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Dear CELCIS students,

Welcome to the Center for English Language and Culture for International Students (CELCIS) at Western Michigan University! This student handbook has information that will help you during your time in CELCIS at Western Michigan University. Please read your handbook to find answers to questions you may have about CELCIS, about WMU, and about living in Kalamazoo.
To make the most of your experience you should study hard, ask questions, and get involved in student activities. We encourage you to talk to the office staff and your teachers if you have any questions or experience any problems. We want everyone to be successful during their time in CELCIS. Whether you are a returning student or new to the program, we wish you a great semester!

Sincerely,
CELCIS Staff and Faculty
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MISSION
The mission of the Center for English Language and Culture for International Students at Western Michigan University, established in 1975, is to provide instruction in English as a second language for non-native speakers who will use English to study at an American college or university or in their workplaces.
CELCIS accomplishes this mission by offering language instruction and cultural orientation in:
· A year-round intensive English language program
· English as a second language support courses for WMU students

THREE TARGETED AREAS OF SERVICE
1. Service to international students
2. Service to Western Michigan University
3. Service to the southwestern Michigan community

ACCREDITATION
CELCIS is accredited by the Commission on English Language Programs (CEA); CELCIS complies with the guidelines and regulations of the following professional organizations: 
CEA, TESOL, UCIEP, EnglishUSA, and NAFSA
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The CELCIS curriculum prepares students to use English effectively in their university study or careers. Whenever possible, students participate in activities that simulate those that they will experience in their future academic or professional environments.

CELCIS SEMESTERS
Fall semester (15 weeks): August - December
Spring semester (15 weeks): January - April
Summer I session (7.5 weeks): May - June
Summer II session (7.5 weeks): June – August

CELCIS CLASSES
Speaking/Listening (5 clock hours per week)
Grammar/Communication (5 clock hours per week)
Reading/Writing 1 (5 clock hours per week)
Reading/Writing 2 (5 clock hours per week)
Total: 20 hours of instruction per week
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CELCIS Classes prepare students to study at Western Michigan University and other American colleges and universities. Additionally, CELCIS classes can help professionals improve their English.
· Instruction is divided into four classes: Speaking/Listening, Grammar/Communication, Reading/Writing 1, and Reading/Writing 2.

ELEMENTARY LEVEL
Speaking/Listening
· Develop fluency in speaking
· Learn basic communication skills in English
· Learn to participate in small group and whole class discussions
· Practice giving short talks
· Learn to use basic note-taking skills
Grammar/Communication
· Develop fluency in speaking and writing.
· Learn basic English grammar
· Learn to self-edit for grammatical accuracy in speaking and writing
· Develop awareness of the relationship of grammar to meaning
Reading/Writing
· Develop fluency in reading and writing.
· Develop vocabulary skills
· Develop the ability to use text organization for comprehension
· Learn conventional writing mechanics
· Develop the ability to react to readings
· Develop basic research and library skills



INTERMEDIATE, PRE-ADVANCED, & ADVANCED LEVELS
Speaking/Listening
· Communicate with and comprehend English speakers
· Participate in small group discussions in academic situations
· Participate in whole class discussions and activities
· Give oral presentations
· Take comprehensible notes
Grammar/Communication
· Develop fluency in writing and speaking
· Increase grammatical accuracy in writing and speaking
· Self-edit for accuracy in writing and speaking
· Develop awareness of the relationship of grammar to the meaning
Reading/Writing
· Read and comprehend texts
· Write academic papers
· Create study guides
· Write essay exam answers
· Use research and library skills
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ELEMENTARY:
(ESL 0110) Speaking/ Listening
(ESL 0120) Grammar/ Communication
(ESL 0130) Reading/ Writing 1
(ESL 0140) Reading/ Writing 2

INTERMEDIATE:
(ESL 0210) Speaking/ Listening
(ESL 0220) Grammar/ Communication
(ESL 0230) Reading/ Writing 1
(ESL 0240) Reading/ Writing 2

PRE-ADVANCED:
(ESL 0310) Speaking/ Listening
(ESL 0320) Grammar/ Communication
(ESL 0330) Reading/ Writing 1
(ESL 0340) Reading/ Writing 2

