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Undergraduate Studies 2015-2016

INTRODUCTION
I would like to thank you for your important contribution to undergraduate education and the
positive experience of our students here at the Faculty of Social Sciences. I am here to support your
efforts in whatever way I can so that the teaching experience is satisfying and enriching for both you
and your students.
A joint effort between Linda Pietrantonio, Jenepher Lennox Terrion and members of the Undergraduate
Studies Committee (USC), 1 this handbook was developed as a helpful resource for all professors at the
Faculty of Social Sciences. Organized in order of the activities you’ll undertake—from creating your
course syllabus to holding final exams and submitting marks, this document contains helpful
information on policies and procedures related to teaching at the undergraduate
level and should be considered your main source of information.2

This guide provides
you with the
information you need
to carry out your
teaching functions.

If you have any concerns or questions on how to interpret any
academic regulations or for any clarifications on the various policies,
procedures and practices outlined in this handbook, please contact
the person responsible for undergraduate programs at your
academic unit. You can also consult the head of your unit or your
unit’s support staff. The staff at the Office of the Vice-Dean of
Undergraduate Studies and Secretary and I are also available
to assist you. Please don’t hesitate to contact these resource
persons if necessary.

I recommend you also take some time to read the article Tools to engage today’s student, on the next
page, which discusses some interesting practices to promote excellence in teaching.
I wish you the very best in your teaching activities and initiatives.

Alastair Younger
Vice-Dean of Undergraduate Studies (interim)

1

Undergraduate programs are managed jointly with the individuals responsible for undergraduate programs in each of the Faculty’s academic
units. Together they form the Undergraduate Studies Committee (USC) of the Faculty. The mandate of the committee is to ensure the quality
of the Faculty’s programs. The committee also plays an important role in implementing policies related to academics and the academic
experience for all FSS undergraduate students. The roles and functions of this committee are laid out under the Governance tab on the
Faculty’s website.
2
This guide is updated each year, once any changes to academic regulations and policies have been approved by the Senate of the University
of Ottawa.
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to your students, giving them time to complete
their tasks their own way and to explain their
reasoning, offers an environment to allow them
to develop their autonomy. Constructive and
regular feedback, inquiry-based activities and
believing in your students allows them to expand
on their capabilities and competence. Open
discussions, teacher-student and student-student
Tools to Engage Today’s Students
collaboration,
and expressing enthusiasm and
As a professor, the better you understand your
empathy make students feel welcome and help to
students the more you enhance their learning and
develop their relatedness within the group. Using
your own teaching experience. Today’s
these tools as a base can to be very fruitful in
postsecondary students differ immensely from
your teaching practice and enhance your
the generation teaching them. Differences in
experience as a professor. At the same time, you
perception can present an obstacle for the
will give the students the opportunity to succeed
professors—engaging the students in and out of
1
within the course while optimizing their
the classroom. Twenge (2013) states that today’s
motivation. This relation between prof and
students are more likely to
student establishes a good base for
overestimate their capabilities,
the development of this optimal
to read shorter documents
“Supporting your
environment.
rather than long ones, to rely
on peer evaluations and to
expect better results with less
work.

students’
psychological needs is
the key to changing
their motivation”
Simon Beaudry, Ph.D.

Dr. Simon Beaudry is a
professor in the School of
Psychology, Senior Manager of
the INSPIRE Human Behaviour
Lab at the University of Ottawa and the
recipient of the Part-Time Professor of the Year
Award in 2014. He says that supporting your
students’ psychological needs is the key to
changing their motivation. He offers tools to
create an optimal learning environment for
students of this young generation. Based on
Edward L. Ryan and Richard M. Deci’s (2000)
seminal work on motivation, Beaudry (2015)
suggests, in a presentation given at uOttawa, that
we need to build students’ autonomy (selfdirectedness), competence (a sense of mastery),
and relatedness (connection to others) 2. Listening
1

Twenge, J. M. (2013). Teaching Generation Me. Teaching of
Psychology, 40(1), 66-69.
2
Deci, E. L., & Ryan, R. M. (2000). The “what” and “why” of goal

Dr. Jenepher Lennox Terrion
is a professor at the
Department
of
Communication, holder of
the 2013 Chair of Teaching
and recipient of the Excellence
in Teaching Award in 2012 at the
University of Ottawa. Her research focuses
on the importance of the professor-student
relationship within the classroom. This rapport
can have positive repercussions on the attitude,
motivation and perhaps even academic results of
students. She suggests, in her TedxTalks
presentation at uOttawa, that if students notice
an interest from the prof and that he or she cares
about their learning, they will be more likely to
take risks and try new things: imperative for
learning.

pursuits: Human needs and the self-determination of behavior.
Psychological Inquiry, 11, 227-268.

Dr. Smart, Dr. Kelley and Dr. Conant are
marketing professors at Texas State University,
California State University and Texas A&M
University, respectively 3. Together, they have
obtained a plethora of excellence in teaching
awards throughout their professional career.
Their research also explores the studentprofessor link. These professors suggest that the
development of a fluid and open environment
improves the satisfaction of students. It is very
important to communicate effectively, to give
current examples, to offer opportunities for
students to apply their learning, and to encourage
student participation. With a more relaxed
environment, students can develop their
autonomy, their competence and can feel
welcome among the group.

33

Smart, D. T., Kelley, C. A., & Conant, J. S.
(2003). Mastering the art of teaching: Pursuing
excellence in a new millennium.Journal of
Marketing Education, 25(1), 71-78. Retrieved
from http://search.proquest.com/docview/2044
10738?accountid=14701

Dr. Jeanette Norden (pictured above) is a Cellular
and Developmental Biology professor in the
School of Medicine and a Neuroscience professor
at Vanderbilt University. She was recently a
keynote speaker at the Kesarwani Conference
(2015) at the University of Ottawa. In her
teaching, she focuses not only on intellectual
development, but also particularly on professional
development. Her goal is wants to include
students in the creation of knowledge to create
an eagerness and passion for learning. She says it
is less about the quantity of teaching, but the
quality, the depth and comprehension of the
material. She states: “Teach less, better”.
Professors need to know that their actions within
the classroom have an immense impact on the
lives of their students.

Sophie Yelle
Fourth Year Student in Communication
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1.

COURSE POLICIES AND PROCEDURES

1.1 Blackboard Learn
Blackboard Learn is an online application for managing courses. With this application, you can
communicate with your students; provide helpful resources, and also post announcements,
syllabi, course slides, mandatory and supplementary readings, and grades.
The Centre for Mediated Teaching and Learning offers online resources for students and
professors, including tutorials on how to make their courses and course material available
to students.
You can also get assistance by stopping into the lab, located in Vanier 1020. Additional
information on Blackboard Learn can be found in Appendix A of this guide.

If you have any IT-related questions, please contact the IT help
desk at ext. 6555 (613-562-5800 ext. 6555).
1.2 Course syllabus
University academic regulation 8.5 outlines requirements related to the course syllabus. The
regulation states:
Professors must supply a course syllabus during the first meeting with the students at the beginning
of each course. This course syllabus must include:
•
•
•
•
•
•
•
•

The course description approved by the Senate
General and specific objectives of the course
Teaching methods
Evaluation methods and distribution of grades
A list of required and recommended readings
A calendar of activities and evaluations
Your contact information and office hours
A reference to the regulation on plagiarism and academic fraud

Remember to put your
course syllabus on
Blackboard Learn

After you’ve submitted a copy of your syllabus to your academic unit and prior to the first day of
classes, post your syllabus in Blackboard Learn. Students will be able to access this document from
there. We don’t recommend printing a copy of the syllabus. Making it available online is inexpensive,
environmentally friendly, and convenient. The students can print a copy if they wish.
In order to avoid misunderstandings or ambiguity related to course requirements and your
expectations, we advise you to go over the syllabus with your students on the first day of class and
provide each student with a revised version if you make any changes during the term.
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If you wish to change the due date for a take-home exam, all students registered in the course must
agree and you must obtain the signature of each one.
Once your syllabus is posted, please complete a Notice of Examination for each
course, indicating the dates of midterm exams, quizzes and any other in-class
evaluations. Please see section 2.3 of this guide for further information.
1.3 Syllabus template
The Teaching and Learning Support Service (TLSS), working in collaboration with Information
Technology and with the financial support of the Government of Ontario (Ontario’s Productivity and
Innovation Fund), is offering professors an innovative tool for designing and managing course syllabi.
This tool is called uoSyllabus.
uoSyllabus is linked to the University of Ottawa’s Student Information system (SIS), meaning that
professors will automatically find a list of their courses and the syllabi to be created once they log into
the module. uoSyllabus automatically includes the following information:
•
•

Course-related information: the faculty, program, complete course schedule and description,
which can be found in the calendar;
Information relating to the professors(s) for the course: name, email address, telephone
number, office hours.

It is also possible to add teaching assistants or laboratory assistants, as well as to provide details
regarding their availability and ways of getting in touch with them.
uoSyllabus was designed with the utmost respect for the academic freedom of faculty members.
To access uoSyllabus, please see Appendix B of this guide.
1.4 Course duration
Section 8.4 of the academic regulation on courses states: All classes must begin at the time
indicated on the official timetable and end 10 minutes before the time indicated on the timetable.
This extra time is to allow students to get to their next class on time.
1.5 Important dates
Be sure to consult the list of important academic dates and deadlines when planning your courses.
The list includes holiday dates, deadlines for course registration and withdrawal, term start dates,
etc.
Remember that due dates for any final take-home exams must be during the official
examination period (see list of important academic dates and deadlines).
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1.6 Office hours and availability
You must indicate in your course syllabus when you hold weekly office hours. The secretariat of the
academic unit posts a copy of office hours schedules outside each professor’s office.
Office space is provided part-time professors. It can be reserved by contacting the academic unit
offering the course.
1.7 Planned and unexpected absences by professors
If you cannot be present for a particular lecture or course, advise the secretariat of your academic
unit so students can be advised. Contact information for each unit is available on the unit’s website.
We also recommend that you post a message for students in Blackboard Learn as well.
1.8 Registration, withdrawal and enrollment caps
Students who want to change courses or course sections or withdraw from a course must do so by
the deadline published online in the list of important academic dates and deadlines and follow the
official procedure for doing so.
They must either use the Rabaska online registration tool to make these changes or complete and
submit the Modification/Cancellation of Registration, also available from the undergraduate office of
the Faculty.
Students whose names do not appear on your class list are NOT officially registered for the course.
These students must register for the course as soon as possible.
All course or section changes made by students in Rabaska or through the Faculty are dependent
upon the number of places available and allowed in a course and on the student’s having completed
any course prerequisites.
The number of students able to register in a given course is determined by departmental criteria and
the Vice-Dean and must meet safety and security regulations. Professors are not authorized to
approve special registration requests or sign any document providing special access to a course.
Only by the academic unit or the Vice-Dean of Undergraduate Studies can approve such requests.
1.9 Online and blended courses
An asynchronous course offered fully online and managed by the
professor, sometimes with the help of a teaching assistant. The course
material is available online. Contact with the professor can be by email or chat
or via discussion forums or threads. Online courses are mainly asynchronous, but can include
ONLINE
COURSES
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synchronous sessions, at the discretion of the professor, who may choose to communicate in real time
with students via Skype, Adobe Connect, or other synchronous tools (Report of the e-Learning Working
Group, p. 16).
BLENDED
COURSES

Hybrid learning through a blending of campus and online educational
environments in order to improve the quality of the student experience.
Blended learning combines in-person (synchronous) learning activities and online
(asynchronous) learning activities (Report of the e-Learning Working Group, p 16).

Interested in teaching an online or blended course?
Please contact Graciela Dancose
at gdancose@uOttawa.ca.

