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WElcomE To NDU

The Student Affairs Office (SAO) at Notre Dame
University-Louaize (NDU) is a service-oriented unit that represents
students through the following: Financial Aid Office, National
Social Security Office, Counseling Services, Athletic Office,
Activities Office, Health Services, Community Service Office,
Student Housing, Student Life Office, and Student Union.

We believe that education is not limited to the classrooms
alone, which is why we make it our Mission to provide students with
the right support to help them enjoy success, well-being, and
mental and physical development. The SAO also ensures that students
make the most of their University experience by:

• Offering high quality and accessible services that (a) help
students integrate in the University, (b) guide them through their
studies, and (c) help them overcome obstacles;

• Creating programs and activities on an ongoing basis that
serve to meet the needs of student development on all levels, i.e.
mental, spiritual, physical, psychological, social, and
educational;

• Enhancing, promoting, and encouraging personal benefits and
initiatives, leading to overall satisfaction on many fronts,
including recreational, collective, social, and educational.

The Dean of Student Affairs Office and the SAO Staff Members
take great pride and pleasure in:

• Providing assistance to all students;

• Assisting and supporting students throughout their academic
journey;

• Answering all students’ questions and orienting or referring
them to the appropriate Office on Campus;

• Working closely with students to help them liaise with the
relevant University Departments/Units;

• Creating relations with other universities in various sports,
social, and educational activities;

• I nnovating and providing more facilities to students, and
reviewing current policies to help meet students’ needs.

“A cultured student is the leader who can assume
responsibilities with self-confidence and lead his/her community
toward a better and brighter tomorrow. This student can only become
a model to be followed when he/she embraces moral and ethical
values that make him/her influential among his/her fellow students
at university, and later on, colleagues at work.” Fr. WALID MOUSSA,
NDU President.

Dr. ZIAD FAHEDDean, Student Affairs Office
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VISION, VALUES AND MISSION

MISSIONACCOMPLISHED,YOU MAY NOWPROCEED!


	
VisioN, ValUEs, aND missioN

As a Catholic institution inspired by the cultural and spiritual
heritage of the Maronite Order of the Holy Virgin Mary, NDU seeks
to provide comprehensive qual-ity education that fosters excellence
in scholarship, life-long learning, enlightened citizenship, human
solidarity, moral integrity, and belief in God. In designing its
curricula, NDU is committed to the philosophy and standards of the
American model of liberal arts education. Conceiving itself as an
authentic academic community, NDU promotes diversity, respect for
human dignity and rights, and concern for the common good. Its
profound aspiration is to prepare its students to be future leaders
who can exercise reason upon knowledge and shape a world of truth,
justice, love, and freedom.

The resulting statement of our mission is as follows:

FACULTY HANDBOOK | 7

VisionNDU’s vision is to become the choice Catholic University
in Lebanon, providing students with the finest fac-ulty and
comprehensive curriculum in the Maronite tradition.

Core ValuesNDU is determined to put into practice core values
that respect the humanity and the dignity of the individual, help
us on our life path of learning, and allow us to discover our
attributes through cooperation while we search for truth, for
individual empowerment, and for the enhancement of the world around
us.

As a Catholic University in the Maronite tradition, we dedicate
ourselves to the following core values and to making them live and
thrive at NDU: faith, excellence, scholarship, freedom, integrity,
service, diversity, empathy, tolerance, respect, and learning for
life.

MissionIn 2007, the University Accreditation Committee
perpetuated the work begun by the University Strategic Planning
Steering Committee, which, in October 2006, proposed the revised
University Mission Statement based on the one developed by the
Founders of NDU and its central administration, and approved by the
Board of Trustees on November 15, 1987.
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NDU, as a comprehensive Catholic University, is committed to the
following concepts:

1. NDU is dedicated to the creation of knowledge for its own
sake. It views the unencumbered pursuit of knowledge as a condition
for the betterment of humanity and seeks to weave the research part
of its mission into nearly all of its programs and activities. The
interconnections between teaching and research are of special
importance, and NDU is similar to its competitors in that it adopts
the philosophy that teaching and research are bound together
inseparably.

2. NDU expects all faculty members to be effective teachers and
productive scholars and regards the two qualities as being
inseparable. Effective teaching over time cannot be maintained in
the absence of productive scholarship; otherwise, the first rate
classroom performance of today will most likely dete-riorate over
time.

3. NDU as a Lebanese Catholic University is committed to
offering its students quality and affordable edu-cation with the
most widespread exposure to diversity. Therefore, NDU makes every
effort to attract minorities, women, and the underprivileged to
fields in which they are underrepresented.

4. NDU realizes that a sound education in the liberal arts is
essential to undergraduate education and therefore, to its mission.
In addition, its professional education, with its liberal arts
foundation, stresses human growth and enrichment.

5. The University, owing to its countless national and
international associations and partnerships, is com-mitted to
remaining highly integrated in the global environment, reaping the
benefits of a diverse Uni-versity community and incorporating
international content into its curricula. In order to provide
premium education for its students, it is an active participant in
local, national and international arenas.

6. As a university degree has become essential for so many and
more individuals are demanding lifelong learning, NDU aspires to
become one of the distinctive comprehensive universities in the
Middle East playing a fundamental role in graduate and professional
education. As postgraduate education is be-coming indispensable in
today’s world, NDU can play a vital role in providing more
opportunities for such an education in Lebanon.

7. In accordance with its teaching and research mission, NDU is
dedicated to strengthening the wellbeing and welfare of the
Lebanese by offering numerous service programs. These include
cultural promotion, economic development, and community service,
such as those organized and supervised by NDU’s Office of Student
Affairs. Another major contributor to social activities is the
University’s Office of Re-search under the direction of the Vice
President for Sponsored Research and Development. This Office plays
a distinctive role in supporting socially responsible research and
development projects of national and international interest. It is
a role nurtured and supported by the Board of Trustees (BOT).

Notice of Non-Discriminatory PolicyGuided by Vatican II’s
Declaration on Religious Liberty Dignitatis Humanae, n.2 AAS 58
(1966), NDU does not discriminate against those who have other
religious affiliations. However, “Catholic Teaching and Discipline
are to influence all university activities.” (Apostolic
Constitution of the Supreme Pontiff, John Paul II, on Catholic
Universities BI). NDU complies with all applicable
nondiscrimination laws and does not engage in prohibited
discrimination on the basis of race, color, nationality or ethnic
origin, sex, age, or disability.

VisioN, ValUEs, aND missioN


	
STUDENTS’ RIGHTS

GOT IT ?JUST FOLLOW

THE RULES
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sTUDENTs’ RighTs

Learning Freedom The Catholic tradition and the spirit of Notre
Dame University (NDU) recognize and encourage every student to
practice the right and the duty, to sincerely get engaged in the
search for the truth. It is within the tradition of NDU to
encourage every student to be involved in activities related to
learning, and research and to sup-port all students in profit from
their personal experience with knowledge at the undergraduate and
graduate levels of learning.

Freedom of ExpressionThe University student is entitled to
freedom to express himself as part of the learning process.
Accordingly students are entitled to freedom in speaking and
writing as growing intellectual citizens contributing to the
development of themselves and of the community. As university
students their attitude and performance should be characterized by
accuracy, objectivity, and respect for others opinion.

University Benefits and FacilitiesThe University student is
entitled to draw the moral and intellectual benefits provided by
the University for its internal community. He/she is also entitled
to make use of every learning facility whether electronically, or
the form of printed matter, or otherwise. Laboratories and
conference halls are at the disposal of every single student in
order to facilitate his/her all-round growth and on-going
performance.

Learning ResponsibilitiesWithin the Classroom

- Demonstrating the ability to learn; - Contributing in the
learning process; - Participating in the creation of an atmosphere
favorable to suitable education.

Outside the Classroom- Preparing regularly written and oral
daily homework; - Writing term papers, reports, projects, and
theses, when and if required at the graduate level; - Keeping in
contact with the academic advisor during office hours;- Being
familiar with the curriculum and academic requirements of their
major.

- Abiding by academic rules and regulations related to course
schedules, examinations, and the grading system.

University Service Responsibilities- Participating in students’
assembly meetings, club meetings, commencements, and other
student

activities on campus; - Offering services, where and when
possible, to the larger university community;- Getting involved in
the social and cultural student campus life.