ADVANCED:
(ESL 0410) Speaking/ Listening
(ESL 0420) Grammar/ Communication
(ESL 0430) Reading/ Writing 1
(ESL 0440) Reading/ Writing 2
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Students studying online or in-person will have assignments or sessions via web conferencing applications. Students who choose to enroll in the CELCIS program (in-person or online) should understand the following: 
· Students are expected to attend every day that the class meets online.
· If students are enrolled in the online option, they should understand that instructors may require cameras to be on during class.
· All students may have assignments facilitated through web conferencing applications.
· Synchronous instructional sessions facilitated through web conferencing applications may be recorded for future playback. Sessions may be recorded for student reference after a class session or to provide an alternative format for students requiring accommodations.
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The intensive English program curriculum has four proficiency levels:
1: Elementary, 2: Intermediate, 3: Pre-Advanced, 4: Advanced

Each level is composed of four hours of instruction per day, five days a week.
The instruction is divided into four classes. 
1. Speaking/Listening
2. Grammar/Communication
3. Reading/Writing 1
4. Reading/Writing II
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All CELCIS students are expected to buy new textbooks and other materials that are required for class.
· It is not acceptable to use old textbooks that contain answers to exercises (the answers must be erased completely).
· All students must have all of their textbooks after the first week of class. If students order textbooks online, they should choose a 2-day or overnight shipping rate.
· Students without textbooks or other necessary materials may not be able to complete assignments in their classes and receive a lower grade.

Students may purchase their textbooks at the campus bookstore located in the Student Center.
CELCIS books may need to be purchased elsewhere, so you should check with your teacher.  
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PURPOSE OF STUDENT CODE OF CONDUCT 

Western Michigan University is an access-oriented institution that provides an impactful and inclusive education that integrates discovery and fosters holistic growth and well-being "so that all may learn." The University empowers every person to grow, thrive and belong. We contribute to making the world a better place through creativity, research, innovation and compassion. WMU makes decisions based on these five core values:

· Community-engaged: We collaborate with local and global partners with an emphasis on trust, respect, reciprocity and cultural humility.
· Discovery-driven: We pursue inquiry, disseminate knowledge and foster critical thinking that encourages lifelong learning.
· Equity-centered: We transform systems and remove barriers to ensure we represent, serve, include and empower every member of our community.
· Learner-focused: We challenge every member of our community to be responsive to and responsible for the education of our student by intentionally cultivating an engaging university experience that creates skilled, lifelong learners.
· Sustainability-guided: We serve our communities by discovering transformational, multidisciplinary solutions; being environmentally, socially and financially responsible; and improving the quality of life for current and future generations.

Webpage: https://wmich.edu/studentrights/code/mission


STUDENT RIGHTS 

The basic academic rights of all WMU students can be found on the Office of Student Rights and Responsibility webpage: https://wmich.edu/studentrights/code/basic-academic-rights

BASIC RIGHTS 

As provided by University policy or by law:

· Students have the right to free inquiry, expression, and association.
· Students should be free from discrimination and harassment based on race, color, religion, national origin, sex, pregnancy, sexual orientation, gender identity, age, protected disability, protected veteran status, genetic information, height, weight, or marital status.
· Students should be secure in their persons, living quarters, papers, and effects.
· Students are protected against improper disclosure of, and access to, education records as provided for in the Family Education Rights and Privacy Act of 1974.
· Students are free to participate in the governance of the University through membership in appropriately designated University and college committees.
· Students have the right to access their personal records and other University files as provided for under the Michigan Freedom of Information Act.

ACADEMIC RIGHTS AND RESPONSIBILITIES
Students have those academic rights and responsibilities as described in the University catalogs, including but not limited to the following:

