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A MESSAGE FROM THE PRESIDENT

Greetings!

Welcome to Livingstone College. As the 13" President, it is my
pleasure to welcome you to this historic place of learning and
achievement

Since 1879 Livingstone has provided an environment for students to develop their full potential
academically, spiritually, and intellectually. Today, we continue to advance this great legacy.

| challenge you to focus your energies and commitment on your physical, intellectual, moral, and
spiritual development. Take advantage of every opportunity provided to you so that you can make
this world a better place. Go to classes prepared; be immersed in the collegiate atmosphere and
engage yourself seriously in intellectual pursuits. As part of your civic duty, get involved in civic
activities — register to vote and participate in elections on campus and in the community.

Your journey to achievement and success begins here, begins now, and begins with you. May God
bless you and keep you safe, focused, and prepared for the years ahead!

Sincerely,

Anthony J. Davis, DMin
President



MISSION STATEMENT

Livingstone College is a private historically black college that is secured by a strong
commitment to quality instruction, academic excellence, and student success. Through a
Christian-based environment suitable for holistic learning, Livingstone provides excellent
business, liberal arts, STEAM, teacher education, and workforce development programs for
students from all ethnic backgrounds designed to promote lifelong learning and to develop
student potential for leadership and service to a global community.

VISION

Livingstone College’s vision is to meet students where they are, take them where they need to
be, so that they can command their rightful place in the global society. Livingstone College will
focus on the following areas to implement this vision: (1) Academic excellence and global
education; (2) Effective and efficient procedures for comprehensive management; (3) Human
and physical resources; (4) Quality of college and community life.

CORE VALUES

Core Values are fundamental principles that guide the institution in carrying out its mission.
Livingstone College values the academic and religious communities that play at a critical role in
the continued growth of Livingstone’s students, faculty and staff. Core values of the Livingstone
College community include: (1) Teaching and learning as essential to the holistic environment;
(2) Student engagement as the foundation for servant leadership; (3) Liberal arts training as
essential to the development of societal contributors; (4) Lifelong learning as part of the
institutional identity; (5) Communities of learners with engaged students, faculty, staff and
alumni.
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INFORMATION FOR GRADUATE STUDENTS
DISCLAIMER

Catalog

e This Graduate Catalog is for informational purposes only and does not constitute terms of
a contract and does not constitute a contract between the student and Livingstone College.

e Livingstone College has made reasonable efforts to ensure the accuracy of the information
contained in the Graduate Catalog at the time of annual publication: however, the
information in this Graduate Catalog is not necessarily complete. The course offerings and
requirements of Livingstone College are continually under examination and revision.

e The College reserves the right, at any time, to make changes in its rules and regulations,
graduation requirements, curricular, fees, and any and all other matters of policy and
procedure as it may consider appropriate, without notice.

e Students are responsible for keeping abreast of and complying with current College
policies.

e The College urges students to consult with their advisors and other appropriate College
officials for clarification of current policies and requirements related to their education at
the College.

An Affirmative Action/Equal Opportunity Institution

Livingstone College does not discriminate on the basis of race, gender, color, religion, national
origin, age, disability, or veteran status in the provision of educational opportunities, services,
programs, benefits, and employment. In addition, the College does not discriminate on the basis
of sex or disability in the educational programs and activities offered, pursuant to the requirements
of Title XI of the Educational Amendments of 1972, Pub. L./92-318, and Section 504 of the
Rehabilitation Act of 1973, and Pub. L./93112, respectively. This policy applies to both
employment and admission to the College.

Accreditation and Approval

Livingstone College is accredited by the Southern Association of Colleges and Schools
Commission on Colleges (SACSCOC) to award certificates, associate, baccalaureate and
master’s degrees. Degree-granting institutions may offer credentials such as certificates and
diplomas at approved degree levels. Questions about the accreditation of Livingstone College
may be directed in writing to the Southern Association of Colleges and Schools Commission on
Colleges at 1866 Southern Lane, Decatur, GA 30033-4097, by calling (404) 679-4500, or by
using information available on SACSCOC’s website (WWWw.Sacscoc.org).

Certification Statement
| certify that this Graduate Catalog is true and correct in content and policy, and states progress

requirements for graduation. - Kelli'V. Randall, Ph.D., VP for Academic Affairs
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ALMA MATER

“MY LIVINGSTONE”

Oh! Livingstone, My Livingstone!
Thy dear old name we sing,
While memories cluster thick and fast,
And closer to us cling.
Beneath thy maples and thy oaks
The zephyred breezes blow, Just
as they will in years to come
No matter where we go.

Oh! Livingstone, My Livingstone!
When thou are old with age,
Perhaps thou, too, shall hold a place
That’s bright on memory’s page,
And in the sky no cloud shall be
Instead, thy sun shall beam
Prosperity shall live always
Amid its golden gleam.

Oh! Livingstone, My Livingstone!
Thy students come and go,
The moments fly, the years go by
With all their weal and woe.
Along with fleet and nimble feet
Oh, hasten on the way,

And fling the light of wisdom out
Across the Wanderer’s way.

Oh! Livingstone, My Livingstone!
Upon thy campus wide,
In numbers many students roam,
Some from the other side;
And still they love; we can but hope
That they may ever be true
To both thy name and colors too
The modest black and blue.
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SPRING & SUMMER 2023 ACADEMIC CALENDAR

JANUARY 2023 (FAFSA Renewal Forms are available for 2023)

New Year’s Day (College Closed)........couiiuiniiiiiiii e January 1-2
College Resumes Operation. .. ........o.euueueitineii i January 3
Opening Session (Faculty & Staff)..............ocoiiii January 3
Registration & Validation.. January46
Late Registration & Orlentatlon Program e e d@NUATY 9
First Day Of Classes. . ouviuiiet ittt e e e January 10
Dr. Martin Luther King, Jr.’s Birthday Holiday Observance (College Closed).......... January 16
Week of Prayer.......ocovvviiiiiiiiiiiiiiieeeeiieae Monday, January 23 — Friday, January 27

FEBRUARY 2023 (Black History Month)
Last Day to Submit Health and Immunization Records................................. February 3
Founder’s Day ConvoCation. ... .. ....eiuintiet ittt February 9

MARCH 2023 (Women in History Month)
Last Day to Withdraw from Class and College w/o penalty “W™.............................March 17

APRIL 2023 (Fine Arts Month)

Advisement / Registration for Summer/Fall 2023............... Monday, April 3 - Friday, April 28
Good Friday/Easter Observance (College Closed).............. Friday, April 7 - Monday, April 10
Classes REeSUME. ...t Tuesday, April 11
Student Evaluation of Faculty .....................co Monday, April 17— Friday, April 21
Last Day to Withdraw from Class/College w/penalty of “WP” or “WEF”............Friday, April 21
Last Day 0f Classes. .. . ouuueeitie ettt e e Friday, April 28

MAY 2023 (Graduation Month)

Baccalaureate 7:00 p.m. Varick Auditorium..............oooiiiiiiiiiiiiiiiiins i May 5
Final Grades Due for Spring 2023 Semester.........o.ovviriniiiitiiieiiteieeeeeieeeeeenenns May 5
CommencemeNnt 9:00 @M. ... i e e —————— May 6
First Day of Summer 2023 Semester Classes..........vvueueerireeniieiieeiieieieeaeee e May 8
Faculty and Staff Appreciation Day... e MY 10
Faculty Development Conferences/Workshops .............................................. May 11-12
Last Day to Drop Classes for Summer Semester............ccovieiiiiiiiiiiiiiiiieeenn, May 18
Last Day to Withdraw from Summer SeSSion............ooeiiiiiiiiiiiiiiiiiiiieieeenen, May 22

Memorial Day Holiday Observance (College Closed)............ccevvvviiiiniiniiieneene.May 29

JUNE 2023

Advisement & Registration for Fall 2023 Classes..........cocveiriuiriiiininiiiiienns June 22-23
JULY 2023

Fourth of July Holiday Observance (College Closed)............ccooviviiiiiiniiiiiiiiiieen July 4
AUGUST 2023

Last Day of Classes for Summer 2023 SemeSter. .........o.vvviveiririiiiiiiriniiieenes August 25
Final Grades Due for Summer 2023 SemeSter. ... ... ..cvuviriiineriiiiniiiiiienenannen. August 31



GENERAL INFORMATION

THE COLLEGE

Livingstone College is a private coeducational, residential, church related, and historically black
college, located in the city of Salisbury, the county seat of Rowan, North Carolina. The campus
is within an hour’s drive of two major metropolitan areas: Charlotte and the Piedmont Triad of
Greensboro, Winston-Salem, and High Point.

Comprising four Divisions, namely the Division of Business: Division of Education, Psychology;
and Social Work; Division of Liberal Arts and Humanities; and Division of Mathematics and
Sciences. The College offers the Associate of Science in Culinary Arts, Bachelor of Arts, Bachelor
of Science, and Bachelor of Social Work degrees in about 22 major fields. Largely supported by
the African Methodist Episcopal Zion (A.M.E.Z.) Church, it provides an education to more than
1,000 students from over 20 states and several foreign countries.

For over 143 years, Livingstone has provided academic operations that are entirely nonsectarian
and open to men and women of potential, regardless of their race, religion, or national origin.

HISTORY

Livingstone College and Hood Theological Seminary were originally founded as Zion Wesley
Institute by a group of A. M. E. Zion ministers in the Cabarrus County town of Concord, North
Carolina in 1879. After three brief sessions, directed by principals Bishop C. R. Harris and
Professor A. S. Richardson, the Institute ultimately closed in Concord. In 1881, Dr. Joseph Charles
Price and Bishop J. W. Hood changed their roles as delegates to the ecumenical Conference and
became fund-raisers with the mission to re-establish Zion Wesley Institute. The Rowan County
town of Salisbury, just 20 miles northeast of Concord, gave the Trustees a generous donation of
$1,000 and an invitation to relocate the school in Salisbury. They accepted both gifts, and the
College re-opened in Salisbury in 1882 with Dr. Price as President. The new site was J. M. Gray’s
farm called Delta Grove, which consisted of one building and 40 acres of land. In 1887 by an act
of the legislature, the name Zion Wesley Institute was changed to Livingstone College in honor of
David Livingstone, the great Christian missionary, philanthropist, and explorer.

Since its inception, the College has had two principals and eighteen presidents, including two
acting and eight interim presidents. Among its possessions, the College owns 272 acres of land
and the physical plant that currently consists of twenty-seven buildings, seven of which are listed
in the National Register of Historic Places.



THE TOTAL LEARNING ENVIRONMENT

The “Total Learning Environment” is a holistic approach to academic preparation, whereby we
will create a learning environment designed to change attitudes and modify student behavior.
Students who matriculate on the campus of Livingstone College, in addition to their academic
preparation, will participate in a number of activities and programs designed to enhance the
cultural relativity of their past. Students will leave our institution with the academic preparation to
compete in our global economy, and where they will have immediate positive impact on our
society. Additionally, our students are encouraged to positively address the challenges which
plague the African American Community—particularly those challenges that exacerbate with their
dilemma.

Presidents of Livingstone College

Joseph CArIES PriCE «+ v v v e v ears ettt ittt e sttt eas 1882-1893
William Harvey GOl s vt e 1894-1916
Daniel Cato Suggs .................................................................................. 1916-1925
William JONNSON TIrENT « v rverrmrree it s s e s s aaanaanns 1925-1957
John H. Brocket’ Jr. (Actmg) .................................................................... 1957-1958
Samuel EQWard DUNGCAN » -+« +rrerrmrarrarnremestaesaaeassasassasassasassasasasarasarirnarnnes 1958-1968
Victor J. Tulane (Actmg) ......................................................................... 1968-1969
F. George Sh|pman ................................................................................. 1969-1982
James Wells Young (|nterim) .................................................................... 1982-1983
William Henry (S T T 1983-1988
Ozell K. Beatty ..................................................................................... 1988-1989
Bernard W. Franklin ««ccocevememmmmi e e 1989-1995
Roy D. Hudson (|nterim) ......................................................................... 1995-1997
BUINETE JOTNEL =+ v v v e v e reeeasaaeastaasa s saaasaasassa s e sassasasaasassasasnasasnaensnasasnnens 1997-1999
Albert J. D. Aymer (|nterim) ..................................................................... 1999-2000
A|geania WVAITEN FIEEIMAN -+ v rerrrrrerrarnaeasaatasaaeassstassasasssnassasasssnasnasasnsnasnnes 2000-2004
Catrelia Steele Hunter (|nterim) ................................................................. 2004-2006
J|mmy R. Jenkins’ N T T 2006-2022
ANthony J. Davis. . ..o.oini i 2022 - present

MISSION STATEMENT

Livingstone College is a private historically black institution that is secured by a strong
commitment to quality instruction, academic excellence, and student success. Through a Christian
based environment suitable for holistic learning, Livingstone provides excellent business, liberal
arts, STEAM, teacher education, and workforce development programs for students from all ethnic
backgrounds designed to promote lifelong learning and to develop student potential for leadership
and service to a global community.
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ACCREDITATION AND AFFILIATIONS

Livingstone College is accredited by the Southern Association of Colleges and Schools
Commission on Colleges (SACSCOC) to award associate, baccalaureate and master’s degrees.
Degree-granting institutions also may offer credentials such as certificates and diplomas at
approved degree levels. Questions about the accreditation of Livingstone College may be directed
in writing to the Southern Association of Colleges and Schools Commission on Colleges at 1866
Southern Lane, Decatur, Georgia 30033-4097, by calling (404) 679-4500, or by using information
available on SACSCOC’s website (WwWWw.sacscoc.org).

Some undergraduate programs at Livingstone College are also accredited by other accrediting
bodies, such as the Council on Social Work Education, Immigration and Naturalization Service.
For the Training of Alien Students, Council for the Accreditation of Educator Preparation (CAEP),
formerly NCATE), North Carolina State Approving agency for the Enrollment of Veterans, and
North Carolina State Department of Public Instruction.

Livingstone College is a member of the American Alumni Council, American Association of
Colleges for Teacher Education, American College Health Association, American Colleges Public
Relations Association, American Council on Education, Association of American Colleges,
Carolina’s Association of Collegiate Registrars and Admissions Officers, Central Intercollegiate
Athletic Association, College Placement Council, Council of Independent Colleges,
Intercollegiate Music Association, College Language Association, National Association for Equal
Opportunity in Higher Education, National Collegiate Athletic Association, North Carolina
Association for Independent Colleges and Universities, Southern Association of Colleges and
Schools and the United Negro College Fund.

COMPLIANCE STATEMENTS

Livingstone College operates in accordance with the following state and federal mandates.

