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Greetings, 

 

We are proud to provide you with this handbook about the Culture and Intensive English Program 

(CIEP) at the University of Northern Iowa in Cedar Falls, Iowa.  The CIEP has taught English to 

thousands of students over our 25 year history.  Most of our students continue to study at the University 

of Northern Iowa and other schools in the United States.  Other students use their CIEP skills back home 

at work or school.   

 

If you have any questions or concerns about the information in this handbook, please feel free to contact 

me or the CIEP office staff in Baker Hall, Room 72.  You can also contact us by email (ciep@uni.edu) 

or phone (319-273-2182). 

 

 

 

 

 

 

 

Sincerely, 

 

 

    

 

Philip Plourde 

CIEP Interim Director 

mailto:ciep@uni.edu
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CIEP Mission Statement 

 

The overall mission of the Culture and Intensive English Program (CIEP), which was established in 

1982 at the University of Northern Iowa (UNI), is to provide nonnative speakers of English with 

intensive English-language instruction and a cultural, social, and academic orientation to the United 

States.  Through its many programs, events, and connections on and off-campus, the CIEP seeks to 

accomplish the following: 

 

¶ Teach English as a second language (ESL) to students enrolled in CIEP classes. 

¶ Provide students with the cultural knowledge and awareness which they will need to function 

well both academically and socially. 

¶ Prepare students already enrolled in an academic program of study at UNI or preparing for 

enrollment to a college or university, with the academic skills necessary to be successful. 

¶ Inform students about options and opportunities for academic study at UNI and encourage them 

to apply for admission. 

¶ Recruit international students to the UNI campus in order to develop cross-cultural opportunities 

and educational opportunities for both Americans and international students. 

¶ Serve as a resource for faculty, staff, and students at UNI who are interested in international 

education or the teaching of English as a second language. 

Adopted January 1, 2008 

 

CIEP Goals 

 

The primary goal of the CIEP is to improve our studentsô ability to communicate in English.  We do this 

through speaking and listening practice in all classes, not just listening/speaking classes.  We also work 

with students to improve specific skills in grammar, writing, listening, speaking, and reading.  The CIEP 

does this by teaching students the skills and strategies that will help them use English both academically 

as well as outside of the classroom.  There are many opportunities for students to practice these skills 

outside of the classroom with roommates, conversation partners, other university students, and 

community members.   

 

Another important part of the CIEP is learning about American academic culture and popular culture.  

We closely relate English instruction with American cultural experiences because you cannot use a 

language well if you do not understand its society and culture.  It is also difficult to study and work in 

the United States if you do not have high levels of English language skills.  The CIEP works very 

closely with students to find the best opportunities for them to learn about the English language and the 

American culture. 

 

CIEP Aff iliations 

 

The Culture and Intensive English Program is a member of the following professional organizations: 

 

¶ UCIEP: Consortium of University and College Intensive English Program 

¶ AAIEP: American Association of Intensive English Programs 

 

CIEP Administrat ion and Faculty 

 

The CIEP has both office and teaching personnel on its staff.  The current director of the CIEP is Mr. 

Philip Plourde.  He plans class schedules, supervises the staff, answers studentsô questions regarding the 

CIEP, and makes sure that the program follows its policies.  His office is located in Baker Hall, Room 

72 and his email is Philip.Plourde@uni.edu (see Appendix A for a campus map). 

mailto:Philip.Plourde@uni.edu
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In addition to the director, there are staff members who work to make the CIEP run smoothly.  These 

staff members also work in Baker Hall, Room 72 and can be contacted by telephone at 319-273-2812 or 

by email at ciep@uni.edu.  The following CIEP Office staff is happy to respond to any questions you 

may have about the CIEP: 

 

Ms. Carolina Coronado-Park is the CIEP Program Coordinator.  She collects tuition, organizes 

orientations, answers studentsô questions about class schedules, grades, admission process, housing, and 

health insurance; and organizes various tasks for the CIEP. 

 

You are encouraged to talk to Ms. Coronado-Park, if you have questions such as: 

 

¶ When do I pay my tuition? 

¶ When can I pick up my class schedule? 

¶ How can I get an extra copy of my grades report? 

¶ How do I get health insurance when I am enrolled in the CIEP? 

¶ What are the requirements for applying to the CIEP? 

 

There is also one or more CIEP Activities Coordinators.  They organize social, cultural, and educational 

activities for the CIEP and administer evaluations.  They are also responsible for the Conversation 

Partner and the CIEP International Friendship Programs. 

 

Please contact the Activities Coordinator if you have questions such as: 

 

¶ How do I sign up for a Conversation Partner? 

¶ Who can participate in the field trips? 

¶ How long will the graduation ceremony/party last? 

¶ Where should I go for the culture talk? 

 

There are also several UNI students who assist in the everyday CIEP Office activities as CIEP student 

workers. 

 

In addition to the office staff, the CIEP also has several core instructors who deliver English-language 

instruction in reading, writing, grammar and listening/speaking.  These instructors have masterôs degrees 

in TESOL (Teaching English to Speakers of Other Languages) and many years of experience in 

teaching English in the United States and overseas.  Many of the CIEP instructors also have individual 

memberships with NAFSA: Association of International Educators and TESOL (Teachers of English to 

Speakers of Other Languages). 

  

All CIEP instructors have regular office hours each week so that you can meet with your instructors for 

additional help or to discuss individual course problems.  It is best if you learn when your instructors 

have their office hours and use this time for assistance and review.   

 

The core instructors are as follows: 

 

Marina Durinova   M.A. TESOL ï University of Northern Iowa 

durinova@uni.edu   B.A. TEFL/Intercultural Communication ï Tomsk State   

     University, Russia 

 

Gail Farber    M.A. TESOL ï University of Northern Iowa 

gail.farber@uni.edu   B.A. English & French - Secondary Teaching Emphasis - Oakland  

     University 

mailto:ciep@uni.edu
mailto:durinova@uni.edu
mailto:gail.farber@uni.edu
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Carol Johnston   M.A. TESOL ï University of Northern Iowa 

carol.johnston@uni.edu  B.A. Translation & Interpretation in English/French/Spanish- 

     Sacred Heart Womenôs University, Peru 

 

Emily Luttrell-Narigon  M.A. TESOL ï University of Northern Iowa 

eluttrell-narigon@hawkeyecollege.edu B.S. - Texas A&M 

 

Jaime Lyon    M.A. TESOL ï University of Northern Iowa 

lyonaa@uni.edu   B.A. Spanish Education ï Central College 

 

Petra Maier     M.A. TESOL-University of Northern Iowa 

lederero@uni.edu    M.A. English Philology & HistoryïPalacky University 

     Czech Republic 

 

Thomas Riedmiller   M.S. Curriculum & Instruction: TESOL ï Radford University 

thomas.riedmiller@uni.edu  B.A. German, Theatre and Speech Communication ï Cornell  

     College 

 

Gerilynn Toresdahl    M.A. TESOL and FrenchïUniversity of Northern Iowa 

gerit4@uni.edu     B.A. FrenchïUniversity of Northern Iowa 

 

 

Mike Williams   M.A. TESOL ï University of Northern Iowa 

mike.williams@uni.edu  M.A. Counseling ï University of Northern Iowa 

     B.A. Journalism ï University of Iowa 

 

The CIEP also employs adjunct instructors to teach when needed.  These adjunct instructors always have 

experience related to language teaching. 

 

In addition to the previously mentioned office staff and instructors, the CIEP may employ 1-2 graduate 

students each year.  These students work with the CIEP while completing their masterôs degree in 

Teaching English to Speakers of Other Languages (M.A./TESOL).  In many cases, they have previous 

teaching experience and have lived or worked in the United States or in other countries. 

 

CIEP Students 

 

Presently, the CIEP has 60-70 students from more than 20 countries.  The ages of CIEP students range 

from 18 years-old to 60 years-old, with the majority of students in their 20s.  Students study the English-

language in the CIEP for a number of reasons, but the majority are preparing to enter UNI as academic 

students. 

To be eligible for the CIEP, students must: 

¶ Be at least 17 years of age. 

¶ Be literate in a first or second language. 

¶ Fulfill all requirements for their visa status. 