· Student performance will be evaluated solely on academic criteria.
· Students have protection against prejudiced or capricious academic evaluation.
· Students are free to take reasoned exception to the data or views offered in any course of study and to reserve judgment about matters of opinion, but they are responsible for learning the content of any course of study for which they are enrolled.
· Students will be informed by the faculty about course requirements, evaluation procedures, and the academic criteria to be used in each class. This information will be provided at the beginning of the semester or sufficiently in advance of actual evaluation.
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Western Michigan University has conduct policies on the following:
1. Academic misconduct 
2. Alcohol use or possession
3. Credit card misuse
4. Dishonesty
5. Disruptive behavior
6. Drug possession or use
7. Entry or use
8. Failure to comply
9. Fire or safety equipment misuse
10. Hazing
11. Identification misuse
12. Conduct system abuse
13. Obscene or harassing communication
14. Harm to persons
15. Sexual misconduct
16. Telecommunication process/procedure misuse
17. Unauthorized use/destruction/defacing of property
18. Unauthorized use or other abuse of University computing resources 
19. Unauthorized key possession or use
20. Unauthorized posting
21. Violation of the law
22. Violation of University policy
23. Weapon possession or use
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If you do not follow the rules, below are some examples of what may happen:
· Warning
· Reprimand
· Behavior Contract
· Restitution
· Discretionary sanctions
· Loss of privileges
· Probation
· Suspension
· Expulsion
· Withholding of degree
· Revocation of degree

There are more details about each sanction in the Student Code of Conduct.

STUDENT CONDUCT VIOLATION PROCESS
Information about the student conduct process, including all the steps, can be found here: https://wmich.edu/studentrights/students/conduct-process


APPEAL PROCESS
There is an appeal process. It is included in the Student Code at https://wmich.edu/studentrights/students/appeals and be completed online.

NOTE: If your action breaks a State, local or U.S. law, the State or government legal system will start a separate process from WMU’s process, and the process may be started at the same time.

If you have any questions about the Student Code of Conduct, please submit a message at this webpage: https://wmich.edu/studentrights/contact 

Contact Information:
Student Rights and Responsibilities
Western Michigan University
Kalamazoo MI 49008-5326 USA
Phone: (269) 387-2160
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CELCIS wants to help students understand the standards for academic honesty that are used in most American institutes of higher education including Western Michigan University. 

[bookmark: _DEFINITIONS]DEFINITIONS
If a student is uncertain about an issue of academic integrity, they should consult the faculty member to resolve questions in any situation prior to the submission of the academic exercise. Violations of academic integrity include but are not limited to the following:

· Cheating
· Complicity
· Fabrication
· Falsification
· Forgery
· Multiple submission
· Plagiarism

To read more about the different types of Academic Integrity violations, please visit the Office of Student Rights and Responsibilities webpage: https://wmich.edu/studentrights/academic/definitions 

ACADEMIC INTEGRITY VIOLATION PROCESS

To review the Academic Integrity violation process in the Office of Student Rights and Responsibilities, please visit their webpage: https://wmich.edu/studentrights/academic/process  
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1. Students are expected to be in class EVERY DAY.
If students miss class:
· They will be marked absent
· They may miss the placement tests (beginning of the semester)
· They may miss important tests and assignments
· Their grade may go down 
· In extreme cases, they may face immigration penalties or be dismissed from the program.
Students should always talk to their instructors when they are absent from class to find out what they missed and what they need to do.

2. Students are expected to complete all assignments, tests, and assessments during the semester.
Students are responsible for any work they miss due to arriving to CELCIS late, leaving the CELCIS program early, or for being absent because of sickness, religious/cultural holiday, or any other reason.

3. Classwork ends on the last day of class. No work can be submitted after the last day of class.
Any work that students send to instructors after the last day of class will not be counted and will not affect the final grade. Final grades are decided by the instructors. Final grade decisions are final and cannot be changed by the CELCIS Chair or Assistant Manager. 

4. Students cannot choose their teachers at CELCIS.
Students are not allowed to request a class or level change because they do not like a specific teacher or teaching style. All CELCIS instructors are experts and will teach you the content you need to be successful and make progress in this program. If you are experiencing a personal issue with your teacher, please contact the CELCIS Chair or Assistant Manager for further guidance.

5. Students must practice academic integrity on tests, quizzes, and research papers.
[bookmark: _Hlk222998223]The CELCIS program has the same academic integrity expectations as Western Michigan University. Please review the definitions of academic integrity violations in the Student Code of Conduct. If students violate these definitions, they will be reported to the WMU Office of Student Rights and Responsibilities.