1.10

Bilingualism

As a bilingual institution, the University of Ottawa has a policy on bilingualism, which states that:
All students have the right to use French or English in their dealings with the Central
Administration and the general services of the University, as well as with the administration of
the faculty or school in which they are registered.
All students have the right to require that a course in which they are registered be given in the
language used to describe the course in the current course calendar, as long as the unit’s or
faculty’s regulations on conditions for a course to be offered are followed.
Except in language courses and courses offered by the French and English departments and in
programs where exceptions have been approved by the Senate, all students have the right to
produce their written work and to answer examination questions in the official language of their
choice.
Every student has the right to use French or English in his or her dealings with the Central
Administration and the General Services and with the administration of the faculty or school in
which he is registered.
(Regulation on Bilingualism at University of Ottawa 1974, approved October 7, 1974)
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1.11

Supervision of directed research

Undergraduate students at the Faculty have an opportunity to get involved in a
variety of research projects through the Directed Research in Social Sciences
course SCS4150 (SCS4550 in French), offered each term.
Through their unique subject matter and particular learning objectives, directed research
courses allow students to acquire additional skills that will enrich their university studies.
SCS4150 (SCS4550) is a three-credit course that is recognized as part of the student’s program. This
course provides an opportunity for undergraduate students to participate, individually or in a small
group, in research activities under the supervision of a Faculty of Social Sciences professor.
More information on directed research for fourth-year students is available on the FSS site.
1.12 Writing and style guide for university papers and assignments
The Faculty of Social Sciences has created a writing and style guide for university papers and
assignments. The guide provides details of the standard writing guidelines for most courses at the
Faculty of Social Sciences. However, professors can adopt their own writing guidelines, if desired.
We recommend you provide your students with a copy of the document when you give them the
instructions for submitting assignments and include the Personal Ethics Commitment Regarding
University Assignments document as the last page of all assignments.
The Student Academic Success Service has also developed online writing resources to help students
when writing university papers. Please see section 5.4.2 of this guide for more information.

Personal Ethics Commitment Regarding
University Assignments

1.13 Teaching assistantships
Teaching assistants are hired for certain courses. At the beginning of each academic year, units
determine their TA requirements and appoint assistantships in keeping with the requirements of the
current collective agreement. Details on appointments can be found under the Active Employees
section of the Human Resources website.
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The Faculty of Social Sciences has developed a professional training program for teaching assistants.
Priority is given to Faculty of Social Sciences graduate students who are guaranteed a teaching or
research assistantship. The program runs once a year, at the beginning of September. This four-hour
training session is offered by Faculty of Social Sciences professors.
Reminder: TAs who haven’t completed this training and will do so are to be paid
for the time spent in training. As a result, the four hours for training must be
included in their teaching assistant contract and on the Description of Duties and
Allocation of Hours form.
See Appendix C for the Description of Duties and Allocation of Hours form. All duties a TA is required
to perform are outlined in this form. It must be completed and signed and is an official agreement
between a professors and a teaching assistant.
1.13.1

Excellence award for teaching assistants

Professors from all of the Faculty’s departments and schools are eligible to recommend a teaching
assistant whose work they consider exceptional for an award by forwarding a letter of support to
their director or chair. All units will be called upon to select one of the candidates for the excellence
award for teaching assistants.
Recipients receive a $250 prize as well as a plaque recognizing the excellent work they’ve done and
will have their name engraved on a commemorative plaque on permanent display at their
department, school or institute.
Nominations will be forwarded to the director or chair of the Faculty’s departments, schools and
institutes prior to March 1 of each year. Award recipients are notified prior to March 15.
1.14 Teaching and course evaluation
All courses involving at least nine contact hours with the same professor will be subject to an
evaluation by students, regardless of the number of students and the teaching method used
The process used to administer the evaluation was developed in consultation with the Internal Audit
Office. Evaluations are done on the official form, unless the Senate approves a specific evaluation
method or an exemption.
Students can access the evaluation results via uoZone, by clicking on Evaluation of teaching and
courses results (S-report), under the Applications tab.
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When and how evaluations are done?
•
•
•
•
•
•

Evaluations take place on specific dates near the end of the term.
If teaching responsibilities are shared, a professor’s teaching will be evaluated if he or she
has completed at least nine hours of teaching.
Professors are advised weeks in advance of the date their course evaluation will take place.
The evaluation is completed during the first few minutes of class on the day of the
evaluation.
The professor must leave the classroom before the evaluation monitor gives the
instructions for the evaluation and before students begin filling out the questionnaire.
If an academic unit gives the evaluation materials to a professor who is to assign a student
in the class as monitor, the professor must ask the monitor to carefully read out loud to the
students in the class the instructions on the back of the envelope and on the instruction
sheet attached to the evaluation material.

Customized formative evaluation
The customized formative evaluation is in addition to the official evaluation. This optional evaluation
can be customized in order for professors to obtain feedback on specific aspects of their course. Only
the professor has access to the information collected through this questionnaire. The information is
not used for any other purpose.
Professors who want to administer this evaluation can choose up to 10 questions from the bank of
customized questions; this evaluation is completed at the same time as the official evaluation. The
choice of questions and the results are stored in a separate database, and only the professor can
access them, through the Student Messages application.
Please visit the Office of the Vice-President Academic and Provost website for more information for
professors on teaching and course evaluations.

1.15 Frequently asked questions

A student registered in my
course has not attended many
classes so far this term. How
should I evaluate the student’s
class participation?

A: You must first be sure you explicitly stated in your syllabus that
class participation is a requirement for the course. Also ensure
you included the grading criteria for participation. If you
penalize students for being absent, you must have a
reliable way of taking attendance and be sure to explain it
to your students. You can also remind students about the
penalties for missing classes.
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A: Yes, it’s preferable for them to be in the official language of
the course. If readings in the other official language are
assigned to students, explain the essential information in
class in the official language of the course so students are
not at a disadvantage when it comes to exams.

I need to cancel a class
because of illness. What is
the procedure for doing so?

A: Notify your department as soon as possible and send a message
to all students in the class through Blackboard Learn or
InfoWeb. You cannot make up the class at the end of the
term; the class time will be forfeited.

A: You must complete and submit a request for absence form.
Your request will be reviewed by the department chair or director
and subsequently by the dean. You must indicate the
arrangements you’re planning to make for your class
during your absence, such as having another professor
give the class, show a film, or have a guest speaker, etc. If
your request is approved, you must include the information in
your syllabus.

What’s the
difference between
InfoWeb and
Blackboard Learn?

Do the required readings
for my course need to be
in the official language of
the course?

The term hasn’t started yet,
but I know I’m going to be
away on a specific date. What
do I need to do?

A: InfoWeb is a portal where professors can access helpful applications,
including class lists, customized formative teaching and course
evaluations and results, Student Messages, course schedules and
teaching and course evaluation results (S-report). InfoWeb allows
you to communicate with your students, provide helpful resources
and also post announcements, syllabi, course slides, grades, and
mandatory and supplementary readings.

EXAMS

2.

Unless otherwise authorized by the academic unit, each course includes a final exam or equivalent.
The exam must take place during the official examination period. Course professors determine the
format of the exam (written, oral, year-end essay, take-home, etc.).


Written exams must be between two and three hours in length. Students must remain in the
examination room for at least a full hour before they are permitted to leave. Examination rooms
are assigned by the Registrar’s office; your unit will advise you of the room number for your
exams.
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Students should not be permitted to leave the examination to use the washroom
facilities. If it is absolutely necessary, the student must be accompanied by an exam
proctor.


Tests or assignments worth more than 10% of the final mark are not permitted during the last
week of classes before the end of a term.



Take-home exams must be due during the official examination period (see list of important
academic dates and deadlines).
If you plan to give a take-home exam, you must advise your academic unit at the
beginning of the term. This facilitates preparation of the Faculty’s final exam
schedule. If you wish to change an exam format during the term, you must submit a
request to the Faculty and include the signatures of all students enrolled in the
course, indicating their agreement.



The final exam, or its equivalent, cannot be worth more than 60% or less than 30% of the final
grade. This means that there must be at least two evaluations in each course. Any exceptions
must be approved in writing by the chair of the academic unit offering the course.

2.1 Official examination schedule
Final examination schedules are coordinated by the Registrar’s scheduling office and are prepared
early in the term. Final exams must be scheduled during the official exam period indicated in the
list of important academic dates and deadlines.

No final examinations of any kind are permitted outside the official examination
period. Any exceptions must be approved by the dean.
2.2 Exam schedule conflicts
After advising students of the final exam date, you should advise students to report any conflicts in
exam schedules to the Faculty’s undergraduate office.
There are three types of valid exam schedule conflicts:
• Type 1: Two exams at the same time on the same day
• Type 2: Three exams within a 24-hour period
• Type 3: Two in-class exams back-to-back
For type 1 conflicts, the Faculty’s undergraduate office will contact the professor to discuss
possibilities for accommodating the student.
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For type 2 conflicts, the Faculty will proceed the same way as for type 1 conflicts, but only if
requested by the student.
Type 3 conflicts are recognized for students with special learning needs only. In these cases, the
Faculty will refer the student to Access Service.
Conflicts in exam schedules do not apply to take-home exams. The above exam conflict rules do not
apply to:
• Conflicts between exam and travel schedules (train, plane, etc.); any other situation the
Faculty deems invalid
•

Exceptional circumstances (fire, bomb scare, inclement weather, bridge closure, etc.)
resulting in the cancellation or postponement of an exam during the official or
supplemental exam period (for more details, please see academic regulation 9.7)

•

Misreading the exam schedule or forgetting about an exam

2.3 Exam accommodations – Access Service and notice of examination
On May 1, 2013, Access Service began using Ventus, a new
accommodations management application. You must use Ventus
if any of your students have a learning disability. Please take a couple
moments to watch this short Ventus online tutorial for more information. You can
also consult SASS’s Ventus information sheet for professors.

Professors must now file a notice of examination online for each course, indicating the
date of midterm exams, quizzes and any other tests.
Students who wish to receive services through Access Service must officially advise the service of
their needs.
If a student with accommodation needs is registered in
one of your courses, you will receive an
automatically generated message indicating
the deadline for providing Access Service with
your exams and other tests or assignments.
This automated system makes communication
between students, professors and academic units much
easier and more efficient.

If you have any questions related to accommodations,
please contact Access Service
at 613-562-5976 or adapt@uOttawa.ca

More information on Access Service is available online.
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2.4 Religious accommodations - Guidelines
In September 2011, the University Senate approved guidelines on religious accommodation (see
Appendix D for a calendar of major religious holidays).

Academic regulation 15 – Religious accommodations
(Approved by the Senate on September 12, 2011)

Guidelines on academic accommodations for religious observances by students
Purpose
1. The University of Ottawa values its diverse community and wishes to formalize its practices on
accommodation for religious observances by students. In March of each year, the Registrar informs the
deans of the dates of commonly cited religious holidays for the upcoming academic year to facilitate the
handling of requests for accommodation for religious observances.
2. The Ontario Human Rights Code provides that every person has the right to equal treatment with
respect to services without discrimination because of creed. The Ontario Human Rights Commission has
stated that “creed” means a professed system and confession of faith, including beliefs and observances, if
the beliefs and observances are sincerely held and/or observed. “Creed” does not include secular, moral or
ethical beliefs or political convictions.
3. These guidelines outline a process for addressing religious observances that conflict with the scheduling
of a student’s academic or course-specific requirements. They are intended to meet the need of students to
observe religious holidays while ensuring that accommodation does not compromise the integrity of a
course or program. The term “reasonable accommodation” used in these guidelines will depend on the facts
and the circumstances present in each individual case.
Procedure for requesting accommodation
4. A student who wishes to make a request for an accommodation based on his or her religious observance
must do so by submitting a written or electronic request to the professor responsible for the course or to the
appropriate authority designated by the faculty. The request for accommodation must identify the nature of
the religious observance and the requested accommodation. The student is expected to assist the professor
or designated authority in efforts to implement reasonable accommodation, including in identifying
solutions that may be reasonably pursued to address the request.
5. The following timelines must be observed when a request for accommodation is initiated:
a. For academic requirements listed in the course syllabus or otherwise communicated during or
before the first class: Within two weeks of the first class
b. For academic requirements communicated after the first class: Within five working days of the
date the requirement was communicated to the class
c. For final examinations: Within five working days of the publication of the final examination
schedule
6. The professor or designated authority and student will consult to reach an agreement on the reasonable
accommodation arrangement. If the professor or designated authority requests clarification or additional
information, the student must respond in a timely manner, normally within a maximum of five working days.
The professor or designated authority may consult with other University staff while respecting
confidentiality policy as appropriate.
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7. If a mutually agreeable solution cannot be reached within a reasonable time period, taking into account
relevant academic deadlines and the time required for arrangements to be finalized, the student must
immediately send a written request to the Vice-Dean of Undergraduate or Graduate Studies or another
person designated by the Faculty, who will make a final decision.
8. The Vice-Dean of Undergraduate or Graduate Studies, or designate, may request additional information
from the student or the professor and may consult with other University staff, where appropriate. The ViceDean of Undergraduate or Graduate Studies, or designate, will inform the student and the professor of his or
her decision in writing, usually within two weeks of the student’s request to the Vice-Dean of Undergraduate
or Graduate Studies, or designate.
9. In cases of questions or concerns, the professor or Vice-Dean of Undergraduate or Graduate Studies, or
designate, may consult the University’s Legal Services.

