissertations meet University standards,
each dissertation must undergo a Quality Review, prior to defense. Doctoral candidates are
charged a fee each time the dissertation is submitted for a Quality Review.

Printing and Binding of Dissertation

Doctoral students are required to purchase two bound copies of the completed dissertation.
One copy is retained by the University and the other is given to the Chairperson. The
University has selected PHD Book Binding to print and bind the required UoF copies
according to the designated specifications. In addition, students may purchase any number of
copies for personal use.
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FINANCIAL POLICIES AND PROCEDURES
Course Enrollment

In order to be enrolled UoF students must complete a Course Enrollment Agreement (CEA)
for each 16 week academic term and pay the tuition and fees associated with each course
session. Since an academic term consists of two eight-week course sessions, students
normally enroll three times per year. Students must enroll during the registration period,
which begins three weeks prior to the beginning of each term. The CEA is distributed to
students via their ufairfax.org email account. Once enrolled, students are given access to their
course by close of business on the Friday prior to the start of the course. Students who do not
enroll for a course by the end of the registration period may be charged a Late Registration
Fee.

In order to ensure that your CEA is processed, please:
e Print the CEA.

e Complete and/or verify contact information: address, telephone numbers, employer
and email address; make any necessary corrections; and

e Fax the form (with payment information) to 703.891.9400.
Payment Methods

You may pay your tuition and fees by check or credit card. Visa, MasterCard, Discover and
American Express are accepted.

Employer Tuition Reimbursement

Selected employers reimburse their employees for tuition. You should contact your
supervisor or employee benefits office to determine if tuition reimbursement is available to
you. Tuition reimbursement does not eliminate a student’s responsibility to pay tuition at
registration.

Direct Billing

For students whose companies finance their education, a direct billing arrangement between
the employer and the University may be arranged. The employer must provide a purchase
order for billing or pay tuition via company credit card or check prior to or at registration.
Students are still ultimately responsible for tuition payment in the event of employer non-
payment.

Financial Delinquency

Students are responsible for tuition, fees, and other billed charges. Unless special payment
arrangements have been made with the Business Office, student accounts are placed on
Financial Hold if they become delinquent. An account is delinquent if there is a balance due
that has not been paid by the due date.

If your account is put on Financial Hold the University will not process new course
registrations or issue official transcripts, graduate certificates or diplomas. Accounts on
Financial Hold are released when all past due balances have been paid.

The University reserves the right to assign delinquent accounts to a designated collection
agency and to charge a collection fee equal to 25% of the past due balance at the time the
account is turned over to the collection agency.
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Add/Drop Period

Students may add or drop a course during the Add/Drop Period which ends Saturday of Week
1 of the course session. Course registrations beyond the Add/Drop period require approval by
the Dean. Registered students who do not attend a course (as evidenced by course log-in) by
Saturday of Week 1 will be dropped from the course and will receive a grade of “DR”.

Students with mitigating circumstances may submit an appeal to the Registrar for re-entry into
a course, no later than Wednesday of Week 2. The appeal will be granted or denied based on
factors such as previous history of non-attendance, academic performance and the
circumstances presented by the student.

Withdrawals

Students who wish to withdraw from a course after the Add/Drop Period must notify the
school by Saturday of Week 7 of the course. Simply ceasing to attend a course does not
constitute a withdrawal. Students who withdraw from a course after Week 1 receive a grade of
Students must notify the school if they wish to withdraw from a program. Any outstanding
balances at the time of program withdrawal require payment in full after refund calculation.

Refunds

Students who withdraw from a course receive refunds on a percentage basis, according to the
student’s withdrawal date in relation to the most recent period of enrollment for which the
student has paid. In addition, students are assessed a non-refundable “registration fee” of
$200, once during the student’s program of study. Any refunds due students will be received
within 30 days of notification of drop/withdrawal as shown below:

Date of Drop / Withdrawal Refund Due
Prior to Week 1* 100% *
Week 1 100% *
Week 2 80% *
Week 3 60% *
Week 4 40% *
Week 5 20% *
Weeks 6 — 8 0%

* Weeks are defined as Sunday - Saturday
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Based upon this refund schedule, the following table illustrates how refunds would be
calculated for a course drop/ withdrawal during each week of the course session. (Weeks 1-8).

Week # Refund Calculation by Week
1 2 3 4 5 6-8
Total Amount Paid $2,835 | $2,835| $2,835| $2,835| $2,835| $2,835
% Used in Refund 100% 80% 60% 40% 20% 0%
Calculation
Refund Due Student (*) $2,835 $2,268 | $1,701 | $1,134 $567 $0

(*) A non-refundable Oregistration feeO of $200 will be agssed only once during the studentOs program of study
and will be deducted from the refund amount due to the student.

FINANCIAL ASSISTANCE
Military Spouse Career Advancement Accounts (MyCAA)

The University has met Department of Defense (DoD) eligibility requirements to participate
in the MyCAA Financial Assistance Program. This program provides up to $6000 in
Financial Assistance to military spouses who are pursuing degree programs leading to
employment in portable career fields. Spouses of Active Duty members of the DoD and
activated members of the National Guard and Reserve Components are eligible. Eligible
spouses can establish a MyCAA account by visiting the www.aiportal.acc.af.mil.mycaa.

Fellowships, Scholarships and Loans

The University of Fairfax offers multiple sources of tuition financing for eligible students,
including fellowships, scholarships and loans. Fellowship and scholarship awards vary based
on the availability of funds each term.