Student Dress CodeStudents are expected to dress appropriately
for an academic setting. Clothes should be neat, decent, and not
provocative. Reasonable suggestions by the Dean of SAO with respect
to what constitutes appropriate dress will be accepted by students.
Refusal to comply with such specific reasonable requests will be
grounds for university disciplinary action.


	
ACADEMIC ADVISING

AND REGISTRATION

NEED ADVICE? READY? REGISTER
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acaDEmic aDVisiNg aND REgisTRaTioN

What Do I Need to Know?

• Academic Advising• Tuition Settlement• Registration
Eligibility• Registration• Registration by Absentia• Late
Registration• Cross-Registration• Improper Registration• Changes in
Registration• Registration in a Course with an I Grade

Academic AdvisingUpon admission and prior to registration, each
student shall be assigned an Academic Advisor on his/her letter of
acceptance. The Academic Advisor shall

a. Advise his/her advisees to observe the basis of admissions as
set in their letters of acceptance.b. Make himself/herself
available to his/her advisees during office hours, and when
necessary by ap-

pointment, throughout the academic year.c. Assist his/her
advisees to properly fulfill all requirements of the degree
enrolled for.d. Study and update the files of his/her advisees
throughout their residency at NDU.e. Make his/her advisees aware of
and familiar with the University academic rules, regulations
and

policies.f. Explain clearly the:

- Registration process,- Course offerings,- Course
substitution,- Course prerequisite,- Course selection,- Full-time
(part-time) credit load,- Degree planning,and other related
matters. Hence, students are encouraged to consult their Academic
Advisors on a regular basis throughout their residency at NDU.

Registration EligibilityAn undergraduate student will be
eligible for registration on having settled all previous pending
issues (academic, financial, disciplinary, administrative, etc… )
with the University at the offices concerned. Otherwise, he/she
cannot proceed any further toward his/her registration.

REGISTRATION An undergraduate student must register on the date
assigned to him/her by the Office of the Registrar by

a. Receiving the tuition statement from the Business Office.b.
Paying the appropriate tuition and fees to the appropriate
bank(s).c. Preparing his/her course schedule in accordance with the
suggested program of study for their major.d. Registering courses
online or from the Division of Computing Services or Advisor’s
Office.

New students should register in the Advisor’s Office by filling
an appropriate Registration Form.

Clearance - National Social Security Funds (NSSF) Office –
Student Affairs Office (SAO)

A. Returning studentsReturning students under the age of 30 who
are sophomores, juniors, seniors, graduate,and who

a. benefit from any of those governmental health plans:• صندوق
تعاونية موظفي الدولة

• صندوق تعاضد القضاة• صندوق تعاضد الهيئة التعليمية في الجامعة
اللبنانية

• البلديات• الصندوق الوطني للضمان االجتماعي

must:• fill out Form B (تصريح استفادة)• attach an original
statement from the local office they (or their parents) belong
to

which certifies their benefit ,(إفادة من مركز التبعية الرسمي) •
a photocopy of their Family Status Record (إخراج قيد عائلي) not
older than one year

b. benefit from(انظمة القوى االمنية (اجليش, االمن الداخلي, األمن
العام, امن الدولة, واجلمارك

must:• fill the Form B (تصريح استفادة)• attach a photocopy of
their benefit card; (صورة عن البطاقة الصحية المجددة)• a photocopy
of their Family Status Record (إخراج قيد عائلي) not older than one
year

N.B: The procedure is repeated at the beginning of every
academic year.
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acaDEmic aDVisiNg aND REgisTRaTioN

c. have stopped benefiting from a governmental health plan
(mentioned above) while at NDU must:• fill out Form A1 1) and Form
A2 • attach a photocopy of the Family Status Record (اخراج قيد
عائلي) not older than one year

d. do not benefit from any governmental health plan (mentioned
above) while at NDU and are enrolled for the second or more
consecutive year at NDU must:

• Verify their cleared status through the SIS program prior to
payment at the Bank and the registration procedure
accomplishment.

Filling out Form C (اعالم عن طالب مسجل) is the responsibility of
the Social Security Office –SAO.

Thus, students who are registered at the National Social
Security Funds (NSSF) as NDU students and who did not report any
change of status, are not required to pass by the SAO.Their
coverage by NDU will be automatically renewed for a fee of LBP
202.500.-L.L. payable along with their tuition fee at the bank.

However, if any change of status takes place (new work, new
National Social SecurityFunds coverage...) students are required to
inform the SAO. Students who did not complete this step are totally
held responsible for any problem that might arise due to an
incomplete NSSF file.

• Returning students who reach the age of 30 years old are
exempted from presenting any official document and will have to
fill Form B (تصريح استفادة);

Students will not be able to register if they do not submit the
required documents at the National Social Security Office-SAO.
Students can pick up their appropriate forms from the Social
Security Office at the SAO or from the Internet
(www.ndu.edu.lb).

New studentsNew students who:a. do not benefit from any
governmental health plan

must:• fill out Form A1 (تصريح عن طالب جامعي) and Form A2 (تعهد
عدم استفادة)• attach a photocopy of the Family Status Record (اخراج
قيد عائلي) not older than one year

b. benefit from any governmental health planmust:• fill out Form
B (تصريح استفادة)• an original statement from the local office they
(or their parents) belong to which certifies the benefit• attach a
photocopy of the Family Status Record (اخراج قيد عائلي) not older
than one year

(تعهد عدم استفادة) (تصريح عن طالب جامعي)

(إفادة من مركز النبعية الرسمي)

New students accepted as Intensive English or Freshman (Arts,
Sciences) are not exempted from NSSF benefit obligations. After
fulfillment of any of these two levels’ requirements (Intensive or
Freshman) and before registration of their regular courses,
students are requested to pass by the Social Security Office – SAO
to present documents required for Clearance like any other regular
NDU student.New students accepted as Foreigners (non-Lebanese
students) are exempted from NSSF benefit obligations but they are
still entitled to clearance procedure (NR- non-Lebanese).New
students (transferred) who benefit from the NSSF through the former
university for one or more consecutive years must submit their NSSF
number and if not they must:

1. fill out the Form C (إعالم عن طالب مسجل )2. attach Receipts
(per Academic year) or Administrative Statement in Arabic from the
former university3. attach a photocopy of their Family Status
Record (إخراج قيد عائلي) not older than one year

New students (transferred) willing to register for the Spring
Semester and having NSSF clearance as beneficiary from the previous
university for the Fall Semester of the current Academic year must
submit their NSSF number and if not they must:

1. fill out the Form B (تصريح إستفادة)2. attach a Receipt or
Administrative Statement in Arabic from the former university3.
attach a copy of their Family Status Record (إخراج قيد عائلي) not
older than one year

Students can pick up their appropriate Forms from the Social
Security Office – SAO or from the Internet (www.ndu.edu.lb).

On forms A1, A2, B, C, the statement, and the photocopy of the
Family Status Record (إخراج قيد عائلي) students must write on the
top:

1. I.D. number as it appears on the letter of acceptance2.
major3. date of birth (D.O.B.) as it appears on the I.D.
(الهوية)

The Social Security Fund covers 80% of the medication, radiology
and 90% of the hospitalization. Besides, it is a Governmental
requirement from every student.
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The governmental health plans approved by the National Social
Security Fund (NSSF) are limited to the following ONLY:

( • صندوق تعاونية موظفي الدولة ( • تعاضد القضاة

) (إفادة من مركز التبعية الرسمي وليس من مركز العمل) • اساتذة
الجامعة اللبنانية ( • البلديات الصندوق الوطني للضمان االجتماعي

( • الجمارك • (Exception السلك العسكري (صورة عن البطاقة
المجددة)

For more information please contact phone #: 09/208805 or ext.:
2114 [email protected] or [email protected]

TUITION SETTLEMENTHow is tuition paid?Down Payment for Fall or
Spring

1. Undergraduate Full-Time Students• The Down Payment for a
full-time student wishing to enroll for the Fall or Spring is LL
2,000,000. This

Down Payment should be paid either in cash or in a certified
check.• A deadline is set for paying this down payment at any
Branch of Byblos Bank. The student should

always carry his/her University ID to the bank.• Upon paying the
down payment of LL 2,000,000, the student should proceed for
registration as

scheduled by the Registrar’s Office.• Failure to make the
specified down payment by the set date will result in denial of
registration.

However, if the down payment is made after the set date and
prior to the beginning of the semester, the student will be subject
for a fine of LL 100,000 in addition to the down payment of LL
2,000,000 before he/she can register.