EEO/TITLE IX SECTION 504 STATEMENT

Livingstone College does not discriminate on the basis of race, gender, color, religion, national
origin, age, disability, or veteran status in the provision of educational opportunities, services,
programs, benefits, and employment. In addition, the College does not discriminate on the basis
of sex or disability in the educational programs and activities offered, pursuant to the requirements
of the Title XI of the Education Amendments of 1972, Pub. L. /92-318 and section 504 of the
Rehabilitation Act of 1973, and Pub. L. /92-318 and Section 504 of Rehabilitation Act of 1973,
and Pub. L. / 93112 respectively. This policy applies to both employment and admission to the
College.
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FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT

The Family Educational Rights and Privacy Act (FERPA) govern Livingstone College’s policy
regarding access to student records (such as grades, grade point average, and class rank). Under
this law, students have the right to inspect and challenge the accuracy of information contained in
their college educational record.

FERPA places restriction on the College’s ability to release student records. The College is
authorized to release records only to former or current students, or to specific college or
government officials. Exceptions to this occur when the student gives prior written consent for
the release of his/her records to specified persons. Parents can have access to a student’s records
only when they fulfill the following two conditions: (a) they have declared the student to be a
dependent on their last Federal Income Tax Return form (documentation must be provided); and
(b) students submit a signed statement to the effect to the Registrar’s Office.

FERPA does allow the College to release the following kinds of information (not considered
private records) unless the student requests that it be withheld: directory information (such as
student name, address, telephone number) date of birth, classification, college, major, dates of
attendance, degrees and awards, the most recent educational agency or institution attended,
participation in school activities). Photographic, video, and electronic images of students taken
and maintained by the College are also considered directory information. A student not wanting
this information released must make a written request to the Registrar prior to the close of each
spring semester for the following academic year.

As a matter of practice, the College does not sell or give away lists, which are in unpublished or
computerized form, to any outside agency, individual, or business. Questions concerning the
policy for the release of information should be directed to the Office of the Registrar.

BUILDINGS

Livingstone College has a physical plant consisting of twenty-seven buildings, seven of which are
listed the National Register of Historic Places. Some buildings are listed below:

Aggrey Building: Aggrey Building, completed in 1962, contains these facilities—the cafeteria,
including a kitchen, two dining rooms with the capacity to accommodate up to 150 people, and the
President’s dining room.

Alumni Memorial Stadium: This multi-purpose facility, erected in 1964, and grounds are used
for student recreation, intercollegiate football, and track and field. It also provides space for
storage, concessions, and a large seating area.

Andrew Carnegie Library: Carnegie Library was erected in 1908 as a gift from Andrew

Carnegie. It houses the College’s main library collection, as well as a media room, an archives
room, a classroom, and specialized areas for use by patrons.
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Ballard Hall: Ballard Hall was built in 1887 as a result of the generosity of the late Stephen
Ballard. It was used initially as the main classroom building and site of the college’s physical
plant operations. Ballard Hall underwent extensive renovations in 1997, and now houses the
Division of Business. The lounge for color-coded card holders, the facility includes five smart
classrooms, a student lounge for color-coded card holders, the administrative office for Division
of Business, Blue Bear Print Shop, a technology laboratory, and several faculty offices, and a food
pantry for off-campus students

Central Heating Plant: This building was completed during the school term 1942-43. It
furnished heat to the campus buildings until recent years. The heating plant is no longer in use.

Dodge Hall: Dodge Hall, a gift from the late William E. Dodge, was completed in 1886, and
originally designed as a residence hall for males. Dodge Hall was renovated in 2012 and is now
the home for the Holistic College Academic Support Center. The Success Center, a student
support service center supporting the first year experience and beyond, houses Reading-QEP,
Writing, Math/S.T.E.M. tutoring centers, computer labs, Counseling Center, Bridge & Beyond,
Holistic College Advisor/Mentors, College Skills, Student Support Services—TRIO, Testing
Services, and the Academic Recovery Institute.

E. A. Robinson Health Center: The E. A. Robinson Health Center is the infirmary. It contains
two treatment rooms, eight rooms for occupancy by students who need medical care but not
hospitalization, two examination rooms, and a doctor’s office. In addition, the building houses the
Livingstone College Security offices, six residence units for campus guests, and a classroom that
can seat up to 20 students.

Harriet Tubman Building: The Harriet Tubman Building houses the Division of Liberal Arts
and Humanities and includes most of the humanities and social sciences faculty offices. It has 20
offices, two storage rooms, 9 classrooms, a computer lab and the Little Theater with two dressing
rooms and a seating capacity for 300 people. In 2013, new seats were added to the theatre.
James W. Hood Building: The Hood Building was dedicated in 1910 as a monument to the
services of the late Bishop J. W. Hood. It was renovated and rebuilt into a modern facility in 2004.
Presently, it houses the Office of the President, Office of Human Resources, Office of
Telecommunications, Hilliard Conference Room, a smart classroom, and the Bishop Charles W.
Foggie Prayer Room.

James Varick Auditorium: Varick Auditorium, erected in 1962, seats up to 1400 people and
houses Music programs. In addition, this facility includes a choir room, two band instrument
storage rooms, a lounge, three classrooms, four practice rooms, and several faculty offices.

Price Memorial Hall: Price Memorial Hall was dedicated at the 1943 Commencement as a
monument to Joseph Charles Price, first president and pioneer in the development of Livingstone
College. The facility, also known as Price Memorial Administration Building, contains many
administrative and faculty offices, a computer information technology center, classrooms, and two
computer labs. The Offices of the Vice President for Academic Affairs, Vice President for
Business and Finance, and Division of Education, Psychology, and Social Work are housed there.
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Samuel E. Duncan Education Building: The Samuel E. Duncan Education Building was
acquired by the College in 1985. Recently, it has been vacated for extensive renovation.

School of Hospitality Management and Culinary Arts: The School of Hospitality Management
and Culinary Arts houses the Institution’s living-learning laboratory for the study of Hospitality
Management and Culinary Arts. Formerly a Holiday Inn, the facility was renovated to include a
state-of-the-art laboratory kitchen, production kitchen, smart classroom, banquet halls and meeting
rooms; and a residence for Hospitality and Culinary Arts students. The school is located on Jake
Alexander Boulevard.

William Johnson Trent Gymnasium: Trent Gymnasium was dedicated at the 1947
Commencement in honor of William Trent. The building contains facilities for Physical
Education, Sports Management, and Intercollegiate Athletics. The building has a classroom, five
offices, locker rooms, dressing rooms, and an athletic playing area with a large seating capacity.

Willie J. Blake Physical Plant Building: The physical plant building houses an office for the
Director of Physical Plant as well as offices for supervisors of the Housekeeping, Maintenance and
Buildings and Grounds departments. It also has an enclosed storage space in the rear of the facility.
It is named after Mr. Willie Blake, long-term dedicated worker.

William J. Walls Heritage Hall: The Heritage Hall, a gift from Bishop and Mrs. W. J. Walls,
was dedicated in February 1969 as the Archives and Research Center of Livingstone College,
Hood Theological Seminary, and the A. M. E. Zion Church. The facility houses artifacts of the
College and the AME Zion Church. It is the Institution’s center for Negro and African life and
literature, and international studies. Heritage Hall is the official repository of recordings of the
College and the A. M. E. Zion Church.

William. J. Walls Student Center: Constructed in 1964 and dedicated as a gift from Bishop and
Mrs. William Jacob Walls. The W. J. Walls Student Center, formerly the site of Hood Theological
Seminary, was recently refurbished as the center of student activities, student affairs, recreation,
and learning. The facility contains offices for the Vice President for Institutional Advancement;
Vice President for Student Affairs, Admissions and Enrollment Management, the Livingstone
College Student Government Association, student organizations; a computer and fitness center,
food court, game rooms, campus mailroom, retail and book store, and a multipurpose room that is
also used as a chapel for spiritual growth and renewal.

The F. George Shipman Science Center was formerly known as the Samuel E. Duncan Science
Building. It was built in 1967, recently renovated and provides quarters for the Division of
Mathematics and Science including classrooms, offices, science laboratories, a computer
laboratory, and equipment; it also provided space for the NASA-SEMAA Laboratory.
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School of Hospitality Management and Culinary Arts: The School of Hospitality Management
and Culinary Arts houses the Institution’s living-learning laboratory for the study of Hospitality
Management and Culinary Arts. Formerly a Holiday Inn, the facility was renovated to include a
state-of-the-art laboratory kitchen, production kitchen, smart classroom, banquet halls and meeting
rooms; and a residence for Hospitality and Culinary Arts students. The school is located on Jake
Alexander Boulevard.

STUDENT AFFAIRS

Student Affairs is responsible for all aspects of student life and welfare on campus. The Division
is also responsible for establishing policies and procedures affecting student life and conduct.
While academics provide the mainstay of the College environment, Livingstone College
recognizes that the “graduate experience” is not restricted to the classroom. Therefore, the College
provides graduate students with opportunities to participate in religious, social, cultural,
recreational, and athletic activities in support of the Holistic College concept.

The Vice President for Student Affairs, among other duties, assumes leadership for the following
departments and functions of the College.

Department Extension
Admissions 6001
Campus Ministry 6256
Career and Community Services 6122
Counseling Center 6100
Dean of Students 6971
Health Services 6111
Residence 6821
Student Activities 6272

The Office of the Vice President for Student Affairs is located in the Walls Center. You may
contact the office by phone at (704) 216-6185, or fax (704) 216-6060. Office hours: 8:00 a.m.
-5:00 p.m. Monday through Friday.
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GRADUATE ADMISSIONS

ABOUT THE M.B.A. PROGRAM

Livingstone College seeks to admit graduate students with the intellectual ability to perform
successfully in the Master of Business Administration (M.B.A.) program. The M.B.A. program is
designed to prepare students for advanced careers in business to include management, leadership,
and entrepreneurship. Moreover, the program gives students a foundational knowledge of the core
business functions. Students become equipped with intellectual and ethical decision-making skills.
Students will also graduate with an understanding of business and the global environment.
Ultimately, the M.B.A. program will produce graduates who become business executives,
entrepreneurs, and global business leaders.

Persons seeking admission to the M.B.A. program must hold a baccalaureate degree in business,
accounting, finance or another closely related field from an accredited institution. Students who
do not possess a degree in business or a closely related area may be considered for admission into
the M.B.A. program if they have met the undergraduate pre-requisite course requirements subject
to the Dean/Program Director’s approval. The Dean/Program Director will review individual
student transcripts to determine if pre-requisite course requirements or significant undergraduate
courses in Business taken qualify the student for entry into the program. Additionally, applicants
with significant work experience in the business sector will be considered on a case-by-case basis
at the discretion and approval of the Dean/Program Director. All applicants must demonstrate their
ability and dedication to complete high-quality work on the graduate level.

The M.B.A. program is designed for full-time graduate students to complete the program within
two years provided that they follow the 36-credit hour Plan of Study (POS) outlined for the
program. The length of the program is further defined by the time needed by graduate students to
successfully complete all graduation requirements and earn the 36-credit hours required as outlined
in the Plan of Study (POS). All students admitted to the program are required to complete a
minimum of 30-credit hours in residence at Livingstone College. Applicants may apply to enter
the M.B.A. program at the beginning of the fall, spring or summer semester. The M.B.A.
Admissions Committee carefully reviews the academic qualifications of each applicant in a
conscientious effort to admit students who have the potential for further academic achievement
and growth.

An immunization record for each admitted Livingstone College student is required by law to be
on file at Livingstone College prior to registration. The College reserves the right to cancel
admission offers to graduate students whose enrollment deposits, police record checks,
immunization records, and/or final official transcripts are not received by Livingstone College by
the enrollment deposit deadline date.

Graduate students who do not enroll in the term for which they were admitted will have the offer
of admission canceled. The re-admit process is necessary by the application deadline date for that
term. Any student who supplies false or misleading information or who conceals pertinent facts
in order to enroll will be subject to immediate dismissal from the College.
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M.B.A. graduation requirements for students who complete their degrees within ten (10) years,
whether continuously enrolled or not, will be governed by the Graduate Catalog under which the
student attended the institution, or any Graduate Catalog introduced subsequent to readmission.
The governing Graduate Catalog will be the one that is more favorable to the student attempting
to complete degree requirements.

ADMISSIONS PROCESS

Applications are first submitted to the Office of Admissions. The Office of Admissions considers
an application complete once the application, application fee, all transcripts, three letters of
recommendation, resume or curriculum vitae, and 500-1000 word personal statement have been
received. GRE and GMAT test scores are optional. Once the Office of Admissions has processed
a student’s complete application, it will be forwarded to the Program Director of the M.B.A.
program. The M.B.A. Program Director and other graduate faculty within the Business
Department then review the application as a committee, and make recommendations for admission
to the Dean of the Business School. The M.B.A. Program Director notifies the Dean of the
committee’s decision on candidates both accepted and rejected for admission. Admissions
decisions are then conveyed by the Dean of the Business School to the Office of Admissions.
Applicants are then notified of action taken on their applications. A letter of acceptance is sent to
applicants whose credentials are acceptable for admission or readmission to the college. Letters of
denying admission to the program are also sent to students who have been rejected.

Application Dates:

X/
X4

L)

Applications for Fall are due by June 15,
Applications for Spring are due by November 1%,
Applications for Summer are due by February 1%,

R/
A X4

X/
X4

L)

X/
°

NOTE: Transfer Applicants should follow the same application deadline schedule as
non-transfer applications for admission.

Application Procedures for Graduate Students

Applicants are required to comply with the following:

1. Must hold a bachelor’s degree in business, finance, accounting or another closely related
area from a regionally accredited institution in the United States, or a comparable degree
from an officially recognized college or university outside the United States. Students who
do not possess a degree in business may be considered for admission if they have met
undergraduate pre-requisite course requirements subject to the Dean/Program Director’s
approval.

2. Submit a completed application form. A non-refundable fee of $50.00 must accompany
the application.

3. Possess a minimum 2.5 GPA on a 4.0 scale in the last 60 combined hours of undergraduate
course work earned from an institution(s) prior to enrollment. In the case of transferred
graduate courses, only courses where a grade of B or better will be accepted for credit. A
maximum of 6-credit hours can be accepted for transfer credit. Submit official transcripts
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from each college or university attended. Transcripts must be sent directly to: Office of
Admissions, Livingstone College, 701 W. Monroe Street, Salisbury, North Carolina 28144.

4. Submit three (3) letters of recommendation.

5. Complete a minimum 500-1000 word personal statement describing one’s desire to pursue
an M.B.A. degree.

6. Submit a resume or curriculum vitae (cv).

7. Submission of GRE or GMAT scores is optional.

Admission of Non-Business Degree Holders

Students who do not possess a degree in business or a closely related area may be considered for
admission into the M.B.A. program if they have met the undergraduate pre-requisite course
requirements subject to the Dean/Program Director’s approval. The Dean/Program Director will
review individual student transcripts to determine if pre-requisite course requirements or
significant undergraduate courses in Business taken qualify the student for entry into the program.
Additionally, applicants with significant work experience in the business sector will be considered
on a case-by-case basis at the discretion and approval of the Dean/Program Director.