Fellowships
Aladdin Fellowship

The University has established the Aladdin Fellowship Fund on behalf of Aladdin Knowledge
Systems in recognition of its support for the University of Fairfax. Aladdin Fellowship awards
are based on merit and/or need. Students must remain in good academic standing and meet
financial obligations to the University in order to continue to receive fellowship
disbursements.

Alliance Fellowship

The University of Fairfax has established the Alliance Fellowship Fund for students seeking a
degree or certificate through an academic alliance with a partner University. Students must
remain in good academic standing at both institutions and meet their financial obligations to
both institutions in order to continue to receive fellowship disbursements.
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FISMA Fellowship

The University has established the FISMA Fellowship Fund to support research that is needed
to improve FISMA compliance. Preference is given to individuals who demonstrate a
capability and motivation to undertake FISMA compliance-related projects. FISMA
Fellowship awards are based on merit and/or need. Students must remain in good academic
standing and meet financial obligations to the University in order to continue to receive
fellowship disbursements.

GSN Fellowship

The University has established the GSN Fellowship Fund in conjunction with Government
Security News (GSN), a resource for up-to-date information serving a community of over
40,000 security professionals. GSN Fellowship awards are based on merit. Preference is
given to individuals whose focus of interest is the government security sector. Students must
remain in good academic standing and meet financial obligations to the University in order to
continue to receive fellowship disbursements.

HIPAA Fellowship

The University has established the HIPAA Fellowship Fund to support research that is needed
to improve HIPAA compliance. Preference is given to individuals who demonstrate a
capability and motivation to undertake HIPAA compliance-related projects. HIPAA
Fellowship awards are based on merit and/or need. Students must remain in good academic
standing and meet financial obligations to the University in order to continue to receive
fellowship disbursements.

ISACA/NCAC Fellowship

The University has established the ISACA/NCAC Fellowship Fund for members of the
National Capital Area Chapter (NCAC) of the Information Systems Audit and Control
Association (ISACA). The ISACA/NCAC Fellowship Fund serves to encourage information
systems auditors to advance their careers in order to increase the security of public and private
information systems. ISACA/NCAC Fellowship awards are based on membership in NCAC,
merit and/or need. Students must remain in good academic standing and meet financial
obligations to the University in order to continue to receive fellowship disbursements.

Sarbanes-Oxley (SOX) Fellowship

The University has established the Sarbanes-Oxley (SOX) Fellowship Fund to support
research that is needed to improve SOX compliance. Preference is given to individuals who
demonstrate a capability and motivation to undertake SOX compliance-related projects. SOX
Fellowship awards are based on merit and/or need. Students must remain in good academic
standing and meet financial obligations to the University in order to continue to receive
fellowship disbursements.

University of Fairfax Student Handbook ©2010. All rights reserved. Page 37



Univ?rsity of
Falrfaxeg

Scholarships
Information Security Certification Scholarship

The University of Fairfax has established an Information Security Certification Scholarship
Fund for degree-seeking applicants who hold selected, recognized information security
certifications such as CISSP, CISM, and CISA. Information Security Certification
Scholarships serve to encourage information security professionals to advance their careers in
order to increase the security of public and private information systems. Only certifications
held prior to enrollment in a University of Fairfax degree program are eligible for
consideration. Students must remain in good academic standing and meet financial
obligations to the University in order to continue to receive scholarship disbursements.

NSA Certification Scholarship

The NSA has validated the University of Fairfax curriculum as mapping 100% to the
Committee on National Security Systems (CNSS) National Standards 4011 and 4012. To
support and encourage information security professionals to obtain these certifications, the
University has established the NSA Certification Scholarship Fund. Scholarship awards are
based on merit. Students must remain in good academic standing and meet financial
obligations to the University in order to continue to receive scholarship disbursements.

Educational Loans

The University of Fairfax has arranged for educational loans to be made available to students
from:

Sallie Mae

Sallie Mae offers graduate students educational loans based on their credit status. To obtain
an application, go to: www.salliemae.com or call 888.2.SALLIE (725543).
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PROGRAM DELIVERY AND EXPECTATIONS

PROGRAMS OF STUDY

The Dean creates an individual Program of Study (POS) for each student which reflects the
planned schedule of courses to meet degree requirements. This POS is posted to the
Orientation Center in eCollege. Programs of Study are reviewed and updated at least once a
year and whenever circumstances occur which necessitate revisions to the original POS.

ECOLLEGE LEARNING MANAGEMENT PLATFORM

University of Fairfax online courses are delivered through the eCollege learning management
platform. Faculty and students find eCollege to be a user-friendly, easy- to-navigate interface
that serves as a repository for course information, assignments and discussions. In eCollege
each course has a web page known as a course shell.

By accessing the course shell, you may:
e review syllabi, reading lists, class schedules, and deliverable assignments
e obtain copies of class presentations, handouts and notes
e check out related web sites listed in the Webliography;
e email your professor and fellow students
e chat with other students and

e submit on-line assignments.
ECOLLEGE FEATURES

The eCollege learning management platform is a robust online environment which has many
capabilities to enhance the educational experiences of our students. As a student, it is
incumbent on you to become familiar with eCollege and the course structure that has been
adopted by the University.

Course Shell

The course shell is essentially the course website set up on the eCollege platform. The
University has established a uniform format for course content within each course shell.
When you are enrolled in a course a link to the course shell will appear in the appropriate
course session under Course Listings.