CIEP Sessions  

 

mailto:carol.johnston@uni.edu
mailto:eluttrell-narigon@hawkeyecollege.edu
mailto:lyonaa@uni.edu
mailto:lederero@uni.edu
mailto:thomas.riedmiller@uni.edu
mailto:Gerit4@uni.edu
mailto:mike.williams@uni.edu
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The CIEP offers five full sessions per year: 2 in the fall semester, 2 in the spring semester, and 1 in the 

summer.  Each session lasts eight weeks and includes 20 hours of class work per week.  Exceptions to 

this rule are level 7 writing and lab class, which have independent study time. 

 

Placement of New Students 
At the beginning of each session, the CIEP tests all new students entering the program and academic 

students provisionally admitted for academic study at the University.  The placement test has four parts: 

1) a written essay, 2) a listening/note-taking test, 3) a reading test, 4) a grammar test, and 5) an interview 

with two instructors.  

In the written essay, you will  write about a general topic such as comparing city life to country life or 

describing the ways you can learn a new language.  You will be given 50 minutes to think and write an 

essay answer.  You will not be able to use or have a dictionary, cell phone, or other electronic device.   

 

In the listening/note-taking test, you will listen to a taped lecture about a general topic that is important 

to students studying in a foreign country.  You will listen to the lecture twice while taking notes on a 

sheet of paper each time.  You will use your notes to make answers to questions about the lecture.  The 

total time of this test is 45 minutes. 

 

In the reading test, you will read several small passages and select the correct answer on a multiple 

choice test.  The test is 50 minutes long. 

 

In the grammar test, you will answer fifty multiple choice questions that increase in difficulty and 

complexity.  

 

In the interview, two instructors will ask you questions about yourself and other general topics.  The 

interview is 10-15 minutes long. 

 

The placement testing starts at 8:15 am and ends about 4 hours later.  The teachers will review the 

results from the test and you will later receive your class placement.  Sometimes students are placed in 

different levels for each class, but students are rarely placed in classes that are more than one level apart. 

 

Re-Evaluation of Placement  

 

As a new student, instructors evaluate you to see if you are placed in the correct classes.  If both you and 

the instructor believe the class is not an appropriate placement, you are encouraged to complete the level 

change form. (See Appendix I for the level change form) 

 

In addition, all CIEP instructors meet with the CIEP Director after the first week of classes to discuss the 

placement for you and all CIEP students. Although it does not happen often, it is possible that the 

instructors and the CIEP Director will agree that you are incorrectly placed in a class level.  In this 

instance, you are invited to speak to the CIEP Director about your placement and you may be assigned a 

new level. 

 

CIEP Classes 

 

New CIEP students take the CIEP Placement Test at the beginning of their first term (a few days before 

classes begin).  This includes a reading test, an oral interview, a note-taking test, and an essay.  The 

results help us decide which level of study is best for each student.  Under normal circumstances a 

student can progress one level in each class within an 8-week session.   
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After we place you in the level that works best for you, then you receive a class schedule with a list of 

your classes, instructor names, times, and room locations.  The instructors will meet you in the 

classroom at the beginning of each class. 

 

As a full -time CIEP student, you receive 4 hours of daily classroom work (Monday through Friday) in 

one of 7 levels of instruction:   

Bridge - Beginner 

Level 2 - High Beginner 

Level 3 - Low Intermediate 

Level 4 - Intermediate 

Level 5 - High Intermediate 

Level 6 - Advanced 

Level 7 - Academic   

 

You are expected to attend classes, use English at all times in those classes, and complete homework 

assignments.  CIEP instructors will do a combination of pair/partner work, group work, individual 

projects, and instructor presentations to teach English.  You will not spend most of your class time 

listening to your instructors talk.  Instead, you should be active in answering question and doing 

activities in the classroom. 

 

The CIEP curriculum is designed to meet the needs of our students, yet flexible enough to allow teachers 

to make use of their individual strengths in teaching.  The classes are student-centered and use the latest 

books and methods in the field of teaching English as a Second Language.  This means that you will be 

asked to participate in activities and perform work that is new and unique to you.  Please have an open 

mind and take advantage of the opportunities to learn and practice English in class and outside of class. 

 

CIEP classes meet 20 hours a week, for 4 hours a day, Monday through Friday during the 8-week 

session.  There is a 10 minute break between classes.  Below is an example of a class schedule* : 

 
Listening/Speaking 

50 minutes  

Monday-Friday 

Grammar 

50 minutes  

Monday-Friday 

Writing 

50 minutes  

Monday-Friday 

Lunch 

Reading 

50 minutes  

Monday-Friday 

 

 

CIEP Payment of Tuition and Registration 

 

The CIEP charges tuition for its classes and you must pay your tuition in a timely manner.  You will 

receive an invoice for tuition and fees when you pick-up your class schedule at the CIEP Office.  Tuition 

needs to be paid at that time by personal check, travelerôs check, money order, or cash.   

 

If you have not paid your tuition for a current session, you will receive a letter of nonpayment.  If 

necessary, you should see the CIEP Director so that you can be given time during the course of the 

session to pay your tuition.  However, if you have not paid the entire amount by the last day of the 

session, you will not be enrolled in the next session.   
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If you decide to attend CIEP in the summer, and pay your tuition before April 1, the CIEP will discount 

$75 from your tuition for the summer session. 

 

Note: If you are not enrolled in classes, this can affect your immigration status because the University 

of Northern Iowa will know that you are no longer taking CIEP classes.  In addition, UNI will report 

you as an out of status student with the Bureau of Citizenship and Immigration Services.  If your status 

is terminated, you may file for reinstatement; however, this is a lengthy process and approval by the 

Bureau of Citizenship and Immigration is not guaranteed. 

CIEP Independent Study 

 

The CIEP can arrange for you to do an independent study with a teacher. You could meet with the 

teacher alone on a weekly basis to discuss your progress as you study to complete the material.  

 

Independent study work is graded and recorded in the CIEP office and the University.  

 

Independent Study is arranged by the CIEP Director. 

 

There are different reasons why the CIEP Director would allow you to do an independent study. For 

example, sometimes students stop attending classes for reasons beyond their control or a CIEP class may 

not be offered because there may not be enough students. In any case, the CIEP Director will decide if 

there should be an independent study and if there is a teacher available.  

 

Note: The tuition for an independent study is the same as a class. 

 

Auditing CIEP Classes 

 

The CIEP allows a person who is not an F1 student to attend classes for no grade for up to four weeks.  

This is called auditing and permission to audit must be given from the CIEP Director.  If you are 

auditing a class for more than a week, you will be charged tuition.  The tuition charged to you will be 

based on the number of weeks you audit.   

 

No credit and no grade will be given to you and there is no reduction in fees for auditing classes.   

 

If you audit a class, you are not required but encouraged to take midterm and final examinations.  In 

addition, you are required to take part in class discussions, take tests, or complete other course work.  

Attendance will be recorded.   

 

For the midterm and final exam, the word ñauditò will be written in your CIEP folder.   

 

You can audit the same class more than once.   

 

See Appendix B for a Request to Audit CIEP Classes Form. 

 

CIEP Class Size and Class Offerings 

 

CIEP classes are small and when a student is placed in a level for which there are fewer than five 

students, it is the policy of the CIEP to try and keep the class if possible.  However, if the CIEP chooses 

not to make the class, then other instructional arrangements will be made.  Below is a list of possible 

arrangements. 

 

A. You will be offered independent study with a tutor.  
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B. The class is offered at a later time and you will be enrolled then. 

 

There is no maximum class size in the CIEP; however, classes with more than 16 students will be 

considered for a second section.  The average class size at the CIEP is 12 students and the CIEP tries to 

limit its class size to 16 students. 

 

 

 

 

CIEP Class Cancellations 

 

If a CIEP class has to be cancelled due to weather, an instructorôs illness, or some other reason, the CIEP 

will attempt to reschedule the class. In certain instances, the University will cancel or postpone classes 

or other events. The University posts all weather and security related alerts on their website at 

http://weblogs.uni.edu/alert/archives/weather/ .  

 

If the class cannot be rescheduled, students have two options for replacing the missed class: enroll in 

independent study and/or enroll in an elective course. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://weblogs.uni.edu/alert/archives/weather/
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CIEP Class Outcomes 
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CIEP Proficiency Scale and Descriptors 

Students at level         , are able to do the following at the end of the termé 

 Listening/Speaking Reading                                   Grammar/Writing  

B 

Listen to and comprehend 73% (or 
better) of simple, slow speech; 
recognize short versus long vowels and 
ïed and ïs endings with many errors; 
construct simple sentences with a 
subject and a verb in simple present or 
present progressive; speak while using 
isolated words and memorized phrases 
in the context, or construct simple 
sentences with a subject and a verb in 
simple present or present progressive. 
(Students at this level show no ability to 
take notes and participate in a college 
course.) 