2. Undergraduate Part Time Students• The Down Payment for a
part-time student wishing to enroll for Fall or Spring is amount of
three

credits. This Down Payment should be paid either in cash or in a
certified check.• A deadline is set for paying this down payment at
any Branch of Byblos Bank. The student should

always carry his/her University ID to the bank. • Upon paying
the down payment, the student should proceed for registration as
scheduled by the

Registrar’s Office.• Failure to make the specified down payment
by the set date will result in denial of registration.

However, if the down payment is made after the set and prior to
the beginning of the semester, the student will be subject for a
fine of LL 50,000 in addition to the down payment, before he/she
can register.

acaDEmic aDVisiNg aND REgisTRaTioN

3. Graduate Students • The Down payment for a graduate student
wishing to enroll for the Fall or Spring is LL 1,000,000. This

Down Payment should be paid either in cash or in a certified
check. • A deadline is set for paying this down payment at any
Branch of Byblos Bank. The student should

always carry his/her University ID to the bank. • Upon paying
the down payment of LL 1,000,000, the student should proceed for
registration as

scheduled by the Registrar’s Office. • Failure to make the
specified down payment by the set date will result in denial of
registration. How-

ever, if the down payment is made after the set date, and prior
to the beginning of the semester, the student will be subject for a
fine of LL 50,000 in addition to the down payment of LL 1,000,000
before he/she can register.

4. Students with scholarships, Financial Aids or Sibling Grant•
Students receiving 75% or 100% scholarships shall not go to the
Bank for the down payment but shall

immediately proceed to their advisors for registration. •
Students who have applied for Financial Aid, Scholarships or
Sibling Grant have to settle a down

payment of LL 1,500,000 instead of LL 2,000,000. In case the
application is accepted by the Financial Aid committee, amount of
the assigned deduction will be discounted from the remaining
tuition fees.

Installment Schedule for the Fall/Spring Semester A student
should check his/her detailed Statement of Fees from the student
information system (SIS) and then make the following payment at any
Branch of Byblos Bank. Concerned students should note that
overpayment refund, if any, will be processed at the Business
Office. Failure to abide by the deadlines set for the settlement of
the three installments will result in the following:

• A fine of LL 25,000 for every delayed installment to be added
to the due sum.• An Official warning.• Denial of Transcripts of
records.

In addition, failure to settle the account prior to Registration
time for the next semester will result in:

• Denial of Grades.• Denial of Transcripts.• Denial of future
registration.
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acaDEmic RUlEs aND REgUlaTioNs (UNDERgRaDUaTE)

Student Classes Students attending NDU who are not yet
considered as being at the university level areclassified as
follows:

b. Undergraduate students in the Faculties of FAAD and FE are
classified as being in the 1st, 2nd, 3rd, 4th or 5th year class
according to the number of credits completed as specified in their
respective suggested programs.

c. Undergraduate students in the Faculties of FBAE, FH, FNAS,
FNHS and FLPS are classified as follows:

Full-Time StudentsFull-time undergraduate degree students are
those who register for at least 12 credits during the Fall or
Spring semesters.

a.1. Class

Remedial/Intensive 0 credit

a.2. Class Number of Credits Completed (on courses of 100 level
and below 200 level)

Freshman 1–30 credits

Class Number of Credits Completed (on courses of 200 level or
higher)

Sophomore 31–60 credits

Junior 61–90 credits

Senior 91 and more

Part-Time StudentsPart-time undergraduate degree students are
those who register for less than 12 credits during the Fall or
Spring semesters. A part-time student does not qualify for
financial assistance.

Special Students or Non-Degree StudentsUndergraduate students
who are taking courses at NDU for credits but not working toward a
degree are considered Special Students or Non-Degree Students.
Non-degree students shall be accepted on a semester-to-semester
basis. Initial applications shall be made through the Office of
Admissions and thereafter through the Office of the Registrar. Such
students shall meet the academic standards required of degree
students and shall neither be permitted to audit courses nor be
qualified for any kind of financial aid.

Transfer StudentsOnly transfer applications for students at the
Sophomore level or above are considered for acceptance. These
students must have completed at least 12 credits with a cumulative
GPAof 2.0/4.0 beyond their secondary school education at an
accredited institution of higher education recog-nized by the
Lebanese Ministry of Education and Higher Education . Courses on
which students scored “C” and above will be counted towards their
degree, provided they are equivalent in quality to the courses
given at NDU. Nonetheless, only courses taken at NDU will be
computed in the GPA.Transfer students holding a B.A./B.S./B.B.A.
from another institution of Higher Education recognized by the
Lebanese Ministry of Education and Higher Education to the
Faculties of the FNAS, FNHS, FBAE, FH or FLPS are required to
complete at least 30 credits at NDU with a cumulative GPA of
2.0/4.0, and must satisfy all other graduation requirements for the
degree. At the same time, transfer students to the Faculties of
FAAD or FE are required to complete at least 45 credits at NDU with
a cumulative GPA of 2.0/4.0 and must satisfy all other graduation
requirements for the degree.

Freshman Students are Considered Inelligible for
TransferAuditorsAn auditor is an individual who has been admitted
to course(s) while satisfying the requirements for admission to
this course as deemed appropriate. He/she is required to pay75% of
the course(s) tuition. Once an auditor is registered, he/she cannot
change his/her status back to credit. Grades and credits will not
be given for auditing course(s) and hencecannot be counted for
enrollment certification, and for financial aid purposes.
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Schedule of ClassesUsually, classes are held Monday-Friday.
However, some classes may be held on Saturday.During semesters,
classes start at 8:00 a.m. However, some four-credit courses may
start at 7:30 a.m. For summer sessions classes start at 8:00
a.m.

Attendance PolicyStudents should attend all classes. A pattern
of absences may affect a student’s grade substantially. The Class
instructor, in full coordination with the Department Chair, is the
direct authority responsible for the implementation of the
Attendance Policy. The SAO only validates absences related to
University events, travel, or medical excuses upon need and only
when requested by the Department Chair. The student is responsible
for the material presented during his/her absence. The maximum
number of absences for classes that meet on MWF is six and for
those that meet the TTH and in Summer is four, (or two hours per
credit course). Any student whose absences exceed the maximum
limits shall automatically be unofficially withdrawn from the
course, unless he or she withdraws.

Examinations and QuizzesAll courses normally have written final
examinations. Such examinations are not required in seminars, field
work, internship programs, studio courses and senior projects, but
the instructor concerned may choose to give one.As to quizzes and
progress tests, instructors shall give a minimum of two per course.
If, for a legitimate reason acceptable to the instructor of the
course, a student misses a quiz, he/she should arrange for a
make-up with the instructor of the course within a maximum period
of two weeks from the date assigned for that quiz. Final
examinations shall count for a maximum of 40% of the final grade.
Those exams should be comprehensive by nature. The remaining 60%
account for quizzes, progress projects, tests, term papers and
other requirements as specified by the respective department. A
minimum of 40% of the course evaluation should be known by students
prior to the official withdrawal deadline.Different sections of the
same course must be given a common departmental final
examination.

Final Examination Make-UpIf a student misses a final examination
for a legitimate reason, he/she should make arrangements for a
make-up examination with the instructor of the course and the
chairperson of the department. If permission is granted, the
student shall pay the University a make-up final examination fee of
LBP 200,000. Consequently, the final examination make-up shall be
taken no later than the 8th week of the next academic semester if a
grade of incomplete “I” is submitted to the registrar. In the case
where a change of grade is not received by the Registrar’s Office
within the set period, a grade of “F” shall be given for that
course.

Graded Final Examination PaperThe graded final examination
papers of a course offered during a given semester or the summer
session must be submitted to the Department Chairperson concerned
within 72 hours from the scheduled date of the final examination of
that course. These papers must be kept at the department concerned
for at least one semester along with a copy of the course syllabus,
final examination, and its solution.

Final GradesA course’s final grades should be submitted to the
Office of the Registrar 72 hours after the scheduled date of the
examination for that course. The instructor should submitted online
the final grades to the Department Chairperson who will in turn
submit them to the Dean of the respective faculty for final
approval.