Transfer Admission

Graduate students who wish to transfer into the M.B.A. program can transfer up to six (6) semester
credit hours with grades of “B” or better from another accredited institution. The transfer credit
must have been earned at an institution holding AACSB, ACBSP or IACBE accreditation at that
time the course(s) were completed. All transfer credit must be approved by the Dean of the
Business School. Graduate students seeking admission by transfer of credits are required to have
official transcripts of previous course work forwarded to the Office of Admission by the registrar
of each institution they have attended. They must also submit a completed application by the
deadline along with the non-refundable $50.00 fee.

International Student Admission

Livingstone College welcomes interest and inquiry from international students. In addition to
meeting regular transfer academic admission requirements, international students must present
evidence of their ability to speak, read and write the English language and to meet fully the
financial obligations associated with their studies at the college. Students from foreign countries
must present the results of the TOEFL examination (Test of English as a Foreign Language) as a
part of their application for admission, if English is not their native language. Applicants who are
not from an English-speaking country should take the Test if English as a Foreign Language
(TOEFL) should have the results sent to the Office of Admissions. Transfer students from foreign
institutions must have their transcripts evaluated by World Education Services.

World Education Services
P. O. Box 01-0506
Miami, FL. 3101-5060
(305) 358-4411
http://www.wes.org
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International applicants to the program must demonstrate proficiency in English, which can be
achieved by doing one of the following: (1) TOEFL score; (2) Score from another English
proficiency exam; (3) Academic work at an English-speaking institution; (4) M.B.A. Admissions
Committee interview.

Re-admission

Former Livingstone College graduate students who have been away from the College for a year or
more and wish to return to the college must complete an application for readmission. If readmission
is granted, the graduate student is subject to the policies in effect at the time of return. Graduate
students who are readmitted can apply course work completed at Livingstone within five years
from the semester of readmission. Course work completed prior to the five-year date must be re-
taken.

Nota Bene

An immunization record for each admitted Livingstone College student is required by law to be
on file at Livingstone College prior to registration. The college reserves the right to cancel
admission offers to graduate students whose enrollment deposits, police record checks,
immunization records, and/or final transcripts are not receive by Livingstone College by the
enrollment deposit deadline date.

Non-Discrimination Policy

Livingstone College is dedicated to equality of opportunity within its community. Accordingly,
Livingstone College neither practices nor condones discrimination in any form against students,
employees, or applicants on the grounds of race, color, national origin, religion, gender, age,
disability or veteran status. Livingstone College commits itself to positive action to secure equal
opportunity regardless of those characteristics. For additional information, contact the Federal
Compliance Officer.

Safety and Health Standards
The Livingstone College safety program complies with the State Occupational Safety and Health
Act (OSHA) of 1973.

Disabled Students Policy

Livingstone College is open and accessible to students with disabilities. We are committed to
providing assistance to enable qualified students to accomplish their educational goals, as well as
assuring equal opportunity to derive all of the benefits of campus life. Individual students with
disabilities are encouraged to inform the Admissions Office in writing of any special needs and
accommodations. This written communication must be received prior to initial enrollment and the
college will advise students of available resources.

Students with Disabilities

Federal law guarantees all students with disabilities in a learning environment reasonable
accommodation for their ability. (See Section 504 of the Rehabilitation Act of (1973). Under
ADA of 1990, the college must ensure that programs and facilities are accessible to all qualified
students. Buildings that are not ADA compliant have been grandfathered, and the campus master
plan reflects building improvements that will be consistent with ADA specifications.
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DISABILITY SERVICES

Livingstone College values the diversity of its campus community. The college prides itself on
being an equal access institution, and thus admits qualified students regardless of any disabilities
they may have. The Coordinator of Student Disability Services coordinates efforts to ensure that
students with disabilities receive reasonable accommodations. Dr. Reid also serves as a consultant
to faculty, staff, and students on campus. To ensure that the best practices are followed,
accommodations made for students will correlate with the Association on Higher Education and
Disability (AHEAD) organization on “Supporting Accommodation Requests: Guidance on Best
Practices.” Reasonable accommodation consists of: (1) assistance with the registration process; (2)
testing accommodations; (3) extended testing time; (4) oral testing; (5) distraction free testing
environment; (6) readers and/or scribes; (7) adaptive technology and equipment. At Livingstone
College, the goal is to create an accessible and effective learning environment where students with
disabilities can complete their education and training.

A student with a disability has the right to request both academic and non-academic
accommodations ensuring equal access. Students are not required to disclose their disability status.
However, students seeking accommodations relative to their disability are responsible for making
a written request, and to provide appropriate documentation. Having a disability does not
automatically qualify a student to receive accommodations. Disability support services will be
provided based on diagnostic information and functional limitations.

Livingstone College seeks to accommodate students with requests that are determined to be
reasonable, and that do not compromise the integrity of academic and programmatic standards.
Current and prospective students with a disability who would like to request accommodations or
more information about disability resources and services on campus should contact: Dr. Tarsha
Winston Reid at treid@livingstone.edu or (704) 216-6899.

CAMPUS MINISTRY

The Campus Ministry is designated to embody the mission of the institution. The Campus Minister
keeps the institutional values that are in the Christian faith before the entire community. The
campus Minister is empowered to direct the spiritual aspect of campus life, which building an
orderly and wholesome environment for all. The ministry is further designed with a multiplicity
of roles to meet the needs of the campus population: advocacy, intervention, assessing, correcting,
and pastoral counseling. The Campus Ministry is vital to the life of this church related institution.
Students, faculty, and staff are encouraged to discuss sensitive personal issues in confidence with
the campus minister, who can provide assistance, spiritual guidance, and direction toward the
resolution of problems and conflicts.

20


mailto:treid@livingstone.edu

DEAN OF STUDENTS

The primary role of the Dean of Students is to educate the entire College community about relevant
campus policies and respond to student needs through personal attention and advocacy. The Dean
of Students supports students through individual services, innovative programs, co-curricular
opportunities and policy oversight and development.

STUDENT CODE OF CONDUCT

The aim of the Student Code of Conduct or disciplinary procedures is to encourage responsible
behavior, to maintain social order, and to protect the rights of every person in the College
community. Essential to the aim of disciplinary procedure is the principle of “fundamental
fairness,” which provides the framework for the adjudication of student misconduct and breach of
institutional policies and regulations. The spirit of the judicial process is based upon good faith —
a mutual trust between the College and the student. The College believes that certain rights and
responsibilities are indispensable to the achievement of the purposes of higher education. The
Colleges standard of conduct includes statements for specific provisions governing appropriate
student conduct and the range of sanctions that may be imposed upon persons who violate those
standards. The standards of conduct are published in the Graduate Student Handbook, and
each student has a responsibility to become familiar with this document.

GRADUATE STUDENT COMPLAINTS

Occasionally, conflict may arise between a graduate student and professor. If such a conflict should
occur, it can most likely me resolved through a discussion between the graduate student and
professor of record. The vast majority of graduate student grievances can be resolved between the
graduate student and professor without the need to escalate the complaint to the next level. If the
attempt to resolve the conflict is unsuccessful, the graduate student should contact the M.B.A.
Graduate Program Director. The Program Director will then provide the necessary level of
intervention and support that the graduate students needs by investigating the complaint and
rendering a fair and prompt decision on the matter at hand. The Program Director can answer the
graduate students’ questions about the grievance process, especially given the nature of the
student’s compliant and the responsibility of various offices fielding a student’s grievance given
the nature of the complaint.

In accordance with Livingstone College policy, complaints of harassment, sexual or otherwise,
and allegations of plagiarism or other scholarly misconduct will be directed to the appropriate
offices authorized to address them. Complaints involving discrimination, harassment, or sexual
misconduct are reported to the Dean of Students and referred to the Title IX Coordinator.
Allegations of cheating, plagiarism or other scholarly misconduct will be reported to the Vice
President for Academic Affairs.

When lodging a complaint, graduate students are required to complete a written Student
Complaint Form. The designated person in the office where the student complaint is being filed
then has the responsibility of converting the written complaint into electronic format by entering
the details of the written complaint into Advocate Simplicity. Once the complaint has been entered
into the system, the complaint is then assigned to the appropriate office to be addressed and
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resolved. Academic complaints and grade appeals are handled by the Office of Academic Affairs.
Disciplinary Appeals are handled by the Dean of Students in the Office of Student Affairs. Student
account and Financial Aid appeals are handled by the Office of Business and Finance. Civil rights,
discrimination, and Title IX complaints are handled by the Title IX Coordinator in the Office of
Student Affairs.

RESIDENCE LIFE

The Department of Residence Life is committed to fostering students’ educational development
outside of the formal classroom experience. The term Residence Hall refers to the combination of
dynamic communities that form and contribute to each student’s overall learning experience. On-
campus living, occasions a proper balance of challenge and support for residents, which allows
them to take responsibility for themselves and for their development.

The Residence Halls are supervised by Residence Hall Directors (RHDs) and Resident Assistants
(RAs). RHDs are full-time professionals who live in the building and are responsible for the living
area of the campus. A substantial portion of the RHDs time is comprised with planning and
coordinating educational, social and cultural activities, responding to emergencies and building
maintenance needs, counseling and serving as a resource to RAs and the Hall council. Resident
Assistants are student/staff employed by the College, who assist the RHD in the residence hall
with enforcing institutional policies, maintaining order, and insuring a balanced living/learning
community. All Residence Hall Directors and Resident Assistants are on call every evening from
6:00 p.m. until 7:00 am. These individuals are trained to assist students in the event of an
emergency.

The Livingstone College campus includes a residential community, and is committed to the
holistic development of all students. The College believes that the residential experience or
“Residence Life” is an integral component of the Student Affairs program. Campus housing at
Livingstone College is a privilege, not a right. A resident can be removed from housing for
violating any policy of the College. Housing for graduate students is provided at the School of
Hospitality Management & Culinary Arts on Jake Alexander Blvd. The School is a former Holiday
Inn hotel, and provides single occupancy units for graduate students.

Housing Fees

The reservation fee payment will reserve a space in campus housing, but will not guarantee your
preference. New and transfer students must submit a $200.00 non-refundable housing and key fee
to the Business Office.

Returning students who desire on-campus housing should submit a $100.00 non-refundable fee
(% 200.00 for the Honors Residence Hall and College Park) to the Business Office, with a copy of
the receipt to the Residence Life Office in order in order to be considered for on-campus housing
for the following year. The housing fee must be paid by May 1%, After this date, students will be
placed on a Housing Waiting List (based on availability).
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Single Room Fee is $600.00 per semester. This fee will be placed on account for payment for
entire year if student is housed in single room. (Request or Non-request) Livingstone College
does not provide housing for married couples or children.

STUDENT ACTIVITIES

Livingstone College affords much opportunity for student involvement through the Office of
Student Activities. This unit is responsible for planning and implementing social, cultural,
leadership, and recreational activities that will enhance students’ overall development. The
Director of Student Activities works closely with student organizations, faculty, staff, and the
community to provide programming activities for the College Family. Though Livingstone
College issues broad guidelines to govern student activities; reasonable authority has been
designated to the individual organizations under the auspices of the Vice President for Student
Affairs/or designee.

STUDENT ORGANIZATIONS

Student organizations at Livingstone College provide a valuable vehicle for the development of
student character, personality and leadership qualities. In addition to these worthwhile values,
student organizations make college an interesting and desirable place to live and to be educated.
Student organizations add a dimension to the student culture, which should make the educational
experience more substantive and meaningful.

Eligible organizations must comply with the regional, national, and institutional regulations
governing their respective organizations, as well as those established by the College. Additionally,
all members must have good academic, financial and social (judicial) standing with the College.
Non-compliance of rules and/or policies in accordance with the College can subject organizations
to be placed on disciplinary probation or suspension. The executive officers of the College can
subject organizations to be placed on disciplinary probation or suspension.

HEALTH SERVICES

The role of Health Services at Livingstone College is to provide modern medical care and optimal
supportive services to all students. We are here to promote prevention through the teachings of
safety, promotion of health and wellness standards, programming and immunization against
infectious diseases. The role of Health Services supports the College’s mission of the holistic
approach empowering the student through education so that they can make better informed
decisions regarding their health. Our philosophy is to provide modern medical care for the student
on campus; thereby eliminating debt to the student from emergency room visits and having to
purchase medications. Prevention is our main priority. The ultimate objective of Health Services
is to offer supportive services and programs that assist the student in maintaining their optimal

23



health; both physical and emotional. To instill good health and hygiene practices of personal and
community health living. All graduate students are required to have student health insurance that
meets the minimum standard of showing proof of health insurance coverage. Students already
covered by an insurance policy can easily opt out of the school insurance plan by supplying
documentation proving insurance coverage. Students who fail to supply proof of health insurance
will automatically be enrolled and billed for the college’s health insurance coverage plan.

Health Services provides the following services to students:

e Help students with obtaining needed immunizations required for admission. North
Carolina state law requires that all full-time students provide to date immunization records
upon admission.

e Physical exams are required for full time admission. For those students which need help

with physicals-we have clinic weekly with a licensed physician.

Any medical information provided to Health Services by a student is kept confidential.

Health teachings and programs are provided with emphasis based on prevention.

Coordination of weekly clinic with College physician for medical and health needs.

Emergency care with referrals to hospitals and community medical facilities if indicated.

Basic accidental and sickness insurance coverage is provided to all students enrolled.

Office Hours: Monday-Friday —9:00 a.m. 6:00 p.m. Clinic Hours: Wednesday, 8 a.m. — 5:00
p.m. *Hours are subject to change. In case of illness, students (on or off campus) are to report to
Health Services either in person or by telephone at 704-216-6111. During normal business hours
the student should visit the Health Center to be evaluated by the nurses or M. D. When Health
Services is closed, the nurse on call can be paged. In emergency situations, notify Security at 704-
216-6164 and or dial 911.

Nota Bene

An immunization record for each admitted Livingstone College student is required by law to be
on file at Livingstone College prior to registration. The college reserves the right to cancel
admission offers to graduate students whose enrollment deposits, police record checks,
immunization records, and/or final transcripts are not receive by Livingstone College by the
enrollment deposit deadline date.

COUNSELING CENTER

The Counseling Center provides assistance to students related to their physical, social, and
emotional development, and, more importantly, to their personal needs or problems. Individual or
group counseling, guidance, and educational methods are used to help students become more
productive in their lives.

The goals of the Counseling Center are to:
1. Assist students to become self-directed as they are taught skills to help them make
satisfactory decisions for their personal lives.
2. Encourage behavior modification and provide guidance for those students experiencing
difficulty in making appropriate choices with regard to their problems at Livingstone
College.
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3. Provide counseling services to enhance the physical, social, and cultural development of
all students.
4. Refer students, depending on individual situations, to appropriate services.

CAREER SERVICES

The Career Services office assists students and alumni in developing a career plan, making
decisions about further education, and obtaining employment. The Career Services center serves
as liaison between students and potential employers in a variety of fields, including area businesses
and local governments. Some of the services offered include career counseling, preparation for
job interviews, professional dress and deportment/etiquette instruction, and participation in career
fairs. Career Services also partners with the Livingstone College Writing Center to offer free
assistance in writing resumes, cover letters, personal statements, and application essays.
704-216-6222.