2.5 Supplemental exams
At the Faculty of Social Sciences, students who fail a course cannot write a supplemental exam.
2.6 Supervision of exams
During the official examination period, professors are responsible for supervising their exams. If you
cannot be present due to extenuating circumstances, you must immediately contact the chair of
your unit, who will find a replacement exam supervisor.
We strongly recommend professors or any other exam supervisors arrive at least 15 minutes before
the official start time of the examination. The individuals supervising an exam must be present for
the entire exam period.
Whenever possible, examination booklets should be used for exam answers. Unless otherwise
specified, students must use both sides of each page in their examination booklets.

Once in the examination room, all students must also sign the attendance sheet
provided by the academic unit, which is preprinted with the name and student
number of all students in the class.

Academic regulation 9.4 – Conduct of the examination, approved by the Senate on April 8, 2013,
states:
•
•

Silence is compulsory in the examination room.
Students must present their student identification cards upon request by the examination
monitor.
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•
•
•
•
•
•
•
•
•
•
•

Students who arrive more than thirty (30) minutes after the examination has begun will not
be allowed to write the examination.
Students may not leave the examination room until one hour after the examination has
begun.
Students cannot receive a religious accommodation during the examination.
Students may not bring into or take away from the examination room any examination
booklets.
Unless otherwise indicated in writing, the use of books, notes, mathematical tables,
dictionaries or any other reference tools is not allowed.
Students are prohibited from using electronic devices or any other communication tool that
has not been approved beforehand.
Any such device or tool must be shut off, stored and out of reach.
The student is responsible for checking which electronic devices or tools (e.g., calculators)
are allowed at each examination or test.
Anyone who fails to comply with these regulations may be charged with academic fraud.
Students have the right to see, upon request and after they have been marked, their own
examination booklets.
To avoid academic fraud, students must be supervised when consulting their examination
booklets and cannot leave with their original examination booklets.

2.7 Requests for assistance to grade or supervise exams
If you would like assistance with grading an exam, discuss your needs with the head of your
academic unit the beginning of the term.
2.8 Marking of multiple choice exams through docUcentre
When you use multiple choice tests to evaluate your students, you can have students answer the
questions on a Scantron sheet. These multiple choice exams can be corrected by DocUcentre,
located in room 0024 of the University Centre (85 University). You can reach DocUcentre at 613-5625800 (3711).
For information on the grading process, please call 613-562-5800 (4213). Exams are corrected at a
secure location off campus for confidentiality reasons.
For your convenience, a request form is included in Appendix G.

You can bring your Scantron sheets to docUcentre,
located in UCU 0024, between 8 a.m. and 5 p.m., Monday to Friday.
Correction takes only two business days.
Results are sent by email, (printed if requested with order).
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2.9 Procedure for cancelling or postponing exams
University of Ottawa regulation 9.7 outlines the procedure for cancelling or postponing an exam. The
regulation states:

Academic regulation 9.7 - Procedure on cancellation or postponement of exams
Special circumstances may require particular measures during final exams and supplemental exams. Closed
bridges, snowstorms, bomb scares, fire requiring evacuation, etc. are all examples of special circumstances.
To avoid confusion, misunderstandings and disappointment, we have to clarify how to deal with them.
Certain faculties may have more stringent requirements than those described below. In such cases, the
faculty itself must ensure that professors and students are well aware of its particular requirements.
If the University must cancel all exams on a given day
This decision will be made as soon as possible so that students are informed by 8 a.m. at the latest the day of
the exam.
b) A notice is posted on the University’s home page and included on the Emergency InfoLine (613-562-5555).
Exams will be automatically rescheduled for the first or second weekend of the start the following term.
c) Updated exam times for any postponed exams will be posted on the University’s home page.
If a chief invigilator cannot come to the examination
Copies of all exams are always available at the faculty secretariat, with instructions on how to administer the
exam in question, so that it can take place nonetheless.
If a group of students misses the exam because of events recognized by the Vice-President Academic and
Provost, or his or her representative
a) Students who arrive must be allowed to write the examination, and the invigilator is to be tolerant of
students arriving late.
b) For those students who have missed the examination, the Faculty must determine, in consultation with
the professor, the arrangements for a special examination. The students must then be informed as soon as
possible.
For bomb scares or fires
The decision to evacuate examination rooms and the signal to re-enter those rooms must come from
Protection Services.
Decisions on the fate of the exam are made on location where possible. Authorities may decide to:
a) Continue the exam as soon as everyone is allowed to re-enter the building;
b) Stop the exam. The Faculty must determine, in consultation with the professor, the arrangements for a
special examination. The students must then be informed as soon as possible.

Please see Appendix L for the University of Ottawa’s emergency procedures.
In keeping with regulation 9.7, you must submit copies of all exams to the chair of your department
along with instructions on how to administer the exam at least two working days prior to the date of
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the exam. This will allow your academic unit or the Faculty’s undergraduate studies office to ensure
the exam takes place if you are late or must be absent due to extenuating circumstances.
You must also provide your unit with names of all exam assistants and advise the assistants that they
may be contacted by the unit in the event of an emergency.
2.10 Justification for absence from exam or late submission of assignment
Students who miss an examination must provide supporting documentation in order for the absence
to be considered justified. Academic regulation 9.5 on justification of absence from an examination
or of late submission of assignments states:

Academic regulation 9.5 – Justification of absence from an examination or of late
submission of assignments
(Approved by the Senate on January 10, 2011)

Justification of absence from an examination ( midterm, final, supplemental or deferred) or from a test or
of late submission of assignments
Absence from any examination or test or late submission of assignments due to illness, psychological
problems or exceptional personal circumstances must be justified; otherwise, students will be penalized.
1. Medical grounds
a) Students must directly notify their professor or the academic secretariat of the faculty where they are
registered, before the exam or before the assignment deadline.
b) Before accepting the student’s justification, the professor or the faculty’s academic secretariat has the
right to request a medical certificate from the attending physician (must include the student’s name, the
dates of both the absence and when the student can return to school, the date the physician saw the
student and the physician’s signature).
If the authenticity of the medical certificate is in question, the professor or the Faculty’s academic
secretariat has the right to request that it be validated by the University of Ottawa’s Health Services.
If the medical problem is not foreseeable, students must notify their professor or the academic secretariat of
the faculty where they are registered and submit a medical certificate bearing the date of the absence,
within five working days of the exam date or the assignment deadline, expect if extenuating circumstances
prevent them from doing sol these circumstances must be documented.
Students who write an examination during the period of disability specified on the medical certificate cannot
later plead illness to appeal their examination results.
2. Psychological problems
Students must directly notify their professor or the academic secretariat of the faculty where they are
registered, before the exam or before the assignment deadline.
Before accepting the student’s justification, the professor or the faculty’s academic secretariat has the right
to request either a certificate from the attending physician or from a psychologist (including the student’s
name, the dates of both the absence and the return to studies, the consultation date and the physician’s or
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psychologist’s signature) or a supporting letter issued by the University of Ottawa’s Counselling and
Coaching Service.
c) If the authenticity of the certificate is in question, the professor or the Faculty’s academic secretariat may
request that it be validated by the University of Ottawa’s Health Services.
d) If the psychological problem is not foreseeable, students must notify the professor or the academic
secretariat of the faculty where they are registered and submit a certificate bearing the date of the absence
within five working days of the exam date or the assignment deadline, except if extenuating circumstances
prevent them from doing so; these circumstances must be documented.
Students who write an examination during the period of disability specified on the certificate cannot later
plead psychological problems to appeal their examination results.
3. Exceptional personal circumstances
Absence from an examination or test or late submission of assignments due to exceptional personal
circumstances must be justified in writing within five working days of the date of the examination or test
or the assignment deadline (our emphasis). The academic unit and the faculty concerned reserve the right
to accept or reject the reasons presented. Reasons such as travel, work or misreading of examination
schedule are not accepted, except in extenuating and properly documented circumstances.

2.11 Cheating during an examination
Cheating during examinations is a form of academic fraud. Cheating can take many forms, such as:


Using MP3 players, cellular phones, calculators, etc. to store notes, information or formulas to
be used during an exam



Using notes, information or formulas written on hands, arms or other body parts



Using notes, information or formulas written on scraps of paper, erasers, tissue boxes,
whiteout bottles, etc.



Using an exam booklet obtained before the exam that contains notes, information or formulas



Copying from a book left open on the ground or in a backpack left within sight



Copying off another student



Exchanging information or answers with another student, by talking or using any type of code



Not following instructions given for the examination process
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If you notice a student cheating
Record the name of all students involved and document what happened as well as the
time of the incident and any other relevant information.
The incident report form is included in Appendix F
 Confiscate the material being used to cheat (notes, data and other information, formulas, etc.)
as proof
 If a student is caught copying from another student, you can ask the student to move to another
seat
 At the end of the exam, try to get more information from the student about what happened; in
all cases, it is best to let the student finish the examination to avoid disrupting the other
students
 If possible, find a witness to confirm the student cheated or tried to cheat
 Consult academic regulation 14.2 – Academic fraud for details on the steps to take
2.12 Storing and returning exams, papers and assignments
Students have the right to see, upon request and after they have been marked, their own
examination booklets.
To avoid academic fraud, students must be supervised when consulting their examination booklets
and cannot leave with their original examination booklets (academic regulation 9.4).
All students have the right to request the review of a grade, including those assigned to final exams.
A procedure for doing so is outlined in academic regulation 10.3, on grade reviews.
You must, therefore, retain all final exams.
In the spring of 2014, the period for which exams must be conserved was extended
to 12 months, in keeping with the requirements of the Freedom of Information and
Protection of Privacy Act (see academic regulation 9.8 – Destruction of examinations
and assignments).
Note that secretariat staff cannot collect or return assignments or exams. Professors are responsible
for doing so. Take-home exams can be returned in class.
If an assignment is corrected after the last class has been held and a student asks for the assignment,
you can mail it to the student if the student provides a stamped, self-addressed envelope.
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2.13 Frequently asked questions

Some students have informed me
they cannot be present at the final
exam or cannot submit their takehome exam on time for non-medical
reasons. How should I handle this?

A: Without a medical certificate, you have the right to refuse an
extension, something you should outline in your course
syllabus. Reasons such as travel, work and misreading of
the exam schedule are not usually accepted, as
indicated in the applicable University regulation.

A: The student must submit a request for a deferral along with a medical
certificate in order to be able to defer the exam. The Request for a
A student cannot make it to
Deferred Mark form (fillable PDF) is available online.
an exam due to illness.
If there is a doubt about the authenticity of the medical certificate,
we can request that it be validated by the University of Ottawa’s
What do I need to do?
Health Services. This is done through the Office of the Vice-Dean of
Undergraduate Studies. Be aware that a note from the University of Ottawa
Counselling Services is equivalent to a medical certificate from the University of Ottawa Health
Services.

A student cannot be present
for a deferred exam on the
agreed-upon date. How should
I handle this?

A: You can set another date for the student, but you aren’t
obligated to do so. This decision is at your discretion. If you
refuse the student’s request, the student will be assigned
EIN as a grade. However, if the student provides a valid
medical certificate, you must set another exam date.

A: You can grant a deferral if you think the reason is valid. The chair of
your academic unit will review the request and then forward it to
the FSS Office of Undergraduate Studies. See the amended
regulation, which includes reasons related to exceptional
personal circumstances (regulation 9.5).