Read and comprehend very short, highly 
modified and simplified paragraphs up to 
100 words in simple present. 
(Students at this stage cannot read at 
the college level.) 

Identify and use in speaking and in 
writing: the verb ñto beò; simple present 
statements and questions; present 
progressive; nouns and pronouns such 
as singular/plural; count/noncount; 
subjects/objects; basic prepositions of 
location, time, and space; basic 
adjectives and their opposites; adverbs 
of frequency; simple past of ñto beò; 
simple past questions with ñwhenò; other 
structures appropriate to the level of 
instruction. 

Write simple compositions of 4 to 8 
simple sentences describing a situation, 
a scene or an object; complete simple 
forms and documents; write names, 
numbers, dates, own nationality, and 
other simple auto-biographical 
information; write short phrases and 
simple lists about daily life; write all of 
the symbols of the alphabetic system.  
(Students at this stage can neither write 
nor use grammar at the college level.) 

2 

Listen to and comprehend 73% (or 
better) of simple, slow speech about 
personal information and basic everyday 
topics with familiar vocabulary; 
discriminate between and pronounce 
(with some errors)  long versus short 
vowels and ïed and ïs endings; express 
personal information, basic objects, a 
limited number of activities, and 
preferences and immediate needs; 
respond to simple, direct questions or 
requests for information; ask only a very 
few formulaic questions and express 
personal meaning by relying heavily on 
learned phrases. (Students at this level 
show no ability to take notes and 
participate in a college course.) 

Read and comprehend simple, highly 
modified texts of varying length in simple 
present and simple past (up to 300 
words); locate a single piece of 
information; identify the main theme of a 
text; define unknown words through 
context using definitions or repetitions; 
make a simple connection with everyday 
knowledge. 
(Students at this stage cannot read at 
the college level.) 

Identify and use in speaking and in 
writing: the verb ñto beò with nouns; 
negatives; adjectives and places; yes/no 
questions with ñto beò; questions with 
when, where, and what time; verbs have 
and has; possessives; demonstratives; 
frequency adverbs; pronunciation of 
plural noun forms; irregular singular 
verbs; negative questions; spelling of 
verb forms; present versus present 
progressive; non-action verbs and other 
structures appropriate to the level of 
instruction. 

Write simple statements or questions; 
write a series of individual simple 
sentences of 4 to 8 simple and 
compound sentences with ñandò 
describing a situation or an object in 
simple present, simple past, and/or 
present /past progressive; use learned 
vocabulary and structures in simple 
sentences on very familiar topics; 
express elementary needs with many 
errors.   
(Students at this stage can neither write 
nor use grammar at the college level.) 

3 

Listen to and comprehend 73% (or 
better) of simple conversations and short 
speech in routine social situations; 
handle a limited number of 
uncomplicated communicative tasks 
(e.g. daily activities, personal 
preferences, taking messages, informal 
discussion and description); ask a few 
appropriate questions; make short 
statements; stress words appropriately 
some of the time in sentences; use 
appropriate rising and falling intonation; 
pronounce ïed and ïs endings with few 
errors. (Students at this level show no 
ability to take notes and participate in a 
college course.) 

Read and comprehend simple, single to 
multi-paragraph, highly modified texts 
(up to 500 words); locate a single piece 
of information; identify the main theme of 
a text; define unknown words through 
context with many cues; make simple 
connections with everyday knowledge.  
(Students at this stage cannot read at 
the college level.) 

Identify and use in speaking and in 
writing: simple present to express 
futures; past participles of verbs; time 
clauses; simple past versus past 
progressive; modals; imperatives and 
other structures appropriate to the level 
of instruction. 

Write short compositions based on 
personal preferences, daily routines, 
common events and other topics related 
to daily life in 6 to 10  simple sentences 
and compound sentences; write a short 
narrative paragraph with: 1) a topic 
sentence on a single controlled topic, 2) 
conscious organization, 3) consistent 
tense and aspect, and 4) basic 
transitions; express present time; be 
understood by natives who are familiar 
with the writing of non-natives; show 
basic, competent mastery of simple 
sentences and elementary compound 
sentences. 
(Students at this stage can neither write 
nor use grammar at the college level.) 

4 

Listen to and comprehend 73% (or 
better) of informal conversation, 
including comprehension of short, 
modified and slow talks/lectures (8 to 
15 minutes) that contain some 
unfamiliar vocabulary; recognize basic 
rhetorical cues for organization; handle 
concrete exchanges such as personal 
information, interests, personal 
preferences, and physical and social 
needs; speak with appropriate word 
stress; express quantities; 
retell/describe simple situations and 
concepts; ask questions about 
language; participate in classroom 
discussions appropriately; and 
pronounce (with few errors)  ïed and ï
s endings. (Students at this level show 
no ability to take notes and participate 
in a college course.) 

Read and comprehend moderately 
complex, longer multi-paragraph 
academic and general interest texts 
(up to 800 words); locate information in 
the text; define unknown words through 
context with some cues; make low 
level inferences; identify straight-
forward main ideas; use some outside 
knowledge to identify text.   
(Students at this stage cannot read at 
the college level.) 

Identify and use appropriately in 
speaking and in writing: present/past 
perfect; regular and irregular plural 
nouns; possessive nouns; nouns as 
modifiers; articles; gerunds versus 
infinitives; expressing purpose (in order 
to versus for); other structures 
appropriate to the level of instruction. 

Write compositions of personal and  
general interest (8 to 12  simple 
sentences and compound sentences); 
write a lengthy narrative paragraph on 
a single controlled topic with: 1) a topic 
and concluding sentence, 2) conscious 
organization with consistent tense and 
aspect, and 3) extensive use of 
transitions; connect sentences into 
paragraphs; produce verb (tense and 
aspect) forms consistently; describe 
and narrate paragraphs; be generally 
comprehensible to natives who are 
familiar with the writing of non-natives; 
show written mastery of sentence level 
grammar, perfect tenses, time clauses, 
and longer compound sentences.  
(Students at this stage can neither write 
nor use grammar at the college level.) 
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Based on ACTFL Guidelines and PISA 2003 http://portal.unesco.org/education/en/files/43180/11327155891Siniscalco_Italy.doc/Siniscalco_Italy.doc. 
 

 

 

 

 

 

 

 Listening/Speaking Reading Grammar/Writing  

5 

Listen to and comprehend 73% (or 
better) of conversations and short 
lectures, including comprehension of 
short, adapted academic lectures (8 to 
15 minutes) when spoken at near-
normal conversational rate; recognize 
many basic rhetorical cues for 
organization in short talks and lectures 
to maximize comprehension; converse 
with ease and confidence when dealing 
with routine tasks and social situations 
such as work, school, recreation, 
particular interests and areas of 
competence; talk at paragraph length 
in many tenses; speak with appropriate 
syllable and sentence emphasis; 
identify appropriate syllable and 
sentence emphasis; retell/describe 
situations and concepts; ask questions 
about language; participate in 
classroom discussions verbally and 
nonverbally; give short oral 
presentations; pronounce (with few or 
no errors) ïed and ïs endings. 
(Students at this level show no ability 
to take notes and participate in a 
college course.) 

Read and comprehend modified yet 
complex, multi-page academic and 
general interest texts (up to 800 words); 
locate multiple pieces of information; 
define unknown words through context 
with or without cues; draw links 
between different parts of the text and 
everyday knowledge; support a main 
idea from the text with details from the 
text; discriminate between facts and 
opinions; make general inferences. 
(Students at this stage cannot read at 
the college level.) 

Identify and use in speaking and in 
writing: stative verbs; perfect tenses 
and progressive forms; passive voice; 
noun clauses; adjective clauses and 
related structures; other structures 
appropriate to the level of instruction. 

Write lengthy compositions and essays 
up to 5 paragraphs on familiar topics; 
write paragraphs of at least 8 
sentences; use a variety of academic 
rhetorical structures such as narratives, 
descriptions, comparison, and 
classification; write with an 
introduction, two or more body 
paragraphs, and a conclusion; show 
sufficient writing vocabulary to express 
self simply with some circumlocution;  
use coordination and subordination; 
use a great number of transitions; be 
generally comprehensible to natives; 
show written mastery of sentence level 
grammar, compound sentences, and 
complex sentences.  
(Students at this stage can neither write 
nor use grammar at the college level.) 