ATHLETICS

Consistent with the College’s mission, Livingstone College will provide a National Collegiate
Athletic Association (NCAA) Division Il program secured by a strong commitment to quality
instruction. The intercollegiate athletic program will provide an environment in which student
Athletes from all ethnic backgrounds can develop their potential for leadership and service to
society. Additionally, the Department of Athletics will operate within the parameters of all
governing bodies including Central Intercollegiate Athletic Association (CIAA) and the NCAA.
The general direction of all intercollegiate athletics is under the Athletic Advisory Committee.
While the College seeks, at all times, to promote athletic activities, it adheres to the principle that
all such activities must be pursued with a view to encourage exemplary sportsmanship and
individual development.

INTRAMURALS

The mission of Livingstone Intramurals and Recreation Program is to enrich the educational
experience and promote wellness by providing high quality physical recreation opportunities
through the medium of sport; to provide programs and services that promote the maintenance of
good mental and physical health as well as improve personal skills and promote social interaction;
and to create an atmosphere that encourages individuals to develop a lifelong pattern of positive
recreational activity regardless of skill level. All events, programs, activities, and facilities are
open to all students, faculty members, and staff of Livingstone College.
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PUBLIC SAFETY

Livingstone College Public Safety Department consists of Security Officers as well as sworn
police officers. Our mission is to provide support to the overall mission of Livingstone College;
to support and enhance the learning process. The Office of Public Safety at Livingstone College
is established to provide quality law enforcement and public safety services to our Livingstone
College community focusing on goals, objectives, values and partnerships to provide protection of
life and property and to reduce crime. The partnership between Livingstone College community
and its law enforcement is an important link to ensuring the safety to all Livingstone College
community. The mission will be accomplished through reasonable and prudent law enforcement
and the quality service to the student body, faculty and staff based upon high ethical, professional,
legal, and moral standards. The Powers and Authority of campus police officers are as follows:
Campus Police Officers, whole in the performance of their duties of employment have the same
powers as municipal and county police officers.

PARKING POLICY

Faculty and staff parking decals are $60.00 per academic year and $80.00 per academic year for
designated parking (parking spaces that are already in existence with name/title on the signage).
Designated parking spots will not be created. Payroll deduction is available for faculty and staff
through the Payroll Office. Student parking decals are $30.00 per semester or $60.00 per academic
year. At the beginning of each semester, students must renew their decals by paying a $30.00 fee
to the Business Office. All decals are available in the Public Safety Office. A receipt of payment,
valid driver’s license, and registration card are required to receive a parking decal. Students must
also bring a copy of their current schedule showing their classification. Faculty, staff, and students
will not be allowed on campus without a parking decal showing current academic year. Vehicles
parked on campus without the appropriate parking decal are subject to be ticketed, towed or
booted. Please note that having a parking decal does not guarantee a parking space.
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BUSINESS AND FINANCE

The Vice President for Business and Finance, among other duties, assumes leadership for the
following departments and functions at the College:

Department Extension
Business Office 6025
Technology Support 6035
Financial Aid 6010
Operations 6221
Physical Plant 6131
Telecommunications 6037

TUITION AND FEES

All charges for tuition and fees are assessed on a semester basis and are due and payable at the
time of registration for each semester. In addition to cash, checks, and money orders, the
College also accepts MasterCard, American Express, VISA, and Discover credit cards.

Transcripts, grades, and degrees earned will be withheld pending satisfaction of all obligations
to the College. All previously incurred expenses and accounts must be paid in full prior to
registration for a new semester. Students enrolled in classes are subject to being dropped for
the semester if all tuition and fees are not paid by the payment deadline for the semester and
if balances of prior semesters are not paid in full.

COST

Tuition per credit hr. $600.00
General Fees $1,178.46
Book Rental $401.70
Technology Fee $1,698.50

Total (per semester)
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COST

Tuition per credit hr. $600.00
General Fees $1,178.46
Book Rental $401.70
Technology Fee $1,698.50

Room Charge

Board Charge

Total (per semester)

BOOK RENTAL PROGRAM - REDSHELF E-BOOKS

The campus book rental program provides the main e-book for each course that a student is
enrolled. RedShelf is the eReader streaming platform that the Livingstone College uses for
students to digitally access textbooks. The e-book rental fee is included in the student’s general
fees. RedShelf is an EdTech company that provides affordable and efficient digital textbooks and
course materials. RedShelf is the content delivery system used on campus for all digital course
materials. RedShelf grants students access to their digital course materials on the first day of
class through the link installed in Blackboard, the campus learning management platform.
Course materials are located within the course on Blackboard, and once the professor activates
the course, the students is then able to access their e-book. The professor decides where in the
course to place the link to the course materials. Redshelf is a cloud-based reader that is
accessible anytime, anywhere and is compatible with any internet enabled device.

LIVINGSTONE COLLEGE REFUND (REPAYMENT) POLICY

A student is entitled to a refund once the student’s account reflects a credit balance. A credit
balance is not created until most or all of the financial aid awarded is received by the college.
Charge adjustments for withdrawal from the College or reduction in course load are based upon
the date on the Official Withdrawal Form or the last date of attendance as determined by the
College. In general, any outstanding financial obligations to the College will be deducted from
the amount refunded. All fees are non-refundable except those covered by Title IV Refunding
Requirements. Room and Board charges are not refundable. Tuition is refundable as per the
following schedule:
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Withdrawal Period %0 of Tuition Refund

Within 1 week after the 15t day of classes 70%
Within 2 weeks after the beginning of classes 40%
Within 3 weeks after the beginning of classes 25%
After 3 weeks from the beginning of classes 0%

Please note that failure to attend class does not constitute withdrawal from the College. To
withdraw, the student must follow the College’s withdrawal procedure completely.

LIVINGSTONE COLLEGE REPAYMENT POLICY

When withdrawing or ceasing to be enrolled prior to completing 60% of the semester, a portion of
the total federal aid received may need to be repaid immediately. The amount of federal aid that
must be repaid is determined via the Federal Formula for Return of Title IV funds (Section 484B
of the Higher Education Act). This law also specifies the order in which funds are to be returned
to the financial aid programs from which they were awarded, starting with loan programs.

Repayment may be required when cash has been disbursed from financial aid funds in excess of
the amount of aid that was earned (based on the date of total withdrawal) during the term. The
amount of Title IV aid earned is determined by multiplying the total Title IV and (other than FWS)
for which for which the student qualified by the percentage of time during the term that he/she was
enrolled.

1. If more aid was earned than was disbursed, the student may receive a late disbursement for
the difference.

2. If more aid was disbursed than was earned, the amount of Title IV aid that the student must
returned is the amount not earned.

The responsibility for returning unearned Title IV aid may be shared between the College and the
student. Itis allocated according to the portion of disbursed aid that could have been used to cover
College charges, and the portion that could have been disbursed directly once those charges were
covered. Livingstone College will distribute the unearned aid back to the Title IV Programs, as
specified by law. Students will be billed for the amount that is owed to the Title IV Programs as
well as any amount due to the College that would have been used to cover College Charges, as a
result of the returned Title IV funds.

Withdrawal from the College or dropping classes may impact the amount of financial aid awarded.

Students should consult the Office of Student Financial Aid to review the consequences prior to
withdrawal or dropping classes.
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PAYMENT DEFAULT
Student registering with the college agree to the following conditions:
e Payment to the College is expected in full before registration unless an agreed upon
payment plan is in place.
e Student not returning to the College (graduation or non-registration for the immediate
subsequent semester) are required to pay any balance in full within 30 days.

In the event of a default under the terms of any payment arrangement with the college, the student
shall have a period of fifteen (15) days to cure such default by paying the then outstanding balance
in full. Thereafter, the college may employ an attorney or outside collection agency to enforce the
college’s rights and remedies and the student of the balance hereby, agree to pay the college
reasonable attorneys’ fees not exceeding a sum equal to fifteen percent (15%) and/or collection
fee charges up to 40% of the outstanding balance owing the college plus all other reasonable
expenses incurred by the college in exercising any of the college’s rights and remedies upon
default. The failure to exercise any right or remedy by the college hereof shall not be a waiver or
release of such rights or remedies or the right to exercise any at another time.

FINANCIAL AID

OFFICE OF STUDENT FINANCIAL AID AND SCHOLARSHIPS

Financial Aid

Livingstone College maintains a well-staffed Office of Student Financial Aid and Scholarships
(OSFA) that offers financial aid counseling to students on the best way of financing their
education at Livingstone. The College also maintains a Student Accounts Office that offers
guidance on strategies or payment options to assist with financing a college education and loan
repayment. Both offices welcome consultations with students. They can be reached at (704) 216-
6069 or (704) 216-6081. The Office of Student Financial Aid and Scholarships is located in the
Price Building. Office Hours are Monday-Friday 8:00AM — 5:00PM.

Applying for Financial Aid

All students who wish to be considered for financial aid to help meet their college expenses are
urged to submit all necessary applications by the College’s priority funding date of March 15™.
Applications received after March 15" including the (FAFSA) cannot be assured of
consideration for priority funding and may not receive all possible funds available. Students must
complete a Free Application for Federal Student Aid (FAFSA) online at www.fafsa.ed.gov as
early as October 1%, Each eligible student will receive an award letter specifying the amount of
financial aid granted and the conditions of the award.

Types of Financial Aid
Graduate or professional students may be eligible to receive aid from the following federal
student aid programs:
e The William D. Ford Federal Direct Loan (Direct Loan) Program. This is the largest
federal student loan program. Under this program, ED is your lender rather than a bank or
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other financial institution. There are two types of Direct Loans that graduate or
professional students enrolled in a program leading to a degree or certificate may receive:

e Direct Unsubsidized Loans-Eligible students may borrow an Unsubsidized loan for each
academic year.

e Direct PLUS Loans (GRAD PLUS)-Eligible graduate or professional students who need
to borrow more than the maximum unsubsidized loan amounts to meet their education
costs may apply for a PLUS loan. A credit check will be completed during the application
process. Get more information about federal student loans at StudentAid.gov/loans.

GRADUATE TUITION AND FEES

Tuition per credit hour $600.00
General Fees $1,178.46
Book rental-e-books $401.70
Technology fee $1,698.50

*Tuition and Fees are subject to change without notice. A graduate student who requires
on-campus housing will be charged the appropriate housing fee as outlined on pages 25-26.

SATISFACTORY PROGRESS (SAP) REQUIREMENTS

The United States Department of Education requires standards of satisfactory academic progress
for students who receive federal funds. Measures must include the student’s total academic
history, regardless of whether the student received financial aid. In compliance with federal
regulations, Livingstone College has established a policy applicable to all financial aid
recipients. Satisfactory Academic Progress (SAP) is reviewed at the end of each semester. To
meet SAP requirements, a student must maintain a minimum 3.0 GPA in the M.B.A. program.

A graduate student must have an average of 3.0 overall GPA in order for the Master of Business
Administration (M.B.A.) degree to be conferred. If a graduate student’s GPA falls below a 3.0, he
or she is then placed on probation. A student may repeat any graduate course in which a “C” grade
was earned one time only. The second grade will count toward the student’s GPA, but will not
replace the “C” grade.

Graduate students who do not meet SAP requirements will be placed on financial aid suspension.
Students on financial aid suspension may submit an appeal to the Appeals Committee for
extenuating circumstances. The student’s appeal must be in writing (Satisfactory Academic
Progress Appeal Request form) at http://www.livingstone.edu and supporting documentation
regarding circumstances must be provided. The decision of the Appeals Committee is FINAL.

Appeals are considered for extenuating circumstances such as Serious
personal injury, illness, death in the immediate family (spouse, parents,
children, spouse’s Parents, sister, brother, grandparent, grandchild, a
person who is legally acting in one of the above capacities) or undue
personal hardship.
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Students who have their appeals approved will be required to meet SAP or the conditions in their
academic plan at the end of the next payment period to continue to receive financial aid. Students
who have not met SAP requirements or the conditions of their academic plan will be placed on
suspension.

ACADEMIC SUSPENSION & DISMISSAL

A graduate student who receives nine (9) hours of “C” grades will be suspended from the M.B.A.
program. The graduate students may reapply to the M.B.A. program after one (1) year. The M.B.A
graduate faculty make the decision as to whether or not the student should be readmitted to the
program. If the student is readmitted, a graduate faculty advisor will develop an academic plan for
the student such that, if followed, will ensure the student is able to meet satisfactory academic
progress standards by a specific point in time. In addition to following the academic plan, the
graduate student must repeat the course(s) in which the “C” grade was received, and must earn a
minimum grade of “B.”

A graduate student who earns a grade of “D” or “F” in a graduate course will be suspended from
the M.B.A. program. The student may reapply to the program after one (1) year. The M.B.A.
program graduate faculty make the decision as to whether or not the students shall be readmitted
to the program. If the student is readmitted, a graduate faculty advisor will develop an academic
plan for the student such that, if followed, will ensure the student is able to meet satisfactory
academic progress standards by a specific point in time. In addition to following the academic
plan, the graduate student must repeat the course in which the “D” or “F” grade was earned, and
must earn a minimum grade of “B” in the course. The course must be repeated the first time offered
upon the student’s return to the program. No more than one “D” or “F” grade may be repeated.

If a student makes more than one “D” or “F” grade, the student will be dismissed from the graduate
program. A graduate student may receive no more than one suspension and have an opportunity
to be readmitted to the college. A second suspension will result in the student being academically
dismissed from the college.

FINANCIAL AID PROBATION

Graduate students placed on academic probation while receiving financial aid will also be placed
on financial aid warning. Graduate students will continue to receive financial aid while on financial
aid warning. Probation is the status assigned to a student who fails to make satisfactory academic
progress and who has appealed and has eligibility for aid to be reinstated.

FINANCIAL AID SUSPENSION

Graduate students placed on academic probation while receiving financial aid will also be placed
on financial aid suspension. Therefore, graduate students will not receive financial aid while on
financial aid suspension. Students who fail to meet the standards of academic progress or the
conditions of their academic plan after probation during the subsequent payment period are denied
further funding.
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TRANSFER COURSES WHILE ON SUSPENSION
A graduate student may not take courses for transfer credit at another institution while he or she is
on probation.

SATISFACTORY ACADEMIC PROGRESS REQUIREMENTS

Grades of “W”, “I”, “FA”, “WN”, “WP”, and “WF” will not be treated as completed course work
but will be computed in the quantitative measure of satisfactory academic progress. Grades of
“A”, “B”, “C”, “D” and “F” will be treated as completed grades and will be taken into
consideration when calculating the number of hours completed and the GPA. Financial aid will
not be provided for courses taken by audit or coursework that does not count toward the student’s
degree or certificate.

MONITORING SATISFACTORY ACADEMIC PROGRESS REQUIREMENTS

Cancellation of Aid: In the event a student’s federal and/or College aid is cancelled, a formal
written notice will be sent to the student on or after June 1%, informing him/her of the action and
requirements for reinstatement and procedures for appealing.