6. All students are expected to show respect to their teachers, classmates, and the CELCIS office staff.
CELCIS students must adhere to the Western Michigan University conduct expectations outlined in the Student Code of Conduct. Disruptive, abusive, or disturbing behaviors inside and outside of the classroom will not be tolerated and will be reported to the Office of Student Rights and Responsibilities. Any student who is reported may be subject to sanctions such as probation or suspension.

7. Students cannot choose their classrooms.
CELCIS classrooms are chosen before each semester or session begins. Sometimes there may be changes to these rooms during the first week of classes or later in the semester. These changes can only be made by CELCIS instructors or staff. 

8. The CELCIS Chair and Assistant Manager cannot and will not change students’ grades.
Students get the grades they earn, and the CELCIS teachers decide these grades. The CELCIS office cannot change this. If students have a question about their grade, they should talk to their teachers.
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PATHWAY PROGRAMS
The Dual Enrollment Pathway Program enables international students to take English as a second language courses while also taking academic courses that count toward an academic degree program. The Pathway Program also includes a Pathway seminar that provides assistance in cultural adjustment and general academic support. Information about application requirements and academic course options can be found on our website: https://wmich.edu/international/pathway 

UNDERGRADUATE AND GRADUATE PROGRAMS
All prospective students who wish to apply to an undergraduate or graduate program at WMU may do so by submitting an online application on our website: https://wmich.edu/international/apply 
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The FINAL GRADE will determine whether or not you pass a class.
Students must have a minimum grade of “C” or 75 percent in order to pass the class. The CELCIS grading scale can be found on our webpage or in the syllabus of your CELCIS course.

Students who are not in class during the final week of classes may not be allowed to take the tests or assessments scheduled by the instructor. Students cannot complete the tests or assessments early.
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Homework and work done in class is important. Instructors may grade you for:
· Work done in class
· Tests and quizzes
· Participation in class
· Homework and assignments

TIPS FOR SUCCESS
1. Make a Study Plan
· Daily, weekly, monthly plans
· Study every day (even weekends)
· Don’t waste time
2. Do your Homework
· Expect homework every day
· Do it yourself 
· Do it on time
· If you have questions, ask your instructor
3. Study
· 1 hour of study for each hour of class
· 3 classes = 4 hours per day
· Rewrite & review notes
· Make outlines and study guides
· Make a vocabulary notebook
· Predict test questions
4. Get Involved
· Make new friends who do not speak your language
· Join clubs, play sports, volunteer
· Join CELCIS Conversation Circles
· Join CELCIS Activities
· Talk to people!
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1. If a student fails all of their classes, the student gets placed on Probation 1 for the next semester.
2. If that student then fails more classes in the following semester, the student gets placed on Probation 2, and is automatically given a contract which must be signed at a meeting with the CELCIS Assistant Manager or the CELCIS chair.
3. If a student on Probation 2 fails a majority of classes the next semester, the student may be dismissed from the program. NOTE: The CELCIS chair reserves the right to dismiss any student with excessive absences or inappropriate behavior.
4. If a student on Probation 1 or 2 passes all of his/her classes for the semester, then the probation status will be removed.
5. Students on Probation 2 will not be able to receive a travel signature on their I-20 form until the final grade report becomes available on the last day of the semester. This is not the same as the last day of classes. Be sure to confirm the last day of the semester.
6. With the permission of the chair, students who have been dismissed from CELCIS may be eligible to return after taking a minimum of one academic semester off. If students are given permission to return, they will not be on probation when they restart their classes. Probation status does not carry over for students who have been dismissed.
7. Students who have been dismissed twice are not eligible to return to CELCIS.
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· Students who pass a class will be promoted to the next level of that class.
· Students who fail (having a final grade of DC or less, or an average grade of less than 75%) must repeat the course.
· There are no promotions in the middle of the semester or session.

PROFICIENCY-BASED PROMOTION
· Students who earn an A for their final grade in Speaking/Listening, Grammar, Reading/Writing 1 and Reading/Writing 2 will receive permission to retake the CELCIS placement exam at a designated time at the beginning of the following semester.
· If the resulting test scores are high enough, the student may be allowed to advance one level at CELCIS.

SUMMER PROMOTION
· Promotion in the summer semester is based on a weighted average of the summer I and summer II courses, with equal weight given to both classes.
· New students beginning in the Summer II session may be required to retake courses or take a placement test to advance to the next level.

