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Welcome to Old Dominion University, Northern Virginia Testing Center!

The Student Handbook is your guide to the Northern Virginia Testing Center (NVC) and its
services geared toward former Northern Virginia Higher Education Center students. Inside you will
find quick references and information about services provided, campus policies and procedures,
advisor information and detailed information regarding completing your degree now that NVHEC
has closed. Your mindfulness of the policies, procedures, and important information contained
here will enable you to take responsibility for your education and truly make the most of this
collaborative effort!
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Northern Virginia Testing Center
Former Northern Virginia Higher Education Center (NVHEC)

ODU'’s Partnership with Northern Virginia Community College - Loudoun

Northern Virginia Community College — Loudoun has moved its Workforce Development department into
NVHEC's former space and has graciously agreed to house our testing center. Advising will be done on
site in Room 330, Testing in Room 331 and an ODU Student Study area in Room 332. Please remember
that we are a guest in NOVA’s new home. We have always been so proud of the way ODU students
conducted themselves while attending NVHEC and know that this tradition of a respectful learning
environment will continue.

Testing Center Hours and Information

ODU Northern Virginia Testing Center
21335 Signal Hill Plaza Suite 300
Sterling, Virginia 20164

The Northern Virginia Testing Center: Room 331
Testing Center Director and Advisor: Kara Gwaltney kgwalthe@odu.edu
Telephone: TBA Fax: TBA

The Testing Center will be open from 6:30 -10:00 p.m. three nights a week Mondays - Thursdays. Specific
days to be announced since they will likely vary from week to week. Once your professor submits an
exam request to the University database, Kara will schedule the exact date of that exam and contact you
via email; typically about a week in advance. A test schedule will also be available outside of Room 330.

As often as possible, exams will be scheduled for the same evening the class meets Monday — Thursday. If
you have a Friday exam, it will either be given the night before (Thursday) or the following Monday or
Tuesday, depending on professor preference. If you have a Saturday exam, it will be given the following
Monday or Tuesday. Kara will work with each professor to schedule his /her exam for NVC students.

You will take the in-class tests in the evenings at the Testing Center, regardless of the time that the rest of
the registered students in the class take their tests. If you have a conflict and CANNOT take the exam at
that time, it is your responsibility to contact the professor, obtain permission to test on an alternate
evening, and work with Kara to reschedule that particular exam.

Advising Services and Appointments — Room 330

Kara Gwaltney will continue to see students for regular advising at the Northern Virginia Testing Center.
Beginning June 2009, advising will be done via phone, email and appointment. If you need to meet with
Kara, please contact her directly via email or by calling the Testing Center (phone number TBD) . Kara will
schedule a time to meet with you on one of the evenings that the Testing Center is open or at another
time that is mutually acceptable.

Student Study Room 332
The use of this room begins once NOVA has fully moved in ¢ GRAND OPENING BY JULY 1 (we hope!)

Room 332 has been designated as an ODU Student Study Room. This room will be open to you during
regular NOVA operating hours. You may use it as a quiet place to study, or you can bring your laptop and
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headphones and Videostream your class from here if you need to. If you are also a current NOVA student,
you will be able to log onto their wireless network; if not, there will be some internet only ports you can
plug into to access ODU’s videostream.
PLEASE NOTE:
9 You MUST use headphones/ear buds if you videostream from your laptop.
9 There will be limited Internet Only ports — it is possible they may be full when you arrive.
9 If you have a WIFI card, feel free to use it.
The use of this room was a “gift” to us — it is especially important that we conduct ourselves respectfully
when using it. Thank you!!!

You are a Video Streaming Student!

All former NVHEC students participate in classes through either VideoStreaming or a web based
modality.

Video streaming is a means of delivering a live course to students by computer. Using a computer,
students may participate from any location; however, the course is live and does meet at specific class
times. Students can view the instructor; however, the instructor cannot view the students. Interaction
takes place in real-time by use of a Virtual Instructional Assistant (VIA).

Note that enrollment is often limited in video streamed courses; therefore, students are encouraged to
register early. (see Registering for Classes pg. )

***%*TQ participate in a video streamed course, your computer must meet certain technical
requirements. You must have a reliable Internet access, an Old Dominion University E-mail account, and
depending on the course, students may need to download or purchase additional software.