The College recognizes that occasionally situations occur that cause students to fall below the
College norm. Students denied financial assistance for failure to meet minimum satisfactory
academic progress requirements may appeal in writing to the Financial Aid Appeals Committee.
Letters of appeal should specifically explain the extenuating circumstances that affected academic
performance. All appeal letters must be submitted with supporting documentation attached.
Appeals should also address the course of action that has been taken to correct the problem, thus
preventing further disruptions in the students’ ability to qualify for financial aid. The Committee
will review all appeals, and students will be notified in writing of the committee’s decision.

Reinstatement of Aid. Financial aid eligibility may be reinstated when the student has
reestablished satisfactory academic standing and/or has demonstrated a significant improvement
in his/her progress toward the academic degree and/or through an approved appeal. It is the
student’s responsibility to notify the Financial Aid Office in writing when cumulative GPA
requirements have been met and/or credit deficiencies have been corrected. Aid eligibility will
then be reevaluated and reinstatement will depend upon the availability of funds, regardless of
demonstrated eligibility.

Appeals: If, due to extenuating circumstances, students fail to meet academic progress
requirements, they may appeal the termination of their financial aid. Appeals must be made in
writing to the Financial Aid Appeals Committee, c/o Director of Financial Aid and must include
an explanation of the student’s situation along with a request for reinstatement of financial aid.
Supporting documentation should be submitted with the letter of appeal.

It is recommended that letters of appeal be submitted to the Financial Aid Office no later than July
15" to guarantee consideration for financial aid.
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NOTE: The financial aid appeals procedure is separate from that of the academic
reinstatement appeals process through the Office of the Vice-President for Academic Affairs.
The Financial Aid Office will answer any questions regarding the financial aid appeal.

Waivers: Based upon the review of a student’s circumstances by Financial Aid Appeals
Committee, allowable exceptions to the stated satisfactory progress requirements may be made.
All such waivers will be reviewed on an individual basis, taking into consideration special
circumstances and improved academic performance.

Audited Coursework: Audited courses are not counted toward enrollment status when financial
aid is awarded and when quantitative academic progress requirements are evaluated.

Repeated Courses: Repeated courses, if completed successfully, will be counted toward the
student’s enrollment status when awarding aid and when measuring quantitative academic
progress (hours earned) requirements. The credits are included in earned credits and the hours
attempted only once, and the quality points associated with only the best grade are included in the
calculation of the cumulative grade point average.

Incomplete Grades: A grade of incomplete (“I””) is not considered to be a satisfactory grade for
successful course completion, and therefore, is not included in the number of credits earned. If an
incomplete grade contributes to a student’s credit deficiency, it must be successfully completed
before aid can be approved. In the event of a GPA deficiency, a completed grade or removal of
an incomplete that corrects a deficiency will satisfy the minimum grade requirement; incompletes
(“I’s”) that result in deficient minimum cumulative grades will not impact eligibility for the current
term; however, they will be used to determine eligibility in future terms.

Withdrawal Grades: Students withdrawing from a course and receiving a grade of “W”, “WP”,
(“WF”), and “WN” do not earn credits for the course. This may result in a deficiency of the
minimum number of credits required to satisfy academic progress standard and, in turn, continued
eligibility for financial aid.

Permanent Exclusion of Credits from Attempted Hours: In cases where a student must
withdraw from the College due to unusual circumstances (i.e., natural disaster and documented
psychological condition), the Financial Aid Committee may approve permanent exclusion of the
semester’s credits from computation of Attempted Hours.

Transfer Credits: Credits accepted as transfer work from another institution that were completed
prior to a student’s initial enrollment in Livingstone College are not included in the computation
of the cumulative GPA. Such credits are, however, used to determine a student’s classification
and cumulative earned credits.
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ACADEMIC AFFAIRS

OFFICE OF ACADEMIC AFFAIRS UNIT MISSION & PURPOSE

The Office of Academic Affairs is responsible for all academic activities and programs of
Livingstone College that lead to academic credit. The Vice President for Academic Affairs
provides the leadership for maintaining and improving the quality of all academic programs and
is responsible for working with diverse constituencies for the establishment, coordination and
implementation of academic goals, the adoption of academic policy, and for curriculum planning
and development. In accordance with the College Mission and Strategic Plan, the Vice President
for Academic Affairs directs, supervises, and evaluates all phases of instruction and coordinates
curriculum growth and changes in response to the needs of an ever changing multicultural and
diverse global society. Livingstone College has a proud history of nurturing students and fostering
academic growth and development in keeping with its mission. Major goals of the unit are:

I. To identify, recruit, and retain qualified faculty who understand the mission and purpose of the
College and are committed to having our students become the best and brightest they can become.

I1. To foster a climate so students, faculty, and staff who choose to come to Livingstone will a find
warm and supportive environment conductive to their academic professional growth; one that
provides both challenging and rewarding experiences.

I1l. To strengthen and maintain quality academic courses and programs through periodic review
and evaluation

IV. To coordinate efforts to determine feasibility of offering news courses and programs.

V. To support faculty development by facilitating faculty leadership initiatives and promoting
faculty development activities for teaching, research, service, and creative purposes.

VI. To promote and insure systematic evaluation of faculty performance and methods for
providing continuous feedback and support improvement.

VII. To coordinate efforts that encourages the integration of technology throughout the curriculum
to enhance instruction and the learning process.

VIII. To assure that academic support programs are available and useful for our students in
improving their overall academic performance.

IX. To coordinate and manage efforts to insure continuous review of all academic policies and
procedures. The ultimate is to develop policies that are current and in keeping with Best Practices
of academic institutions.

X. To meet the students where they are academically, and provide resources that accommodate
their individual learning styles.
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The primary objective of Academic Affairs is to provide academic coherence and direction for the
College and ensure high standards for the curriculum, faculty members and support services
provided for students. The Vice President for Academic Affairs creates, supports, and enhances a
student-centered academic environment which is undergirded by the College’s mission and vision.
It is the administrative center which drives the academic enterprise at Livingstone College. The
Vice President for Academic Affairs is responsible for establishing policies and procedures
affecting student advisement, attendance, course offerings, and registration.

The Vice President for Academic Affairs, among other duties, assumes leadership for the
following departments and functions at the College:

Department Extension
School of Business 6827
Division of Education, Psychology & Social Work 6988
Division of Liberal Arts and Humanities 6804
Division of Mathematics and Sciences 6137
Evening and Weekend College 6039
Library Services 6030
Office of the Registrar 6157
Office of Academic Affairs 6195
Student Support Services 6062
The Success Center 6065
TRIO 6198

ACADEMIC POLICIES AND REGULATIONS

FACULTY TEACHING GRADUATE COURSES

Graduate faculty must have a terminal degree in the discipline area in which they are teaching. In
some special instances, faculty may be approved to teach who have exceptional expertise in their
field to qualify them for their teaching assignments in academic programs. In this instance,
faculty considered to teach must have formal advanced study or demonstrated competence
through independent scholarly activities or professional experiences in the field of specialization
that they teach. The Dean and/or Program Director will assign qualified faculty to teach graduate
courses. The VPAA appoints faculty to the Graduate Council.

GRADUATE LEVEL COURSES

A student seeking enrollment in graduate level courses will be classified as a degree-seeking
student. Livingstone College’s graduate level courses are progressively more advanced in
academic content than its undergraduate courses. The M.B.A. program is structured to include
more advanced knowledge of the discipline. Graduate courses are denoted as 500 and 600-level
courses. All incoming students must attend the new student orientation for graduate students.
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M.B.A. classes must meet for a minimum of 50-minutes per credit hour. All M.B.A. curriculum
courses are 3-credit hour courses. Therefore, to meet the required 150 minutes (contact hours) for
a 3-credit hour course, all M.B.A. classes will be offered on campus from 6:00-9:00pm once per
week. Summer classes will be offered one hour earlier, from 5:00-8:00pm. Any classes
scheduled on Saturdays will meet from 8:30-11:30am. The evening and weekend hour course
times are designed to accommodate graduate students with full professional and/or personal

lives. Traditional face-to-face class offerings ensure that faculty are available to support and
mentor students. Thereby, students benefit from learning alongside and interacting with other
graduate students within their cohort. The fall, spring and summer semesters are 16-week terms.

COURSE NUMBERS & DEFINITION OF COURSE LEVEL

Course level, course credit, and course enrollment are important elements in the allocation of
college resources. Livingstone College has clear guidelines for determining course-level. The
differentiation between lower and upper level courses is listed as follows: Lower level courses
comprise all 100- and 200-level courses. Upper level courses comprise all 300- and 400-level
courses. 500- and 600-level courses are designated as graduate-level courses. The following
definitions are used in determining the correct level for a proposed course:

100-level courses are without prerequisites and are considered survey courses, or courses
defining basic concepts of presenting the terminology of the specified discipline. 100-level
courses are typically taken by freshmen.

200-level courses possess intermediate college-level difficulty. 100-level courses are
prerequisites. Also survey courses in a particular area or field discipline. 200-level courses are
typically taken by sophomores.

300-level courses are considered advanced college-level difficulty taken by majors and upper
level students. 300-level courses are typically courses in the major. 300-level courses are usually
taken by juniors and seniors.

400-level courses are advanced upper-level courses, seminars, honors, or senior capstone
courses for majors taking upper level classes. To take 400-level classes, students must have
completed a substantial amount of course work at the 300-level. 400-level courses are most
reserved for seniors.

500-level courses are graduate level core courses that makeup the curriculum of the Master of
Business Administration (M.B.A.) degree program. These graduate level courses are more
rigorous than undergraduate courses.

600-level courses are graduate level elective course within the curriculum of the Master of
Business Administration (M.B.A.) degree program. These graduate level courses are more
rigorous than undergraduate courses.
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Livingstone College awards credits for courses and programs using criteria that conform to
commonly accepted practices in higher education. Livingstone College also publishes
information related to credit hours for programs of study and graduation in the Academic Affairs
Policies and Procedures Manual, College Catalog, and Graduate Catalog. Assigned credit hours
are included with course listings when students register for classes.

CREDIT/CONTACT HOUR

Credit hour is defined as a unit for measuring academic progress toward completion of
requirements for graduation or certification. The credit hour is a formal measure of a student’s
progress toward the completion of a program of study and graduation, or credentialing, in the
intended degree. A credit hour gauges a major part, but not all that is needed to successfully
achieve the intended student learning outcomes of the learning experience. Contact hour at
Livingstone is defined as 50-minutes in a teaching-learning environment. Students must have a
certain number of contact hours (hours spent in the classroom), to earn credit hours. One credit
hour equals to 15-16 hours of instruction. Credit hours are calculated over the full semester,
which is generally 16-weeks.

The traditional Carnegie definition of semester credit hour stipulates that one semester credit
hour be awarded for fifteen 50-minute classroom lecture-recitation sessions, with each session
requiring 2-hours of outside preparation by students. One contact hour is defined as 50-minutes.
Therefore, one unit of credit is normally defined as 3-hours (150 minutes) of academic work per
week per semester.

DEFINITION OF A CREDIT HOUR FOR GRADUATE COURSES

Each M.B.A. course is worth three (3) credit hours. All M.B.A. classes will meet once per week
for three (3) hours over a sixteen (16) week semester, thereby ensuring that the credit/contact
hours have been met for each course of the program. A full-time graduate student carries nine (9)
credit hours per semester. The table below shows the semester credit hours, contact hours per
week, prep hours per credit, total effort hours per credit, contact minutes per credit hour, total
prep minutes per credit hour, and total effort minutes per credit hour for a full-time graduate
student.
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Course Semester | Contact | Total Total Contact | Total Total
Credit Hours Prep Effort Minutes | Prep Effort
Hours per Hours Hours per Minutes | Minutes
Week Credit per per
Hour Credit Credit
Hour Hour
MBA 3 3 6 9 150 300 450
500
MBA 3 3 6 9 150 300 450
510
MBA 3 3 6 9 150 300 450
520
Spring 9 9 18 27 450 900 1,350
2023
Total

STUDENT RESPONSIBILITY

All students are responsible for completing their academic programs, for satisfying the general
regulations stated in this Catalog, for maintaining the required grade point average, and for meeting
all other degree requirements. The college urges students to seek guidance from their advisors and
other appropriate college officials concerning current policies and requirements related to their
education at the College; however, the final responsibility for completing the requirements rests
with the students.

Students are required to know and observe all regulations concerning campus life and student
conduct. Students are also responsible for maintaining communication with the College, by
keeping their current address, including zip code and telephone number on file with the
Registrar’s Office, at all times and by use of their Livingstone College email account.

THE REGISTRAR’S OFFICE

The primary function of the Registrar’s Office is to maintain accurate and up to date records of all
current and former students who matriculated at the College; to organize, oversee, and facilitate
the registration of students; to enforce the academic policies and procedures of the College which
are established by the faculty, recommended to the administration, and approved by the Board of
Trustees. The Office of the Registrar maintains official student records. It is the Registrar who
makes the determination as to whether or not students have completed all degree requirements.
Enrollment verification, degree audit, and transcript requests are handled by the Office of the
Registrar. Office hours for the Office of the Registrar, Monday — Friday 8:00am — 5:00 pm, Price
Administration Building, Room 209. To contact by telephone (704) 216-6157/6158.

REGISTRATION

Livingstone College operates on the semester system. All students must register at the beginning
of each semester. Each student is assigned a faculty adviser, who assists in planning a program of
study. Complete registration instructions are published by the Office of the Registrar. Students
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are registered for and entitled to attend classes only when they have completed the
prescribed procedures, including the payment of tuition and fees. New students will be
advised regarding courses and registration procedures during orientation sessions before the start
of each semester. All students need to report for registration as indicated on the Academic
Calendar. A student cannot attend a class if he/she is not properly registered for that course and
section. Failure to follow a proper registration procedure may jeopardize the students’ good
standing at the College and result in loss of credit. Instructors’ class rosters are made up from the
official enrollment records maintained in the Jenzabar system. Students whose names are not on
the class roster in each class should contact the Registrar’s Office to verify their registration.

EARLY REGISTRATION

Early registration is a time period designated each semester to allow the student and advisor to
review and plan the student’s courses for the upcoming semester. Students who register early may
find it less difficult to secure a satisfactory schedule of course. Under no circumstance is early
registration considered to be official registration.

Students who have registered early but fail to officially register on dates designated for official
registration will have their schedule of courses automatically removed by the Registrar’s Office.
These students who find it necessary to register after the designated dates must select another
schedule of courses for that semester and must pay a late registration fee as required by the College

LATE REGISTRATION

A student who enters the College after the designated dates for registration pays a late registration
fee as required by the College (payable in full at the time of registration). All registration materials
must be submitted to the Office of the Registrar at the conclusion of the registration process.