PROGRAM COMPLETION
To complete the CELCIS program, students must receive a passing grade (C or higher) in Speaking/Listening, Grammar/Communication, Reading/Writing 1 AND Reading/Writing 2 at the Advanced level.

HONOR ROLL
At the end of each semester, all students who have earned a final grade of BA or higher (90%) in every class will be placed on the CELCIS Honor Roll.
The Honor Roll is posted on the wall in the main hallway of the CELCIS office in the garden level of Ellsworth Hall.
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All CELCIS students must attend classes and make normal progress in learning English. You are responsible for knowing this policy. Keep in mind that CELCIS classes are participatory, and your success in each class will depend on your attendance and participation. If you do not understand, you must ask your instructors, the CELCIS Chair, or the Assistant Manager to explain it to you. If you do not understand the immigration effect of this policy, you must ask your immigration advisor.
· Absences are counted in class hours
· CELCIS requires at least 90% attendance over the course of a semester.
· All absences will be recorded, including those caused by medical, legal, or emergency reasons.
· Your instructors’ record of attendance is the official attendance record.
· Missing class time will have a negative effect on your final grade.
· If you miss more than 10% of your classes, you will receive an email notification from the CELCIS office and may be required to meet with the CELCIS chair or assistant manager.

If you reach 15 or more unexcused absences (class hours) in a class during fall, spring, summer I, or summer II, you will be considered in violation of the CELCIS Attendance Policy:
· You will receive an INITIAL violation notice from the CELCIS office. You must contact the assistant manager within 5 business days. If you believe the records are incorrect, you may appeal within the 5 business days.
· After confirming that the attendance record is accurate, a FINAL violation notice will be sent to you. At this time, students with F-1 or J-1 visas will be referred to the CELCIS immigration advisor.
· A violation of the CELCIS Attendance Policy may result in dismissal from the CELCIS program.

For students on F-1 and J-1 visas, with 15 or more unexcused absences (class hours) in a class, you may be deemed in violation of your immigration status.
· Your SEVIS record may be terminated and the U.S. Department of Homeland Security may be notified of your failure to attend class.
· You must immediately make an appointment with the CELCIS immigration advisor to request a reinstatement.
· You must go to classes while U.S. Citizenship and Immigration Services make a decision on your application.
· Your reinstatement might be approved or might be denied. If the application for reinstatement is denied, the student must leave the U.S. immediately.
· If you do not file for reinstatement, U.S. Immigration will require you to leave the U.S. immediately.

SHORT-TERM PROGRAM STUDENTS
Short-term program students are expected to adhere to the 90% attendance policy. Additional standards may be required as part of their program.

TARDINESS
Classes begin on the hour (9 a.m., 10 a.m., 11 a.m., 12 p.m.) If you arrive late, you may miss in-class assignments and your grade may be affected. If you arrive more than 10 minutes late to class or if you miss more than 10 minutes of class at any other time, you may be marked absent for that class hour.

LATE ARRIVALS
All students (new and returning) who are unable to arrive on time should understand the following:
· You must notify the CELCIS Chair and receive permission to arrive late.
· Any arrival after the start date reflected on your I-20 or DS-2019 may result in being denied entry at the U.S. port of entry. It is advised for initial students to obtain a new initial I-20 from I3S reflecting a deferred start date to arrive late.
· Late arrival for ANY reason may have a negative effect on your progress during that semester.
· ALL students who begin classes after the start of the semester, for any reason, will be counted absent for the classes they have missed. This may affect class participation points and affect grades.
· Instructors are NOT required to re-teach any material that is covered while you are absent, and instructors do NOT have to provide make-up tests or accept late assignments, etc. for the period that you are absent.

EARLY DEPARTURE
· Students who choose to leave before the end of the semester will be counted absent.
· Instructors are NOT required to pre-teach or re-teach any material that is covered while a student is absent, and instructors do NOT have to provide make-up tests or accept early or late assignments, etc. for the period that a student is absent.
· If a final assessment is given, students who are not in class during the final week of classes may not be allowed to take the assessment. Students cannot take the assessment early. This will affect class participation points and affect grades.
· Before you leave WMU, you must:
· Make an appointment with the CELCIS immigration advisor and submit a Notification of Departure.
· Be sure to take care of any financial obligations to the University, drop classes in the CELCIS office, and cancel health insurance.