A student has told me she cannot be
present at the final exam because
the date of the exam falls on a
religious holiday. Can I refuse the
deferral for this reason?

Can I grant a deferral for
reasons other than a
medical problem or a death
in the family?

A: The University has specified various religious holidays that
will be considered for religious accommodation
purposes. A list of religious holidays and the
conditions for granting a religious accommodation
are available online.
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A: Yes, you must provide students with a paper copy of
the exam.

At the beginning of the term, I told my
department the final exam would be an
in-class exam. However, I have now
decided to give a take-home exam
instead. What do I need to do?

I would like to make the final
exam a take-home. Do I have
to give students a paper copy
of the exam?

A: Notify your academic unit right away and also advise
your students during class, via email and with a notice
in InfoWeb.

A: During the official exam period, you are responsible for proctoring
(supervising) your exams. If you cannot supervise one or more of
your exams due to extenuating circumstances, inform the chair of
your academic unit so that a replacement can be found.

3.

Am I required to
be present at my
final exams?

EVALUATION OF COURSE WORK AND EXAMINATIONS
You must indicate any attendance requirements in your course syllabus. Students can be refused
admittance to a final exam if they fail meet the course attendance requirements.

3.1 Importance of first graded work
Regulation 9.0 – Providing feedback prior to the withdrawal deadline, adopted by the Senate on April
8, 2013, states that professors are to assign, evaluate and return academic work that is worth at
least 25% of the final course mark no later than one week prior to the deadline for withdrawal
without academic penalty. When feedback cannot be provided before this date because of the
nature of the course, be sure to clearly state this information in your course syllabus.
3.2 Term papers and assignments meeting the requirements of more than one course
Academic regulation 14 – Academic fraud clearly states that a student must obtain written
authorization from the professor in order to submit work for a course that was previously submitted
in another course. In exceptional cases, you can authorize a student to submit an assignment
produced for another course on the condition that the content has been adapted to the new course
according to clearly defined requirements.
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3.3 Normalization of grades
Grade normalization is governed by academic regulation 9.1 – Normalization of grades, adopted in
April 2009. This regulation states:
The use of a predetermined distribution (statistical or otherwise) in order to determine the
assignment of marks is contrary to the principles of evaluation endorsed by Senate.
3.4 Official alphanumeric grading system
Letter grade

Percentage

Numeric value

Definition

A+

90-100%

10

Exceptional

A

85-89%

9

Excellent

A-

80-84%

8

Excellent

B+

75-79%

7

Very good

B

70-74%

6

Very good

C+

65-69%

5

Good

C

60-64%

4

Good

D+

55-59%

3

Passable

D

50-54%

2

E

40-49%

1

Passable
Redeemable failure (does not apply to Faculty of Social
Sciences courses)

F

0-39%

0

Failure

EIN

Failure/Incomplete

0

Failure

ABS

Absent

0

NNR

----

0

Failure
Grade not available or grade not submitted because of
an ongoing investigation over alleged academic fraud

3.5 EIN, ABS and DFR
EIN: Symbol used whenever a student has failed to complete a significant portion of the course
assignments and/or examinations. This symbol is equivalent to a failing grade (F).
ABS: Symbol used when a student has not attended the course, has not submitted any assignment
and has not advised the University, within the time limits specified in the list of important academic
dates and deadlines, that the course was dropped. This symbol is equivalent to a failing grade (F).
DFR: Symbol used when the appropriate authority considers that the student has not completed the
course requirements for a valid reason. The student must complete the requirements by the date set
by the Faculty. If the Office of the Registrar does not receive a grade within 12 months of the end of
the course, DFR will be changed to EIN.
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3.6 Deferred grade (DFR)
Students can ask to be excused from attending a final or supplemental exam or to write the exam at
a later date. To do so, they must complete and submit a request for deferral form to you, along with
a medical certificate and any other supporting documents. The student can also download the
Request for a Deferred Mark form from the Faculty’s website or get a paper copy from the Faculty’s
secretariat or undergraduate studies office. The form is also included in appendix M of this guide.
The deadline for meeting the course requirements must not be more than 12 months after the end
of the term in which the course took place.
The completed form must indicate the type of exam or assignment the student must complete to
meet the course requirements and the assignment due date or date of exam.
A student who does not meet the new deadline will have his or her grade changed to EIN (F). If a
deferral is granted, you are responsible for grading the paper or the exam and submitting the final
grade.
3.7 Submission of final grades
In keeping with the terms of collective agreements, grades must be submitted no later than 10
working days after the date of the final exam. Prior the end of each term, the Faculty’s
Undergraduate Studies Office will send a reminder about submitting grades.
The Office of the Registrar completes a data capture 24 hours after the deadline for entering all final
grades in the student information system. Many reports and lists are generated so that the academic
records of all students at the Faculty can be reviewed. Hence the importance of meeting the official
grade submission deadline.
A delay in submitting final grades can result in various problems for students, such as:
• Preventing fourth-year students from graduating
• Causing a student to lose a scholarship or bursary
• Jeopardizing a student’s admission to graduate studies
In addition, all delays in submitting grades create additional work for staff at the Faculty’s Office of
Undergraduate Studies, who are in the process of starting a review of the academic standing of all
undergraduate students at the same time.
3.8 Submission of final grades
A policy on posting student grades was adopted by the University Senate in January 2015. The policy
on communicating grades and returning work is available on the Registrar’s website (and in appendix
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G). It outlines the University’s obligation to comply with Ontario’s Freedom of Information and
Protection of Privacy Act (FIPPA) when collecting, using or sharing students’ personal information,
including their grades.
In keeping with this policy, secure electronic systems (InfoWeb, uoZone, Blackboard Learn) are used
to communicate all personal information. Email should never be used to communicate personal
information. Never leave documents (including graded work or exams) containing a student’s
personal information where they can be accessed or seen by others.
3.9 Grade reviews
All requests for grade reviews are governed by academic regulation 10 – Grading system. The
regulation states:

Academic regulation 10-3 – Revision of grades and appeal

(Approved by the Senate on June 18, 2012. (Section C was updated on May 5, 2014.)
Note: This regulation applies to all undergraduate and graduate students, except those registered in the
Postgraduate Medical Education program.
Preamble
The University recognizes the right of every student to see, on request after grading, all documents that
have been used to establish their grade for courses in which they are duly registered; the documents include
those produced by the students themselves or evaluations written by supervisors (as part of work terms,
clinical placements or internships).
The University also recognizes students’ right to ask for a grade review and to appeal grades.
General provisions
When students do not understand a grade assigned to them, the University encourages them to contact
their professor or practicum supervisor for clarifications or for the reasoning behind the grade.
If students still question the grade despite the explanations they receive, they can ask for a review, as set out
in this regulation.
The revised grade can be higher than, lower than or equal to the grade submitted for review.
The grade review cannot be cancelled once the process has been completed and the new grade assigned.
This regulation applies to grade reviews for all courses under the University of Ottawa’s responsibility.
At the undergraduate level, this regulation does not apply to activities that are evaluated by a jury or
committee in accordance with established procedures.
At the graduate level, the jury’s decision may, however, be appealed to the Executive Committee of the
Faculty of Graduate and Postdoctoral Studies on the grounds that appropriate procedures were not
followed. Students who are not satisfied with the outcome of this process can appeal, on the grounds that
appropriate procedures were not followed, to the Senate Appeals Committee.
This regulation also does not apply in the case of any technical errors (calculation errors, transcription errors,
omissions, etc.). These errors are corrected by professors themselves as soon as possible.
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A request for revision for any given mark may be submitted only once.
First stage: Grade review
A - Does not apply to the Faculty of Law and the Postgraduate Medical Education program.
• Students who are not satisfied with their grade after discussing the matter with their professor can ask
for a grade review.
• When grade reviews can take place during the term, students must submit their request within five
working days of receiving the contested grade. For final exam grades and in cases when grade reviews can
take place only at the end of the session, the student must submit the request within 10 working days after
the grade in question becomes official. See the University calendar for the exact date (list of important
academic dates and deadlines).
• Students submit their requests for grade reviews in writing to the chair of the academic unit offering the
course. The request must include: a) the course title, the course syllabus, the grade assigned and the name
of the professors having assigned it; b) the grounds for the appeal; c) the assignment or test corrected by the
professor, if applicable, and other relevant documents.
• The chair of the academic unit, or a designate, immediately sends a copy of the student’s request to the
professor concerned, inviting him or her to submit in writing any comments as well as the evaluation criteria
used for the test or assignment and any other relevant documents. When grade reviews can take place
during the session, the professor must respond to the request within five working days. In the case of a final
evaluation or when appeals can take place only at end of the session, the professor must respond within 10
working days.
• Upon receiving the required documents from the professor, the chair of the academic unit, or a
designate, asks at least one other professor to review the test or assignment under appeal and forwards all
documents from the student and the grading professor to this reviewing professor. The chair of the unit, or a
designate, must ensure that the reviewing professor possesses the necessary professional qualifications. The
reviewer’s anonymity must be maintained. When appeals can be made during a term, the review must be
done within five working days for tests given during the term. For final tests and exams or when appeals can
take place only at the end of a term, the review must be done within 10 working days.
• Based on all of the documents received, including all evaluations (initial evaluation and revisions), the
chair of the unit, or a designate, determines the grade to be awarded and immediately informs both the
student and the professor in question.
•

The student has the right to obtain a copy of all the documents used in reaching the decision.

C - Appealing grades for work terms, clinical placements or internships – all faculties except the Faculty of
Law
• Students who fail a work term or practicum and who do not agree with their grade may, after discussing
the matter with the person at the University who assigned the final work-term grade, ask for a grade review;
students must submit their appeal no more than 10 working days after receiving their grade at the end of
their work term.
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• Students must submit their appeal in writing to the chair of the unit offering the work term or to the
director of the CO-OP Program, depending on the case. The appeal must include: a) all work-term related
information, such as the course title, the course syllabus, the number of work-term days, the work-term
location, the type of supervision, the grade obtained and name of the person at the University who assigned
the final work-term grade; as well as b) the grounds for the appeal; c) the work-term evaluation reports and
d) all other relevant documents.
• The chair of the academic unit, or a designate, immediately sends a copy of the student’s request to the
person at the University who assigned the final work-term grade, inviting him or her to submit in writing any
comments, as well as the evaluation criteria explained to the student and other relevant documents. The
person at the University who assigned the final work-term grade must respond within 10 working days.
• Upon receiving the required documents from the person at the University who assigned the final workterm grade, the chair of the academic unit, or a designate, assigns one or several other professors to assess
the request for review (the appeal), forwards all documents from the student and the person at the
University who assigned the final work-term grade to these reviewing professors and asks them for
recommendations (e.g., maintain the grade or have the work term, clinical placement or practicum repeated
in whole or in part). The chair of the unit, or designate, must ensure that the professor or professors possess
the necessary qualifications. This review must take place immediately.
• Based on all of the documents received, the chair of the academic unit, or a designate, determines the
grade to be awarded and immediately informs the student, the professor, the person at the University who
assigned the final work-term grade and the faculty in question.
Second stage: Appealing to the Senate
• A student can approach the Senate Appeals Committee to contest decisions handed down after an initial
grade review.
• Once a student has filed such an appeal, the academic unit will provide the committee with all relevant
documentation along with its comments.
Consult the procedure for appealing to the Senate Appeals Committee.