By accessing the course shell you may:

review syllabi, reading lists, class schedules, and deliverable assignments
obtain copies of lecture slides, handouts and notes

post related web sites in the Webliography

e-mail your professor and other students in the course

participate in chat sessions and SyncSessions

e participate in threaded discussion topics

e submit required assignments.

The configuration of the course shell utilizes two primary navigation areas for access to
course components: a left-hand navigation bar for accessing course content and a navigation
bar in the upper portion of the window for accessing Course Tools.
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Course Content

Within the course shell, course content is accessible by navigating along the left side column
of item links. Under the Course Home, you will find the syllabus, along with schedules for
SyncSessions, weekly chat sessions, and required deliverables. Below the Course Home area,
you will see a tab for the four (two-week) modules in each course.

By clicking on a Module tab, you will see a short summary of the assignments and activities
which have been scheduled for that two-week period. Under the tab, you will find links to
items such as the discussion threads, lecture slides, assignments, and the OpenForum.

Please note many of the links in the left navigation bar are "View Only". Often a PDF version

of a document will be available from the link. Otherwise, PDF or Word versions of documents
are available in the Document Sharing area of the course (located in the upper navigation tabs

in Course Tools).

Course Tools

Along the upper portion of the window is a set of tabs which enables access to Course Tools.
The tabs and their functions are listed below:

e The Gradebook is where your professor posts the grades for the graded activities in the
course. You may use the Gradebook to track your academic progress.

e The Email tab enables you to email the professor and all members of the class.

e The Live tab provides access to "real-time" synchronous tools: Chat Rooms and
ClassLive. The Chat Rooms are used for “real-time” discussion with the professor
during weekly scheduled office hours. The ClassLive capability enables students to
view slides in "real-time" with the professor during SyncSessions.

e The Document Sharing tab provides access to the PowerPoint slide printouts and other
course documents which can be downloaded by students.

e The Dropbox is where you submit electronic copies of your assignments.

o The Webliography provides access to relevant website URL links which can be posted
either by the professor or students.

e The Help tab provides access to detailed information on each of the features of the
eCollege platform.

Gradebook

The Gradebook provides a record of points awarded for all course assignments against the
assigned point scale. It is in this area where you can review your grades and receive feedback
on graded components of the course, enabling you to gauge your performance on an ongoing
basis. While assignments submitted through the Dropbox may be retrieved through the
Dropbox for grading, grades for assignments such as discussion thread postings are only
available through the Gradebook. Y our professor may post feedback and attach graded
assignments for return to you through the Gradebook. To view a returned item, click on the
points that are shown for the assignment. A pop-up window will display your grade and the
feedback your professor has provided.
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eMail

When public forums such as the discussion threads or the OpenForum are not appropriate,
email is a primary means of communication between you and your professor. By utilizing the
course-based email area, under the Course Tools, you have access to sending email to the
professor and classmates without having to remember their specific email accounts.

Document Sharing

In the Course Tools navigation tabs you will find a link to the Document Sharing Area. This
area is for public exchange of documents. You will find your course syllabus, other course
materials and assignment templates within this area. At the top of the DocSharing area is a
pull down list of document category areas. In many courses, multiple categories have been
created to store course related materials. Be sure to check these areas for handouts or related
reading materials.

Students may exchange materials within DocSharing under Student Exchange. In most
situations, students are allowed to exchange materials for educational purposes under "fair
use" regulations. However, you must remember to respect copyright limitations of documents
and not to post materials that require royalties or other licensing fees to be paid. This area will
be reviewed and monitored by your professor and the school.

Dropbox

The Dropbox is where you submit written deliverables. It provides a record of all
assignments submitted for the course and is a necessary component of any grade review
request.

Once you have posted an assignment, your professor will have access to it for grading or
review. You can continue to submit revisions of an assignment to the same Dropbox. Y our
professor will be viewing the most recent submission first. Once the assignment has been
reviewed and graded, the assignment will be returned to you in your Inbox.

Please be sure to pay attention to which Dropbox you submit assignments to — it is not
expected that professors search all Dropboxes to locate an assignment!

Please note, the system does not alert your professor when assignments are posted, so if you
have submitted something after the due date, your professor will not be aware that the
assignment exists unless you notify your instructor. You are NOT to email late assignments to
your professor. Professors are not required to grade assignments that are emailed to them, nor
are they expected to grade assignments prior to the due date if they have been submitted early.

Webliography

The Webliography is a feature which enables your professor to provide links to websites
where you might find course relevant materials, such as white papers, articles or blogs. It is
also strongly encouraged that you post listings to the Webliography which you believe are
relevant and useful to other students.
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Features Which Support Interaction
ClassLive Pro

The goal of the SyncSessions is to facilitate a real-time exchange between students and
professors. Your professor will facilitate four SyncSessions on alternating Saturdays during
the eight week course session. SyncSessions are conducted through the use of an audio
conference call in conjunction with a whiteboard (which utilizes the product Elluminate). The
whiteboard feature, known as ClassLive Pro, is found under the Live tab. To become familiar
with this feature, please view the detailed information provided in the eCollege Help within
each course shell. This Help area is found in the far right corner of the Tools navigation bar
which appears at the top of the window.

Asynchronous Discussion Threads

The threaded discussions explore the essence of the assigned readings, relate the material to
student experience and consider related current developments in the field. You are expected to
participate with questions, comments and insights from your own experience. For each two-
week module, there are two discussion topics. You must participate in both topic discussions
in each module in order to achieve the maximum grade for the course.