ACADEMIC ADVISEMENT

Interaction between faculty and graduate students is an integral part of the learning process at
Livingstone College. Individual advisement sessions between graduate students and their assigned
academic advisors provide opportunities for students to learn more about the philosophy behind
the required degree program as well as career opportunities. Through stimulating informal
discussions, the advisement process enhances and supplements the learning that takes place in the
classroom. The academic advisor’s primary role is to help the student plan a course of study so
that courses required in a particular program are taken in a proper sequence. The advisor also
helps ensure that the student is aware of all graduation requirements. The advisor can also help
resolve and prevent academic problems, often referring graduate students to the appropriate
academic or other resource. At the beginning of each semester, the advisor posts office hours
designating when he/she will be available to graduate students for advisement. Graduate students
are required to meet with their academic advisors each semester to receive advisement in selecting
courses to be taken in the next semester. Each registration is highly recommended to secure a
satisfactory schedule of courses.

FULL-TIME STATUS FOR M.B.A. GRADUATE STUDENTS

Full-time graduate enrollment in the M.B.A. program at Livingstone College constitutes nine (9)
credit hours per semester. Anything less than nine (9) credit hours will be considered part-time
graduate enrollment. A regular matriculating full-time graduate student should be able to
complete the degree program in two years if he or she follows the outlined Plan of Study (POS).
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Candidates for the M.B.A. are expected to complete a minimum of 36 semester credit hours.
Thirty (30) of the thirty-six (36) credit hours will constitute the M.B.A. core requirements. The
M.B.A. core requirements along with six (6) hours of electives are required to complete the
degree.

REPEATED GRADUATE COURSES

Students are allowed to attempt to repeat a graduate course. However, when a graduate course is
repeated, the initial grade earned remains on the student’s academic record, and that grade is
computed in the final graduate grade point average. Repeated courses, if completed successfully,
will be counted toward the student’s enrollment status when awarding aid and when measuring
quantitative academic progress (hours earned) requirements. The credits are included in earned
credits and the hours attempted only once, and the quality points associated with only the best
grade are included in the calculation of the cumulative grade point average.

GRADING POLICIES
The M.B.A. program utilizes the standard grading scale for completing graduate credit as listed
in the table below:

GRADE | WHAT GRADE MEANS | QUALITY POINTS
A Excellent 4.0
B Good 3.0
C Satisfactory 2.0
D Poor 1.0
F Failure 0.0
I Incomplete 0.0
AU Audit grade 0.0
W Withdraw 0.0
AW Administrative Withdrawal | 0.0
FA Failure due to absences 0.0
WN Withdraw never attended 0.0
WP Withdraw passing 0.0
WF Withdraw failing 0.0

All graduate course syllabi include the aforementioned grading scale and clarify how
assessments within the class are evaluated. At the end of the semester, students are to check final
grades on their JICS portal.

AUDITING COURSES

Students do not receive credit for auditing a class. Audited courses are not counted toward
enrollment status when financial aid is awarded nor when quantitative academic progress
requirements are evaluated. A student must obtain approval to audit a course from the instructor,
faculty advisor, and Vice President for Academic Affairs on a Course Audit Form available from
the Registrar’s Office. Approval is based on a space-available basis. Additional approval from
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the Business and Financial Aid offices may also be necessary. The form must be completed and
returned to the Registrar’s Office before the student attends the class. An auditor is not required to
participate in any examinations or graded course assignments.

COURSE LOAD

The academic year at Livingstone College consists of two 16-week semesters. The normal load
for a full-time graduate student is nine (9) credit hours. A student may not enroll for more than 9
credit hours.

COURSE OFFERINGS

The College reserves the right to add or delete courses, as it deems necessary. There will be a
partial refund of any fees as a result of course cancellation when the student drops below a full-
time load. ADD/DROP (Changes in Enrollment). Changes in student enrollment or schedule
must be made with the approval of the advisor and by the end of the designated Add/Drop period
specified in the College Calendar. Such changes include adding or dropping courses, changing
sections, electing to audit courses, and changing the number of credits to be earned in a course
(where applicable). All changes in enrollment must be submitted to the Registrar’s Office on a
Drop/add/Withdrawal Form prior to the end of the Add/Drop period.

WITHDRAWAL FROM A COURSE

Students are expected to honor the schedule of classes selected at the beginning of the semester.
There may be instances, however, when the student wishes to withdraw from a course after the
end of the Drop period. The decision to withdraw from a course must be made in consultation
with the faculty advisor and the instructor of the course. Forms for withdrawing from class after
the end of the Drop period are available in the Registrar’s Office. Students must withdraw from a
course within the time period indicated on the Academic Calendar.

OFFICIAL WITHDRAWAL FROM THE INSTITUTION

When a student finds it necessary to withdraw from the Institution before the end of a semester,
he/she needs to obtain an official Withdrawal Form from the Office of the Registrar, secure the
required signatures, and return the form to the Registrar’s Office. This procedure must be followed
in its entirety for the student to be considered “officially withdrawn.” Any student leaving without
completing the official withdrawal process receives a grade of “F” (Failure) in each course in
which he/she was enrolled.

CLASS ATTENDANCE POLICY

Policy Statement:

Graduate students are expected to attend all classes regularly and punctually. Graduate students
are normally permitted one hour of absence per credit hour in a semester, for example, three hours
of absence in a three-semester hour class. Graduate students should also expect that 25% or more
absence from the scheduled sessions will likely result in a grade reduction, based on the professor’s
discretion and the student making up missed assignments; however, absence, itself, cannot
comprise more than 20% of the grade. A professor may allow a student to make up or complete
academic assignments when the student is absent from class due to:
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Note:

Documented, prolonged medical illness.

Death in the immediate family requires a church service program, news obituary, or
signed statement from the minister or funeral director (3 days maximum, except under
unusual circumstances).

C. Ajustifiable grave circumstance beyond a student’s control.

D. Representing the College at an official College function.

w >

Documentation must be provided for absences resulting from the aforementioned

circumstances.

Professor’s Responsibility:

Professors have the authority, within these guidelines, to set attendance policies and
procedures for their classes.

Professors will include detailed attendance requirements in the course syllabus, to include
the percentage of the total grade attributed to attendance. The course syllabus will be given
to all graduate students and posted on Blackboard.

Professors will keep accurate attendance records in Blackboard.

Graduate Student’s Responsibility:

Graduate students are required to satisfy all course requirements regardless of absences.
Graduate students are held responsible for course information from the first-class meeting
of the semester regardless of late enrollment.

Graduate students are responsible for the attendance requirements for each course in which
he/she is registered.

Graduate students are to notify the instructor of an absence in advance or, in extenuating
circumstances, the first day of class attendance after the absence.

Graduate students must request make-up work on the first day of class attendance after the
absence.

REGULATIONS GOVERNING ACADEMIC CREDIT
The grading system is as follows:

Grade Range Quality Points
A — Excellent 90-100 4
B — Good 80-89 3
C — Satisfactory 70-79 2
D — Poor 60-69 1
F — Failure Below 60 0

Special grades are issued as follows:

Incomplete (1) Grade: It is assigned by the instructor only when he/she is willing to do so and
only under the condition that the student has maintained a passing average and has circumstances
beyond his/her control not allowing him/her to complete some specific course requirement(s). The
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missing work should be complete within the first six (6) weeks of the next semester. The grade of
“I” must be removed by the date specified on the Academic Calendar; otherwise, it automatically
changes to an “F” (Failure) grade. It is the student’s responsibility to initiate action to remove the
incomplete. The student pays a fee as determined by the College to have the “I” removed upon
completion of the change of grade procedure.

Audit (AU) Grade: Students receive no credit for auditing.

Withdraw (W): Students may voluntarily withdraw from a course, adhering to the date indicated
on the current academic calendar. No credit hours are assigned and counted into the grade point
calculation.

Administrative Withdrawal (AW) Students who are forcibly withdrawn from the College for
administrative reasons (i.e., immunization non-compliance, disciplinary) are withdrawn
“Administratively.” No credit hours are assigned, and “AW” is not counted into the grade point
calculation.

Repeating a Course: Students may repeat a course if they did not earn a grade of “C” or better.
The course may have been taken at Livingstone College or transferred from an accredited
institution. While both grades earned at Livingstone are reflected on the transcript, only the higher
grade is used to calculate the student’s grade point average. Financial Aid rules apply.

Failure Due to Attendance (FA): Students are assigned this grade when he/she reported to class
at least one time, failed to withdraw, and has ceased attending. This grade can be appealed through
the Grade Appeal Process only if the student provides official documentation stating failure of
attendance was beyond the student’s control. This grade does calculate into the student’s grade
point average.

Withdraw Never Attended (WN) Students are assigned this grade by faculty when he/she never
reported to class. It does not calculate into the grade point average.

Withdraw Passing (WP): The “WP” grade is assigned by faculty after the regular withdrawal
period has ended. It indicates that the student did not complete enough of the course to be graded
and achieved a passing grade while in attendance. This grade is not counted for College credit,
nor is it used in the calculation of the grade point average.

Withdraw Failing (WF): The “WF” grade is assigned by faculty after the regular withdrawal
period has ended. It indicates that the student did not complete enough of the course to be graded
and did not achieve a passing grade while in attendance. This grade is not counted for College
credit, and is used in the calculation of the grade point average.

QUALITY POINTS AND GRADE POINT AVERAGES

To meet Livingstone College’s satisfactory academic progress requirement, the student must attain
and maintain a specified standard of academic performance. This standard is determined by the
quality point system. The grade received in a course determine the number of quality points earned
(multiply the quality points by the credit hours assigned to the course):
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Grade of “A” = 4 quality points

Grade of “B” - 3 quality points
Grade of “C” = 2 quality points
Grade of “D” = 1 quality points
Grade of “F” = 0 quality points

The semester grade point average is obtained by dividing the total number of quality points earned
that term by the total number of semester hours attempted. Hours associated with a grade of “W”
(Withdrawal) are not included.

The cumulative grade point average is obtained by dividing the total number of quality points by
the total number of semester hours attempted, whether passed or not. Hours associated with a
grade of “W” (“Withdrawal) are not included. Credits transferred from another institution are
not used in the calculation of the grade point average.

PROCESS FOR GRADUATE STUDENT GRADE APPEAL

The student has the right to appeal a grade that he or she believes is inaccurate or unfair. The
student must follow the following protocol to appeal the grade:

1. The student will file a formal written complaint with the professor who taught the course,
explaining why he or she believes the grade is inaccurate or unfair. The student will then
make an appointment with the professor to discuss the complaint. This complaint must be
formally submitted within thirty (30) days after the grade is issued.

2. If the student meets the professor and continues to believe that he or she has sufficient
evidence to show that the assigned grade was inaccurate or unfair, the student will provide
his or her advisor with a copy of the formal complaint, and then the student’s advisor, the
student, and the professor will meet to resolve the matter.

3. If the student meets with the professor and the advisor and still continues to believe that he
or she has sufficient evidence to show that the assigned grade was inaccurate or unfair, the
student will provide the M.B.A. Graduate Program Director under whom the instructor
works with a copy of the formal complaint, and then the Graduate Program Director, the
student’s advisor, the student, and the professor will meet to resolve the matter.

If the grievance is still not resolved, the same procedure moves up the chain of command to the
Dean of the Business School, to the Vice President for Academic Affairs, and finally to the
President. The grievance process concludes with the determination of the case by the President.

CHANGE OF GRADE

A professor’s request to change a grade must be clearly explained in writing and submitted to the
Vice President for Academic Affairs for approval. All such requests must be filed no later than a
semester after the incorrect grade was issued, not including the summer. Change of Grade forms
may be obtained from the Office of the Vice President for Academic Affairs. Once a final grade
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is issued for a course, no grade change for that course will be made unless there is conclusive
evidence that the instructor made an error in computing the grade, transferring the grade and/or
removing an incomplete grade.

SATISFACTORY ACADEMIC PERFORMANCE POLICY
Any student whose grade point average (GPA) falls below the required 3.0 GPA for continuous
enrollment will be placed on academic probation.

Academic Warning: A student will be placed on Academic Warning after the first semester of
enrollment and succeeding semester if the cumulative grade point average is less than 3.0.

Academic Probation: A student whose grade point average falls below the required 3.0 GPA,
based on their credit hours earned will be placed on Academic Probation. A student will be
removed from this probationary status when their cumulative grade point average is in
compliance with the College’s Academic-SAP requirement.

RE-ADMITTANCE REQUIREMENTS
Prior to re-admittance any suspended/dismissed student must submit a letter of appeal to the
M.B.A. Program Director prior to proceeding with the re-enrollment process through Admissions.

IF ASTUDENT ALSO RECEIVES A SUSPENSION OF FEDERAL FUNDS
NOTICE FROM FINANCIAL AID FOR UNSATISFACTORY ACADEMIC
PROGRESS, A SEPARATE WRITTEN APPEAL MUST BE SUBMITTED
TO FINANCIAL AID.
See Financial Aid for more details

CHANGE OF NAME AND ADDRESS

Graduate students are obligated to notify the Office of the Registrar when there is a change of
name and address. Documentation (court order, marriage license) is required when there is a
change of name. A graduate student who fails to notify the Registrar’s Office may cause delay in
receiving mail or notification of emergencies form patents or legal guardians.

GRADE REPORTS AND TRANSCRIPTS

Graduate students may view their grades and unofficial transcripts in the JICS portal. Graduates
receive a “complimentary” copy of their transcript upon graduation. A fee of ten dollars ($10) is
payable in advance for each copy thereafter. All requests for a transcript must be made in writing
and should include the following: name, data of birth, Social Security Number and/or ID number,
dates of attendance or date of graduation (if applicable), the address where the transcript is to be
mailed/forwarded, and signature of the requestor. The request forms may be obtained from the
Registrar’s Office and/or the College’s website. Transcripts are withheld if students have not met
their financial obligations to the College, including the graduation copy. Graduate students may
review their records by making requests to the Registrar.
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An official transcript, bearing the school seal, may be issued to the student in a signed, sealed
envelope upon request or will be sent directly to the agency or official for whose use it is requested.
The agency or official is asked not to release the official transcript to the individual.

EVALUATION OF TRANSFER STUDENTS’ TRANSCRIPTS
The following rules apply to the evaluation of transfer students’ transcripts:

1. Only courses from accredited institutions are considered for evaluation and are evaluated
by the Registrar and Dean of the Business School, based on the course content, descriptive
title, credit hours, and grade.

2. All acceptable courses are transferred by a descriptive title and semesters hours earned, but
without a letter grade. No transfer credit is allowed for any grade below “B.” Only courses
that are degree applicable will transfer.

3. The transfer credit for a quarter system grade, when converted to a semester system, is two-
thirds of the quarter hours; for instance, 3 quarter hours are worth 2 semester hours.

4. The credit-hour difference between Livingstone courses with a 4-hour credit base and a 3-
hour transfer course requires the transfer student to make up the credit-hour deficit through
electives, preferably within the same discipline, and in all cases under the advisor’s
guidance.

5. Course work over ten (10) years old will not be automatically accepted for transfer.
Acceptance of such courses will be determined by the M.B.A. Program Director, in
consultation with the Dean of the School of Business, and approved by the Vice President
for Academic Affairs. No more than six (6) credit hours will be accepted.

6. Livingstone students are not allowed to transfer credits they earn at other institutions during
their academic or disciplinary suspension from Livingstone College.