6 

Listen to and comprehend 73% (or 
more) of conversations and short, 
adapted academic lectures (8 to 20 
minutes) at near normal speech; 
recognize many widely used rhetorical 
cues for organization in lectures to 
maximize comprehension; converse 
with ease speaking in all major time 
frames (past, present, and future) in 
paragraph length discourse in 
academic situations; engage in 
academic discussions using a variety 
of discussion strategies. (Students at 
this level show emerging readiness to 
take notes and participate in a college 
course.) 

Read and comprehend three to six 
pages of modified and unmodified 
academic and general interest texts of 
multiple pages (over 800 words); locate 
multiple pieces of information; define 
unknown words through context with 
few or no cues; draw links between 
parts of the text and everyday 
knowledge; support ideas with details 
from the text, background knowledge, 
and research; utilize a variety of 
academic note taking skills; 
discriminate between facts and 
opinions; make complex inferences. 
(Students at this stage show an 
emerging ability to read at the college 
undergraduate level.) 

Identify and use in speaking and in 
writing: quoted and reported speech; 
subjunctive; advanced forms of 
adjective clauses; parallel structures; 
paired conjunctions; adverb clauses 
and their forms; connectives; 
conditionals and other structures 
appropriate to the level of instruction. 

Write about a variety of topics with 
significant precision and detail; 
describe and narrate personal 
experiences fully; write about concrete 
aspects of topics relating to particular 
interests and special fields of 
competence; write 5 (or more) 
paragraph essays in a variety of 
rhetorical structures such as cause and 
effect, comparison, and argumentation; 
be  comprehensible to natives and 
those not familiar with the writing of 
non-natives; show written mastery of 
sentence level grammar, compound 
sentences, complex sentences, 
adjective, adverb and noun clauses, 
passive, subjunctive, and unreal 
conditions.  
(Students at this stage show emerging 
ability to write and use grammar at the 
college level.) 

7 

Listen to and comprehend 73% (or 
better) of complex discourse, including 
comprehension of long (20 to 60 
minutes), slightly adapted or 
unadapted academic lectures spoken 
at the normal rate of speech without 
much rephrasing or rewording; 
recognize widely used rhetorical cues 
learned in levels B-6 for organization in 
lectures to maximize comprehension; 
converse with ease; narrate and 
describe events in all major time 
frames (past, present, and future) by 
providing a full account of the events, 
with good control of aspect; in formal 
situations: maintain multi-paragraph 
length utterances; make statements 
and cite support for that statement in 
exams, notes, and speaking; engage in 
academic discussions using a variety 
of discussion strategies. (Students at 
this level show readiness to take notes 
and participate in a college course.) 
 

Read and comprehend unadapted 
academic texts of multiple pages (over 
1000 words) from many fields; show a 
detailed comprehension of the content 
and of inferences in the text; evaluate 
critically and build hypotheses based on 
the text; draw on specialized knowledge 
and accommodate concepts contrary to 
expectations; use information from text 
to support an opinion; produce 
organized and complete notes based 
on readings. 
(Students at this stage show readiness 
to read at the college undergraduate 
level.) 

Writing 7 Lab 
¶ Conduct a presentation of a 

research paper with an introduction, 
body, and a conclusion. 
¶ Use proper word emphasis and 

sentence pauses. 
¶ Conduct a presentation while facing 

the audience when possible and 
maintaining a 
professional/academic bearing at all 
times. 
¶ Produce (optional) an appropriate 

PowerPoint presentation with 
minimal, but sufficient text and 
background contrast; minimal or no 
ñspecial effectsò that may distract 
from the content of presentation. 
¶ Conduct a presentation without 

reading verbatim from PowerPoint 
slides.  

Write a short, academic research 
paper of 5 to 10 pages typical of 
assignments for introductory 
(freshman) level courses; use 
academic style and language in writing; 
identify appropriate resources for 
academic research; recognize, identify, 
and avoid plagiarism; express self 
effectively in most formal and informal 
writing on practical, social, and 
professional topics; control a full range 
of structures; exhibit a wide, general 
vocabulary that allows the writer to 
hypothesize and present arguments or 
points of view accurately and 
effectively; use organization, such as 
chronological ordering, logical ordering, 
cause and effect, comparison, and 
thematic development; write with few, if 
any, fatal errors which cause 
miscommunication.  
(Students at this level show readiness 
to use grammar and write at the 
college level.) 

http://portal.unesco.org/education/en/files/43180/11327155891Siniscalco_Italy.doc/Siniscalco_Italy.doc
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CIEP Guidelines for the Classroom 

 

¶ Come to class on time.  

¶ Take notes in class. 

¶ Pay attention and do not sleep in class.  

¶ Have a positive attitude and make your best effort. 

¶ Do not wait until the final minutes to study for the 

test. 

¶ Bring a pen, pencil, notebooks, and textbooks to 

each class. 

¶ Use an English-language dictionary, not a dual-

language dictionary. 

¶ Respect your fellow students and your instructors at all times; do not use offensive language, be 

disruptive, or refuse to cooperate with your instructors.  

¶ Complete your homework by the due date.  

¶ Use English inside the office and classroom buildings at UNI. 

¶ CIEP classes are English only classes; do not use your native language in class. 

¶ Keep your classroom clean.  Do not leave paper, empty containers, bags, or other waste inside or 

outside of the buildings. 

¶ UNI buildings are smoke-free; do not smoke inside of the campus buildings. 

¶ Notify your instructors and the CIEP Office when you are absent.  If it is because of an illness, 

go to the UNI Health Center for treatment. 

¶ Participate in class.  Being shy to ask or answer questions prevents you from practicing your 

English skills. 

 

Get Involved! 

 

The CIEP offers students several ways to become introduced to American culture.   

 

Conversation Partners Program: Matches you with a native English speaker from UNI to help you 

experience American culture and practice your listening and speaking skills in a relaxed way.  Partners 

meet at least one hour each week.  

 

Culture Talks: Native speaking presenters talk about many topics in American culture.  You take notes 

and discuss the topic, too.  This helps your listening skills. 

 

CIEP Families and Friends: This is a way to learn American culture and conversation skills in the 

community.  If you are interested in having a meal once a month with a family in Cedar Falls or 

Waterloo, then apply for CIEP Families and Friends!  These families want to know you and learn 

about your culture by being your hosts.  You will not live with them, but you will visit them and 

participate in their family activities.  

 

Retired Senior Volunteer Program (RSVP): Students meet seniors (age 65+) from the community who 

volunteer their time one hour per week to meet international students from the CIEP.  It also provides an 

opportunity for you to speak one-on-one or in small groups with a native speaker.   

 

Field Trips: The CIEP offers you a chance to enjoy a cultural event or place and learn more about the 

people and history of the United States.  In the past, students have visited the State Capital Building, the 

Mississippi River Museum, the Native Indian Pow Wow, and the Cedar Rapids Science Station. 
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Audit Academic Classes: Have the opportunity to sit in on a university classroom.  If you are interesting 

on auditing an academic class, talk to the CIEP Director. He will have to approve it and help you to 

arrange it. 

 

Class Exchange Program: In this activity, students in CIEP classes are matched up with students from 

academic classes in programs across campus. Both groups meet during the academic class time and 

work on different topics 

 

CIEP Books and Supplies 

 

Bring all of your textbooks to class every day, along with your other school supplies (school supplies 

may include course packets that students have to buy).  Your instructors will remind you about which 

textbooks to buy and you can pay for them at University Book and Supply on 23
rd
 Street.  You should 

not share textbooks with other students.   

 

If you wish to return a newly purchased textbook to the bookstore, please save your receipt to show the 

store clerk.  

See Appendix C for a list of CIEP Textbooks. 

 

Studying in an American Classroom 

 

You may find American teaching methods and practices quite different from those you are familiar with 

at home.  Regular class attendance, preparation for regular examinations throughout the term, and 

participation in class discussions are all expected in the American educational system.  International 

students often find the classroom atmosphere and the student-professor relationship very casual and 

informal in American universities.   

 

In general, professors welcome questions from students and encourage student participation in class 

discussions.  Never hesitate to ask a question about something you do not understand.  In many classes, 

the professor expects discussion and questions from students.   

 

Professors also keep regular office hours and usually announce them during the first or second class.  Be 

ready to share information (culture, economics, politics, religion, etc.) about your country in class 

because many people are interested in learning about other cultures.  It is also a very good topic for your 

future presentations.  