In addition to the graded discussion topics, each module contains a discussion thread called
the OpenForum which is not graded. In this area, you are encouraged to post questions related
to the course, seek advice or form study groups. Your professor is expected to monitor this
discussion area and respond when students seek input from you.

Because the discussion threads are the primary means of online participation, it is critical that
you post several times each week. It is recommended that you establish a practice of posting
to the discussions at least every other day to meet the minimum of three times each week for
each discussion topic.

Chat Rooms

The Chat Room capability available in eCollege is a synchronous communication tool that
allows your professor to hold “Office Hours” at a prescribed time each week. Each chat that
takes place is automatically archived and can be viewed after the session by those who could
not attend. In a Chat Room, each participant’s name is listed alongside the message that is
posted. Participants may send each other private messages. If a participant enters a URL as
part of the message, all participants can click on the URL and a new browser window will
open and the entire group can view the website.
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ECOLLEGE ACCESS IDS

Prior to Orientation, you will be assigned an ID to access eCollege. Your access ID is your
Student ID number which takes the form: SSO000XXXX. A temporary password is assigned
at this time. This ID will remain open while you are a student in good standing, or until you
have graduated from your program. When you receive this access ID, you will be instructed to
log in to eCollege at: www.ufairfaxonline.net.

The first screen you will see upon logging in will be your Personal Home Page. Here you will
see term announcements regarding SyncSession schedules, textbook availability and other
items of general interest. In this area you are also able to load personal web links that will
remain active throughout your enrollment.

The first action you should take is to change your password. To do this, log in to the eCollege
system, and select the “My Profile” link in the upper right corner on the Personal Home Page.
You can input your new password and confirm it in the boxes available. Scroll down to
where you see the “Update with New Values” button and select it. It may take a few minutes,
but the new password will take effect the next time you log in.

COURSE DELIVERY

In order to maximize student learning, the University incorporates both synchronous and
asynchronous modes of interaction among course participants and between faculty and
students.

Asynchronous Discussion Threads

In contrast to the spontaneity of real-time interaction, asynchronous discussion threads permit
students to express more thoughtful responses to discussion questions. An essential skill for a
professional is the ability to communicate clearly and concisely in writing. For this reason,
online participation in discussions is an essential component of the learning experience in
each course. Regularly expressing your thoughts on the course topics also sharpens your
mastery of the subject matter. In addition to answering the discussion questions you should
respond to the responses posted by your colleagues and reply to their comments on yours.
Your comments must be substantial and must demonstrate thought and analysis. For example,
you should not merely agree with another student’s point of view.

SyncSessions™

SyncSessions provide a forum for collaborative learning by enabling “real time” interaction
between faculty and students. These sessions combine the use of a whiteboard called
ClassLive with an audio conference call. In order to participate in the whiteboard session, you
must be at a computer. The ClassLive whiteboard is found under the Live tab on the top of the
screen. For core, specialization and elective courses SyncSessions are normally scheduled on
alternating Saturdays during each term. If, for any reason, you are unable to hold a scheduled
SyncSession, you must notify your professor in order to arrange a “make-up” session. For
dissertation courses, advisors schedule individual SyncSessions.
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Online Chat Rooms

For non-dissertation courses, an optional one-hour Chat Room is scheduled once each week,
in the evening to accommodate students’ work schedules. Generally, these sessions are held
after 8 pm ET to enable the participation of students in other time zones. Students may utilize
chat sessions to solicit feedback on course deliverables, and to explore specific topics of the
course. Chat room sessions are not graded and may be used as “make up sessions” if pre-
approved by your professor for a missed SyncSession as a result of work or travel obligations.

ATTENDANCE AND PARTICIPATION

Participation in threaded discussions is required and is a graded component in the calculation
of the grades in core and specialization courses. Student participation in the “threads” is
evaluated not only on quantity and frequency, but also and--perhaps even more importantly--
on quality.

It is expected that students “attend” class regularly by logging into the course shell and
participating in the online activities at least three times each week on different days. For
every two week module students are required to participate in the discussion and analysis of
two topics posted specifically for that module. Discussions are “locked” at the conclusion of
each two- week module, and grades are assigned for participation during that module. There
are no “make up” assignments for missing discussions. All posting to threaded discussions
must be done within the course session; postings are not accepted for grading after the end of
the course.

Attendance at SyncSessions is also required. If a student has a conflict with a scheduled
session, the student must contact the instructor prior to the session to arrange an alternate
assignment. Failure to do so is considered an unexcused absence and will result in zero points
for participation for that SyncSession.

Although attendance in chat room sessions is not required, it is strongly encouraged. These
weekly meetings give you an opportunity to interact with your instructor and provide a forum
for you to ask questions about assignments, lecture points, or other course expectations.

SUBMISSION OF COURSE WORK

Students must submit deliverables for grading via the eCollege Dropbox and have access to
each course shell for up to four weeks beyond each course session to do so. Should you need
to submit work after that time period has elapsed (to resolve a grade of Incomplete) you will
need to make arrangements with your instructor to submit the assignment(s) via email. In this
situation, you should also submit a copy of the deliverable to the Dean via email.

A course deliverable submitted to fulfill the requirements of one course may not be submitted
to fulfill the requirements of any other course.
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GRADING OF DELIVERABLES

Each graded component within your course has been allocated a specified number of points
based on the overall achievement of 100 points for the course. Faculty use qualitative
guidelines when assessing your work and assigning points.