ACADEMIC DISHONESTY/INTEGRITY POLICY

Livingstone College does not condone academic dishonesty; it expects all students to maintain
high ethical standards in all of their coursework. Actions that the College considers violations of
the Academic Dishonesty/Integrity Policy include: plagiarism, cheating, and
fabrication/falsification. The following is a list of the actions with explanations that the College
considers to be violations of this policy. This list is not exhaustive; other actions may be
considered violations of the policy.
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e Plagiarism: Plagiarism is stealing another person’s words or ideas and passing
them off as your own. When a student puts his or her name on a paper or report or
any work assignment at Livingstone College, he/she is declaring ownership of that
work. The student is saying that he/she has written the work and that the words
and ideas contained therein are his or her own, except for the citations from outside
sources, which should be documented.

e Cheating: Cheating includes using materials, resources, or other methods during
the course that are not authorized or are not the student’s own work. Copying
another student’s work, whether it is a homework assignment or an examination, is
considered cheating. Working together to complete an assignment to be submitted
is also cheating, although this does not necessarily apply to group projects assigned
by the instructor of a course. Sending or arranging for another student to take any
graded exercise, quiz or test, as a substitute for himself or herself or the student
providing information to another during a graded exercise will be considered a
violation of the Academic Dishonesty/Integrity policy.

o Fabrication/Falsification: The deliberate creation of non-existent data/results is
considered fabrication. Fabrication involves the changing of data. This also
includes students signing attendance rolls for one or more students.

Graduate students found guilty of violating the College’s Academic Dishonesty/Integrity Policy
may be subject to a number of penalties. Penalties range from those that may be imposed by a
class professor to those that the College can impose. Graduate students who are suspended for the
violation of the policy will not be permitted to make up work missed during the suspension.

When a professor observes a violation of the Academic Dishonesty/Integrity Policy by a graduate
student, the case shall be handled in accordance with the following procedures: The professor shall
inform the student that he/she has been accused of engaging in academic misconduct. The
professor must afford the graduate student an opportunity to clarify his/her position. If the graduate
student accepts the accusation, the professor may impose any Faculty-Level disciplinary action of
his/her choice. A professor may take any of the following actions against the student. (Note: The
disciplinary action taken is left to the discretion of the professor.

Faculty-L evel Disciplinary Actions:

1. Warn the student verbally or in writing.

2. Require the student to redo the assignment (either at a full or reduced grade for the
assignment).

3. Reduce the grade for the assignment/activity

4. Give the student an “F” or “0” (zero) for the assignment

5. Assign an “F” for the course.
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In addition to the above penalties, the faculty member shall submit a letter detailing the facts of
the incident and the penalties imposed at the faculty level to the Dean of the Business School and
the Vice President for Academic Affairs. This letter must be sent within five working days of the
disciplinary action taken and shall be kept in the student’s academic file for future reference.

College-Level Disciplinary Action

The College may initiate the following disciplinary Actions:

1. Suspend the student from the College.
a) The length of suspension time should be no less than one week and no more than one
semester.
b) For the duration of the suspension, the student will not be allowed to make up the
missed work.
2. Expel the student from the College.
3. Take other disciplinary actions as deemed appropriate.

Appeal Procedure for Students Violating the Academic Dishonesty/Integrity Policy

The right of appeal shall be granted to any student who has been found to violate Livingstone
College’s Academic Dishonesty/Integrity Policy.

Step 1

If a graduate student disagrees with the disciplinary action proposed by the professor, the graduate
student should submit a written letter of appeal to the M.B.A Program Director. The letter of
appeal should be submitted within five working days from the date that the student is informed of
the action that has been proposed by the faculty member. The letter should include:

e The course number, title, section, and time scheduled for the course in which is alleged to
have violated the Dishonesty/Integrity Policy.

e The specific violation that the student is alleged to have committed; and

e The action being requested by the student.

Within ten working days following the receipt of the appeal, the department chair should review
all documented information related to the alleged violation submitted by both the student and
professor. He or she then meets with the student and professor for clarification of all the
information related to the alleged violation. Within three working days following the meeting, the
department chair informs the student and the professor of his or her decision. The Dean of the
School of Business may:

e Agree and approve the disciplinary action proposed by the professor for the violation;

¢ Reduce the disciplinary action proposed by the professor for the violation;

e Invoke a more serious penalty or penalties than that proposed by the professor for the

violation.
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Step 2

If the student disagrees with the decision, he/she may appeal the decision to the Dean of the School
of Business. The student has five working days to appeal the M.B.A Program Director’s decision.
The student is required to submit his or her appeal in writing to the Dean of the School of Business,
the M.B.A. Program Director, and the professor who has proposed penalties for violation of the

policy.

The Dean of the School of Business will conduct an investigation of the incident by reviewing all
the information submitted by the faculty member, the graduate student, and the M.B.A. Program
Director concerning the violation. The Dean’s investigation will also include interviews with the
student, the professor, the M.B.A Program Director, and any other individual(s) who may be able
to confirm or deny the violation with which the graduate student has been charged.

After a thorough investigation of the charge and the disciplinary action proposed by the professor,
the Dean of the School of Business will provide the faculty member, the graduate student, and the
M.B.A. Program Director with written copies of his/her decision as to whether the Academic
Dishonesty Policy was violated and whether the disciplinary action proposed is appropriate. The
Dean’s investigation should be completed within ten working days, followed by the disposal of
the case. If the graduate student accepts the Dean’s decision, the appeal process is ended. The
Dean may:

e Uphold the decision of the M.B.A. Program Director.

e Reverse the decision of the M.B.A Program Director, or

e Recommend a college-level disciplinary action for violation of the Dishonesty/Integrity
Policy.

Step 3

Should the graduate student disagree with the Dean’s decision, he she may make a final appeal.
Within ten working days the student submits a written request, stating his/her desire to appeal the
dean’s decision in which the violation occurred to the Vice President for Academic Affairs. The
Vice President for Academic Affairs shall establish a committee to hear the final appeal. This
committee should include two professors (one from the department in which the violation
occurred), two students (one from the department in which the violation occurred), and one
administrator. The only outside individuals who will be allowed in the meeting are witnesses
supporting either the faculty member or the graduate student. The committee will inform in writing
the professor who has proposed disciplinary action and the graduate student of the time, date and
place of the appeal’s hearing. The committee will hold a closed meeting to conduct the appeal’s
hearing. After each party has presented their evidence, the committee will dismiss all parties to
discuss the evidence. This committee will be responsible for deciding whether the student violated
the Academic Dishonesty/Integrity Policy and whether the proposed disciplinary action is
justified. After reaching a decision, the committee will report its decision to the Vice President
for Academic Affairs. The Vice-President for Academic Affairs will inform both the professor
and the graduate student of the final decision concerning the appeal within five working days.
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The Vice President for Academic Affairs may:

e Uphold the Dean’s decision;
e Reverse the decision of the Dean; or
e Impose more severe college-level disciplinary.

The appeal process is ended following the issuance of the decision of the Vice President for
Academic Affairs.

REQUIREMENTS FOR GRADUATION

Livingstone College confers upon students the Master of Business Administration (M.B.A.) degree
which requires 36 semester credit hours. Additionally, all M.B.A. degree candidates must do the
following:

1. File an application for graduation with the Office of the Registrar.

Earn a minimum overall grade point average of at least 3.00 on a 4.00 scale with no
grade lower than a “B” in any course required for the degree.

Maintain the required 3.0 GPA requirement throughout the course of the degree program.
Complete 30 semester credit hours in residence at Livingstone College.

Satisfy all financial obligations to the institution.

Receive approval from the faculty and Board of Trustees.

N

Il

A student will be allowed to participate in graduation exercises only when ALL requirements
for the degree as specified in the Graduate Catalog have been completed.

NOTE: Students are normally expected to graduate according to requirements listed in the
Graduate Catalog under which they enter the college. If for any reason their attendance is
interrupted for a year, they must meet new requirements. Degrees are withheld from
students who have a financial obligation to the college. The responsibility for completing
graduation requirements rests with the student. Each graduate student must become
familiar with the Graduate Catalog, maintain a minimum 3.0 grade point average, and
satisfy all other requirements for graduation. Advisors will counsel and advise, but the final
responsibility is that of the student.
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ACADEMIC SUPPORT PROGRAMS AND SERVICES

THE HOLISTIC COLLEGE SUCCESS CENTER

MISSION STATEMENT

The Livingstone College Success Center is a one-stop holistic, multidimensional support center,
serving our students, faculty, and community. Recognizing the holistic needs of our student
population, the primary goal of the Success Center is increased retention. The Success Center’s
programs and services are designed to provide and/or coordinate the academic, cultural, social,
and counseling support needed to persist until graduation from Livingstone College.

RETENTION CENTER

The gateway to Success Center services is the Retention Center which provides one-access to all
support services on campus, including academic assistance; personal counseling and mentoring;
and academic advising. The Retention Coordinator also manages student alerts and referrals in
cases of academic or behavioral issues, and facilitates communication among faculty, staff,
administrators and students. (704) 216-6335.

The Reading Center assists students with assessment and improvement of their reading
skills and abilities. In addition to one-on-one tutoring, small-group, and workshops on
reading skills and strategies, the Reading Center is the focal point of reading-level testing
via Edmentum, which is also utilized to create individual prescriptions for student
improvement in reading, writing and math. (704) 216-6980

The Writing Center offers assistance to students in all courses of study, at all stages of
the writing process from initial ideas to planning, research, drafting, and revision. Students
are encouraged to visit for assistance, not only with their essays and research papers, but
with any project that includes a substantial writing or academic research component:
speeches, application essays/personal statements, PowerPoint presentations, creative
writing projects, and more. The Writing Center provides major support for the College-
Wide Writing Initiative (W.1.) as well as the QEP “Write for Life: Improving Student
Writing Through Writing in the Disciplines.” (704) 216-6179

The Math/STEM Center is named for its focus on four interrelated content areas:
Science, Technology, Engineering, and Math. In addition to college mathematics skills
assistance at all levels, the Math/STEM Center also offers skills assessments using
Edmentum, plus tutoring and workshops for related skills in all disciplines. (704) 216-6304
Tutoring is available in the Success Center from 9 a.m. to 8 p.m. Monday through Thursday,
from 9 a.m. to 5 p.m. on Friday, and from 9 a.m. to 3 p.m. on Saturday. In addition, group
workshops on a variety of skills and topics are held, as scheduled, during the fall & spring terms.
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LIBRARY SERVICES

The Andrew Carnegie Library, named to honor Andrew Carnegie, is available to all students,
faculty, staff, alumni, and others who wish to use its valuable resources and services. The library
schedules its hours around the academic schedule of the College. Library hours are posted near the
front door and on our webpage. Hours are subject to change during semester breaks and College
holidays.

ANDREW CARNEGIE LIBRARY HOURS

Monday — Thursday: 8:00 a.m.- 10:00 p.m.
Friday: 8:00 a.m. — 5:00 p.m.

Saturday: 10:00 a.m. — 5:00 p.m.

Sunday 3:00 p.m. —10:00 p.m.

LIBRARY SERVICES AND RESOURCES

The Andrew Carnegie Library offers all traditional library services, online and in person. The
library contains numerous print and audiovisual resources. It is possible to search the library’s
online catalog for these titles. The loan period for these materials is two weeks. Students must
present a valid Livingstone ID at the circulation desk in order to borrow library materials. This
includes materials on reserve. Renewals are allowed provided another patron does not need them.
Telephone renewals are available by calling the Circulation Desk. Overdue fines may apply. The
classification system used by the Library of Congress Classification System. The materials not
available in the Andrew Carnegie Library may be borrowed from another library through
interlibrary loan. Patrons are required to complete forms for the materials they wish to borrow.
Forms are available on-line and from the service desk. The costs for Interlibrary Loan Services
vary according to the material borrowed and the policy of the lending library. Usually there is no
cost to the patron.

ELECTRONIC RESOURCES

The library subscribes to NC Live to provide students, faculty, and staff with electronic access to
high quality information covering a wide range of academic disciplines and special topics. This
online resource allows free access to eBooks, audiobooks, videos, online magazines, newspapers,
journals and historical data. Through NC Live, patrons may learn a new language or view videos
via Films on Demand and National Geographic. Patrons may also begin a genealogical search.
JSTOR is another academic database accessible to users through the Andrew Carnegie Library
website; primary sources, books, Journal articles, and more are available to users.

PHOTOCOPYING & COMPUTER LAB

The library also provides a photocopier for student use at a reasonable cost. Patrons may also send
and/or receive a fax in the library for no additional cost. The Library also provides access to an
Internet accessible computer lab with printing capabilities for students available during all open
hours of the library. Other campus computer labs available for student use are housed in Ballard
Hall, Price Building, Tubman Building, and the Success Center
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QUALITY ENHANCEMENT PLAN (QEP)

For 144 years, Livingstone College has created learning opportunities to actualize its founding
mission to provide an educational environment that enables students to develop their potential for
leadership in and service to a global community. It is this imperative that provides the impetus for
the institution’s Quality Enhancement Plan (QEP): “Write for Life: Improving Student Writing
through Writing in the Disciplines.” The goal of the Livingstone College’s “Write for Life” QEP
is to introduce, reiterate, and foster in students the capacity and desire to write well. Specifically,
Livingstone will strive to improve and enhance the clarity, coherence, and context awareness of
student writing as students prepare to “Write for Life” in the 21st century.

Because effective writing is contextual, the choice to focus on Writing in the Disciplines means
students will be given multiple opportunities to practice writing both in and out of the classroom
through discipline-based instruction that also privileges metacognitive awareness, the writing
process, and an effective, efficient feedback loop. Students will be given the opportunity to
experience writing as an activity of persistence, engagement, and personal development.
Metacognitive practices will be engaged throughout the process through assessment and evaluation
as outlined in order to achieve the noted outcomes as faculty implement additional writing process
and feedback strategies into their teaching.

LIVINGSTONE COLLEGE WRITING CENTER & THE QEP

Located in Dodge Hall, the Writing Center provides a variety of Academic Support Services to
implement the initiatives of the QEP. The Writing Center provides reading classes, and workshops
to assist both students and faculty. The Writing Center offers assistance in all courses of study, at
all stages of the writing process. Students are encouraged to visit for assistance, not only with
their essays and research papers, but also with their resumes, academic research, speeches,
application essays/personal statements, PowerPoint presentations and creative writing projects.
The Writing Center is open 9 a.m. to 8 p.m. Monday through Thursday; it closes at 5 p.m. on
Friday. Itis open 9 a.m.— 3 p.m. on Saturday.
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THE SCHOOL OF BUSINESS

The School of Business prepares students for successful careers in private business and industry,
as well as in public and non-profit sectors. As the problems of the business world have grown
increasingly complex, multi-dimensional, and multi-cultural, the programs are structured to
prepare students as business leaders with specialized education to understand and cope with
contemporary business issues. Overall, the School of Business aims to create an environment that
is congenial to academic excellence, superior achievement, professional development, collegiate
inquiry, and community involvement. In keeping with the mission of Livingstone College, the
Program Learning Outcomes (PLOs) of the Master of Business Administration (M.B.A.) program
are listed as follows:

1. Demonstrating an awareness of audience, students will deliver professional quality
communications of qualitative and quantitative business concepts in oral and written
formats.