 

Homework and Participation 
 

Homework is serious work and it is a very important part of your English study.  It provides you with 

the opportunity to think about the topics that you study in class; Do your homework carefully and on 

time.   

During most weeks, you can expect to spend the following amount of time on homework** : 

 

       Levels 2, 3 and 4 Levels 5 and 6  Level 7 

 

Writing/Grammar  4 to 5 hours  5 to 6 hours  8 to 9 hours 

 

Listening/Speaking  3 to 4 hours        3 to 4 hours             4 to 5 hour 

 

Reading   4 to 5 hours        5 to 6 hours           7 to 8 hours 

 

TOTAL   11 to 14 hours            13 to 16 hours             18 to 21 hours   
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** Extra time may be required for Listening/Speaking and Reading logs and for Writing journals. 

 

Class participation is also very important.  CIEP classes are kept small so that each student has 

the opportunity to participate.  Your instructors will give you many opportunities to speak and 

write.  Don't be shy!  Practice your English as much as possible both in class and outside of 

class.  You cannot completely learn a new language if you do not practice it.  Use your English-

language skills at every opportunity. 

 

Grading Scale for CIEP Assignments 

 

For individual class  
Instructors use the CIEP what 

degree a student has   

assignment or evaluation.  

assignments, 
grading scale to give  

met the specific student 

 

 

students a grade corresponding to 
learning outcomes addressed in a particular. 

 

Grade Point Value (GPA) Meaning 

A 93-100% on exams and 
assignments=A 

100- 93  (4.00) The student exceeds all proficiency  
expectations and student learning outcomes. Overall, 

student performance is exceptional. 

A- 90-92% on all exams 

and assignments =A- 
92- 90    (3.66)  The student meets all proficiency expectations and 

student learning outcomes.  Overall, student 

performance is particularly outstanding 

B+ 87-89% on all exams 

and assignments =B+ 
89- 87    (3.33) The student meets most all proficiency expectations 

and student learning outcomes.  Overall, student 

performance is significantly above the average 
standard.   

B 83-86% on exams and 

assignments =B 
86- 83    (3.00) The student meets most proficiency expectations and 

student learning outcomes.  Overall, student 
performance surpasses the average standard.   

B- 80-82% on exams and 

assignments =B- 
82- 80    (2.66) The student meets many proficiency expectations and 

student learning outcomes.  Overall, student 

performance fulfills the average standard. 

C+ 77-79% on exams and 
assignments =C+ 

79- 77    (2.33) The student meets some proficiency expectations and 
student learning outcomes.  Overall, student 

performance fulfills the average standard despite some 
minor deficiencies.   

C  

73-76% on exams and 

assignments =C 

76- 73    (2.00) The student meets the minimum of proficiency 

expectations and student learning outcomes.  Overall, 
student performance fulfills the average standard 

despite many minor deficiencies.  More work and 
effort may be required in completing assignments to 

meet the average standard. 

C- 

D+ 

D 

D- 

F 

Less than 72% on exams 
and assignments 

 

 

 

 

70- 72    (1.67) 

67- 69    (1.33) 

64- 66    (1.00) 

60-63     (0.67) 

Below 60 (0.00) 

Failing.  Student performance is poor.  The student 
fails to meet many or all major and minor proficiency 

expectations and student learning outcomes.  The 
student does not meet the minimum standard and 

shows a great need for tutoring and help in completing 
work satisfactorily.   
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Tests, Grades, and Promotion 

 

Instructors will give you tests and quizzes as a way to see how much you have learned, 

understand your English skill level, and decide what you need to know.  Instructors will also give 

you projects, oral reports, written essays and other assignments to improve your skills and 

evaluate your progress.  

                                                  
 

Take all tests and quizzes on time.  If you are absent, be sure to contact your instructor as soon as 

possible for a chance to take the test.  The instructor will decide whether or not you may take the 

test.                                                                       

 

The writing and grammar classes are always taught together at the same level. That is, you are always 

placed in the same level for writing and grammar. Therefore, you must pass both classes to succeed to 

the next level of grammar and writing. For example, if you fail writing but pass grammar, you will 

repeat both classes in the next term. 

 

The CIEP uses the same grading system as the University of Northern Iowa.  CIEP students can earn 

grades from an A to an F.  If you receive a C- or lower, you must repeat that same level for the next 

session.   

Note: Please see Progress and Academic Probation. 

 

During the first week of classes, your instructors will give you a class syllabus (or plan) explaining the 

requirements for the class and how he or she will grade your work.  Instructors will also provide you 

with a list of student outcomes for the class (see Appendix D for an example of a Student Outcomes 

Report).  

 

Once the instructor makes his or her grades, they cannot be changed.  You need a C grade or higher in 

each class in order to pass each class.   

 

Below is a chart with the grades, their point value in the studentsô Grade Point Average (GPA), and their 

meaning: 

 

 

 

 

 

 

     CIEP Classroom 
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CIEP Grading Scale 

 

For advancement to the next  
Instructors use the CIEP 

performance in class on all  

The grade represents the  

level or exit from the  
grading scale to give  

tests, quizzes, midterm  

degree to which students 

program, 
students a final grade corresponding to 
exams, final exams and other assignments. 

have met all the student learning outcomes. 

Grade Point Value (GPA) Meaning 

A 100- 93  (4.00) The student exceeds all proficiency  

expectations and student learning outcomes. Overall, 
student performance is exceptional.  The student 

passes to the next level. 

A- 92- 90    (3.66)  The student meets all proficiency expectations and 

student learning outcomes.  Overall, student 
performance is particularly outstanding.  The student 

passes to the next level. 

B+ 89- 87    (3.33) The student meets almost all proficiency expectations 
and student learning outcomes.  Overall, student 

performance is significantly above the average 
standard.  The student passes to the next level. 

B 86- 83    (3.00) The student meets most proficiency expectations and 

student learning outcomes.  Overall, student 
performance surpasses the average standard.  The 

student passes to the next level. 

B- 82- 80    (2.66) The student meets many proficiency expectations and 
student learning outcomes.  Overall, student 

performance fulfills the average standard.  The student 
passes to the next level. 

C+ 79- 77    (2.33) The student meets some proficiency expectations and 

student learning outcomes.  Overall, student 
performance fulfills the average standard despite some 

minor deficiencies.  The student passes to the next 
level. 

C 76- 73    (2.00) The student meets the minimum of proficiency 

expectations and student learning outcomes.  Overall, 
student performance fulfills the average standard 

despite many minor deficiencies.  More work and 
effort may be required in completing assignments to 

meet the average standard.  The student passes to the 
next level. 

C- 

D+ 

D 

D- 

F 

70- 72    (1.67) 

67- 69    (1.33) 

64- 66    (1.00) 

60-63     (0.67) 

Below 60 (0.00) 

Failing.  Student performance is poor.  The student 

fails to meet many or all major and minor proficiency 
expectations and student learning outcomes.  The 

student does not meet the minimum standard for 

promotion to the next level.  The student must 
continue in the same level.  

Note: The CIEP does not calculate GPAs for students, but the University does calculate GPAs. 

 

AUD. Auditing Class- No Grade 

INC. Incomplete Work- Must Makeup Work for Grade 

 

Midterm and Final Exams  

 

The CIEP has a midterm and final exam schedule.  CIEP students must take their tests on these 

scheduled dates.  Therefore, you need to check the CIEP calendar before making your travel plans.   

 

Final exams are given during the last week of the 8-week term.  Exams are not given before or after this 

time unless you have an emergency.  If you miss final exams, it will affect your final grade for the class.  
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Midterm Progress Reports and Certificates  

 

There is a standardized midterm evaluation administered to all classes (except level 7 classes) in the 

fourth week of the session.  Your instructor will inform you of how much the exam will be worth 

towards your cumulative/total grade. 

 

A midterm progress report will then be given to you.  The following is a sample report: 
 
 

Midterm Progress Report 
 

 

 

CIEP Classes 
Good 

Progress 

Needs To 

Improve 

Failing, 

must 

improve in 

order to pass 

 

Class 

absences 

 

Late arrivals 

to class 

Listening/Speaking 5    
 

        1 

 

           2 

Reading 6 
  

 

  
        1 

 
            1 

Grammar 5 
 

          

   
         0 

 
            2 

 

Writing 5  

 

 

           

   
         1 

 
            0 

 

Students also get a final grade report in the eighth week of the session.  Your instructor will inform you 

of how much the exam will be worth towards your cumulative/total grade. 