Discussion Threads

The table below is the grading rubric utilized by faculty when assigning points for
participation in discussion threads:

5-6 postings for
each topic, well
distributed
throughout the 2-
week module;
keeps discussion
focused on the
topic.

4-5 postings for
each topic,
distributed
throughout the 2-
week module;
stays on topic for
the most part.

3-4 postings
somewhat
distributed
throughout the 2-
week module;
wanders from
topic.

Fewer than 3
postings not
distributed
throughout the 2-
week module;
doesn't address
topic.

High degree of
integration &
synthesis of
reading material;

Some degree of
integration &
synthesis of
reading material;

Limited degree
of integration &
synthesis of
reading material;

No integration &
synthesis of

reading material;
no demonstration

demonstrates a demonstrates limited of critical thinking;
high degree of some critical demonstration of | poor responses
critical thinking; | thinking; critical thinking; | with no examples;
good responses adequate limited responses | does not respond to
supported by responses with a | with no questions
examples; few examples; examples; effectively.
responds to all responds to some | responds to a few
questions questions questions
effectively. effectively. effectively.
Proper language, | Proper language Some problems Improper language,
grammar, and but some errors in | with both the use | grammar, and
spelling used at spelling and/or of proper spelling; responses
all times; grammar; language, are not clear, not
responses are responses are spelling and/or concise, and not
consistently clear, | generally clear, grammar; compelling.
concise and concise and responses are
compelling. compelling. often unclear, not

concise, and not

particularly

compelling.
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Written Assignments

Written work is evaluated on content as well as quality of the writing. UoF has adopted the
APA format (Publication Manual of the American Psychological Association, 6" ed.) for in-
text and reference citations made in research papers.

Grading of written assignments will take into account the elements listed below. The
weighting for Style and Mechanics will not exceed 15% of the grade. Faculty members use
the following grading rubric when assessing written work:

Content and Organization:
Content:
o Key elements of assignment followed
e Content is comprehensive and accurate
o Writer displays an understanding of relevant theory
e Conclusions supported by facts/figures
e Research is adequate and timely
o Writer has gone beyond textbook for resources
Content Development:
o Writer illustrates subject with real world examples
o Writer analyzes and interprets facts rather than just quoting them
Organization and Structure:
e Introduction provides a background and explains purpose of paper
 Structure is clear, logical and easy to follow
e Conclusions/Recommendation follow logically from the information presented

Style and Mechanics
Format:
o Citation / references follow APA guidelines
e Paper is laid out effectively with sections and headings
o Paper is neat and shows attention to detail
Grammar/Punctuation/Spelling:
e Rules of grammar, usage, and punctuation are followed.
e Spelling is correct.
Readability/Style:
« Sentences are complete, clear and concise
o Sentences are well-constructed with consistently strong, varied structure
o Transition between sentences/paragraphs/sections help maintain the flow of
thought
e Words are precise and unambiguous
e Acronyms are defined
e Tone is appropriate for target audience
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The table below shows guidelines utilized by professors when assessing quality and assigning
points for written assignments:

Quality For work that, in your professional judgment, ...

Excellent e s at the highest level of performance

e demonstrates thorough mastery of virtually all required tasks

(A, A-) e shows consistent ability to think flexibly and adaptively in applying

concepts and skills to the definition and solution of new, non-routine, and
highly complex problems

Good e is consistently at a high level

e demonstrates substantial mastery of the majority of required tasks

(B+, B, B-) e shows ability most of the time to think flexibly and adaptively in applying

concepts and skills to the definition and solution of new, non-routine, and
highly complex problems

Fair e is competent most of the time

e demonstrates satisfactory mastery of the essential required tasks

(C+,0) e shows ability some of the time to think flexibly and adaptively in applying

concepts and skills to the definition and solution of new, non-routine, and
highly complex problems

Unsatisfactory | e is not at a minimally competent level

e does not demonstrate mastery of the minimal essential required tasks

(F) e shows inability to demonstrate higher-level thinking. The person

responsible has not shown the ability to carry out well-defined tasks at the
routine level, even with clear instructions.

FACULTY AVAILABILITY

University of Fairfax faculty members are available to students through:

weekly chat rooms as noted in the syllabus;

scheduled SyncSessions as noted in the syllabus;
OpenForum discussion boards within eCollege courses;
e-mail (preferred for individual questions); and

phone as needed.

University of Fairfax faculty members make every attempt to:

return phone calls within 24 hours;
respond to emails within 48 hours;

post feedback for “progressive” assignments (those upon which a subsequent
assignment relies) within 5 days of assignment submission (provided it is submitted on
time); and

post grades for assignments no later than the deadline for the next assignment.
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STUDENT RIGHTS AND RESPONSIBILITIES

STUDENT RIGHTS
Academic Freedom

The mission of the University is best accomplished in an atmosphere which fosters free
inquiry, discussion and respect for differing viewpoints. However, students should be
sensitive to others when discussing potentially controversial subject matter. The faculty is
responsible for facilitating and encouraging open communication among students without fear
of reprisal.

Academic Records Policy

The University of Fairfax complies with the Family Educational Rights and Privacy Act of
1974 (FERPA) which ensures students the right to privacy in their educational records. This
act also establishes the right of students to inspect and review their records and to initiate
grievance proceedings to correct inaccuracies. A request to review educational records should
be sent to the Registrar in writing and will be honored within 45 days after receipt of the
request. Students can then schedule time to view the records during regular University
business hours, or by special appointment.