Record Book or Blue BookThe original record/blue book of the
courses taught by a faculty member during a given semester or the
summer session must be submitted to the concerned Department
Chairperson within 72 hours from the latest scheduled date of the
final examination of his/her courses. This book shall be kept at
the department concerned for at least one academic year, with a
copy of it signed by both the Faculty Member concerned and his/her
Department Chairperson shall be submitted to the Office of the
Faculty Dean concerned.

TranscriptsUpon request, students can obtain an official
transcript or a student copy transcript from the Office of the
Registrar within two working days. Transcripts cannot be issued to
students who have a financial account pending with the
University.

Change of GradeOnce a student’s grade for a course for which
he/she is enrolled during a given semester or he summer session, is
approved by the Faculty and processed by the Registrar’s Office, it
shall be final in the absence of justified circumstances such as
evidence of human error in calculation, recording, visual
oversight, or confusion in the names of students or course
sections.Under justifiable circumstances, to change a grade, the
instructor of the course should fill in and sign a l
“Change–of-Grade Form”, which can be obtained from the Registrar’s
Office. All supporting documents including the instructor’s record
book should be attached to the form. Once the new grade is approved
by the department’s Chairperson, it is forwarded to the Faculty
Dean for final action and then resubmitted to the Registar’s
Office. Only under force majeure would a student’s case be
considered beyond those five days. The student may petition for
re-evaluation of his final grade in a particular course. No case
will be considered after a lapse of one semester.
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Change of Provisional GradeChanges made to the provisional grade
“I” and “PR” should be done within an allotted period otherwise the
Registrar’s Office will directly convert the grade to “F”. The “I”
grade must be changed by the end of the 8th week of the following
semester and the “PR” grade must be changed by the end of the
following semester.

Grades for Repeated CoursesStudents must repeat courses for
which they got a grade of “F”, “UW”, or those courses for which
they did not get the required passing grade set by the Department
or Faculty concerned, in the case where these courses are required
in the major. Students must repeat these courses immediately the
next time they are offered. Students may also repeat a coursefor
which they got a grade below “C”.For a repeated course, only the
last grade, whether higher or lower, will be computed into the GPA.
The other grades are kept on the student’s transcript. A course may
be repeated only twice. A student who fails to pass a course for
the third time will have to comply with the instructions of the
Dean concerned. The letter “R” will be placed on the student’s
transcript next to the course being repeated.

Grades upon Change of Major

1. Upon approval of change of major, all grades on transferable
or non-transferable courses taken by a student in his/her old
major/area of concentration remain part of his/her official
transcripts. Unlike the transferable grades, the non-transferable
ones are not computed in the student’s GPA for the new major and
are not counted toward the total number of credits required for
graduation for the new major. A student cannot ask for a
non-transferable course to be computed back in his/her GPA.

2. The students who benefited from the above rule (#1) cannot
return to their old major, and cannot request to have their major
changed again to any major which requires a non transferable course
grade, which was deleted from his/her GPA.

System of GradesThe University uses the following system of
grades. This system consists of letter grades with their
corresponding numerical ranges (i.e. percentage equivalent, and the
4.0 point maximum).

UW | Unofficial Withdrawal The grade “UW” is assigned by the
instructor when a registered student has never attended a class or
has ceased attending and has not submitted an official course
withdrawal request to the Registrar’s Office. This grade is
computed as an “F” grade in the GPA.

W | Official Withdrawal The grade “W” indicates withdrawal
without academic penalty. This grade is issued by the Registrar’s
Office only to students submitting an official course withdrawal
form by the scheduled deadline. The grade “W” is not computed in
the student’s GPA and may not be changed to any other grade under
any circumstances.

Grade Description Quality Point Percentage Value Equivalent

A+ Outstanding 4.0 97-100

A Excellent 4.0 93 - 96

A- Very Good 3.7 89 - 92

B+ Good 3.3 85 - 88

B Good 3.0 80 - 84

B- Good 2.7 77 - 79

C+ Satisfactory 2.3 73 - 76

C Satisfactory 2.0 70 - 72

C- Passing 1.7 66 - 69

D+ Passing 1.3 63 - 65

D Lowest Passing 1.0 60 - 62

F Failure 0.0 0 - 59

UW Unofficial Withdrawal 0.0
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PR | Progress, Re-enroll The grade “PR” is a provisional grade,
and hence it is not computed in the student’s GPA. It is used to
reflect progress on continuing research efforts for the senior
study or the senior research or design project until it is
completed. If this provisional grade is unresolved by the end of
the following semester, the Registrar’s Office will automatically
convert it to the grade of “F” and it will be computed in the
student’s GPA.

U | Audit The grade “U” indicates that the individual was an
auditor or listener

in the course. This does not have any quality point value, and
hence it is not computed in the student’s GPA. Neither the credits
nor a written statement can be given for a class audited, and no
instructor is autho-rized to admit anyone as an auditor to any of
his/her classes unless the individual has registered as such.

I | Incomplete The grade “I” is a provisional grade, and hence
it is not computed

in the student’s GPA. It indicates that the student has for good
and justified reasons not completed all course requirements, but
there is a reasonable expectation that he/she will successfully
complete it. If this provisional grade is unresolved by the end of
the 8th week of the following semester, the Registrar’s Office will
automatically convert it to the grade of “F”, and will then be
computed in the student’s GPA. However, students, who are out of
attendance in the semester fol-lowing the one in which the course
was taken, have one year to com-plete the work. Degree candidates
should be aware that an “I” grade received during the last semester
in any of the courses required for graduation will automatically
result in the postponement of graduation.

P | Pass “P” indicates a passing performance in a course taken
in a Pass/No

Pass. The credits if any will be added to the number of credits
passed, but will not be included in the average. It has no quality
points.

NP | No Pass “NP” indicates a failing performance in courses
taken on a Pass/No

Pass basis. No credits will be added to the student’s record,
nor will the average will be affected. It has no quality.

Grade-Point AverageThe Grade-point-average (GPA) or index is the
ratio of the total quality point values divided by the number of
the credit hours attempted by the student, as shown below.

The GPA of the five courses would then be:

which is equivalent to a grade of “C”. Students are expected to
know how to compute their own GPA. Cours-es with a grade of “W”,
“U”, “PR”, or “I” are not counted in computing the cumulative GPA.
The same applies to all transfer courses. Hence, grades for work
done at institutions other than NDU are not included in the GPA.
Only courses and credits may be transferred. Thus, the cumulative
GPA is an average of all the credit hours attempted by the student
at NDU.

Course Number Grade Credit Hours Quality Total Quality &
Designation Earned Attempted Point Values Point Values

ARB 211 B+ 3 × 3.3 = 9.9

BAD 425 A 4 × 4 = 16

HUT 305 D 3 × 1 = 3

MAT 215 F 3 × 0 = 0

CSC 200 C- 1 × 1.7 = 1.7

14 30.6

30.6 14

2.19
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Academic StandingThere are 4 kinds of academic standing for an
undergraduate student at NDU:

Good Academic StandingAn undergraduate sophomore student is
deemed in good academic standing if his/her cumulative GPA
satisfies any of the following cases:

Academic ProbationAn undergraduate student will be on academic
probation if his/her cumulative GPA satisfies any of the following
cases:

Academic SuspensionAn undergraduate student placed on academic
probation for three consecutive semesters will be placed on
academic suspension (i.e. third probation is the suspension)
irrespective of whether she/he is registered or not. If the third
semester of probation happens to be the first (ie Fall) or second
(ie Spring) semester of the academic year, the student is granted
one more semester for the removal of suspension.

Students placed on suspension may consider the following
options:

1. The student may register, upon the written approval of
his/her academic advisor, in a number of courses at other
accredited institutions of higher education. The credits for the
courses completed with a grade of “C” or better may be transferred,
as appropriate, towards the requirements of his/her degree at NDU.
The grades and GPA for these courses, however, shall not be
transferred.

OR

2. The student may petition to the Dean of his/her Faculty to
reconsider the suspension decision. The Dean will, then, determine
the final status of the student in the light of the GPA
obtained:

• If the Cum. GPA is 1.79 or lower the student will be placed on
academic suspension in his/her Faculty but may, nonetheless,
register in another Faculty at NDU following due procedure;

• The suspension may be withheld if the Cum GPA is 1.8-1.99. The
student is given another chance to obtain good standing.

Academic DismissalAn undergraduate student is dismissed from the
University if he/she fails to maintain good academic standing
either during the semester immediately following reinstatement from
academic suspension or after the student had been granted
permission from the Faculty Dean to have the suspension removed but
failed to do so.