 

The following is a sample final grade report: 

 
Final Grade Report 

Date 
Student Name:     
Student ID Number:     

     
     

Class Level Grade Instructor   

     

Reading 3 A Mike Williams   

    Notes: The studentôs 

vocabulary has improved greatly 

over the semester 

 

    

Writing  3 B- Richard Anderson  

    Notes: 

 

    

Grammar 3 C+ Richard Anderson  

    Notes: Excellent class 

participation 

 

    

Listening/Speaking 4 A- Marina Durinova   

    Notes: 

 

    

Review Class     

    Notes: 
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In addition: 

¶ At the end of each session, you will receive a grade 

report.  The report includes your grades for each 

class.  Remember that you must have a C grade or 

higher in order to advance to the next level. 

¶ A certificate of completion is awarded to you after 

successfully completing the highest level of the 

program.  You need to pass all of your classes to 

qualify for a certificate.   

¶ Copies of all reports and certificates are kept in your 

student file in the CIEP Office.  

 

Certificate of Completion  

 

If you finish the last level of the CIEP, in all skill areas, you will be awarded a Certificate of 

Completion. If you do not attend all classes in the last level of the CIEP, but you attended classes in 

other CIEP levels, the CIEP will provide you a Letter of Participation, listing all of the classes that you 

have successfully completed in the program and the letter grades you received for those classes. 

 

Certificate of Participation  

 

The CIEP will provide you a Certificate of Participation if you complete at least one CIEP class. You 

can pick up your certificate in the CIEP office or we can mail it to you. 

 

No Grade and Incompletes 

 

Usually you receive grades for your classes in CIEP.  However, if you begin the class late, midway 

through the session, or you do not wish to receive a grade, you will be given an incomplete (Inc) for the 

class.  In these situations, you are required to repeat the class for the full session in order to receive a 

grade and pass to the next level.  

 

Failing a Course 

  

If you fail a CIEP course you should first talk to your instructors to find out how to improve and get 

extra help.  You and your instructor may make a step-by-step plan for passing the course.  It is the duty 

of the student to ask for extra help from instructors or CIEP staff. 

 

If you request and need additional help, the CIEP instructors and staff can find various services 

on-campus to assist you such as the writing center, the speech and hearing clinic, and the 

counseling center.  In addition, the CIEP can also help you find a tutor at a reasonable cost. 

 

Grade Appeals 

 

If you feel that a final grade is inaccurate, you must first meet with your instructor and notify the CIEP 

Director, in writing, before the first day of classes for the next session.  To notify the director, you must 

complete a Grade Change Request Form (see Appendix E) and include the reason(s) for wanting a 

change in grade and submit it to the CIEP Director, who will review the reasons for the request and 

submit them to an appeals committee.  The appeals committee consists of at least two instructors and the 

CIEP Director.  Your instructor will not be on the committee but he or she will receive a copy of the 

request.   

 



Student Handbook, CIEP, August 2008 24 

Once the appeals committee has met, the CIEP Director will inform you of the committeeôs decision, 

which is final. 

 

Plagiarism and Cheating 

 

Plagiarism (copying or taking credit for someone else's writing as if it were your own) is a serious 

offense with serious consequences.  If you use another person's words or thoughts from a magazine, 

book, web page, etc., it is very important to give credit to the source.  There are resources and 

handbooks that contain instructions on the correct way to credit sources and you can ask your instructor 

to recommend a guidebook for you to follow.   

 

Cheating is another serious offense with serious consequences.  During an examination, helping a friend 

is cheating in a U.S. university.  Cheating could mean receiving a failing grade on the examination, in 

the class, or suspension from school. 

 

Academic Misconduct 

 

You are expected to do your own work in all of your classes.  This means that you should not cheat on 

tests or copy work from someone else.  It also means that you should not copy ideas or sentences from 

websites, books, essay papers, or other sources without properly citing and documenting the source.  

Doing any of these things is considered academic misconduct and if discovered, will be considered an 

act of cheating.  Consequences will include failing the test, paper, essay, presentation or other means of 

evaluation as decided by your instructor.  Academic misconduct can lead to failing a class. 

 

Reasons for Separation from the CIEP 

 

The following situations may cause you to be involuntarily dismissed from the CIEP: 

 

1. Falsifying documents or misrepresenting information on your CIEP application. 

2. Being convicted of a crime while you are a student at CIEP. 

3. Exhibiting behavior that is harmful to yourself or others 

4. Failing to pay for tuition or other expenses charged by UNI. 

5. Acting in disruptive or threatening behavior in your classes. 

6. Habitual abuse of drugs or alcohol despite counseling. 

 

Note: Students dismissed from the CIEP are not eligible for refunds, certificates of completion, or 

letters of participation for university recommendations. 

 

Progress and Academic Probation 

 

You are expected to make progress in your classes.  You may not pass every class in every session with 

a C grade or higher because your rate of progress is different from other students. Some students need 

more time than others to progress in CIEP. However, if you are not able to pass and progress in three or 

more of your core classes (listening/speaking, reading, writing, grammar), you will be put on academic 

probation. 

 

Academic probation means a time when the teachers are watching you very carefully. When you fail (3) 

or more CIEP classes, you are put on academic probation and given a letter stating your status (see 

Appendix F for a Notice of Academic Probation). Then you will meet the CIEP Director and discuss 

your status, examine your outcomes report (see Appendix D for a Student Outcomes Report) and make 

an educational plan to get off academic probation. If you pass at least 50% of your core classes after one  
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session on academic probation, you are no longer on academic probation.  If not, you will stay on 

academic probation for a second session, meet with the CIEP Director again, and the teachers will meet 

with the CIEP Director to discuss your progress. After the second session on academic probation, you 

must pass 75% of your core classes to leave academic probation.  If not, you will not continue to be 

enrolled in CIEP and are counseled about your immigration status. 

 

After two terms on academic probation, you are no longer eligible for academic probation and you will 

not continue to be enrolled in CIEP. If you should leave CIEP (i.e. vacation term, emergency leave, etc) 

after one term of academic probation and not succeed in getting off probation, you will remain on 

academic probation when you return to CIEP.  

 

Transition into Academic Classes 

 

As a part-time or full-time CIEP student, you are eligible to apply and become a part-time or full-time 

UNI student in academic classes.  Although admission into the CIEP does not mean admission into UNI 

academic classes, you have choices that are not available to non-CIEP students.   

 

As a CIEP student, you can be considered for full-time 

academic study if you have one of the following: 

 

1) Successfully completed the CIEP. 

2) Successfully demonstrated your English-language 

ability on the TOEFL. 

3) Successfully demonstrated good progress in your CIEP 

and academic courses at UNI or elsewhere. 

 

As a CIEP student, you can be considered for part-time 

academic study if you have: 

 

1) Successfully demonstrated good progress in the CIEP, are taking level 6 courses, and are 

recommended by the CIEP Director to the International Admissions Office.   

 

We suggest that you meet with the CIEP Director or the International Admissions Office staff if you are 

interested in making an application to other UNI programs of study. 

 

Note: The International Admissions Office alone makes the final decision to admit undergraduate 

students to UNI academic classes.  You must apply first to the International Admission Office.  After 

that, the International Admissions Office will request information about you from the CIEP Office and 

decide the worth of your application.   

 

For graduate admissions, you should apply to the individual department that you are interested in on-

campus.  They, in turn, may contact the CIEP for a recommendation. 

 

Note: If you fail to meet the minimum English language requirements to enter UNI, you may be admitted 

conditionally.  This means you will be admitted to full time academic study when you have met the 

requirements set by the International Admissions Office.  This also means that you are admitted 

conditionally to an academic program of study at UNI and your first obligation is to fulfill your English 

proficiency requirementðthat is the condition of your admission.  Therefore, while taking academic 

courses, you should focus on developing your English skills first.  The CIEP will try to fit academic 

courses into your CIEP class schedule.  However, if there is a schedule conflict, your CIEP classes will 

have first consideration.  In other words, you may have to drop an academic class that conflicts with a  
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required CIEP class.  The International Admissions Office will determine the CIEP classes you need to 

meet your conditional requirement. 