3.10

Academic fraud

In recent years, the Faculty has seen an increased number of allegations of plagiarism and other
types of academic fraud. The University has created a guide for students on academic integrity in
order to provide them with information on academic fraud, the consequences of academic fraud and
how to steer clear of it.
Academic regulation 14 – Academic fraud lays out the types of activities that violate academic
integrity.
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3.10.1 Procedure for submitting an allegation of academic fraud
If you discover a possible case of academic fraud when correcting students’ work or exams, you must
report the suspected case of fraud. The procedure for reporting an allegation of academic fraud is as
follows:
1. Make a photocopy the student’s assignment or exam.
2. On this photocopy, underline the plagiarized sections and assign a number to each one in the
margin.
3. In the reference document (the original source of the work), underline the sections that were
plagiarized and indicate the number in the margin that corresponds with the passage found in
the student’s work.
If you are using a highlighter, we recommend you use a yellow one so that the text doesn’t
blacken when photocopied.
If there is more than one source document, identify them as “Ref. A,” “Ref. B,” etc.
Please note that the investigation is based solely on the documents provided, so a complete
and clearly presented file greatly facilitates the review committee’s work.
4. Send these documents together with a letter to the dean or the person responsible for handling
cases of academic fraud at the Faculty.
A copy of this letter will be provided to the student, the committee members, the Faculty’s
Executive Committee or sub-committee and the Senate Appeals Committee. In the letter,
focus on the incident and avoid expressing an opinion on any potential sanctions.
The letter must include:
• The name and student number of the student(s) involved
• The course code and name as well as the term in which the student was enrolled in the
course
• The percentage of the grade that the work or exam in question is worth and the
student’s grades in the course up to the date of the alleged incident of plagiarism
• Details about events surround the incident
All correspondence must be written in the language of the student involved.
A complete file includes:
 The letter to the dean or the dean’s representative describing the allegation of fraud
 A copy of the original work or exam
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 A photocopy of the work or exam in question with the suspect passages clearly
identified
 Original source(s) of the work
 Course syllabus
If a student is found to have committed academic fraud, the student will be referred to the Office
of the Vice-Dean of Undergraduate Studies.

When an allegation of academic fraud is submitted to the dean or the person
responsible for handing cases of academic fraud, the student will be assigned a grade
of NNR.
3.11 Frequently asked questions

I witnessed a student
cheating and suspect
plagiarism. What do I
need to do?

A: Allegations of fraud must be submitted to the dean or the person
responsible for cases of academic fraud. The allegation must be
submitted in writing and must include all the details to support
the allegation.
Consult regulation 14 on academic fraud. Follow the appropriate
procedure outlined in section 3.10.1 of this guide. The procedure is also
included in Appendix H of this guide.

Send the Excel file to the operations coordinator or the person
responsible for entering the grades for your academic unit.

A student missed a final exam because
he forgot, and the exam counts for 30%
of the final mark. Do I give the student
a 0 or do I give an EIN (Incomplete),
which is an automatic fail?

How do I submit
final grades?

A: You must assign a mark of EIN
(failure/incomplete).

A: The University recognizes students’ right to see their
written assignments or tests. If students are not
happy with the mark they were given, they can ask
you to review their grade. See academic regulation 10.3
– Revision of grades and appeal for details on the
procedures involved.

A student complained about a
final mark and has asked me
to review it. Am I under any
obligation to do so?
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4.

OTHER HELPFUL INFORMATION

4.1 Teaching and Learning Support Service
Created in 1999 to pool the services and centres providing teaching and learning support, the
Teaching and Learning Support Service (TLSS) promotes and fosters excellence and innovation in
teaching and learning at the University.
In addition to numerous resources on teaching and learning, the TLSS website provides a virtual
tour of classrooms on campus.
The Multimedia Distribution Service is one of the most commonly used services. It provides
facilities and equipment necessary to incorporate new information and communications
technologies into teaching and learning practices. To borrow or rent audiovisual equipment or for
technical support when using the equipment, call 613-562-5900.
TLSS has also created the Blended Course Design Institute for support in developing blended
courses.
TLSS also has a service for printing posters. More information on this service is available in
Appendix N.
TLSS Sectors

Click on the
sections for
more
information on
each one.

33 | P a g e

4.2 Classrooms, computer labs and other rooms
If you need to change classrooms or require a computer lab or a specific room for an activity, submit
your request to your unit’s secretariat, who will forward your request to the Faculty’s
Undergraduate Studies Office. Your request will be processed and forwarded to the Registrar’s
scheduling office. The scheduling office does not accept requests directly from professors or
academic units.
4.3 University of Ottawa Bookstore
You are responsible for ordering the textbooks for your courses. You can order your textbooks into
the bookstore of your choice. However, if you order your textbooks into
the University bookstore, the sales will have a
direct and positive impact on the
University’s students.
The University holds 51% ownership in the Bookstore
To order your text books into the
University of Ottawa Bookstore,
please contact the textbook department
at 613-562-5353 or textbook@uOttawa.ca.

and its profits go towards
student-related activities.

4.4 Faculty of Social Sciences Library – FSS2010

Located on the 6th floor of the
Social Sciences Building (FSS2010),
the FSS library offers expertise and
services to students and professors
in the same building as they work and study.
The librarians offer their expertise through a large variety of services to help ensure the success of
your teaching and research activities.
Librarians can help you by
 Offering hands-on workshops so students can learn how to find, use, and evaluate information
effectively; search databases; manage bibliographies; consult data and statistics and much more
 Working with you to create research assignments that will allow students to improve their research
skills
 Assisting you with requests to put material on reserve and providing assistance for using films and
videos in the classroom
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 Developing online reading lists for your students that you can post in Blackboard Learn or other
course websites
Librarians are available to provide research assistance. They can:
 Assist you with literature reviews, secondary data reviews, or research strategies for grant or
research proposals
 Suggest methods for managing research data
 Instruct your research assistants and graduate students on effective research techniques
 Explain how you can increase the visibility of your research by depositing it in uO Research and
suggest how to maximize the impact of your publications

Anthropology, criminology and
sociology

Alain El Hofi, 613-562-5800 (7186)
alain.elhofi@uOttawa.ca

Data and statistics, economics

Susan Mowers, 613-562-5800 (3634)
smowers@uOttawa.ca
smowers@uOttawa.ca

Scholarly Communication and Open
access

Jeanette Hatherill, 613-562-5800, poste 4563,
ruor@uOttawa.caposte 3634,
smowers@uOttawa.ca

Please don’t hesitate to
contact the librarian for your
discipline.

Public and international affairs,
psychology, research service

Patrick Labelle, 613-562-5800 (7185)
plabelle@uOttawa.ca

Women’s studies, social work

Emily Kingsland, 613-562-5800 (2721)
emily.kingsland@uOttawa.ca

International development, political science,
government information

Catherine McGoveran, 613-2562-5800 (2725)
catherine.mcgoveran@uOttawa.ca
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4.5 Class lists and InfoWeb
Students can make changes to their course selection during the first two weeks of each term. So be
sure to check InfoWeb to get your most current class lists. You can also download a copy of your
class lists from InfoWeb.
InfoWeb offers a number of other functions, including Message to Students. This allows you to
send short messages (maximum of 35 lines) to students registered in your courses.
4.6 Access to student files – Disclosure of information
The University is subject to Ontario’s Freedom of Information and Protection of Privacy Act. The
University can disclose only the following information on a student: student’s name, student’s
registration status, student’s program and the diplomas conferred by the University.
No other information in a student’s record can be provided without the student’s written consent
This means, too, that if a student requests a letter of reference from you, the student must first
provide you with a completed Third-Party Authorization Form to Release Student Information (also
available from academic units).
4.7 Frequently asked questions

What do I do if my
classroom door is
still locked when I
arrive?

A: During office hours, call the secretariat of your academic unit.
Outside office hours, call Protection Services at 613-562-5499. You
will be given an estimate of the time it will take for an officer to
unlock the classroom door.

A: Mention it to your academic unit so they can check availability
of another room. Given the lack of space at the University, it
can be difficult to get an assigned classroom changed.

I have questions about
University regulations,
procedures, etc. Who
can answer them?

The term has just started
and I don’t like my
assigned classroom. Can
I get it changed?

A: You can contact the person from your unit responsible for
undergraduate programs. You can also contact the Faculty Office of
Undergraduate Studies at 613-562-5709 or the Office of the Vice-Dean
of Undergraduate Studies at 613-562-5905.
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A: If you’re being treated in a way you consider threatening,
harassing or violent, follow the appropriate steps for the situation:
 If it’s an emergency, contact Protection Services
at extension 5411.
 If you’re a victim of sexual harassment, visit the Human
Rights Office website for information on how to report the
incident.

What should I do if I’m being
subjected to harassment, threats
or violent behaviour by a
colleague, a student or someone
else?

 Report any violent or threatening acts or behaviour immediately to the dean of the Faculty,
even if you think you can handle the situation yourself. The dean can advise you on the
appropriate steps for the situation.

5.

STUDENT SERVICES
Students in the Faculty of Social Sciences have access to numerous services. Here is a list of the
most commonly used services.

5.1 Mentoring Centre
The Mentoring Centre offers support services and guidance to all students. Services include:
• Practical advice on university life and suggestions for doing well at university
• Individual assistance to help students acquire the skills they need for academic success

•

Workshops on a range of subjects, including preparing for midterms and finals, staying
motivated, reading and effective note-taking, University resources, preparing for
presentations, university research skills and stress and time management

The Mentoring Centre is open Monday to Friday, from 9:30 a.m. to 5 p.m. and Tuesdays until 7
p.m.. It is located on the third floor of the Social Sciences Building. Trained student mentors are
available to help students, under the supervision a Centre coordinator. The Mentoring Centre is
managed by the Student Experience Officer of the Faculty along with the Vice-Dean of
Undergraduate Studies and members of the Executive Committee.
5.2 Faculty of Social Sciences library
Located on the 6th floor of the Social Sciences Building (FSS2010), the FSS library offers expertise
and services to students and professors in the same building as they work and study.
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Some of the library services and resources include:
A quiet space with 23 study spaces
A return drop box for books on the first floor of FSS
Computers with a variety of software including SPSS, ArcGIS, NVivo and Antidote (French)





5.3 Morisset Library – Orientation and training
As a professor, you can search for material using Morisset Library’s online catalogue.
At the beginning of the Fall and Winter terms, the Library offers workshops and seminars on using
Library resources for a variety of disciplines. You can arrange for workshop to be given for students
in your classes by calling 613-562-5883.
An online tutorial on the various research tools is available through the library.
Numerous other services are available for professors.

Research

Teaching

Borrow material from the uOttawa
library network

Reserve materials for courses

Borrow material from other libraries

Obtain research assistance

Access electronic resources off
campus

Access videos and images

5.4 Student Academic Success Service (SASS)
The office of the Student Academic Success Service (SASS) is located on the third floor of the
Desmarais Building (room 3172), at 55 Laurier Avenue East (613-562-5976). Services include:
•
•
•
•
•
•

Academic Writing Help Centre (AWHC) – 110 University
Access Service – Desmarais, Room 3172
Counselling and Coaching Service – 100 Marie-Curie
Career Development Centre – UCU312
Human Rights Office – 1 Stewart (at Waller)
Aboriginal Resource Centre – UCU215D
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5.4.1

Emergencies – How to identify a student in distress

As a professor, you are the contact person for many students. Some will approach you with
personal problems or concerns. They will reach out for assistance. You play an important role in
identifying and recognizing students in distress or seeing the telltale signs.
SASS has developed a guide for teaching staff to help them identify a student in distress (PDF) and
provides information on what to do. The guide also provides a list of services and contact
information for emergency situations (see Appendix K). The following page provides an overview
of this information.
In the Faculty of Social Sciences, the Vice-Dean of Undergraduate Studies is your first point of
contact for support if you need to intervene or follow up with a student in distress. The next
section outlines the various services available through SASS.
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Identifying and Assisting a Student in Distress
Do you suspect a student is in distress?
• Has the student reported significant problems to you or sought advice?
• Have you noticed signs of distress or significant changes in behaviour or mood?
• Is the student exhibiting behaviour that is erratic, aggressive, or extremely emotional?
• Have staff, faculty members, or students expressed concern to you about this student?
The situation is urgent when:
• A person makes direct or indirect references to suicide
• All references to committing suicide must be taken very seriously
• Indirect references can include:
o Expressed feelings of worthlessness, hopelessness or helplessness
o Feelings that family or friends would be better off without them
o Unreasonable feelings of guilt
• There is a risk of harm to others
Threats to others and disruptive behaviour includes:
o Verbal and non-verbal threats
o Intimidating behaviour
o Violent acts (to people or property)

Urgent – What to do?
If the student is on campus,
call Protection Services.

613-562-5411

Non-Urgent – What to do?
• Ask if the person needs help. Listen, show your concern, be nonjudgemental.
• Ask questions that will help you determine what kind of
assistance would be appropriate.
• Suggest the student contact SASS Counselling and Coaching Service
for information, resources or a referral:

613-562-5200, 100 Marie Curie (4th floor)

• If the student is willing to receive help but hesitant to call SASS, offer
to make the referral or accompany the student.
• If the student is unwilling to call, respect the student’s decision and
encourage them to stay in touch with you.
• Report the incident to Protection Services and advise the appropriate
vice-dean or your supervisor.