You can participate in a VideoStreaming Orientation and find out more about this method of course
delivery at http://www.dl.odu.edu/tools/vstream/index.shtml

Technical Difficulties - Should you experience technical problems with your Video Streamed course,
please contact the Videostream Help Numbers 1-877-348-6503 or 1-757-683-3192

Viewing a Class After Original Broadcast - You will be able to view the Archive of any course you are
enrolled in to review information. Please go to http://www.dl.odu.edu/tools/vstream/index.shtml
and click on the semester you need under COURSE OFFERINGS.
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How to Register for Classes

Video Stream slots will be held for Northern Virginia Center students for approximately
3 weeks after registration begins. Please check the website for exact dates each semester. If
you register after this point, you will need written permission from the instructor in addition to
a registration form to be added to the course.

Courses that you formerly watched televised at NVHEC will now be videostreamed to your home
or work computer or laptop. YOU WILL NO LONGER BE ABLE TO SELF REGISTER FOR THESE
COURSES. Please follow the following registration protocol:

1. Please pick up a schedule from the Testing Center or access online
(Website TBA).
***COURSES FOR NVC STUDENTS WILL NO LONGER BE VISIBLE IN LEQ!!***

2. Complete and fax or drop off a paper registration to the Northern Virginia
Testing Center. Students will be registered on a first come, first served basis.
You do not need a time ticket to register. However your account MUST be
free of any holds (advisor, accounts, prereq, Writing Center, etc) IF you have
holds, you will not be registered and your registration will be filed until you
notify Kara that your holds have been removed.

3. Please see sample registration (page 16) in this handbook — this details HOW
your registration paper should be completed. If you do not complete it that
way, you will not be able to be registered at that time.

4. You must submit a separate registration for each semester. For example: One
for Summer 09 and one for Fall 09.

5. If you would like to register for a WEB BASED COURSE: you may either self
register in LEO or you may include this course on your registration page.

ODU’s Registration Drop/Add/Withdraw form is a legal document. If you do not complete
it properly, your registration cannot be processed.

Once you have registered for courses, please email each professor and introduce
yourself as a Video Streaming student. This will help the professor best meet your needs and
he/she will be able to identify you as a student without a site.



Policies and Procedures

Due to the closure of the Northern Virginia Higher Education Center in May 2009, ODU is not
accepting any new admission applications to this site. Additionally, students from other sites or
from Main Campus will not be permitted to change their site to NVHEC.

We apologize for this inconvenience.

For administrative purposes, ODU is required to recode all NVHEC students to Quantico. This
DOES NOT MEAN you must test and attend at Quantico! You will still be a videostream student,
will test at the Northern Virginia Testing Center, and will receive advising from Kara. If you click
on STUDENT INFORMATION in LEO you will see SITE: Quantico. Then click on TEST SCORES: and
you will see a “Northern Virginia” indicator. Expect this change to take place in early June; it MAY
affect registration procedures for Spring 2010 in November. Kara will keep you posted when that
is determined.

Make-up Exams - Make-up exams are administered by prior arrangement only. Written instructor
permission is necessary to conduct any exam apart from the originally scheduled time. Once your
professor has given you permission, please forward that written permission to the Testing Center
Administrator who will determine if the reschedule can be accommodated.

Student Materials

Outgoing Assignments/Exams

You will submit assignments at the Testing Center to be sent to Main Campus via UPS. There will be a
designated place for submission at the Testing Center. (TBD once NOVA moves in)

Any submitted student work is logged into our database before overnight UPS delivery to the main
campus. Thus, Student Cover Sheets must be filled out completely each and every time you turn in
ANYTHING to the Student Services desk. Cover sheets will be located outside of the testing office and in
the Student Study Room. Do not take shortcuts, such as writing in only your last name or abbreviating the
name of the course. Please staple your cover sheet and assignment together rather than paper clipping,
which can get “hooked” to other materials. Do not use folders or binders because of added weight to our
UPS packages.

UNTIL NOVA ASSUMES FULL OCCUPANCY OF THE FLOOR: Please email Kara to let
her know you need to have materials sent to main campus. She will meet you at
the Testing Center and ship out your materials.

Incoming Assignments/Exams

Your returned homework and tests are logged into our database and filed according to course section.
You will be able to pick them up during Testing Center hours as designated. Because of confidentiality
issues, you may only pick up assignments with your name on them.

As a VideoStream student, it is your responsibility to get your assignment turned in to the professor in a
GAYSte Frakizy G2 | @2AR Al o0SAy3 andconia& informatiant S| & S
of the Testing Center so that you may submit your assignment there prior to the due date.