If the student’s semester GPA is at least 1.5/4.0, 1.7/4.0 or
2.0/4.0, and his cumulative GPA is still below 2.0/4.0, the student
is granted another extra semester. If at the end of this semester
the student still fails to be in good academic standing (cumulative
GPA), he/she will be dismissed.

Cumulative GPA # of Undergraduate Credits

At least 1.5/4.0 1 cr. – 12 cr.

At least 1.75/4.0 13 cr. – 24 cr.

At least 2.0/4.0 25 cr. or more

Cumulative GPA # of Undergraduate Credits

Less than 1.5/4.0 1 cr. – 12 cr.

Less than 1.75/4.0 13 cr. – 24 cr.

Less than 2.0/4.0 25 cr. or more
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Academic RecognitionThere are two kinds of academic
recognition:

1. Dean’s Honor List:Full time students who obtain a semester
GPA of 3.20/4.00 or higher with no incomplete grades, during a
given semester are placed on the Dean›s List for that semester.
These students are invited to attend the Dean’s Luncheon held in
their honor.

2. Graduation with Distinction:An undergraduate student with
high academic achievement will graduate with:

• Cum Laude (Distinction), if the cumulative GPA falls between
3.20/4.0 and 3.49/4.0;• Magna Cum Laude (High Distinction), if the
cumulative GPA falls between 3.50/4.0 and 3.79/4.0;• Summa Cum
Laude (Highest Distinction), if the cumulative GPA is 3.80/4.0 or
above.

Such distinctions appear on the student’s transcript and degree.
A transfer undergraduate student is only eligible for these
distinctions if he/she has completed at least 60 credits at
NDU.

Academic IntegrityStudents are expected and encouraged to be
honest and to maintain the highest standards of academic integrity
in their academic work and assignments at the University. They
shall refrain from any academic dishonesty or misconduct including;
but not limited to:

• Plagiarism; that is, the presentation of someone else’s ideas,
words or artistic, scientific, or technical work as one’s own
creation. Also, paraphrasing, summarizing, as well as well as
direct quotations are considered as plagiarism, if the original
source is not properly cited;

• Cheating;• Assisting in cheating;• Substituting a student in
the taking of an examination;• Substituting examination booklets;•
Submitting the same work for more than one course and the like;•
Submitting papers written by others;• Receiving or providing
unauthorized help or assistance in any academic work or
assignment;• Intentional violation of program and degree
requirements and regulation as established by the University;•
Dishonest reporting of computational, statistical, experimental,
research, results, or the like.

Penalties of Academic DishonestyCommitting any academic
dishonesty or misconduct will definitely subject the student(s) to
serious aca-demic penalties including; but not limited to:

• Failure in an assignment or a course;• Suspension from the
University for the remainder of the semester. The student will
receive from the

Registrar, a notice forbidding him/her, for the specified
semester to occupy any portion of the Univer-sity premises, and
denying him/her all University privileges, including class
attendance. Suspension becomes effective immediately upon receipt
of the notice. There is no refund of fees for the semes-ter in
which the action is taken, but any fees paid in advance for a
subsequent semester are refunded. Following the expiration of the
term of suspension, the student shall be enrolled under probation
for one regular semester or Summer session;

• Suspension for additional period. The total duration of the
suspension should not exceed one aca-demic year;

• Dismissal from the University. The student will receive from
the Registrar a written notice which per-manently terminates
his/her student status. The same policy will be followed regarding
notification and the refund of fees as in the case of
suspension.

Reporting Academic DishonestyIf an instructor has reason to
believe that a student has committed an act of academic dishonesty,
he/she must inform the student and discuss the circumstances of the
matter with him/her. The instructor shall also consult with his/her
Chairperson and take the appropriate action. The Chairperson shall
inform the student’s advisor in writing about the accident and the
action taken. The student will receive a copy of that letter. If
the Chairperson believes the misconduct deserves suspension or
dismissal from the University, he/she should forward the case to
the Dean. If the student wants to challenge the action, he/she can
appeal by petitioning to the University Student Affairs Committee
through the Registrar.
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Change of Major

1. Within a FacultyTo be eligible for a change of major within
the same faculty, the student must meet the requirements for
admission to the new major. He/She must submit a petition for
change of major provided by the Registrar’s Office. The request for
the student’s admission is considered by the new department and by
the dean concerned. After approval, the petition is sent to the
Registrar’s Office for implementation.

2. From a Faculty to a FacultyA student moving into another
Faculty within the University is considered as a new student by the
new Faculty. The student is required to fill in a petition form for
a change of major provided by the Registrar’s Office and signed by
the Business Office and by his/her advisor. The form is to be
submitted to the Registrar’s Office, which in turn will send the
form to the University Admission Committee.

3. By University ActionA student will be asked to change his/her
major for any of the following reasons:

• If he/she is on probation and fails at the end of a semester
or summer session in two or more of his/her major and/or core
courses;

• If he/she fails to pass a major course after having repeated
it twice.

Deadline for Submission of Change of MajorThe deadline for
submission of the petition for change of major for both categories
is:

• The last Friday of December month for the Spring semester;•
The last Friday of June month for the Fall semester.

Graduation RequirementsDegree RequirementsStudents are required
to fulfill the following requirements in order to be eligible for a
bachelor degree:

1. Completing all required credits for the degree.2. Fulfilling
satisfactorily all course requirements for the degree as well as
remedial/intensive courses

given upon admission.3. Fulfilling all other admission
requirements.4. Maintaining at least a 2.0/4.0 cumulative GPA for
the degree.5. Satisfying the residency requirements for the
degree.

6. Maintaining the required minimum cumulative GPA for the major
and core courses required for the degree, as specified by the
concerned Department.

7. Maintaining good academic discipline.8. Settling all accounts
with the University.

These conditions must be met together with the degree
requirements in effect during the semester of the student’s first
registration at NDU. This shall also apply to reinstated students.
However, readmitted students must meet the degree requirements in
effect during the semester of their readmission, unless their
read-mission letter states otherwise. Students who do not have the
required cumulative GPA of 2.0/4.0 for the degree and/or the
required cumulative GPA for the major and core courses required for
the degree, but yet have completed all other requirements, may
repeat up to 5 courses, as approved by the Academic Advisor, to
meet the required numerical level(s).

Second Degree RequirementsA student with a Bachelor degree may
register for another degree at NDU after being accepted by the
University. Such a student must:

• Satisfy all the requirements for the new degree in accordance
with the statements of Section I of this policy;• Have a residency
of at least two full semesters;• Complete at least 30 credits in
the new degree over and above the credits already used to satisfy
the first

degree with a minimum cumulative GPA of 2.0/4.0.

Teaching Diploma RequirementsA holder of the official Lebanese
Baccalaureate Part II or its equivalent will be eligible for a
Teaching Diploma upon completing satisfactorily at least 18 credits
beyond his/her Bachelor degree with a cumulative GPA of at least
2.0/4.0

Teaching Certificate RequirementsA holder of the official
Lebanese Baccalaureate Part II or its equivalent will be eligible
for a Teaching Certificate upon completing satisfactorily 18
credits with a cumulative GPA of at least 2.0/4.0
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Graduation Check ListTwo semesters prior to graduation, the
Registrar’s Office must submit to the concerned Academic Advisors
and students a graduation list of potential candidates for
graduation for verification. This list must include the
following:

• The already completed requirements for the degree;• The
requirements, which remain to be completed for graduation;• The
cumulative GPA for the degree;• The major courses and the core
courses average.

Once the checking process is completed, the checked list must be
returned to the Registrar’s Office to finalize the tentative
graduation list and hence send it back to the Faculty for voting at
the end of the student last semester.

Conferring of Degrees Degrees are conferred three times a year,
at the end of Fall, Spring, or Summer session.Students expecting to
graduate must apply for graduation at the Registrar’s Office by the
following deadlines:

• November 15 for the graduates of the Fall and Spring
semesters;• March 15 for the graduates of the Summer session.

Any delay in applying may delay graduation. The formal
conferring of degrees by the President occurs annually at the
Commencement on the second Friday of each July. Potential Summer
graduates can not participate in the ceremony of the conferring of
degrees.