5.4.2

Academic Writing Help Centre (AWHC)

The Academic Writing Help Centre provides individual advice to students on how to write
university papers.
Students learn to plan and structure their work and understand the importance of preparing an
outline and how to benefit from professors’ comments on their marked assignments.
SASS also offers study skills counselling.
5.4.3

Access Service

Access Service provides services for students with learning disabilities or other functional
limitations such as a visual or auditory disability, chronic health conditions and mental health
conditions.
5.4.4

Counselling and Coaching Service

Counselling and Coaching Service provides assistance to students who may be dealing with any
variety of challenges or difficult situations. Services are provided by professional counsellors
and, at times, interns and trainees who are closely supervised.
The services are free for students at the University of Ottawa and St. Paul University, except for
a minimal fee for workshops where psychometric testing is done.
The Service has produced a document for teaching staff that describes strategies and adaptive
measures you can apply to create a more inclusive academic environment (PDF) in order to minimize
or remove the various challenges faced by students with permanent or temporary disabilities. The
guide outlines the services available through Access Service and illustrates the positive influence
professors can have on student learning by incorporating inclusive teaching strategies in their
classroom. It also addresses adaptive measures for exams.
5.4.5

Career Development Centre

The Career Development Centre provides a variety of services and resources related to career
development to help students highlight the skills they have acquired as they move into the work
world.
5.4.6

Human Rights Office

The Human Rights Office provides students with a confidential place to discuss incidents
where they suspect they have been a victim of discrimination or harassment.
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The Office is responsible for handling cases it receives and for helping resolve disputes,
sometimes with the assistance of mediation services.
5.4.7

Aboriginal Resource Centre

The Aboriginal Resource Centre provides numerous services for the University’s aboriginal
population.
5.5 InfoService
InfoService provides a wide range of administrative services for students. Located on the first
floor of Tabaret Hall, the service handles inquiries related to:









Information on tuition fees
uOttawa student card
Transcripts
Academic documents
Statement of studies
Statement of degree conferred
Copies of diplomas
Information on Convocation
InfoService
Tel.: 613-562-5630
Toll-free: 1-877-868-8292
Fax: 613-562-5323
InfoServ@uOttawa.ca

5.6 Other helpful services and websites
Protection Services – 141 Louis-Pasteur
 Protection Services, non-urgent – 613-562-5499
 Emergencies – 613-562-5411
 Parking – 613-562-5785
Foot Patrol
Financial Aid and Awards
•

Student Federation of the University of Ottawa
 Bike Co-op
 Bilingualism Centre
 Centre for Students with Disabilities
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Food Bank
Foot Patrol
International House
Peer Help Centre
Pride Centre
Student Rights Centre
Sustainable Development Centre
Women’s Resource Centre

•

University of Ottawa Health Services

•

InfoWeb

•

Community Life Service

5.7 Frequently asked questions

A student appears
to need help or
medical care. How
can I help?

A: There are a number of services you can call on at the University, depending
on the need:
•
•
•

•
•
•

Medical needs: University of Ottawa Health Services
Mental health needs: Counselling and Coaching Service
For questions or information on academic issues and orientation:

Office of Undergraduate Studies

Counselling service

Career Development Centre
Matters relating to financial aid: Financial Aid and Awards service
Emergency food-related needs: SFUO Food Bank
Housing needs: Housing Service
For more information on these services, visit their site or contact
the person responsible for undergraduate studies at your academic
unit.

A: You or the student can get in touch with Access Service,
which provides a wide range of services to students with
learning disabilities or who have special equipment
needs.

One of my students seems
to have a learning
disability. Who can I refer
this student to?
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6 APPENDICES
APPENDIX A – Blackboard Learn

What is Blackboard Learn?
Blackboard Learn is the online application for managing courses here at the
University of Ottawa. With this application, you can communicate with students,
present helpful resources, post announcements, syllabi, course slides, mandatory
and supplementary readings and grades. Blackboard Learn is the University of
Ottawa’s learning management system.
What features does Blackboard Learn offer?
Blackboard Learn offers simpler content management tools, an alert system, an integrated
videoconferencing and multimedia system, Web 2.0 tools, effective evaluation and marking tools that
provide students with their grades as soon as they’re posted, collaborative tools such as wikis, blogs and
discussion forums as well as a mobile app.
Can it be used for videoconferencing or other video or teleconference applications?
Blackboard Learn is not a videoconference application. The University of Ottawa has a number of rooms
equipped for videoconferencing and uses Adobe Connect Web conferencing software.
Why a mobile Blackboard Learn application?
The mobile application of Blackboard Learn (Blackboard Mobile) was provided at the request of
professors and students who wanted real-time access to Blackboard 24/7.
Is Blackboard Learn easy to use?
Absolutely. With Blackboard Learn, you no longer have to submit a request to create a course on the
platform. Courses are automatically created each term. You can provide students with access to your
courses. The list of students registered in each course is also populated automatically and updated daily.
Is any training available for Blackboard Learn?
Teaching and Learning Support Service offers workshops in French and in English for professors and
teaching assistants to help them become familiar with this application. You can also stop by the walk-in
lab for professors and TAs, during lab hours. The lab is located in room VNR1020 (Vanier Hall).
For more information, visit the Virtual Campus website.
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APPENDIX B – Syllabus template and best practices

UOSYLLABUS: AN INNOVATIVE TOOL IN THE SERVICE OF UNIVERSITY TEACHING
By using uoSyllabus, professors can:
·
·
·

Create their syllabus in a simple and user-friendly interface by completing existing
fields;
Keep their syllabus archive into the system to allow former students to obtain a copy at
any time, even years after completing their studies;
Discover teaching strategies and evaluation methods that might inspire them in the
development of future learning activities.

•

To access the tool click on the following link: uoSyllabus

•

To register to a workshop to learn how to use uoSyllabus: uoSyllabus workshops...

•

To download the complete guide:
uoSyllabus User Guide1.26 MB
Attention! uoSyllabus works correctly only with the following browsers : Google Chrome and
Internet Explorer.

MANDATORY SECTIONS AND BEST PRACTICES
COURSE CODE

Mandatory = YES

SESSION

Mandatory = YES

AND SECTION

COURSE TITLE

Mandatory = YES

Use the title in the University of Ottawa official course calendar.
YOUR NAME,

Mandatory = YES

CONTACT
INFORMATION
AND OFFICE
HOURS

These elements allow the student to correctly identify the course.
For office hours, we recommend two to three hours per course taught.
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You may want to include the following statement:
Emails are generally answered within two working days or in the next class if it is within 48
hours of receiving your email. I reserve the right not to reply to an email if the language or
content is inappropriate.

OFFICIAL COURSE

Mandatory = YES

DESCRIPTION

Use the description in the University of Ottawa official course calendar.
REQUIRED COURSE MATERIAL
Include any course paks, readings and reference works as well as where students can obtain them.
BLACKBOARD LEARN
Indicate in your syllabus whether it and other documents are available in Blackboard Learn

COURSE CONTENT

Mandatory = YES

In this section, you provide information to complement the official course description by specifying
general and specific course objectives.
• GENERAL
Mandatory = YES
COURSE
OBJECTIVES

General course objectives communicate the knowledge and skills you expect the students to gain from
the course. They do not include evaluation criteria.
•

SPECIFIC

Mandatory = YES

COURSE
OBJECTIVES

This section allows you to provide details of the specific learning activities for your course. These
objectives provide students with specifics on what they must learn and understand. They state the steps
and means by which students will achieve the general course objectives. Describe the specific course
objectives using action verbs, such as distinguish, describe, calculate and formulate.

TEACHING

Mandatory = YES

METHODS
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Teaching methods
It’s a good idea to state the teaching methods you will use to help students achieve the specific
objectives. Examples include lectures, discussion groups, group work, practical exercises and role
playing.
Learning activities
Learning activities allow you to see whether students have met the specific objectives and allow
students to master content and put it into practice. They encourage students to think carefully about
the material covered in class and stimulate their curiosity.
A learning activity is a task or a set of tasks that helps students develop strategies for understanding
theoretical components of the course. Examples are problem-solving, case studies, simulations and film
analyses.

ASSESSMENT
METHODS

Mandatory = YES

Generally, you should provide a list of all evaluations for your course, along with the date and weight of
each one. You must also include your policy on attendance, language quality and late submissions. You
must indicate how much will be deducted from the student’s mark for poor quality of language; it
should be no less than 5% and no more than 10%.
We recommend that you describe as clearly as possible both the evaluation criteria and the learning
assessment methods you plan to use.
It’s also helpful to list the various evaluation methods you’ll use (exams, type of exams, research papers,
oral presentations, written assignments, etc.) as well as the weighting and dates they’ll take place or
when assignments are due.
It’s very important to give students an idea of their performance through
graded work as soon as possible and before the course withdrawal deadline.
For more information, see academic regulation 9.0 – Providing feedback prior
to the withdrawal deadline.
In this section, we recommend you indicate your expectations for attendance and your policy for
dealing with poor language quality and late submissions. Usually, penalties are presented as
percentages to be deducted.
To avoid ambiguity, also state the criteria you’ll use for grading attendance or participation. It’s also
helpful to explain how you will return corrected work and exams.
Examples related to absences, late submissions, etc.
Policy on attendance, language quality and late submissions
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Attendance is required in order to successfully complete this course. Absences must be justified, and
students are penalized for submitting work late or arriving late, unless approved. University regulation 9.5
requires all absences from exams and late submissions due to illness be supported by a medical
certificate.
Justification for absences for any other serious reason must be submitted to the professor or the
secretariat of the Faculty in writing within five working days of the exam date or assignment deadline.
The professor or the Faculty reserves the right to accept or refuse the reasons put forward. Reasons
such as travel, work or misreading the examination schedule will not be accepted.

COURSE

Mandatory = YES

ACTIVITIES

A schedule of course activities provides students with an overview of the term and allows them to
prepare for class each week. We recommend presenting this information in a table to make it easier to
read. See appendix C for examples.

BIBLIOGRAPHY/
REFERENCES

Mandatory = YES

Provide a list of reference works and required readings.

ACADEMIC FRAUD

Mandatory = YES

It is a good idea to acquaint your students with the policies governing academic fraud and integrity.
Be aware of academic fraud!
1. Academic fraud is an act by a student that may result in a false academic evaluation of the student’s work
(tests, assignments, exams, etc.). The University does not tolerate academic fraud. Severe sanctions may be
imposed on anyone found guilty of committing academic fraud.
Examples of academic fraud include presenting falsified research data; submitting an assignment that is not
your own work; handing in, without prior written approval of the professor(s) concerned, the same work in
more than one course.
The Internet has made it very easy to detect cases of plagiarism since, with just a few words entered in a search
engine, professors can quickly located original sources of plagiarized work.
For more information on academic fraud and how to avoid it, please check the academic integrity section of the
Faculty’s website for tips and advice on writing university papers.

.

Anyone who commits or attempts to commit academic fraud, or who is a party to such fraud, will be penalized.
Here are some examples of sanctions for academic fraud:
• A grade of F for the assignment or course in question
• A requirement to complete an additional credits (3 to 30 credits) in order to graduate
• Suspension or expulsion from the Faculty
For full details, please consult academic regulation 14 on academic fraud.
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APPENDIX C – Sample schedule
Add if needed – Sample calendar 1
DATE
Week 1
September 4/9

TOPIC
What are the social
sciences?