MUST DO'’s as an ODU Student

9 ALL students who are currently registered at Old Dominion University must have a student ID card.
This ID card must be presented before you will be permitted to take an exam at the Testing
Center.

1 Please activate and use your ODU email (Gmail) — it is a university requirement!

91 Obtain Your Course Materials - Information regarding course materials is listed in the
instructor’s syllabus. Instructors also post syllabi on Blackboard. Textbooks and/or Course Packs
are available for purchase through efollet.com, a mail-order company affiliated with the Follet
Higher Education Group. Orders may be placed online at www.odudlbooks.com. Click on FIND
YOUR TEXTBOOKS. Choose SELECT YOUR TERM and SELECT “TELETECHNET.” Choose your course
and course reference number using the appropriate menu boxes. In the event that efollet.com
does not carry your textbook/course materials, the ODU main campus bookstore can be reached
at 757-683-0048

1 Pay attention to tuition deadlines each semester. The University does not mail out bills.
Rather, you will receive e-bills. Please log in to LEO Online 482 hours after registration to view
charges

Tuition RatesIncreases in Effect for Summer 2009

In-State Undergraduate $236.00/semester hour
Out-State Undergraduate $651.00/semester hour
In-State Graduate $338.00/semester hour
Out-State Graduate $844.00/semester hour

You may pay online or by U.S. mail. If paying online, visit www.leoonline.odu.edu and enter the
secure area. If paying via U.S. mail, then send checks, made payable to Old Dominion University
to:

Office of Finance

Old Dominion University
Alfred B. Rollins Jr. Hall
Norfolk, VA 23529-0045

Failure to pay or failure to attend the course after registering is not justification for elimination of
charges. You must drop through LEO, or complete and sign a drop form. Submit the completed
form to the Northern Virginia Center. Students must drop using official procedures and within the
published deadlines in order to qualify for a refund or a release from charges.

9 Adhere to the ODU Honor Code
“| pledge to support the Honor System of Old Dominion University. | will refrain from any form of
academic dishonesty or deception, such as cheating or plagiarism. | am aware that as a member of
the academic community, it is my responsibility to turn in all suspected violators of the Honor
Code. | will report to a hearing if summoned."

Please take the time to understand the Honor Pledge and the Honor Code completely. Failure to

do so can cause severe damage to your academic career. You have already signed several
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documents, such as your application and registration forms, stating that you understand and agree
to abide by the Honor Code.

If you are unclear as to the finer points of the University Honor Code, this information is available
online at: http://studentservices.odu.edu/hc/. The University takes its Honor Code very seriously;
therefore, if you are suspected of violating the Honor Code, measures will be taken to conduct a
hearing on Main Campus.

1 Attend Classes! In the past for televised satellite classes you were required to submit a sign in
sheet documenting your attendance. Once you are attending courses through VideoStream, you
are still required to view and participate in the class at the time it is being broadcast. The
professor can see on his/her screen who is logged in for the class. Please contact your professor if
you will be unable to attend 1/3 or more of your course. A separate videotape/DVD policy dictated
by the University regarding this situation is posted online at
http://www.dl.odu.edu/policies/videocourse.shtml.

1 Stay ACTIVE! If you do not register for classes in consecutive semesters, your account may go
inactive. Once you are “inactive” you may reactivate and continue your education through ODU;
however you will not be able to reactivate as a Northern Virginia student. You will be required to
choose another site to attend (Lord Fairfax, Quantico, Main, etc) If you have questions regarding
how this could affect you, please contact Kara.

Additional Student Services

Career Management Center - NVC students interested in job search assistance, resume
preparation or an internship/co-op experience have full access to the comprehensive services of the ODU
Career Management Center (CMC). The CMC works with closely with distance learning students through
chat, telephone, email and videoconferencing. Additional Career Management Center information is
available oand online at www.odu.edu/cmc. Students may contact Heidi J. McFerron, Assistant Director,
Cyber Career Center Supervisor, Liaison to ODU Distance Sites, Old Dominion University Career
Management Center directly at: (757) 683-4388 or via email at: hmcferro@odu.edu.

ODU Library Access - Asan ODU student, you have access to any books or journal articles that are
available from the main campus library. To obtain a specific book or articeccess the library web page
and select LIBRARY SERVICES and PLACE AN ILL (Interlibrary Loan) REQUEST. The library website can be
accessed directly at http://www.lib.odu.edu/distance/index.htm.