BEREAVEMENT LEAVE
A student will be allowed up to five (5) consecutive absences (class hours) if there is a death in their immediate family (spouse, parent, child, grandparent, sibling, spouse’s parent, spouse’s grandparent, spouse’s sibling). The student must provide the CELCIS office with a copy of a death certification or obituary in English and contact their teachers about class work.

MEDICAL LEAVE
If you have a serious illness or medical condition, you may be eligible for medical leave. You must provide the CELCIS Chair or Assistant Manager with documentation from a licensed medical doctor or clinical psychologist. The doctor’s note should specify dates and indicate the reason why you are unable to attend classes. Medical documentation should be submitted as soon as possible and will not be accepted after the last day of classes.
· If a student cannot maintain full-time enrollment due to an illness or medical condition, they should contact the International Student and Scholar Services office about submitting a Reduced Course Load request.
· Students on medical leave must complete all missed work according to the teachers’ policies.
· Students may be allowed up to a maximum of 14 consecutive class hours or 14 total class hours of approved leave for the semester (per class).
· In the case of pregnancy, women are eligible for medical leave with a doctor’s note at the time of birth or if complications occur. Fathers are eligible for up to 3 class hours of paternity medical leave at the time of birth.
NOTE: Medical leave is for serious illnesses or medical conditions, not for scheduled appointments. To avoid absences, students should try to schedule medical appointments outside of class time.

ABSENCES DUE TO RELIGIOUS OBSERVANCES
It is University policy to permit students to fulfill obligations set aside by their faith. Students must let their instructors know that they will be missing class in advance. Students are responsible for completing all missed work according to the teachers’ policies and within a reasonable time frame.

MAKEUP WORK
You are responsible for contacting your teachers when you are absent. You must do all homework, quizzes, tests, and assessments according to the teachers’ policies. No work can be submitted after the last day of classes of the semester.

COURSE WITHDRAWAL

Consult with the CELCIS immigration advisor to withdraw as this may result in violation of status unless authorized by I3S in advance. If you are eligible to withdraw from one or more of your CELCIS classes, you must also go to the CELCIS office to complete a withdrawal form.

TUITION REFUND POLICY
If you need to withdraw from CELCIS during the first few days of class, tuition will be refunded. The refund amount will be determined by the date the CELCIS office receives the refund request.

Visit the Registrar’s Office Academic Calendar webpage to see deadlines for 100% tuition refunds: https://wmich.edu/registrar/calendars/academic 

TUITION APPEAL
If you are withdrawing due to an unforeseen circumstance (death of a family member, medical emergency, etc.), you may be eligible for a tuition refund. The guidelines for tuition appeal can be found on the Accounts Receivable website: https://wmich.edu/accounts-receivable/tuitionchargeappeal 
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New students are required to take a 90 minutes placement test with the CELCIS Chair or Assistant Manager before being enrolled in classes. The placement test includes a section on grammar, vocabulary, and reading (65 minutes), a writing section (25 minutes), and a brief oral interview.

Students will be enrolled in CELCIS classes based on the results of their placement test. Students will be informed of their level and class schedule before the first day of classes.

CELCIS instructors will administer pre-tests to all enrolled students during the first week of classes to evaluate skills in listening comprehension, speaking, grammar, reading comprehension, and writing. After reviewing the results of the pre-tests, instructors may notify the CELCIS Chair if they believe a student is placed at the wrong level.

LEVEL CHANGES

Instructors and the CELCIS Chair will determine if any students have demonstrated they have been placed at a proficiency level above or below their current placement. If it is decided that a student should be moved to a different level, the student will be notified by email and sent a new class schedule.

If a student wants to request a change to their placement, they should follow these steps:

1. Talk to your teachers, the CELCIS Chair, or the CELCIS Assistant Manager about changing your level. 
2. Fill out the “CELCIS Level Change Form” by printing it from this webpage or by picking one up in the CELCIS office. The form should be submitted within the first 3 days of the semester. 
3. Submit the form to the CELCIS Chair or Assistant Manager. 
4. Your placement test results and the pre-tests you took during the first week of classes will be reviewed and your instructors will be consulted about your skills. 
5. A final decision will be made by the Chair before the “Last Day to Add/Drop” date on the Academic Calendar 
6. You will be sent an email with the final decision and a new class schedule if applicable. 
If you do not attend the first 3 days of class, you are not eligible to request a level change

[bookmark: _CLASS_REGISTRATION]CLASS REGISTRATION

New students will be enrolled by CELCIS staff after completing a placement test and sign a Consent to Register form. The form gives CELCIS staff permission to enroll students in their classes.