Week 2
September 11/16

How to do research in the
social sciences

Week 3
September 18/23

Presentations by SASS,
AWHC, Mentoring Centre

Week 4
September 25/30
Week 5
October 2/7
Week 6
October 9/14
Week 7
October 16/21

Another world is possible!
Library presentation
Water wars

TOPIC
Introduction to Blackboard
Learn
Plagiarism
References and
bibliographies
How to read an academic
text
How to summarize a text
Writing an outline for a
paper
Effective Internet research
techniques
Time management

ASSIGNMENT, MEETING

1st meeting
Choose topic
1st meeting
Choose topic
Synthesis/summary due
(15%)

STUDY BREAK

Week 8
October 23/28

Aboriginal rights

Class presentations

Week 9
October 30/
November 4

The struggle for land Brazil

Military struggles - Ecuador

Week 10
November 6/11

Workers’ rights and free
trade agreements

The struggle against AIDS
and drug patents in South
Africa

Week 11
November 13/18

Cultural diversity and free
trade

Class presentations (10%)
Group 1

Week 12
November 20/25
Week 13
November 27/
December 2
Final exams
December 5 to 22

Class presentations (10%)
Group 2

Class presentations (10%)
Group 3

Class presentations (10%)
Group 4

Class presentations (10%)
Group 5

2nd meeting
Plan and bibliography
Plan and bibliography due
(20%)

3rd meeting
Class presentations
3rd meeting
Class presentations
Final assignment due
(25%)
3rd meeting
Class presentations

Final exam (35%)
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Add if needed – Sample calendar 2
DATE
Week 1
Dates
Week 2
Dates
Week 3
Dates
Week 4
Dates
Week 5
Dates
Week 6
Dates
Week 7
Dates

CLASS 1
Introduction to Blackboard
Learn (15 min.)

CLASS 2

ASSIGNMENTS/MEETINGS

Campus tour
How to read an academic text
How to summarize a text (50
min)

Library presentation

1st meeting: Choose topic
1st meeting: Choose topic

Plagiarism
References and bibliographies
(40 min)

Writing an outline for a
paper (30 min)

2nd meeting: Outline and
bibliography
Synthesis/summary due (15%)

Note-taking
Time management (30
min)

Outline and bibliography due
(20%)

STUDY BREAK
Statistical tables (20 min)

Week 8
Dates
Week 9
Dates
Week 10
Dates

Steps of an assignment (20
min)
Giving a class presentation
(25 min)

Week 11
Dates

Class presentations (10%)
Group 1

Week 12
Dates

Class presentations (10%)
Group 3

3rd meeting: Class
presentation
3rd meeting: Class
Class presentations (10%) presentation
Group 2
Final assignment due (25%)
Class presentations (15%)
3rd meeting: Class
Class presentations (10%)
presentation
Group 4

Week 13
Dates
Final exams
Dates

Class presentations (10%)
Group 5

Class presentations (10%)
Group 6
Final exam (25%)
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Add if needed – Sample calendar 3
DATE
Week 1
Dates
Week 2
Dates
Week 3
Dates
Week 4
Dates
Week 5
Dates
Week 6
Dates
Week 7
Dates
Week 8
Dates
Week 9
Dates
Week 10
Dates
Week 11
Dates
Week 12
Dates
Week 13
Dates
Final exams
Dates

TOPIC

NOTES / TO DO / DUE DATES

What are the social sciences?

Reading 1

How to do research in the social sciences

Reading 2

Presentations by SASS, AWHC, Mentoring
Centre

Reading 3

Another world is possible!

Reading 4

Library presentation

Synthesis/summary due (15%)

STUDY BREAK
Social forums in the Americas

Reading 5; Outline and bibliography due
(15%)

Aboriginal rights

Reading 6

The struggle for land - Brazil

Reading 7

Workers’ rights and free trade agreements

Reading 8

Cultural diversity and free trade

Final assignment due (25%)

Aboriginal rights

Reading 9

The struggle for land - Brazil

Reading summaries due (10%)
Final exam (35%)

Add if needed

Dates may change based on topics covered each week.
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APPENDIX D – Grading scale
100%

90%

80%

70%

60%

50%

40%

30%

25%

20%

15%

10%

A+

90-100

A

85-89

A-

80-84

B+

75-79

B

70-74

C+

65-69

C

60-64

D+

55-59

D

50-54

E

40-49

F

0-39

8190
76.580.1
7275.6
67.571.1
6366.6
59.462.1
5457.6
49.553.1
4548.6
3644.1
035.1

7280
6871.2
6467.2
6063.2
5659.2
52.855.2
4852
4447.2
4043.2
3239.2
031.2

6370
59.562.3
5658.8
52.555.3
4951.8
46.248.3
4245.5
38.541.3
3537.8
2834.3
027.3

5460
5153.4
4850.4
4547.4
4244.4
39.641.4
3639
3335.4
3032.4
2429.4
023.4

4550
42.544.5
4042
37.539.5
3537
3334.5
3032.5
27.529.5
2527
2024.5
019.5

3640
3435.6
3233.6
3031.6
2829.6
2627.6
2425.6
2223.6
2021.6
1619.6
015.6

2730
25.526.7
2425.2
22.523.7
2122.2
19.820.7
1819.5
16.517.7
1516.2
1214.7
011.7

22.525
21.2522.25
2021
18.7519.75
17.518.5
16.517.25
1516.25
13.7514.75
12.513.5
1012.25
09.75

1820
1717.8
1616.8
1515.8
1414.8
1313.8
1212.8
1111.8
1010.8
89.8
07.8

13.515
12.7513.4
1212.6
11.2511.9
10.511.1
9.910.4
99.8
8.258.9
7.58.1
67.4
05.9

910
8.58.9
88.4
7.57.9
77.4
6.66.9
66.5
5.55.9
55.4
44.9
03.9
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APPENDIX E – Description of duties and allocation of hours
(See over)
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APPENDIX F – Calendar of religious holidays
(See over)
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2014-07-22

Calendrier d’accommodement religieux – Fêtes religieuses les plus citées
Calendar of Religious Accommodation – Commonly recognized religious holidays
2013-2014
Septembre / September 2013
Jour / Day
Fête / Holiday
5-6*
Rosh Hashanah
14*
Yom Kippur
19-25*
Sukkot
26*
Shemini Atzaret / Simchat Torah
Octobre / October 2013
Jour / Day
Fête / Holiday
14
Dussehra
15-18*
Eid al Adha
20*
Naissance de Bab / Birth of Báb
Novembre / November 2013
Jour / Day
Fête / Holiday
3
Diwali

12*
13*
24
28-5 déc*

Naissance de Baha’u’llah
Birth of Baha’u’llah
Ashura
Martyre du Guru Tegh Bahadur
Guru Tegh Bahadur Martyrdom
Hanoucca / Hanukkah

Décembre / December 2013
Jour / Day
Fête / Holiday
25
Noël / Christmas
Janvier / January 2014
Jour / Day
Fête / Holiday
5
Naissance de Guru Gobind Singh Ji
Birth of Guru Gobind Singh ji
7
Fête de la nativité/
Feast of the Nativity
13*
Mawlid an Nabi
31
Nouvel An lunaire / Nouvel An Chinois
Lunar New Year / Chinese New Year

Foi / Faith
Judaïsme / Judaism
Judaïsme / Judaism
Judaïsme / Judaism
Judaïsme / Judaism

Foi / Faith
Hindoue / Hinduism
Islamique / Islam
Bahá’ie / Baha’i

Foi/ Faith
Hindoue / Hinduism
Jaïnisme / Jainism
Sikh / Sikhism
Bahá’ie / Baha’i
Islamique / Islam
Sikh / Sikhism
Judaïsme / Judaism

Foi / Faith
Chrétienne / Christian

Foi / Faith
Sikh / Sikhism
Église Catholique Orthodoxe / Orthodox Christian
Islamique / Islam
Bouddisme / Buddhism
Confucianisme / Confucianism

*La fête débute au coucher du soleil la veille de la date indiquée. /The holiday begins at the
sundown on the evening before the specified date.

2014-07-22
Février / February 2014
Jour / Day
Fête / Holiday
28
Maha Shivaratri
Mars / March 2014
Jour / Day
17
Holi

Fête / Holiday

Foi / Faith
Hindoue / Hinduism

Avril / April 2014
Jour / Day
Fête / Holiday
14
Baisakhi
15-22*
Pesach (pâque juive / Passover)
18
Vendredi Saint / Good Friday
20

Pâques / Easter

21*
29*

Ridvan (Premier jour / First day)
Ridvan (Neuvième jour / Ninth day)

Mai / May 2014
Jour / Day
Fête / Holiday
2*
Ridvan (Douzième jour / Twelfth day)
23*
Déclaration de Bab/
Declaration of the Bab
27*
Lailat al Miraj
29*
Ascension de Baha’u’llah/
Ascension of Baha’u’llah
Juin / June 2014
Jour / Day
4-5*
Shavuot
29*
Ramadan

Foi / Faith
Hindoue / Hinduism

Foi / Faith
Sikh / Sikhism
Judaïsme / Judaism
Chrétienne / Christian
Église Catholique Orthodoxe / Orthodox Christian
Chrétienne / Christian
Église Catholique Orthodoxe / Orthodox Christian
Bahá’ie / Baha’i
Bahá’ie / Baha’i

Foi / Faith
Bahá’ie / Baha’i
Bahá’ie / Baha’i
Islamique / Islam
Bahá’ie / Baha’i

Fête / Holiday

Juillet / July 2014
Jour / Day
Fête / Holiday
9*
Martyre de Bab / Martyrdom of the Bab
23*
Laylat al-Qadr
29*
Eid Al Fitr
(fin du Ramadan/ end of Ramadan)

Août / August 2014
Jour / Day
Fête / Holiday
5*
Tish’a B’Av
17
Krishna Janmashtami

Foi / Faith
Judaïsme / Judaism
Islamique / Islam

Foi / Faith
Bahá’ie / Baha’i
Islamique / Islam
Islamique / Islam

Foi / Faith
Judaïsme / Judaism
Hindoue / Hinduism

*La fête débute au coucher du soleil la veille de la date indiquée. /The holiday begins at the
sundown on the evening before the specified date.

APPENDIX G – Request for optical reading (Scantron)
http://www.uottawa.ca/print/docs/repr2454-request-optical-reading.PDF

(See over)

58 | P a g e

APPENDIX H – Incident report, cheating during an examination
(See over)
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Incident Report – Cheating During an Examination
Examination date:
Name(s) of student(s):

Student(s) number(s):

Course name and code:

Professor:
Name of the exam invigilator:
Description of the incident:

Exam proctor signature

Date

Witness

Date
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APPENDIX I – Posting student grades

Policy on communicating grades and returning assessed work
Approved by the Senate January 19, 2015

Note: All methods of communicating student grades and returning students’ assessed work must be
compliant with Policy 90 – Access to Information and Protection of Privacy and Ontario’s Freedom of
Information and Protection of Privacy Act (FIPPA).
Any exception to this policy must be authorized by the director of Compliance, Access to Information and
Privacy.
For the purposes of this policy, assessed work includes tests, midterm examinations, assignments,
projects and such. Final examinations are not returned to students, but students have the right to
consult them once they have been graded.
Ontario’s Freedom of Information and Protection of Privacy Act (FIPPA) contains specific provisions on
how to collect, use and disclose personal information. The University of Ottawa is subject to FIPPA and
must comply with it when student grades are communicated and students' assessed work is returned.
The University must ensure that students cannot be identified when grades are communicated to them
(any grade given during a term, such as for tests, midterms, assignments, projects, etc.) and when
students’ assessed work is returned, because revealing a student's identity constitutes an invasion of
personal privacy.
When communicating grades, apply the following practices:
•

•

Communicate individual grades to each student using the University of Ottawa’s secure online
applications. Emailing class grade lists to students or posting grades on a professor's website is
prohibited.
Ensure that students have access to their own grades only.

When returning assessed work, apply the following practices:
•

Return assessed work only to the student who produced it, unless that student has consented to
its disclosure to another individual.

•

If assessed work is returned to students outside of class hours, it should be done under the
supervision of professors, teaching assistants or administrative staff.

•

Never leave students' assessed work unattended in a public area.

Unclaimed assessed work
All unclaimed student assessed work is retained by the University for at least one year from the date the
final grade for the course is official, in accordance with the academic regulation on destruction of
examinations and assignments.
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APPENDIX J – Procedure for submitting final grades using Blackboard
Please note that in order to submit your final grades to your academic unit, you will have to export your
class list via your Blackboard or InfoWeb account. You will then be able to save the list as an Excel file
directly to your computer and manipulate the data.
When you submit an Excel file with your class list and final grades to your academic unit, the unit can
simply export the grades directly to the University’s grade system rather than enter the data manually.
Please be sure the file and data is correctly formatted. Otherwise, it will be returned to you.
How to export your class list to an Excel file via your Blackboard account
1.