If you are asked for a user name, enter your University Identification Number (UIN). If you need additional
help, call the ODU library reference desk at 757-683-4178 or the interlibrary loan office at 757-683-4171.
Call 1-800-968-2638 on weekdays 8-5 (Eastern Time) and ask to be transferred to one of these numbers
toll free.

ODU Transcripts - At the end of any semester in which you take classes for transfer from Northern
Virginia Community College or any other academic institution, be sure to request that a copy of your
transcripts be sent directly to the main campus Office of Admissions. Admissions will load the information
to your official record on LEO Online. Keeping your records up to date every semester will help ensure an
error-free graduation.
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Should you need an official copy of your ODU transcript, please access the form on the Registrar’s website
http://www.odu.edu/ao/registrar/transcripts/requesting/index.shtml

There is a $5.00 fee for official ODU transcripts. Unofficial transcripts are available on your LEO Online
account: http://www.leoonline.odu.edu.

University Wide Testing

The following tests are taken via computer. These exams are required and are offered at the
following sites:

Old Dominion University ¢ Norfolk

Quantico

Lord Fairfax Community College¢ Middletown or Fauquier Campus

Germanna Community College ¢ Fredericksburg

ODU ¢ Richmond Campus

The above list highlights the sites closest to Northern Virginia. To see other options please visit the Distance Learning
website.

Writing Sample Placement Test (WSPT)

The Writing Sample Placement Test (WSKIJ required University exam used to evaluate the writing
ability of newly admitted undergraduate students. Students must take the WSPT before the second
semester of enrollment as an admitted student. Students may retake the exam if an unacceptable score is
obtained; however, arrangements to retake the exam must be made with the Writing Center prior to
being cleared to register for the next semester. Please see the Student Services staff for more information
or to make an appointment to take the exam. For additional information, the Writing Center can be
accessed at: http://studentservices.odu.edu/writingcenter/ .

Exit Exam of Writing Proficiency (EEWP

Another required University exam for undergraduates is the Exit Exam ofVriting Proficiency (EEWPThe
EEWP is a graduation requirement of students with junior standing(58+ hours), who have completed and
passed the WSPT, and those pursuing a second baccalaureate degree. The EEWP is offered on the third
Saturday of every month (except August and December). Students should take the EEWP at least two
semesters prior to graduation. Registration forms are available online. Registration is usually available the
third week of each month for the following month’s exam. Deadlines and online registration times may
vary; consult the Writing Center website directly at: http://studentservices.odu.edu/writingcenter/.

MCTP Comprehensive Exam: MCTP Comprehensive exam is offered 3 times a year. Thisis a
paper based exam and will be given at the NVC Testing Center.

Special Education Comprehensive Exam - Is now completely computer based. You must

take this exam at one of the above mentioned sites. Offered three times a year.

Other College of Education Comprehensive Exams (ECI, OTS, Library Science

Reading, etc): These tests are given via paper OR computer. If you choose to take the exam paper
based, you may do so at the NVC Testing Center. If you opt for computer, you will need to select from the
list above or contact another ODU Higher Education Center.
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Key Contact Information

Admissions and Records: www.admissions.odu.edu
Main campus

800-348-7926

Online Bookstore: www.odudlbooks.com
Main Campus Bookstore: email: odu@bkstr.com

757-683-0048

Career Management Center: www.odu.edu/cmc

757-683-4388

Computer Help Desk: email: occshelp@odu.edu

757-683-3192

Finance/Student Accounts:

www.odu.edu/af/finance/students/
email: tuition@odu.edu Finance — fax

800-224-1450
757-683-4100

Financial Aid: www.odu.edu/af/finaid/
University/Institutional code for FAFSA form

757-683-3683
003728

Office of International Admissions:

www.admissions.odu.edu/international
email: intladm@odu.edu

757-683-3701

LEO Online: www.leoonline.odu.edu
Reset Leo PIN

757-683-3623

Library: www.lib.odu.edu/distance

757-683-4178

Registrar: www.odu.edu/registrar
email: register@odu.edu

757-683-4425

University Code for CEEB

5126

Veterans Affairs Services: www.odu.edu/registrar/ mss

email: vaservices@odu.edu
Andrea Dance, VA Certifying Official

757-683-3706

Writing Center:
www.studentaffairs.odu.edu/writingcenter/

757-683-4112
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