Residency RequirementsResidency Requirements for Bachelor of
Art, Bachelor of Science, Bachelor of Business Administration and
Bachelor of Hotel Management

There are 2 kinds of Government Regulations for the B.A., B.S.,
B.B.A., B.H.M., and the like:

1. Minimum Residency: A minimum of 8 semesters of residency is
required, beginning with the Freshman Class, or 6 semesters,
beginning with the Sophomore Class. Two Summer sessions will be
considered as equivalent to one regular semester. This period of
time must be spent at a recognized and accredited institution of
higher education; however, at least 30 credits requirement must be
completed at NDU with a cumulative GPA of 2.0/4.0, in addition to
all other graduation requirements for the degree.

2. Maximum Residency: A maximum of 16 semesters of residency is
allowed, beginning with the Freshman Class, and 12 semesters,
beginning with the Sophomore Class.

Residency Requirements for the Bachelor of Engineering1. A
minimum of 10 semesters and a maximum of 20 semesters.2. At least
the last 45 credits must be completed at NDU, in addition to all
other graduation requirements

for the degree.

Residency Requirements for Bachelor of Architecture1. A minimum
of 10 semesters and a maximum of 20 semesters.2. At least the last
45 credits must be completed at NDU, in addition to all other
graduation requirements

for the degree.

Participation in Commencement ExercisesThe University encourages
June graduates to participate in the Commencement exercises. Summer
and Fall graduates may participate in the following Commencement
exercises provided they notify the Registrar›s Office of their
intent by mid-June at the latest by submitting the online form.
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Undergraduate Registration Academic AdvisingUpon admission and
prior to registration, each student shall be assigned an Academic
Advisor by his/her Department Chairperson, upon the approval of the
Faculty Dean. The Academic Advisor shall:

1. Advise his/her advisees to observe the basis of admissions as
set in his/her letter of acceptance.2. Make himself/herself
available to his/her advisees during office hours, and when
necessary by

appointment, throughout the academic year.3. Assist his/her
advisees to properly fulfill all requirements of the degree
enrolled in.4. Study and update the files of his/her advisees
throughout his/her residency at NDU.5. Make his/her advisees aware
of and familiar with the University academic rules, regulations
and

policies.6. Explain clearly the:

• Registration process• Course offerings• Course substitution•
Course prerequisite• Course selection• Full-time / part-time credit
load• Degree planning

and other related matters. Hence, students are encouraged to
consult with their Academic Advisors on a regular basis all
throughout their residency at NDU.

Registration EligibilityAn undergraduate student will be
eligible for registration upon settling all previous pending issues
(academic, financial, disciplinary, administrative, etc ) with the
University at the offices concerned. Otherwise, he/she cannot
proceed any further toward his/her registration.

RegistrationThe registration date for undergraduate students is
assigned by the Registrar’s Office. To register, a student
should:

1. Receive tuition statement from the Business Office.2. Pay the
appropriate tuition and fees to the allotted bank(s).3. Prepare
his/ her course schedule. 4. Register for courses; off campus
(internet) or on campus (intranet): Advisor or Division of
Computing

Services.New students should register at the Advisor’s
Office.

acaDEmic RUlEs aND REgUlaTioNs (UNDERgRaDUaTE)

Registration By AbstentiaAn NDU undergraduate student is allowed
to register in abstentia (or by proxy) by some legally recognized
individuals (i.e., parent, sister, or the like) under justifiable
reasons such as illness, being abroad, and the like. Such a student
shall be entirely responsible for discrepancies in his/her proxy
registration, if any.

Late RegistrationAfter the third day of classes in either the
Fall semester or the Spring semester or the second day of the
Summer session the late registration period shall be scheduled and
its fees shall be determined. No student may be registered beyond
this day for the current semester or the Summer session. During the
late registra-tion day, a student shall follow the steps of the
registration, as described in section IV of this policy. Further,
it shall be understood that students registering during the late
registration day shall be responsible for all work assigned from
the beginning of the semester or the session. They shall be also
subject to the requirements of the attendance policy as of the
first day of classes.

Cross-Registration1. An NDU undergraduate student may be allowed
to cross-register a course at another institution if:

• The course is not offered at NDU during the semester in which
the student is expected to graduate;• The course in which the
student intends to cross-register is equivalent to his/her required
course

at NDU;• The course does not conflict with his/her course
schedule at NDU;• The student has the Cross-Registration and
Registration Forms signed by his/her Department

Chairperson, and Academic Advisor as well as the Registrar’s
Office and the Business Office;• The student returns the
appropriate Cross-Registration form(s) to NDU Registrar’s Office
after

officially registering at the other institution;• The student
has to submit an official transcript of records for his/her
cross-registered course to the

Registrar’s Office at NDU.

2. A non-NDU undergraduate student may be allowed to
cross-register a course at NDU upon submission of a written
authorization from his/her institution allowing him/her to register
for this course at NDU in accordance with NDU undergraduate
registration policy.
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Improper RegistrationOnly officially enrolled students in a
class are allowed to attend the class. The instructor of the class
should inform any non-officially enrolled student of his/her
improper registration and should immediately report it, in writing,
to the Registrar’s Office, and should also ask the student to
immediately proceed to the Registrar’s Office for a settlement.

Changes in RegistrationChanges in registration become effective
and official on the date the approved completed form is submitted
to the Registrar’s Office, and accepted and processed, and the
financial obligations resulting from these changes are settled with
the Business Office.

Adding and/or Dropping CoursesA student may add or drop a course
or change a section in his/her registration schedule during the
add/drop day only. This can be done by:

1. Dropping or Adding by himself/herself at the Division of
Computing Services or in the Advisor’s Office.2. In the Drop/Add
period, two modifications are allowed by the student.3. In case a
section is closed, or a student wishes to wave
prerequisites/co-requisites and the like, only

during Drop/Add period he/she has to fill in a Drop/Add form to
secure the concerned Dean’s signature.4. Receive his/her modified
tuition statement from the Business Office.

Withdrawal From Courses1. In accordance with the University
Refund Policy, students may officially withdraw from courses
without

academic penalty by the late registration day. In this case no
grades will be inscribed on their record. They may also withdraw
any time prior to the 14th week of the Fall or Spring semesters and
before the 28th day of the Summer session .Then a grade of “W” will
be inscribed on their records.

2. Withdrawal after the deadline will result in an “F” or “UW”
on the dropped course. No withdrawal is allowed beyond this period
unless the student petitions to the Dean concerned, due to urgent
reasons. Once the petition is approved, the Registrar will then be
instructed by the VP for Academic Affairs to assign the grade “W”
on the dropped course(s).

Attendance after WithdrawingOnce a student has withdrawn from a
course, he/she cannot continue to attend or audit this course
during the same semester.

Student ReinstatementUpon return, a student with leave of
absence shall inform the Registrar’s Office for reinstatement.
Those students on probation who have been approved for leave of
absence will remain on probation upon reinstatement.

Dropping a Course While on ProbationA student on probation may
drop any course during the probation period.

Registration in a Course with an ‘I’ GradeStudents may not
register in a course if he/she has an incomplete grade in its
prerequisite(s).

Student Academic LoadFull-Time and Part-Time LoadsRegistration
in at least 12 credits for the Fall or Spring semester constitutes
a full-time load for an under-graduate student. Otherwise, it
constitutes a part-time load.

Maximum Load for Registration per SemesterThe maximum load for
registration during the Fall or Spring semester by any
undergraduate student is either 16 credits or the number of credits
specified in his/her suggested program for that particular
semester. How-ever, student on good academic standing can take up
to 19 credits per semester provided that this number of credits
does not contradict any residency requirements. Student with a
cumulative GPA of 3.50 and above, may petition to register for one
additional three credits course over and above the regular load.
This additional load, may be approved provided the residency
requirements are met.

Maximum Load for Registration in the Summer SessionThe maximum
load for registration by any undergraduate student in the Summer
session is 9 credits or less as determined by the Faculty
concerned.

Maximum Load for Students on ProbationStudents who are on
probation may register for a maximum of 13 credits per semester of
which at least 9 credits for courses that must be repeated, if
any.

Maximum Load for Students with Incomplete(s)Students who have
two or more incomplete grades from a previous semester or the
Summer session may register for a maximum of 13 credits per
semester unless these courses are senior projects or the like.