In Blackboard, go to the Course Management window of your course.

2.

Access Full Grade Center from the Grade Center section of the Control Panel
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3.

Select Download from the Work Offline context menu.

4.

Select the data to download. For best results, select Full Grade Center.
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5.

Specify location to save data.

6.

Click on Submit.

7.

Click on Download to download the file and save it on your computer.
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8.

Open the Excel file to enter or edit grades (see information in red box, below).

9. When you are finished, save the file on your computer. Then send the file to your academic unit.

IMPORTANT – You need to edit the spreadsheet in order to have at least the 7
mandatory columns, which must be named as shown below:

The «FinalGradeSIS» column is for the letter grade.
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APPENDIX K – Identifying and assisting a
student in distress
http://sass.uottawa.ca/sites/sass.uottawa.ca/files/id
entifying-students-distress.pdf

Identifying and
Assisting
Students in
Distress
A Guide for Faculty and
Staff Members
Student Academic Success Service
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IDENTIFYING AND ASSISTING STUDENTS IN DISTRESS
The University of Ottawa is committed to ensuring the health and well-being of its students and understands
the importance of promoting good mental health in enabling students to achieve their full academic potential.
Faculty and staff members are often in a position to identify and assist those students who may be
experiencing emotional distress. This document is designed to assist the University community in recognizing
the signs of emotional distress and to provide its members with guidelines on how to respond appropriately.

HOW TO IDENTIFY A STUDENT IN DISTRESS
Signs to look for include:


Stated need for help



Changes in behaviour
(Changes in usual behaviour may indicate psychological distress.)
Examples include:
 Withdrawal from social interactions or academic work
 Disruptive behaviour, unexplained outbursts or irritability
 Noticeably rapid or slow speech



Marked changes in mood
Examples include:
 Change in mood from one class to the next
 Expressed feelings of hopelessness or despair



Obvious changes in appearance
Examples include:
 Noticeable weight gain or loss
 Disheveled appearance, poor hygiene
 Absence of facial expression



Difficulty communicating or apparent distortion of reality
(This may indicate a severe psychological problem that requires
assessment and treatment of the student by a professional.)
Examples include:
 Irrational conversations
 Disturbing material in academic assignments
 Suspiciousness, a constant feeling of being watched



Significant changes in identity or relationships
Examples include:
 Changes in family circumstances or a break-up
 Illness or death of a family member or close friend



Health concerns
(Health issues may impede a student’s progress and increase stress levels.)
Examples include:
 Long-term illnesses
 Frequent short-term illnesses
 Disordered eating
1



Serious academic concerns
Examples include:
 Missed, late or incomplete assignments
 Disorganized presentation of information
 Plagiarism or use of unauthorized aids



Violence
Examples include:
 Recent experience involving assault or abuse
 Violence towards self or others

WHAT TO DO WHEN A STUDENT IS IN DISTRESS
If you are concerned about a student and you are unsure, uncomfortable or unable to intervene:


Contact appropriate office before acting (Protection Services or SASS Counselling and Coaching).



Notify your supervisor of your concerns.

If you decide to approach a student you are concerned about or if a student reaches out to you for
help:

1. Listen carefully as the student describes the situation.
2. Ask questions to clarify whether you understand the student’s specific needs.
3. Acknowledge and express concern.
4. Offer hope and reassure the student that things can get better.
5. Discuss options and resources available and suggest that the student make an
appointment with SASS Counselling and Coaching or with Health Services.
6. Give printed information from the website or write out the name and
phone number of the service(s).
7. Arrange a follow-up with the student to show you care and determine whether the referral was
effective.
If the student appears hesitant or reluctant to make use of services:




Offer to contact the service yourself while the student is still in your office.
Offer to sit with the student during the initial phone call.
Offer to accompany the student to the appointment, if appropriate, and if you’re comfortable doing so.

2

TAKING CARE OF YOURSELF
Those of us who encounter students in distress can experience a range of emotions based on our own unique
experiences and attitudes towards mental health. We can feel a deep sense of satisfaction in trying to help or
we can experience frustration and anxiety. We may sometimes even feel threatened by events as they unfold.
If you experience exhaustion, sadness, anxiety, trouble sleeping or irritability, consider seeking support and
counselling. Free confidential assistance is available through the University of Ottawa Employee Assistance
Program (EAP). Information can be found at:
www.shepellfgiservices.com/app/isite/index.aspx?ipclient=111088&ippwd=Univ1110

CONFIDENTIALITY
When inviting students to discuss their concerns with you, it’s important to be clear
about the limits of your ability to keep information confidential. Even if a student
insists, never promise absolute confidentiality. Rather, let them know that you’ll
respect their privacy to the best of your ability but that certain situations require you
to inform others about the situation.
You should not withhold information about a student if:
 You have concerns about the student’s physical safety.
 You have concerns about the safety of others.
 You believe the student is not competent enough to care for himself or herself.
 You have concerns about the neglect or abuse of a minor.
 The student tells you something that involves an academic or criminal offence.
 You are concerned about a situation involving a minor student (under the age of 18).
The University of Ottawa is committed to upholding the principles of the Freedom of Information and Protection
of Privacy Act (FIPPA).
In situations where a student engages in behaviour that places the student or others at risk,
the University is committed to taking steps to protect the student as well as the larger
community. If you’re concerned about a student, it’s important that you communicate your concerns to the
appropriate office or service, such as Protection Services, so staff can use their expertise and training to
evaluate the situation and make recommendations to any other professionals or services.

3

Emergency services
Situation

On campus

Off campus

Protection Services

613-562-5411 (24/7)
Suicide - Threat or attempt

Counselling and Coaching Service
613-562-5200

Emergency 911

Health Services Clinic
613-564-3950

Counselling and Coaching Service
Suicide - Suicidal thoughts

613-562-5200

Crisis line (24/7)

Within Ottawa 613-722-6914
Outside Ottawa 1-866-996-0991

Health Services Clinic
613-564-3950
Counselling and Coaching Service
613-562-5200
Health Services Clinic

Emotional crisis

Crisis line (24/7)

613-564-3950

Within Ottawa 613-722-6914
Outside Ottawa 1-866-996-0991

Peer Support Phone line
(7 p.m. to 1 a.m.)
613-562-5604

Emergency 911
Ottawa Hospital Assault Treatment

Protection Services

Program

613-562- 5411 (24/7)
Sexual assault

613-738-3762

Counselling and Coaching Service
613-562-5200

Ottawa Rape Crisis Centre
613-562-2333

Health Services Clinic

Ottawa Coalition to End Violence Against

613-564-3950

Women

(www.octevaw-cocvff.ca)

4

Emergency 911
Protection Services

Assaulted Women's Helpline

613-562-5411 (24/7)
Physical assault / Domestic abuse

1-866-863-0511

Counselling and Coaching Service
613-562-5200

Ottawa Coalition to End Violence Against

Health Services Clinic

Women

613-564-3950

(www.octevaw-cocvff.ca)

Protection Services

613-562-5411 (24/7)
Drug & Alcohol Helpline
Drug and Alcohol

Counselling and Coaching Service
613-562-5200

1-800-565-8603

www.drugandalcoholhelpline.ca

Health Services Clinic
613-564-3950

Protection Services
613-562-5411 (24/7)
Problem Gambling

Ontario Problem Gambling

Counselling and Coaching Service

1-800-230-3505

613-562-5200

www.problemgamblinghelpline.ca

Health Services Clinic
613-564-3950
Protection Services

613-562-5411 (24/7)
Good2Talk
Mental Health

Counselling and Coaching Service
613-562-5200

Health Services Clinic
613-564-3950

5

1-866-925-5454

www.good2talk.ca

APPENDIX L – Emergency procedures on campus
(See over)
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Possible threats
!!

!

Fire

!

!
!

!

Pandemia

Extreme weather

!

Power outage

!

Bomb warning

Violent aggressor

!
!

Protest

Strike

Chemical spill

Structural damages

!

Explosion

Programme de gestion des urgences – Service de la protection
Emergency Management Program – Protection Services

PROTECTION

INCIDENT

ÉQUIPE DE COORDINATION DES MESURES D’URGENCE
EMERGENCY COORDINATION TEAM

SYSTÈME DE NOTIFICATION EN CAS D’URGENCE INTÉGRÉ
UNIFIED EMERGENCY NOTIFICATION SYSTEM
OUTILS DE MISE À JOUR ET D’INFORMATION
UPDATE & INFORMATION TOOLS

OUTILS DE NOTIFICATION D’URGENCE
EMERGENCY NOTIFICATION TOOLS
Employé(e)s
Employé(e)s

Staff
Staff

Étudiant(e)s

Étudiant(e)s

COMMUNAUTÉ
COMMUNAUTÉ
UNIVERSITAIRE
COMMUNAUTÉ
UNIVERSITAIRE
Click View then Header and Footer to change
this footer
EXTERNE
UNIVERSITY
COMMUNITY
UNIVERSITY
COMMUNITY
EXTERNAL COMMUNITY
Students
Students

Bouclage (Lockdown)

VIDÉO
https://www.youtube.com/watch?v=vD8KovYCgVA

https://www.youtube.com/watch?v=6-HKJ6eKaZo

Programme de gestion des urgences – Service de la protection
Emergency Management Program – Protection Services

APPENDIX M – Request for a deferred mark
https://socialsciences.uottawa.ca/sites/default/files/public/eng/documents/request-deferredmark.pdf

(See over)
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Université d’Ottawa

|

University of Ottawa

REQUEST FOR A DEFERRED MARK
The symbol DFR is used whenever, in the judgment of the responsible authority, a student presents a valid reason for being unable to satisfy all course requirements.
In such a case, the student must complete all requirements within a time limit determined by the professor. Such a limit may not exceed 12 months after the end of
the session.
STUDENT

SURNAME

STUDENT NO.

GIVEN NAMES

LOCAL ADDRESS

POSTAL CODE

AREA CODE & TEL. NO.

E-MAIL (UNIV. OF OTTAWA)

@uOttawa.ca
ACADEMIC UNIT

FACULTY
SOCIAL SCIENCES

OTHER , SPECIFY

PROGRAM OF STUDY

COURSE CODE

SECTION

PROFESSOR´S NAME

COURSE TITLE

FULL-TIME
PART-TIME

SESSION

SEPT. - DEC.

REASON FOR REQUEST *

*

JAN. - APRIL

MEDICAL

SEPT. - APRIL

SUMMER

2

YEAR

0

EXAM

MID TERM

FINAL

OTHER, SPECIFY :

SEE ATTACHED DOCUMENT

PLEASE ATTACH ANY SUPPORT DOCUMENTATION TO THIS REQUEST.

DATE

SIGNATURE (STUDENT)

PROFESSOR
DEADLINE
DFR GRANTED

DFR REFUSED

IF NO MARK HAS BEEN RECEIVED BY THE FACULTY WITHIN THE DEADLINE DETERMINED BY THE PROFESSOR,
THE GRADE DFR WILL BE REPLACED BY EIN (FAILURE).
YEAR

MONTH

DAY

CONDITIONS

REASON FOR REFUSAL

DATE

SIGNATURE (PROFESSOR)

DATE

SIGNATURE (CHAIRMAN)

ACADEMIC UNIT APPROVAL

FOR ACADEMIC UNIT USE ONLY
NEW EXAM
DATE

SIGNATURE

FOR FACULTY USE ONLY

MARK GRANTED
FOLLOW-UP

SCSO-5260(E) PDF 2015/06

Faculty of Social Sciences

DATE

SIGNATURE

APPENDIX N – Printing services

Stand out in the crowd!
Make a great first impression with the personalized and high-quality printing
services offered by TLSS’s Centre for e-Learning!
Not only does the Centre print your posters using quality materials but also a
graphic design team will create a visually pleasing and well-designed poster for
you that meets the University of Ottawa’s graphic standards.
Email the Centre at cybermed@uottawa.ca or submit a request for printing
services.
Teaching and Learning Support Service (TLSS)
Your partner in pedagogy!
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