Arbitration Agreement

Any controversies or claims by a student in connection with the student’s relationship with the
University which remain unresolved after the appropriate administrative procedures set forth
in the catalog have been followed, shall be finally and exclusively determined by arbitration
as provided below.

Arbitration shall be held in Fairfax County, Virginia, by one arbitrator, in accordance with the
Commercial Arbitration Rules of the American Arbitration Association, and judgment upon
an award may be entered in court. The decision of the arbitrator shall be final and conclusive,
and not subject to review in a court, unless the decision of the arbitrator is found by the court
to be fraudulent, arbitrary, or grossly erroneous.

Grievance Policy
Grievances should always be resolved at the most immediate level possible.

In the case of academic complaints or disputes:

e The student should begin by communicating the problem to the faculty member
involved.

e Ifa complaint or dispute is not satisfactorily resolved by the faculty member, the
student should appeal to the Dean in writing.

e The Dean will investigate and may choose to involve the Academic Affairs
Committee.

e If'the complaint or dispute is still unresolved after appeal to the Dean and the
Academic Affairs Committee, the student may appeal in writing to the CAO.

e If'the complaint or dispute is still unresolved after appeal to the CAO, the student may
appeal to the State Council of Higher Education of Virginia (SCHEV) at 804-225-
2600.

University of Fairfax Student Handbook ©2010. All rights reserved. Page 48



Univ?rsity of
Falrfaxeg

In the case of non-academic complaints or disputes:

e First the student should attempt to resolve an issue in dispute at the level at which the
dispute occurred.

e If the response is unacceptable to the student, the student should submit the complaint
in writing to the VPSS.

e The VPSS will investigate and may choose to involve the Academic Executive
Council. The VPSS will notify the student in writing of the decision.

e If'the complaint or dispute is still unresolved, the student may appeal in writing to the
President.

e If'the complaint or dispute is still unresolved after appeal to the President, the student
may appeal to the State Council of Higher Education of Virginia (SCHEV) at 804-
225-2600.

Harassment Policy

Unlawful harassment is prohibited by the University of Fairfax and by law on the basis of
creed, race, color, gender, sexual orientation, age, national origin, or disability. Students are
responsible for immediately reporting any incidence of harassment to the Vice President of
Student Services who will investigate and initiate disciplinary action if required.

Intellectual Property Policy

All work products which are used as the basis for course grading and which are produced by
the student to meet course and degree requirements remain the property of the student.

Nondiscrimination Policy Notice

The University of Fairfax does not discriminate on the basis of gender, age, race, creed,
national origin, sexual orientation or disability in admissions, employment or access to
academic programs or student activities.

Safety and Security

The security of all members of the University of Fairfax community is a priority. Students
who become aware of any maintenance or safety issues should report them to a University of
Fairfax staff member immediately.

The Tycon Courthouse building in which the University of Fairfax is located has a Security
Guard on duty 24 hours a day, seven days a week.

The University of Fairfax is not liable for any personal possessions on the campus.

The following emergency numbers are available for on-campus students:
e Fairfax County Emergency--Police, Fire, Ambulance: 9-1-1
e Fairfax County Non-Emergency: 703.691.2131, TTY 703.204.2264
e Tycon Courthouse Security Guard: 517.233.0509

Student Identification Cards

Students may request a Student ID Card by downloading the Student ID Request Form in the
Orientation Center or SIC. Students must provide a digital photo.
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STUDENT RESPONSIBILITIES
Academic Integrity Policy

The principles of academic integrity encompass standards of honesty and truth. Each member
of the University has a responsibility to uphold the standards of the community and to take
action when others violate them. Faculty members have an obligation to educate students
about the standards of academic integrity and to report violations of these standards to the
Dean.

The University of Fairfax regards academic honesty and scholarly integrity to be essential to
the education of our students. Violations are not tolerated. Students may be dismissed for
violation of the University of Fairfax standards of academic conduct.

Cheating

The University of Fairfax will not tolerate cheating. Students are expected to do their own
course work, assignments and projects, and make equitable contributions in both quality and
quantity of work performed for group projects.

Plagiarism

Plagiarism is a violation of the integrity of the academic community. Intentionally
representing someone else’s work as one’s own or using another’s ideas in a written paper or
presentation without appropriate citations and references will result in failure or dismissal.
While we should be able to assume that all students know what plagiarism is, reviewing it
with them in class is important, especially in this electronic age in which downloading
information and documents from the Internet is common.

We define plagiarism as "the use of someone else’s words or ideas without proper credit" and
recognize three types of plagiarism:

¢ Quoting directly without acknowledging the source;
e Paraphrasing without acknowledging the source; and

e Constructing a paraphrase that closely resembles the original in language and syntax
without acknowledging the source.

During Orientation, students must complete the Plagiarism Tutorial in order to help them
avoid unintentional plagiarism in their writing by correctly citing all sources. Faculty are
encouraged to spot-check citations used by students and to pay attention to their use of
bibliographies and references in their writing to ensure students do not violate academic
policy. A more robust version of the Plagiarism Tutorial is also available in the Student
Information Center and is continually available to you. In it are suggestions on techniques for
note-taking and writing which help reduce the occurrence of plagiarism.