Returning students will need to sign the Consent to Register form before being enrolled for the following semester. This can be done with a paper form or electronically. Returning students must resolve all holds before they can be registered for CELCIS classes. 

RETAKING COMPLETED COURSES
A CELCIS student will be allowed to retake a CELCIS class that the student has already passed ONLY IF by not taking the class, the student will be under-enrolled and consequently go out of status.
Approval from the CELCIS chair and the CELCIS immigration advisor is required. In addition, the student will bear the cost of retaking the already passed class.
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If you have a problem or are unhappy with any aspect of CELCIS, please follow the appropriate procedures below:

CLASS CONCERNS: Teacher, grade, level, etc.
1. First, discuss your concerns with your instructor during office hours.
2. If you are not satisfied with the action taken as a result of the discussion, make an appointment with the CELCIS Assistant Manager or the CELCIS Chair to discuss the concern and the resolution of the instructor.
3. If the problem is still not resolved to your satisfaction, discuss the problem with the University Ombuds. The University Ombuds helps students resolve academic and non-academic concerns. You can call the office (269) 387-0718, visit their office in the Faunce Student Services building, or submit complaint on their webpage: https://wmich.edu/ombudsman/complaints 

GRADE APPEAL 
The accepted reasons for a student to appeal his/her grade are:
· Grade was not calculated according to the syllabus or there was a change to the syllabus
· Grade was calculated incorrectly
· Grading/performance standards were unequally applied
· Instructor failed to initiate a grade change as agreed with the student
Students should begin a discussion about a grade appeal with their instructor and the CELCIS Chair. If the student is not satisfied with the solution, they can submit a formal grade appeal through the University Ombuds by calling 269-387-0718 or sending an email to ombds@wmich.edu 

OTHER CONCERNS: Program, staff, personal, etc.
For general concerns or suggestions, you may ask your class representative to take the concern to one of the regularly scheduled Student Advisory Board meetings. To address urgent concerns, students may:
1. Request an appointment with the CELCIS Assistant Manager to discuss the concern and find a solution.
2. If the problem is still not resolved to your satisfaction, discuss the problem with the University Ombuds. The University Ombuds helps students resolve academic and non-academic concerns. You can call the office (269) 387-0718, visit their office in the Faunce Student Services building, or sending an email to ombds@wmich.edu 

NOTE: If you would like a translator present, please let the office staff know in advance and they will try to find someone who can assist.
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CELCIS students have many questions and we have advisors that can help you. An advisor is someone who gives advice and guides you. We have staff that specialize in different types of advising:

CELCIS ADMISSIONS
A dedicated International Admissions Counselor is assigned to prospective CELCIS students. This person acts as an advisor to guide student through the admissions process and the process of becoming a CELCIS student.

ADMISSIONS TO WMU DEGREE PROGRAM OR ANOTHER UNIVERSITY
An International Admissions Counselor is assigned to students who are applying to or have admission to an academic program. This person acts as the liaison between the student and the academic department and assists them with the application process.

IMMIGRATION ADVISING
The CELCIS immigration advisor advises and counsels international students on matters related to compliance with federal immigration regulations such as academic course load, probation, employment, travel requirements, financial requirements, and medical concerns.

Admissions and immigration advisors are located in the International Student and Scholar Service office on the third floor of the Faunce Student Services office. Students can schedule a private appointment through email or visit the office during express advising in the afternoon, Monday-Friday.

CELCIS PROGRAM ADVISING
The CELCIS Assistant Manager and Chair are available to students by appointment to discuss program concerns. Examples include course placement, grades, instructors, attendance, progress, matriculation, leave requests, etc.