 

Student Records and Privacy 

 

All student records about performance, progress, attendance, and other personal data such as address, 

phone number, or email are privileged (private) under law.  This information cannot be viewed by 

anyone except school officials employed at UNI or other individuals who the student provides written 

permission for in order to view that information.  If sponsors, parents, or friends request this kind of 

information, the student will be asked to sign a Consent to Release Records Form.   

 

Sponsored students will sign a Consent to Release Records Form (see Appendix G) when they arrive so 

that progress reports can be sent to their sponsors. 

 

Code of Conduct 

 

The instructors and staff of the Culture and Intensive English Program recognize that you must make 

several adjustments in addition to learning a new language.  While you are enrolled in the CIEP, you 

will be adapting to our culture, its rules, and its expectations probably without the support of family and 

friends.  Knowing the changes and challenges a student from a foreign culture must face, University 

faculty and staff know some problems will occur and some of these first-time problems are a learning 

experience.  However, as a student at the University of Northern Iowa, you are required to follow the 

student conduct codes and rules.  The University of Northern Iowa Student Handbook includes 

information about rights, policies, and rules for misconduct.  Students need to be aware of the rules 

related to alcohol use, possession of drugs, property theft, sexual abuse and assault, verbal abuse, 

academic dishonesty, and many more topics.  Please read the rules in the handbook and ask instructors 

and staff to help you understand their meaning. 

 

The Student Handbook is available on-line through the UNI website at this URL: 

www.uni.edu/vpess/handbook.html.  The rules are grouped into three main areas: honesty, respect, and 

responsibility.  The following includes examples of each area: 

 

Honesty: This means living a life of honorable and fair actions that reflect well on your person and 

character.  To do the opposite is to act in a dishonest way such as lying, stealing, vandalizing, cheating, 

misrepresenting yourself, and misusing university facilities. 

 

Respect: This means living a life that values the rights of others to live in a safe environment that 

promotes the educational ideals of the University.  To do the opposite is to act in a disrespectful way 

such as engaging in physical and verbal abuse, intimidation, harassment, disruption of teaching or 

university activities, and failing to listen to law enforcement (police). 

 

If a student's behavior in class becomes a problem (to the teacher or other students), the director will 

meet with him or her to discuss the problem. See appendix M for the letter to the student called 

*/Guidelines for Class Behavior. 

 

Responsibility: This means living a life that reflects well on the University and community.  To do the 

opposite is to act in an irresponsible way such as using and distributing drugs or other illegal substances, 

neglecting to meet financial obligations, illegally distributing alcoholic beverages, and illegally 

possessing firearms. 

 

The list below is a guide to some problems you should avoid.  Participating in these actions can lead to 

dismissal from UNI and even criminal charges.  This list is only an example; it is not a complete list. 

http://www.uni.edu/vpess/handbook.html
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Problems that will be addressed by UNI and/or the CIEP: 

V Academic Misconduct: cheating on tests, using another studentôs work as your own, hiring 
someone to write your papers, etc. 

V Poor Attendance: not going to class, always arriving late to class, etc. 

V Cheating: looking at another studentôs paper during a test, text messaging or using your cellular 

phone or personal electronic device during a test, etc. 

V Rude Behavior: talking to other students while the instructor is speaking, making noises during 

class, listening to music during class, threatening another student, etc. 

V Plagiarism: stealing ideas from other sources like the Internet, a friendôs paper, print material, 

etc., and presenting them as your own in an essay or presentation without giving credit to the 

source. 

 

Problems that will be addressed by law enforcement (UNI Police and/or City/State Police): 

 

V Having Controlled Substances: buying, keeping, or using illegal drugs like marijuana, ecstasy, 

cocaine, etc.    

V Alcohol: driving while drunk, giving alcohol to someone under the age of 21 years-old, public 

urination, public intoxication, etc. 

V Sexual Harassment: unwanted touching or suggestive language, unwelcome and persistent 

attention towards someone, etc. 

V Sexual Assault: non-consensual sex, forcing someone to have sex, etc.  

V Dangerous Driving: speeding, disregard for posted traffic signs and signals, etc. 

V Assault: fighting, attacks on other persons with or without weapons, etc. 

V Theft and Vandalism: stealing and destroying or defacing public or private property. 

 

Guidelines for In-Class Behavior and Academic Integrity 

 

If your behavior in your CIEP class(es) is not appropriate, your teacher(s) will tell you. They will also 

educate you about what is appropriate behavior in an American university classroom. There meaning is 

not to embarrass you but to guide you so that you are more productive. However, if you continue 

behaving in an unproductive or inappropriate way, you may be asked to meet the director. The director 

will review with you your behavior in class and suggest appropriate behavior. The director use a form 

called Guidelines for In-Class Behavior and Academic Integrity (see Appendix R). Afterwards, you will 

be asked to sign the guidelines and given a copy (the original stays with the CIEP). This is a record what 

was discussed in the meeting. If the unproductive or inappropriate behavior continues, the matter may be 

referred to the Dean of Students and/or you may be dismissed from the CIEP. 

 

Zero Tolerance Policy 

 

Abusive behavior is not allowed at UNI.  If you are being verbally or physically abusive to anyone on-

campus, you will be subject to immediate dismissal from the UNI campus and the CIEP. 

 

Absences, Sicknesses, and Emergencies 

 

A lot of teaching and learning takes place every day in the CIEP classes and it is important that you 

attend every class because the sessions are only eight weeks long. However, if you cannot come to class 

for any reason, please call or email your instructors.  If you are ill and need to go to the UNI Student 

Health Clinic, please contact the CIEP Office.   

 

Remember that you are still responsible for the class work that you miss.  Be sure to talk to your 

classmates and instructors about missed homework, handouts, and tests.   
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If you are sick for an extended period of time (more than one week), it is best if you go home, recover, 

and return on a new I-20. 

 

Students who show symptoms of drug or alcohol abuse will be advised to go to Counseling Services.  If 

the problem does not improve, the student will immediately be dismissed from the CIEP and his/her F-1 

visa will be terminated. 

 

After your third absence your final grade may be dropped by one full grade.  For example, if you have 

earned a B- in a course and you missed the class four times, your grade may be dropped to a C-.   

 

If you have eight or more absences in a class, you may not be promoted to the next level of that class. 

 

Students who are absent from more than 20% of their classes may not be permitted to enroll in the CIEP 

in the future and may not receive a recommendation for admission into UNI academic classes. 

 

You must inform the CIEP about all emergencies such as accidents, hospitalizations, or sicknesses.  The 

CIEP Director and staff will assist you in notifying sponsoring agencies, embassies, and family 

members.   

 

Absence Rules and Immigration Status 

 

Regularly going to class is not only important for learning a new language but it is also necessary to 

keep your student visa.  Immigration rules say that any student attending classes on an F-1 visa must 

attend class full-time.  Full time registration at the CIEP is 20 hours per week of classes.  As an F-1 

student, you may take fewer than 20 hours per week if you have completed one or more of level 7 

classes and have no other classes available to take.  If you are not sure of your immigration status be 

sure to ask the CIEP Office or Foreign Student Advisorôs Office.  

 

If you fail to attend your classes, it will affect your grade and you may be put on academic probation for 

failing your classes.   

 

Excessive absences due to special circumstances should be discussed with your instructors as well as the 

CIEP Director.   

 

Tardiness 

 

If you are not in class on time, you will be marked late by the instructor.  For every three times you are 

marked late to class, you will be marked absent.  You will also be marked absent if you are more than 15 

minutes late to class.   

 

If you do arrive late to class, please do not interrupt the class by asking for permission to enter the room 

or telling your instructor why you are late.  Simply enter the class and sit down quietly. 

 

Late Arrival/Early Withdrawal  

 

Our sessions are eight weeks in length.  You must make special arrangements for late arrival or early 

withdrawal from the program with the CIEP Director before you begin classes or stop classes.   

 

The CIEP understands that unexpected situations happen, therefore, students who have a late arrival, 

early withdrawal, or a dismissal from the CIEP will be offered a prorated refund (a set amount that 

depends on the time that the change occurs).  
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Withdrawals and Academic Credit 

 

If you withdraw from CIEP classes before the start of the 6
th
 week of classes, you will not receive an 

incomplete (INC) grade. Instead, your will receive an F grade. To pass the class, you will have to attend 

the same class and level again. However, if you withdraw from classes in the 6th, 7th, or 8th week you 

may receive an incomplete grade at the discretion of the teacher and CIEP director. An ñincompleteò 

does not automatically entitle you to take the final exam when you return. Instead, the teacher and CIEP 

Director will decide a course of action for you so that you can continue in the CIEP and pass the class. 