Maximum Load for Students with Cross-RegistrationThe combined
load for students with both registration at NDU and
cross-registration in another institution must not exceed the
maximum load stated above.
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Tuition and FeesNDU is a non-profit institution. Tuition and
fees paid by students represent a small percentage of the full cost
of a student›s education. The deficit is covered by income from
gifts, grants and donations from foundations, alumni and friends of
the University. The fees cover applications, membership in National
Social Security Fund (NSSF), activities, Yearbook and Student
Association, and Insurance. Membership of Lebanese students in the
NSSF is mandatory by law. Thus prior to registration, students are
urged to follow the instructions given by the Students Affairs
Office concerning the clearance for NSSF.

Tuition

Fees

Because of the rising cost of higher education, universities are
facing severe financial problems. NDU reserves the right to change
tuition, fees and expenses at any time without prior notice. A
student may not complete registration, graduate, or receive any
transcripts of records until all dues are paid.

Refund PolicyContracts with faculty members and provisions for
education are made by the University in advance for the entire
year. Accordingly, if a student withdraws for justifiable reasons
after final registration, refund of tuition will be made according
to the following schedule of withdrawals:

• During drop/add period, 75% of the tuition is refunded;•
During the first week of classes, 50% of the tuition is refunded;•
Tuition is not refunded after the first week of classes;• Refund
policy does not apply during summer session. No refund of tuition
is made for any withdrawal

during summer session.

Financial Support for Re-enrolled coursesStudents who re-enroll
for any reason in any course shall not benefit from any financial
support for the enrolled courses.

Tuition/Credit Hour LBP 495,000(Engineering or Architecture)

Tuition /Credit Hour (All Others) LBP 425,000

Tuition/Intensive English LBP 4,100,000

Tuition /Credit Hour (Auditing) LBP 75% of credit tuition

Admission Application LBP 100,000

Entrance Examination LBP. 75,000 per exam

Late Registration LBP 100,000

Petition LBP 5,000

Change of Major LBP 100,000

Make-up Final Examination LBP 200,000 Fee/Incomplete

Transcript (Official Copy) LBP 15,000

Transcript (Student Copy) LBP 5,000

Library Fee/Book /Day LBP 5000(Late Returns)

Graduation LBP 75,000

Medical Insurance LBP 50,000

Academic Fees LBP 175,000

Smart ID Card (when applicable) LBP 30,000

NSSF Fees (when applicable) LBP 202,500
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ObjectivesIt is the philosophy of NDU that students should not
be denied the opportunity of furthering their university education
because of limited financial resources. The Student Financial Aid
Program was established to meet the goal of this philosophy by
providing qualified students with financial aid regardless of
color, race, gender, religion, nationality, or political
affiliation.

The following is a brief description of the various financial
aid programs for undergraduate students;

Work-Study Grants (WSG)The Work-Study Grant is designed to
assist full-time students with proven financial need to cover part
of the cost of their education. Students who qualify as assistants
are assigned to various departments or offices in the
University.

Students will have to set a schedule for their working hours.
The schedule should not conflict with their class schedule and
should be signed by the Supervisor and the Financial Aid
Officer.

The hourly rate for students on WSG is 4.5% of the actual rate
per credit of each major. Students may receive up to 40% of his/her
tuition fees through WSG.

Students eligible for a WSG will have the added benefit of
developing their working skills as well as gaining a deeper sense
of personal responsibility and accomplishment.

EligibilityTo be eligible for work-study grant, a student
must:

• demonstrate financial need;• have completed 12 credits at NDU
(remedial credits not included);• have demonstrated academic
potential (cumulative GPA, minimum 2.3/4.0);• be enrolled as a
full-time student with a minimum of 12 credits each semester and a
minimum of 9

credits during the last semester at NDU. Only Interior and
Graphic Design students are eligible for WSG in their last academic
year, since they are required to take 10 credits in their last two
semesters of enrollment. This must be confirmed by the Chairperson
of the Visual Arts Department.

ConditionsAny student who has been granted a WSG will be covered
for a full academic year (exclusive of summer session) unless:

• his /her GPA drops below 2.3/4.0 during the first semester;•
he/she receives a scholarship from another institution exceeding
50% of tuition;• he/she benefits from the scholarship;• he/she
registers for less than 12 credits during each semester and less
than 9 credits during the last

semester at NDU;• he/she does not fulfill the job requirements
assigned by the Financial Aid Officer;• he/she does not abide by
the rules and regulations of the assignment;• it is revealed later
that the information submitted is forged.

ProceduresUndergraduate students may apply for financial aid by
filling out an application form, which can be obtained from the
Financial Aid Office.

Upon taking this application, the student should schedule an
interview with the Financial Aid Officer and submit the complete
form with the appropriate documents before the official deadline.
Every semester, dates and deadlines for obtaining and submitting
applications will be updated and posted on the NDU Website, and
scheduled in the academic year calendar.

WSG applications must be submitted one semester in advance (for
a Fall semester WSG, the application must be received by the
Financial Aid Office during the previous Spring semester).

Students applying for WSG may receive a home visit from the
Financial Aid Officer. After the procedure is completed, the
Financial Aid Committee will review each application carefully and
give the appropriate decision. For more information, consult the
Financial Aid Officer.
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Student EmploymentFull-time students proving to have special
skills which none of the WSG students possess may be employed for
the duration of one semester upon the request of Faculty Deans for
academic reasons. The Financial Aid Committee will determine the
working hours and the hourly rate.

GrantsGRANT FOR EXCELLENCEStudents demonstrating excellence in
sports, artistic, cultural, and social activities, and representing
the University in national and international contests could benefit
from a grant ranging from 10 to 15% of tuition as determined by the
Financial Aid Committee upon the recommendation by the Dean of
Student Affairs Office.To be eligible for a sports grant, the
student has to:

• join a sports team at NDU;• complete 12 credits at NDU
(remedial credits are not included);• be enrolled in 12 credits
each semester, and in at least 9 credits during the last semester;•
maintain a minimum cumulative GPA of 2.00.

SIBLING GRANTConditions

• If eligible, two siblings enrolled at the same time in the
University will benefit from a 15% discount each; three or more
siblings will be entitled to a 25% discount each;

• In case of financial need, eligible siblings will have the
possibility to raise the percentage given to a maximum of 40% by
applying to the WSG during the dates scheduled in the academic
calendar;

• A 50% scholarship will limit the percentage of Sibling Grant
to10%, and a 75% scholarship will totally eliminate the Sibling
Grant discount.

EligibilityTo be eligible for a sibling grant, a student
must:

• Be enrolled as full-time student with a minimum of 12 credits
except during the last semester before graduation when the number
of credits may drop to 9 credits;

• Maintain a minimum cumulative GPA of 2.00;• Be a sophomore,
junior, or senior student (Intensive, Freshman, and Masters
students are not eligible).

If one of the siblings does not fulfill the above criteria, the
other(s) may benefit if his/her sibling is enrolled in 9 credits
minimum for the undergraduate students and in 6 credits minimum for
the graduate student.

Procedure• The students must submit the Sibling Grant form and
attach it to a copy of their Family Identity Card. The

form is available at the Financial Aid Office during the first
week of each semester;• The siblings will benefit from the discount
as long as they are eligible. They do not have to renew their

application unless another sibling is enrolled for the first
time with them.

Undergraduate ScholarshipThe student shall benefit from the
program according to the following scale:Cumulative GPA from
3.40/4.00 to 3.65/4.00 ---------- 25% Scholarship;Cumulative GPA
from 3.66/4.00 to 3.79/4.00 ---------- 50% Scholarship;Cumulative
GPA from 3.80/4.00 to 4.00/4.00 ---------- 75% Scholarship.

EligibilityTo be eligible the student must:

• have completed 12 credits at NDU (remedial credits are not
included);• be enrolled in 12 credits (remedial credits are not
included) each semester and in a minimum of 9 during

the last semester;• have demonstrated academic excellence by
maintaining a high cumulative GPA (3.40/4.00 and above).

ProcedureIf the student fulfills the above criteria, he/she does
not have to apply, but will automatically benefit from the discount
on his/her tuition fees.E: [email protected]
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Statement of PurposeGraduate Studies at NDU promote humanistic,
ethical, and spiritual values in order to enhance intellectual
inquiry and awareness of human integrity and solidarity. In
addition, the graduate program seeks to develop the mental,
physical and spiritual potential of its student body. NDU also
seeks to enhance these values through liberal education and career
preparation that caters to the needs of Lebanon and the region.