The University will use the online service Turnltln.com for the purposes of evaluating the
originality of students' submissions of major assignments. This does not reduce the
requirement for you, as a student, to ensure that all assignments meet originality requirements
or citation rules for source materials.
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Academic Integrity Violations

If a faculty member believes that plagiarism or cheating may have occurred, the Dean is
contacted. The Dean, who maintains records of all violation reports, investigates the allegation
and makes a determination if the occurrence appears to be intentional or not. The University
operates on a “three strike” rule when responding to these allegations. However, intentional
plagiarism is cause for dismissal. The following describes the actions taken when potential
violations are brought to the Dean’s attention:

First incident

The faculty member is advised by the Dean to post comments in the Gradebook identifying
that the assignment is not acceptable and is a potential violation of the University’s Academic
Integrity Policy. The student is allowed to resubmit the assignment. The Dean issues a
warning letter, reiterates the University’s Academic Integrity Policy, and refers the student to
the Plagiarism Tutorial. A copy of this letter is kept in the student file.

Second incident

The faculty member is advised by the Dean to post comments in the Gradebook identifying
that the assignment is considered to be in violation of the University’s Academic Integrity
Policy and assigns a failing grade (0 points) to the assignment. The student may not resubmit
the assignment. The Dean issues a letter to the student indicating that the student is in
violation of the Academic Integrity Policy. A copy of this letter is kept in the student file. The
student may appeal the decision to the Academic Affairs Committee.

Third incident

The faculty member is advised by the Dean to post comments in the Gradebook identifying
that the student has been reported for a violation of the University’s Academic Integrity
Policy and will be subject to Academic Review by the Academic Affairs Committee. Dean
issues a letter to the student indicating that the student will be issued a failing grade for the
course and is placed on Academic Probation. A copy of this letter is kept in the student file.
The student is required to repeat the course. The student may appeal the decision to the
Academic Affairs Committee.

Fourth incident

The faculty member is advised to post comments in the Gradebook identifying that the
student has been reported for a violation of the University’s Academic Integrity Policy. The
Dean issues a letter to the student indicating that the student has been dismissed from the
program for violation of the Academic Integrity Policy. A copy of this letter is kept in the
student file. The student may appeal the decision to the Chief Academic Officer.
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Drug and Alcohol Policy

The University of Fairfax prohibits the unlawful or inappropriate possession, use, or
distribution of illicit drugs and alcohol by students, faculty or staff on its property, at any
recognized University of Fairfax event. The consumption of alcohol is not permitted during
the regular course of business or during official classroom time.

End-of-Course Evaluations

Student evaluations are an integral part of the University’s outcomes assessment program. At
the end of each course, we ask students to evaluate the teaching effectiveness of the faculty
member, the coverage of the course objectives, and the value of the course. Via eCollege,
students are required to complete the course evaluation in order to gain access to eCollege
activities in the final week of the session.

Faculty members are able to view anonymous report containing aggregate information and
comments without student names, after final grades have been submitted. Faculty and
administrators CANNOT see who submitted any particular evaluation form. The Dean and
Program Directors use the results in the course revision process to make improvements.

Confidential Information Policy

The University of Fairfax, as an institution of higher education, operates as an open forum to
maximize the interchange of ideas. Students are encouraged to bring real life experiences to
the classroom for discussion purposes. However, in so doing, students should follow the
confidentiality policies of their employers and/or clients.

Professional Conduct Policy

Students are expected to abide by all public laws and generally accepted professional
standards, to comply with all regulations and policies of the University, and to conduct
themselves professionally when interacting with fellow students, faculty and staff.

The University of Fairfax reserves the right to place on probation or dismiss students who
engage in unsatisfactory conduct such as dishonesty; failure to adhere to rules and regulations;
destruction or theft of property; participation in activity that impinges on the rights of others;
or possession or consumption of alcoholic beverages or illegal drugs at any time on the school
premises. In any case of probation or dismissal students may appeal.

Student Research Involving Human Subjects

All students should be aware of the University’s policy regarding research involving human
subjects. If you plan to conduct surveys (email, telephone, regular mail), interviews, testing
or any other type of assessment involving human subjects or personal data, your instruments
and protocols must be reviewed and approved in advance by the University’s Institutional
Review Board (IRB). The purpose of the IRB is to ensure that appropriate research practices
are employed by UoF students and faculty.

In order to obtain approval for research involving human subjects, you must complete an IRB
Research Application Form describing the proposed study and submit it to the IRB. After
reviewing your application, the IRB will issue a Certification of IRB Approval or make
recommendations for resubmitting the proposal with changes. IRB-related forms are
available in the SIC.
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COMMUNICATION

CHANGE OF STATUS

If any of your personal information changes, such as your Address/Phone/Email/Employer,
you should submit updated information using the Student Profile Change Form which is
available in the SIC.

NAME CHANGE REQUEST

If you are requesting a name change on your academic record you will need to provide the
following to the Registrar:
e Completed Student Profile Change Form

e A notarized letter requesting the name change
e Driver’s License or other Government Issued ID reflecting the name change.

STUDENT EMAIL ACCOUNTS
students@ufairfax.org Email Accounts

All students are assigned a UoF email account prior to Orientation. Be sure to check your
students@ufairfax.org email account regularly, since University staff and faculty will use this
account for all University-related correspondence. It is imperative that you notify the AOC
immediately if you have any difficulty accessing the UoF email system so that you do not
miss any critical information.

In addition, this email account is associated with your eCollege access ID. It is important that
you not change your email address in eCollege so that you do not miss important
communications from your professors.

You may access your students.ufairfax.org email account either as a web-mail account or by
downloading it into Outlook.