2. Students will use effective collaboration and teamwork skills to coordinate organizational
activities and to manage change.

3. Students will be prepared to become business executives, business leaders, and
entrepreneurs.

4. Students will demonstrate knowledge of ethical frameworks for management decision-
making and leadership.

5. Students will develop the ability to analyze complex management situations to improve
decision-making and increase competitive advantage in a rapidly changing environment.

The above objectives are implemented through the application of information processing,
behavioral changes, and social interaction systems of learning. The School of Business has
membership with International Assembly for Collegiate Business Education (IACBE). Students
in the School of Business are encouraged to consider learning more about and possibly joining any
of the following organizations related to business: American Management Association; The
American Finance Association; Institute of Management Accountants; Association of;
International Professional Accountants; American Accounting Association; Professional
Accounting Society of America; American Marketing Association; Sales & Marketing Executives
International; Association for Supply Chain Management; Society for Human Resources
Management; Accounting & Financial Women’s Alliance; The National Association of Black
Accountants.
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THE M.B.A. CURRICULUM

The M.B.A. program is specifically designed to attract students and professional that earned a
bachelor’s degree from an accredited institution who desire to advance their careers in business.
Livingstone College’s M.B.A. program will be a good choice for anyone interested in exceling as
a business executive or becoming a successful entrepreneur. Upon completion of the M.B.A.
program at Livingstone, graduate students will have increased their business knowledge; grown
their professional network; and boosted their career and salary prospects. Students in the current
undergraduate Business Administration program who desire to complete an M.B.A. will find it
convenient to transition to the new Livingstone M.B.A. program as they are already familiar with
the systems and procedures at the college. Professionals in the local business community and
surrounding areas will find it convenient to attend the in-person classes. International students will
also find this program attractive, and will appreciate the Livingstone College experience and
exposure to American culture while studying abroad.

REQUIREMENTS FOR THE DEGREE

Candidates for the M.B.A. degree must complete 36 semester credit hours of course work. Thirty
(30) credit hours are core requirement courses, and six (6) credit hours are elective course
requirements. A minimum cumulative grade point average of 3.0 (on a 4.0 scale) is required to
complete M.B.A. degree requirements.

MASTER OF BUSINESS ADMINISTRATION PROGRAM
(36 Semester Hours)

M.B.A. REQUIRED CORE COURSES: 30 HOURS

MBA 500 Management Communication 3 Hrs.
MBA 510 Management Accounting 3 Hrs.
MBA 520 International Business 3 Hrs.
MBA 530 Marketing Management 3 Hrs.
MBA 540 Managerial Finance 3 Hrs.
MBA 550 Quantitative Methods for Decision Making 3 Hrs.
MBA 560 Applied Economics in Business Decision-Making 3 Hrs.
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MBA 570

MBA 580

MBA 599

Legal Environment for Business
Human and Organizational Behavior

Strategic Planning and Competitive Analysis
(CAPSTONE)

M.B.A. ELECTIVES COURSES: 6 HOURS

MBA 600

MBA 610

MBA 620

MBA 630

MBA 640

MBA 650

MBA 660

Supply Chain Management
Advanced Entrepreneurship
Investment

Information Systems for Managers
Project Management

Advanced HR Management

Ethics, Law & the Global Business

3 Hrs.

3 Hrs.

3 Hrs.

Note: Graduate students must select two of the 600-level elective courses to meet M.B.A. degree

requirements.
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PLAN OF STUDY FOR
MASTER OF BUSINESS ADMINISTRATION
M.B.A. (36 semester hours)

FALL SEMESTER - FIRST YEAR

MBA 500 Management COmMmMUNICALION..........ccceerveeieerieiie e see s, 3 hours
MBA 510 Management ACCOUNTING .........cciveiieiiueerieeiieesiesre e esreesree e, 3 hours
MBA 520 International BUSINESS..........ccceeiiuieiiieiiiie e 3 hours

Total Hours = 9 hours

SPRING SEMESTER — FIRST YEAR

MBA 530 Marketing Management..........cccoveieiieeneesie e s 3 hours
MBA 540 Managerial FINANCE..........ccevveiiiiiie e 3 hours
MBA 550 Quantitative Methods for Decision MaKing..........ccccccevveineinnen, 3 hours

Total Hours =9 hours

FALL SEMESTER — SECOND YEAR

MBA 560 Applied Economics in Business Decision-Making............c......... 3 hours
MBA 570 Legal Environment for BUSINESS .........ccceevvereeiiesieeiee e e, 3 hours
MBA 580 Human and Organizational Behavior ........c...cccccovivivieninininnnnn, 3 hours

Total Hours = 9 hours

SPRING SEMESTER — SECOND YEAR

MBA 599 Strategic Planning and Competitive Analysis (Capstone)........... 3 hours
MBA 600-Level EIECtiVe COUISE........ccviieieiiiieiie e 3 hours
MBA 600-Level EIECtIVE COUISE......cuveeiieeiiee et 3 hours

Total Hours = 9 hours
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M.B.A. COURSE DESCRIPTIONS

MBA 500 - MANAGEMENT COMMUNICATION 3 Hrs.
This course prepares students for the communication challenges in organizations. Topics examined
include theories and strategies of communication, persuasion, conflict management, and ethics that
enhance communication to various audiences.

MBA 510 - MANAGEMENT ACCOUNTING 3 Hrs.
Analyzing financial statements and using accounting information for strategic, tactical, and
operating decisions with a focus on strategic cost management. Emphasis is on using cost and
other management accounting information in making sound decisions, its effects on managerial
behavior, and its use in formulating and implementing strategy, and issues of design and operation
of management control systems including the intended and unintended consequences of
performance measurement.

MBA 520 - INTERNATIONAL BUSINESS 3 Hrs.
An overview course that examines the international business environment (e.g., economic,
political, legal, and cultural aspects) and related institutions that impact a global firm (e.g., world
banks, the United Nations, and various economic blocs).

MBA 530 - MARKETING MANAGEMENT 3 Hrs.
Marketing Fundamentals introduces students to principles of the marketing environment, social
media, consumer behavior, marketing research, and market segmentation. Students will also
explore marketing strategies that are related to products and services, distribution channels,
promotions, sales, and pricing. Pre-requisites: Students must have completed MBA 500, 510 and
520 before enrolling in this course.

MBA 540 - MANAGERIAL FINANCE 3 Hrs.
This course covers practical approaches to analysis and decision-making in the administration of
corporate funds, including capital budgeting, working capital management, and cost of capital.
Topics include financial planning, management of working capital, analysis of investment
opportunities, sources of long-term financing, government regulations, and global influences. Pre-
requisites: Students must have completed MBA 500, 510 and 520 before enrolling in this course.

MBA 550 - QUANTITATIVE METHODS FOR DECISION MAKING 3 Hrs.
Design, operation, and control of services and manufacturing systems. Emphasis on using
analytical tools for problem solving in process analysis and re-engineering, work-force
management, material and inventor management, aggregate planning, total quality management,
and others. Pre-requisites: Students must have completed MBA 500, 510 and 520 before
enrolling in this course.

MBA 560 - APPLIED ECONOMICS IN BUSINESS DECISION MAKING 3 Hrs.
This course examines how economic tools, techniques, and indicators can be used for solving
organizational problems related to competitiveness, productivity, and growth. Students will
explore the management implications of a variety of economic concepts and effective strategies to
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make decisions within a global market. Pre-requisites: Students must have completed MBA 530,
540 and 550 before enrolling in this course.

MBA 570 - LEGAL ENVIRONMENT FOR BUSINESS 3 Hrs.
Survey of the legal, political, and ethical environment in which business decisions are made.
Antitrust, employment, and consumer laws included. Federal, state, and international laws
covered. Pre-requisites: Students must have completed MBA 530, 540 and 550 before enrolling
in this course.

MBA 580 - HUMAN AND ORGANIZATIONAL BEHAVIOR 3 Hrs.
This course in human behavior is designed to teach student about why humans act and interact the
way they do. This course will also include Organizational structure and theory, work redesign,
perception and attribution, learning, motivation, groups, conflict, power, influence, leadership, and
decision-making. Organizational behavior within complex work organizations. Pre-requisites:
Students must have completed MBA 530, 540 and 550 before enrolling in this course.

MBA 599 - STRATEGIC PLANNING AND COMPETITIVE ANALYSIS (CAPSTONE)

3 Hrs.
Examination of the need to integrate the functional activities of the firm in planning corporate
objectives and achieving operating results. Emphasis on ability to identify issues and problems of
the firm as a whole, to explore alternatives and to make decisions which recognize the
interrelationships of the functional specialties within the total organization. Application and
integration of knowledge and skills of analysis developed in the preceding courses of the M.B.A.
program. This course can be taken only after completing nine courses of this program. Pre-
requisites: Students must have completed MBA 500, 510 520, 530, 540, 550, 560, 570 and 580
before enrolling in this course.

MBA 600 - SUPPLY CHAIN MANAGEMENT 3 Hrs.
A study of supply chain management concerned with all of the activities performed from the initial
raw materials to the ultimate consumption of the finished product. Examines the major aspects of
the supply chain: the product follows; the information flows; and the relationships among supply
chain participants. Topics include: supply chain information technologies, supply chain design,
strategic alliances between supply chain participants, and supply chain initiatives. Pre-requisites:
Students must have completed MBA 500, 510, 520, 530, 540, 550, 560, 570 and 580 prior to
enrolling in any 600-level course.

MBA 610 - ADVANCED ENTREPRENEURSHIP 3 Hrs.
This course introduces the student to starting a venture to help understand the value of ideas and
creativity. An investigation of the advantages and disadvantages of entrepreneurial spirit in the
startup and operations of an entrepreneurial business included planning, organizing, and managing
a new business; staffing the business; production of the product or service; marketing the product
or service; profit planning and control; security and family considerations in the business. This
course takes an action-step approach to developing powerful, functional business plans and
sharpening students’ business focus for future entrepreneurial business success. Pre-requisites:
Students must have completed MBA 500, 510, 520, 530, 540, 550, 560, 570 and 580 prior to
enrolling in any 600-level course.
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MBA 620 - INVESTMENT 3 Hrs.
The course covers the theoretical and practical applications of investments. The topics covered
include portfolio and diversification theory, short-term investments, long-term investments,
investment banking, security trading, measuring portfolio performance, international investing,
and mutual funds. Pre-requisites: Students must have completed MBA 500, 510, 520, 530, 540,
550, 560, 570 and 580 prior to enrolling in any 600-level course.

MBA 630 - INFORMATION SYSTEMS FOR MANAGERS 3 Hrs.
An examination of the use of information systems to support the management activities of an
organization. Topics include: the fundamentals of hardware, software, database management, data
communications, transaction processing information systems, decision support system,
information reporting systems, office automation, networks, expert systems, and systems analyses
and design. Pre-requisites: Students must have completed MBA 500, 510, 520, 530, 540, 550,
560, 570 and 580 prior to enrolling in any 600-level course.

MBA 640 - PROJECT MANAGEMENT 3 Hrs.
This course provides a systematic and thorough introduction to all aspects of project management.
Projects are an increasingly important aspect of modern business. Therefore, the course underlines
the importance of understanding the relation between projects and the strategic goals of the
organization. The course also discusses the technical, cultural, and interpersonal skills necessary
to successfully manage projects from start to finish. It emphasizes that project management is a
professional discipline with its own tools, body of knowledge, and skills. Concepts are reinforced
by case studies covering a wide variety of project types and industries. Pre-requisites: Students
must have completed MBA 500, 510, 520, 530, 540, 550, 560, 570 and 580 prior to enrolling in
any 600-level course.

MBA 650 - ADVANCED HUMAN RESOURCE MANAGEMENT 3 Hrs.
This course provides students with an overview of current knowledge and techniques used in
managing human resources in organizations. Topics covered include: employment law, role of HR
manager in developing job analysis, job description, job design, HR planning, recruiting, selecting,
training, developing, performance appraisal, compensation, benefits, and international HR
management. Pre-requisites: Students must have completed MBA 500, 510, 520, 530, 540, 550,
560, 570 and 580 prior to enrolling in any 600-level course.

MBA 660 - ETHICS, LAW AND THE GLOBAL BUSINESS 3 Hrs.
This course is a survey of legal and ethical issues facing management in complex global business
situations. Traditional ethical theories are studies and applied to contemporary global business
issues. This includes the nature, formation, and system of law in the United States, and how it
relates to international business. Additionally, personal and group ethics will be explored for the
purpose of developing character leadership. Pre-requisites: Students must have completed MBA
500, 510, 520, 530, 540, 550, 560, 570 and 580 prior to enrolling in any 600-level course.
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MBA UNDERGRADUATE PRE-REQUISTIE COURSES FOR
NON-BUSINESS DEGREE HOLDERS

Undergraduate Pre-requisite Courses

Students who do not possess a degree in business or a closely related area may be considered for
admission into the MBA program if they have met the undergraduate pre-requisite course
requirements subject to the Dean/Program Director’s approval. The Dean/Program Director will
review individual student transcripts to determine if pre-requisite course requirements or
significant undergraduate courses in Business taken qualify the student for entry into the program
without having to take undergraduate pre-requisite courses. Those students who do not have an
undergraduate business course background will be required to take four (4) undergraduate pre-
requisite course prior to being admitted into the MBA program. Applicants with significant work
experience in the business sector will be considered on a case-by-case basis at the discretion and
approval of the Dean/Program Director. The four (4) undergraduate pre-requisite course
descriptions are listed below as follows:

ACC 130 - Introduction to Accounting (3 credit hours)

A study analyzing, classifying and recording business transactions in both manual and
computerized environments. Emphasis is placed on understanding the complete accounting cycle
and preparing financial statements, bank reconciliations and payroll. The student will define
accounting terminology: analyze and record business transactions in a manual and computerized
environment; complete the accounting cycle, prepare financial statements; and apply accounting
concepts related to cash and payroll.

BUS 131 - Introduction to Business and Leadership (3 credit hours)

This course is an introduction to the private enterprise system. Topics covered include forms of
business organizations, business finance, human resource management, production,
entrepreneurship, business ethics, marketing, and the changing business environment.

BUS 133 - Statistics for Business (3 credit hours)

This course examines the use of descriptive statistics, probability, confidence intervals,
hypothesis testing, analysis of variance, regression and correlation analysis, t-tests, and
applications of technology for statistical analysis, including the interpretation of the relevance of
statistical findings for business problem solving and decision making.

ECO 133 — Microeconomics and Macroeconomics (3 credit hours)

The course illustrates the way in which economists view the world. Students will learn about
basic tools of micro- and macroeconomics analysis and, but applying them, they will understand
the behavior of households, firms and government. Problems include: trade and specialization;
the operation of markets; industrial structure and economic welfare; the determination of
aggregate output and price level; fiscal and monetary policy and foreign exchange rates.
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