Admission ProceduresTo be eligible for admission to a graduate
program, an applicant must hold a Bachelor degree or its equivalent
from an accredited institution of higher education preceded by a
secondary school certificate recognized by the Lebanese Ministry of
Education as equivalent to the Lebanese Baccalaureate Part
II.Admission to a graduate program at NDU is made on a semester
basis and follows the same deadlines as specified for undergraduate
applicants.Only complete files will be studied. Applications for
Graduate Admission are available in the Admissions Office; they may
also be downloaded from the NDU Home Page (www.ndu.edu.lb). The
application should include the required documents indicat-ed on the
form with a non-refundable fee of 150,000 LL and submitted to the
Admissions Office. Admission requirements to graduate study are
established and monitored by the concerned departments and
faculties.The Admissions Office will process applications, review
credentials and issue letters of notification. The Ad-missions
Office informs applicants in writing as soon as final decision is
taken. Applicants may check their admission status on the website.
The status is not final until the applicant receives a letter of
acceptance from the Admissions Office.

Required DocumentsApplicants whose undergraduate degree is from
NDU must submit:

• A graduate application form;• A copy of the Bachelor degree;•
An official transcript of their undergraduate record;• Two recent
photographs;• Two letters of recommendation;• The official GMAT/GRE
examination score.

Applicants from NDU are not required to take the English
Entrance Test. Applicants who must sit for the EET at NDU should
abide by the examination dates as they are specified for
undergraduate applicants in The Admissions Guide.

Applicants whose undergraduate degree is not from NDU should
submit the following documents:

• A graduate application form;• A copy of the Bachelor degree or
its equivalent certified from the Ministry of Higher Education;•
Official transcript(s) from universities attended during the last
three years, and the corresponding course

descriptions;• Copy of the secondary school certificate or
official equivalence;• Two recent photographs;• Two letters of
recommendation;• The official GMAT/GRE examination score.

English is the medium of instruction at NDU; applicants for
graduate study should demonstrate proficiency in the
English-language. Applicants from institutions where English is not
the language of instruction will be required to sit for either the
NDU English Entrance Test (EET) or the Test of English As a Foreign
Language (TOEFL); the minimum score must be 600 for the EET and
96-97 for the iBT.All documents become part of the permanent
records of NDU and will not be returned.

Other RequirementsIndividual Faculties retain the right to
request further requirements for admission to graduate programs
such as the Graduate Management Admission Test (GMAT) and the
Graduate Record Examination (GRE). Other requirements may include
recommendations from employer(s), auditions, interviews, and
samples of the student’s work or personal statements. These other
admission requirements will be stated in the letters of conditional
admission authorized by the concerned Faculty.
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Types of AdmissionRegular AdmissionRegular Admission is granted
to those applicants who have fulfilled all undergraduate admission
requirements. The minimum required cumulative GPA is 3.0 out of
4.0.

Conditional AdmissionApplicants whose cumulative GPA at the
undergraduate level ranges between 2.7/4.0 and 2.99/4.0 may be
considered for conditional admission as determined by determined by
the Faculties concerned. In addition to meeting the minimum
graduate admission requirements, Applicants must maintain a level
of academic ex-cellence expected of all graduate students and meet
the graduate admission requirements. These applicants may be
required to take at most 12 credit hours of preparatory courses in
the areas of identified deficiencies, and earn a minimum grade of
“B” in these courses to be eligible to pursue their graduate
studies.

Prospective ApplicantsCandidates qualify for this category if
they apply to a major other than the undergraduate degree from NDU
or an equivalent degree from any other recognized institution of
higher education with a cumulative GPA of at least 2.7/4.0. The
respective Faculty shall study the file of prospective graduate
students. They may recommend supplementary courses that the
applicant must complete with a minimum cumulative GPA of 3.0/4.0
prior to consideration for admission to graduate study. Credits
earned for these courses will not be counted toward the graduation
requirements for the relative graduate degree program.

Transfer ApplicantsApplicants wishing to transfer and complete
their graduate study at NDU must meet the graduate admission
requirements of NDU. A complete record of all courses completed
with course description must be submitted. Concerned Faculties
shall evaluate and determine the transferability of academic
credits in addition to the applicant’s eligibility for
graduate-level study at NDU.Normally, a maximum of 9 transfer
credits from previous work completed at another accredited
institution of higher education is permitted upon the discretion of
the Faculty Evaluation Committee. The course content and quality
must correspond to the NDU course description as required for the
requested major. The minimum score of each course must be “B” or
its equivalent. Transfer credits are not computed in the Cumulative
GPA but marked “Transfer”.

International ApplicantsTranscripts and degrees from foreign
institutions require special evaluation and must be certified by
the concerned offices. Consequently, prospective international
students are advised to submit their application forms, test
scores, and all other required documents at least one semester
before the beginning of the semester for which they are
applying.

Non-degree ApplicantsIndividuals seeking graduate coursework
without the desire of candidacy for an advanced degree may apply
and meet all requirements for admission to a graduate program as a
non-degree (graduate) student.

ReadmissionApplicants who are issued a letter of acceptance to
graduate study and fail to join their respective programs for two
successive semesters, must reapply for admission.

Graduate RegistrationRegistration ProcessA registration guide is
distributed to every graduate student before the period assigned
for registration. Students are advised to read the registration
guide and this section of the catalog carefully. Registration
involves the following steps:

Payment of FeesThe first step in registration is the payment of
fees. Every registrant must pay the fees in full, or make
arrangement for payment two weeks before the beginning of
registration. Regardless of the manner of payment, every student
must clear his/her registration with the Business Office.
Outstanding balances must be settled in full before a student is
allowed to register. Those who fail to honor the terms of the
arrangement of payment of fees will be denied the privilege of
future arrangements.

Consultation with Academic AdvisorsEach student is assigned an
academic advisor. With a proposed semester course schedule, the
student proceeds to his/her advisor for consultation and the
finalization of the selected courses. Students should consult with
their academic advisors in the places assigned them for
registration. The selection of courses is initially undertaken by
the registrant himself/herself. Registration in absentia or by
proxy is not permitted. Continuing students should check the course
requirements as prescribed for every major, and compare them with
the ones they have already completed. In the light of this
comparison, they should check the course offerings for the given
semester and then fill in their semester course schedules. New
students must make sure that all required documents, particularly
those mentioned in the letter of admission, are submitted to the
Registrar›s Office. They should also have in hand their letters of
admission and identity cards or passports to present them to their
advisors. Students should follow the steps indicated in the
registration guide.
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Course LoadA full-time graduate student must register for nine
credits per semester. Students registered for less than nine
credits per semester are considered part-time graduate students.
Graduate students cannot register for more than six credits in the
Summer session.

AuditingStudents may register for courses on an auditing basis.
Courses in which a student is so enrolled carry no credit but are
listed in the student’s transcript as audit. The fee charged by the
University shall be 75% of the fee paid by regular students.
Student auditors should fulfill the same admission conditions as
any other regular student.

Disclosure Of Students› RecordsThe University does not disclose
information and academic records of any student except with his/her
prior consent. Exceptions to this principle are made only in
compliance with judicial orders and health or safety emergency.

Tuition and FeesNDU is a non-profit institution. Tuition and
fees paid by students represent a small percentage of the full cost
of a student›s education. The deficit is covered by income from
gifts, grants and donations from foundations, alumni and friends of
the University. The fees cover applications, membership in National
Social Security Fund (NSSF), activities, Yearbook and Student
Association, and Insurance. Membership of Lebanese students in the
NSSF is mandatory by law. Thus prior to registration, students are
urged to follow the instructions given by the Students Affairs
Office concerning the clearance for NSSF.

Tuition

Fees

Because of the rising cost of higher education, universities are
facing severe financial problems. NDU reserves the right to change
tuition fees and expenses at any time without prior notice.A
student may not complete registration, graduate or receive a
transcript of record until all fees are paid.

Refund PolicyContracts with faculty members and provisions for
education are made by the University in advance for the entire
year. Accordingly, if a student withdraws for justifiable reasons
after final registration, refund of tuition fees will be made
according to the following schedule of withdrawals:

• During drop/add period, 75% of the tuition is refunded;•
During the first week of classes, 50% of the tuition is refunded;•
Tuition is not refunded after the first week of classes;• Refund
policy does not apply during summer session. No refund of tuition
is made for any withdrawal

during summer session.

Financial Support For Re-Enrolled CoursesStudents who re-enroll,
for any reason, in any course, shall not benefit from any financial
support for the-enrolled courses .

Tuition per Credit Hour LBP 6
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