User Name and Password

This email account will take the form of: studentname@students.ufairfax.org (where
“studentname” 1is assigned, generally as firstname.lastname).Your User Name for the web-
mail system is your email account (studentname@students.ufairfax.org), and your temporary
password will be a random eight characters including at least one of each of the following:
capital letter, lower case letter and number characters.

We recommend that you change initial password immediately by logging onto the web-mail
(see below). The new password must be a minimum of eight characters, including any
combination of at least one of each of the following: capital letter, lower case letter and
number characters.
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Web-Mail Procedures

To facilitate use of the University’s web-mail, be sure to set your pc to allow cookies. In
addition, you should list the following sites as safe: www.ufairfax.org, students.ufairfax.org
and ufairfax.org.

To access web-mail:

e open your web browser and go to http://students.ufairfax.org/webmail;

e at User name:, enter your email address (studentname@students.ufairfax.org);
e at Password, enter your assigned password; and
e click Login.

To change your password:
e on the bottom of the login screen, click Change Password ;
e at New Password: enter your new password,
e at Password (Again): enter your new password again;
e click Change.

If you forget your password:
Please contact the AOC (academics@ufairfax.org) to have your password reset.
To check your mail:

Once on the login page, you have three options for viewing your email using Horde,
SquirrelMail or RoundCube. If you are not going to be downloading your email via a desktop
email application, we recommend you click on each of the three options to determine which
one of these options best suits your needs.

Click the logout icon in the upper right corner to logout.
To forward your student email to another email account:

e on the bottom of the login screen, click Forwarding Options;

e click Add Forwarder (at the bottom center of your screen);

e under Destination: enter the email address where emails will be forwarded to;
e click Add Forwarder.
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Configuring Microsoft Outlook for Your Student Email Account

We recommend that you download email to Outlook so that important University
correspondence can be retained on your individual computer. The web interface for the email
system is similar to Outlook; however, it has space limitations that require you to delete old
messages. The web interface provides instructions on how to access your email account
through other desktop email applications, such as Outlook Express or MacMail. These
instructions are found at the bottom of the webmail login screen by clicking on the link
labeled “Configure Mail Client”.

To download messages to Outlook 2007:

Open Outlook

Select Tools>account settings from the main Outlook Menu
Select NEW from the next screen

Select Microsoft Exchange, POP3, IMAP or HTTP and click Next
Select Manually configure server settings and click Next

Select Internet Email and click Next

Enter the following information:

Your Name: name you want to display

Email Address: studentname@students.ufairfax.org

Account Type: POP3

Incoming Mail Server: mail.students.ufairfax.org

Outgoing Mail Server (SMTP): mail.students.ufairfax.org

User Name: studentname@students.ufairfax.org

Password: your email password

Select More Settings

On Outgoing Settings tab: select Outgoing server requires authentication

On Advanced tab: set Server Ports for Incoming Server(Pop3) to 110 and Outgoing
Server (SMTP) to 26

Click OK
Click Finish

NOTE: Do not check any box that talks about SSL or SPA.
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NETIQUETTE

University of Fairfax students are expected to follow the conventional rules of netiguette in all
University correspondence, including emails, eCollege threaded discussions and chat rooms.

Netiquette is a contraction of the words Network/Internet + Etiquette; netiquette means the
effective use of technology to communicate with others on both a personal and professional
level with socially acceptable and politically correct behavior and courtesy.

Flames are searing email or newsgroup messages in which the writer attacks another
participant in overly harsh, and often personal, terms. Flames are examples of poor netiquette
and are not tolerated at the University of Fairfax.

Some general rules of thumb associated with netiquette are:

e “Think before you send/post.” Be positive and constructive in your communications.
Personal communications should be sent by email and should not be posted to a chat
group or threaded discussion.

e Reread and edit your communications carefully before you post to a chat room or
threaded discussion, or send emails.

e Before asking a question in a chat session, threaded discussion or email response,
carefully read the messages previously posted to be sure you can’t answer your own
question with information already provided.

CONFERENCE CALL (SYNCSESSION™) ETIQUETTE

Please remember to identify yourself by name every time you ask a question or enter a
discussion, as it may be difficult to identify you by your voice alone.

As a courtesy to your classmates, be sure to press the MUTE button whenever you are not
speaking if you use a speaker phone.

Whenever possible, use a landline since cell phones often add static and drop signals.
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TIPS FOR YOUR SUCCESS

University of Fairfax programs are designed for self-directed, adult learners. The role of the
faculty is to facilitate the learning process, and to mentor you to achieve your goals.
However, as self-motivated professionals, you are responsible for your own progress.

The following are some pointers to help you succeed and gain as much as possible from your
educational experience at the University.

BE PREPARED

Order your books well in advance of the start of the term.
Review the course syllabus posted in the SIC.

Do the assigned reading described in the syllabus BEFORE participating in
discussions.

Review handouts, read case studies and slides posted in Document Sharing.

Allocate an average of 4-8 hours per course per week to complete your course
assignments.

COMMUNICATE

Tell us how you are doing.
Ask for help when you need it!

Request feedback often and early in each course from faculty, staff, classmates, and
co-workers.

Be sure friends and family are aware of your academic priorities and solicit their
support to help you balance your life, work and school commitments.

NETWORK

Get to know your classmates.
Form study groups—each course has a chat room available 24/7 for student use!
Get to know faculty members, and consult with them.

Read the Faculty bios on the website at www.ufairfax.net.

BE ACTIVE IN THE LEARNING PROCESS

Participate, participate, and participate!

Ask questions.

Share ideas.

Draw examples from your professional experience.

Apply what you learn to your job.
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