 

Withdrawal s and Transferring Schools 

 
If you must withdraw and stop your studies at the CIEP, please notify the CIEP office to explain your 

reasons for leaving and complete the CIEP Transfer Form (see Appendix H).  

 

If you withdraw during the first three weeks of the session, your tuition will be refunded to you at a 

prorated cost. In addition, you are eligible to receive a letter of participation if you have completed at 

least one session in the program; however, currently enrolled courses will not be graded or counted on 

your letter. 

 

The refund schedule for departing students is as follows: 

 

Amount of Refund Time of Withdrawal 

 

100% 

 

90% 

 

50% 

 

25% 

 

0% 

 

Before classes begin 

 

Week 1 

 

Week 2 

 

Week 3 

 

After week 3 

 

It is important that you follow all immigration rules concerning withdrawals. If you are not sure of the 

rules, please contact the Foreign Student Advisorôs Office and the CIEP Office. 

 

If you come to the CIEP through an agency or educational consultant, you are not eligible for a tuition 

refund during your first session. 

 

If you leave UNI to attend another school, you must be accepted by the school and complete a School 

Transfer Clearance Form from the school you will be attending.  This form includes immigration 

information that we need to provide to the new school in order to change your I-20 form to that school.  

You must also take your original I-20 to the new school.  Leaving and not transferring your information 

can put your immigration status in danger.  

 

If you leave one school, exit the United States, and then later re-enter the United States to attend a 

different school, you must enter using the new schoolôs I-20 document.   

 

Level Change Policy 
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Very rarely the test scores from the CIEP Placement Test do not reflect your true ability.  For example, 

you may be very tired because of your travel to UNI and this can affect your test scores.  Therefore, if 

you are a new student and find that a class is too easy or too difficult, the following steps will take place:  

 

1. Speak to the instructor before day 4 of your new class.  The instructor will  reassure you that you 

are in the correct level or will talk to you about changing your level.   

2. Your instructor or the office staff will ask you to complete a Level Change Form (see Appendix 

I).  After this form is completed, your instructor, the other instructors, and the director will 

review your request.  

 

The only reason a student can change classes is if the student shows that he/she has mastered the 

material by performing exceptionally well during the first few days of class.  In other words, you must 

have nearly perfect scores on your quizzes, tests, homework and attendance.  Students with unexcused 

absences during the first week of class may not be able to change levels. 

 

In addition, please know that: 

a. Time and lack of money are not acceptable reasons to change levels. 

b. Only about 2% of CIEP students change classes during the semester and the reason is 

generally because they were sick or tired when they took the placement test. 

c. Continuing students are not allowed to change levels. 

d. Students may not take the placement test again. 

 

If you are unsatisfied with the results about the change in your class level, talk to your instructors and 

discuss the reasons for the decisions.  If you are still unsatisfied, follow the student complaints and 

grievance procedures in your student handbook. 

 

Re-Enrollment and Placement for Returning Students 

 

If you are studying in the CIEP on a continual basis, your placement for each session is based on your 

grades from the previous session.  However, if you leave the CIEP for a period of one session, you will 

be placed into classes based on your grades during the last session that you completed.  Otherwise, you 

will be re-tested before you start classes again and placed according to the results.   

 

If you failed to maintain at least 80% attendance in all of your classes before you left the CIEP, you will 

not be re-enrolled into the program. 

 

TOEFL  
 

Most academic institutions require nonnative students to show proof of their English proficiency in 

order to be admitted for academic classes.  Most students submit an official Test of English as a Foreign 

Language (TOEFL) score report.  The CIEP gives an Institutional TOEFL exam five times per year.  

You may sign up to take the test for a fee.  The test results are only valid for academic study at UNI.   

 

Your instructors will announce the test dates in class or you can ask the CIEP Office staff.  In addition, 

you may sign up to take the internet based TOEFL (iBT) online and later take the test at the Academic 

Learning Center in the ITTC Building, room 7 on the UNI Campus.  The Academic Learning Center 

gives the iBT test several times a year.  The test results are valid for any and all colleges and universities 

worldwide.  

 

TOEFL Requirements for Acadmeic Admission 

 

 Undergraduate Students 
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 TOEFL Score 

  550 or above Language competence requirement met. 

  500 ï 547 Conditional Recommendation based on: 

    a) Recommendation from the CIEP Director, and 

    b) Grade point average in CIEP classes of at least 3.0 (B). 

     

 Graduate Students 

 TOEFL Score 

  500 or above Language competence requirement met in most degree programs.  

Individual programs may have a higher requirement. 

 

Class/Instructor /CIEP Evaluation and Suggestions 

 

At the end of each session, you will be asked to complete 

an evaluation for each class you are enrolled in at the CIEP 

(see Appendix J for an Instructor-Class-CIEP Evaluation).  

The purpose of the evaluation is for you to tell the CIEP 

about your feelings or complaints about the way you were 

taught, the instructor, the class, and the CIEP in general.  It 

is also an opportunity for you to write your suggestions 

about how the CIEP can improve its classes and services.  

After the session is complete and grades are recorded, a copy of the evaluation will be given to your 

instructor.   

 

You are encouraged to be open and honest in making your answers.  The information you provide will 

be used to improve the CIEP.  Of course, you are always welcome to make an appointment with the 

CIEP Director to discuss ideas or ways to improve the CIEP. 

 

Student Problems/Concerns/Grievances  

 

We hope your experience at the CIEP is rewarding and trouble-free.  However, problems can happen 

and we want to help you solve them as quickly as possible.  

 

If your problem is about your class grade, please see the Grade Appeals section of this handbook. 

 

If your problem is about insurance needs, application assistance, TOEFL exams, payment of fees, etc., 

please speak first to the CIEP Office staff.  They will refer the problem to the Director, if necessary.   

 

If your problem is not about your grade but involves a class, its books, its instructor, its exams, or other 

related issues, please speak to the instructor first.  You may have to make an appointment to speak to the 

instructor outside of class.  

 

If, at any time, your problem is not resolved to your satisfaction or involves something personal that you 

cannot discuss with your instructor or the office staff, please follow the steps listed below: 

Steps for Problem Resolution: 

 

1. Complete a Problem Resolution Form and write down your problem or situation, any dates, 

names of people, or other information (See Appendix K for a copy of the Problem Resolution 

Form. Copies of this form are also available in the CIEP office). 

2. Give the form to the CIEP Office staff and ask for an appointment with the CIEP Director. 

3. Meet with the CIEP Director to talk about the problem and look for solutions. 
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Remember: If you have questions and/or concerns about a grade or level change, you must 

complete a Grades Change Request Form instead (See Grade Appeals). 

 

About UNI  

 

The University of Northern Iowa has many honors.  UNI has consistently ranked high in the "Best in the 

Midwest" Princeton Review Best 368 College Rankings guide and was ranked second in the Midwest 

top public comprehensive universities by U.S. News and World Report for eleven consecutive years. 

More information about the University is provided below. 

 

University ID  

 

Your UNI student identification card (ID) lets you use the same facilities (library, Wellness and 

Recreation Center, dining hall, etc.) and have the same privileges (discounted tickets to sports events, 

equipment rentals at Wellness and Recreation Center, etc) as any other student at UNI.  However, UNI 

student IDs are not transferable, therefore, you cannot use another studentôs ID card or number as your 

own.  If you do, you are violating University rules and can be disciplined by the University. 

 

International Services Office  
 

The International Services Office (ISO) provides the following services specifically for international 

students: information for prospective academic students, graduate and undergraduate application 

packets, foreign credential evaluation for graduate students, general assistance, personal counseling, 

immigration regulations for students, initial orientation for academic students, and government liaison 

support.  

 

The ISO is located on the second floor of Maucker Union, Room 113, and is open from 8:00-5:00 pm 

Monday-Friday.  The telephone number is (319) 273-6421.  You can find more about the International 

Services at http://www.uni.edu/internationalservices/. 

 

 
 

 

 

 

International Student Association  

 

The International Student Association is a student organization that builds relationships between 

students, staff, and faculty, from different countries.  They do various activities on-campus for everyone 

to be a part of.  This is an organization for all interested international and U. S. students. 

The International Student Association is located inside in the International Services Office on the second 

floor of the Maucker Union, Room 113.  To learn more about the International Student Association 

please visit http://www.uni.edu/studentorgs/isa/.   

 

Maucker Union 
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