PERSONAL ADVISING
Students may make an appointment with the CELCIS Assistant Manager for personal advising to discuss any topic of concern. Examples include how to catch a bus, how to understand documents they have received in the mail, how to cope with culture shock, health issues, legal issues, accessing resources on campus and in the community, banking, transportation, getting involved on campus, housing concerns, roommate issues, coordinating disability services, conflict with students or teachers, death of a family member, time management, etc. 

To make an appointment with the CELCIS Assistant Manager or Chair, please send an email requesting an appointment. Students may also visit the CELCIS office in the garden level of Ellsworth Hall in the afternoon, but it is not guaranteed that the Assistant Manager or Chair will be available without a scheduled appointment.
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A hold is placed on a student’s account to stop registration and other activities that are considered benefits of a student in good standing. The hold will stay on the account until the student meets the conditions of the department that placed it. Students can check their holds by logging into GoWMU: https://go.wmich.edu/s/article/Frequent-Holds-and-Who-To-Contact 

If you would like more information on how to check your holds, what a hold means, or who to contact to get the hold removed, please email the CELCIS office at celcis-info@wmich.edu .
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Anthology Student Course Ratings System is a web-based course evaluation tool to help rate courses and instructors. The electronic questionnaire allows students to provide feedback, which is used to improve courses and instruction. All course ratings are confidential. After the course ratings period ends and final grades are posted, instructors can access the results for each course, but they cannot link responses to individual students.

The information students provide in course ratings is extremely important.
· Faculty use information from student ratings instrument to improve their courses and teaching methods, and to determine whether course content is meeting the needs of their students.
· Department chairs review course rating data to assess both their faculty, and the value of courses offered in their department.
· University committees include course rating data as part of faculty reviews, to determine promotion and tenure

To learn more about the course evaluation system, please visit this webpage: https://wmich.edu/assessment/evaluationsystems/wmicheduassessmentevaluationsystemsstudent-course-ratings-system 
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Students with an F-1 visa may work on campus for up to 20 hours per week while registered for classes. Students who are on Summer break but intend to register for classes the next semester (Fall) may be eligible to work more than 20 hours a week. 

Students with a J-1 visa may work only on-campus with their J-1 program sponsor’s written authorization in advance.

Students should always consult an immigration advisor about work and hour restrictions. 
CELCIS students may not work off campus without Department of Homeland Security Authorization. 

To learn more about employment requirements, sick leave, and how to find a job on campus, visit the Career and Student Employment Services office website: https://wmich.edu/career/campus  
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All full-time enrolled CELCIS students who enter the United States on an F-1 or J-1 visa are required to regularly attend all CELCIS classes and work consistently for the entire semester or session they are enrolled. If a student fails to make normal progress, he or she may be considered in violation of status and a reinstatement may be recommended, if eligible.
Making normal progress is defined by CELCIS as:
· Preparing carefully for tests
· Completing homework assignments
· Making up tests missed because of absences
· Turning in all assignments on time
· Coming to class on time
· Asking questions in class
· Seeing instructors during office hours if you have questions
· Abiding by the CELCIS Attendance Policy
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Students should meet with an immigration advisor before making any travel arrangements.

You should carry your immigration documents along with a Bronco ID with you for all travel outside Kalamazoo. While you are in Kalamazoo, please carry at least a copy of your immigration documents with you at all times.
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As an SEVP approved school, all CELCIS students who have F-1 or J-1 status are required to enroll full-time during fall and spring semesters. Fall and spring are mandatory semesters

SUMMER SESSIONS
Summer I and Summer II sessions are considered a University break period for student enrollment. Students are not required to take CELCIS classes during the summer sessions. (This does not apply for new students whose first term of enrollment is in summer).

If you are receiving a financial scholarship by a sponsor, please follow their enrollment requirements for funding purposes. The CELCIS department recommends that students take summer semester classes. Taking long breaks may cause students to forget the English that they have learned.

All students who study during the Summer I session will be required to also study in the Summer II session. If a new student receives a Summer I I-20, then by federal regulations, both summer sessions are mandatory enrollment periods and the student will not be eligible for vacation until the summer session the following year.

New students have the option to begin in the Summer II term if they have a Summer II I-20. Students who begin in Summer II will not be eligible for a vacation period until the summer session the following year. Returning students and Pathway students will not be allowed to register for only summer II classes.

[bookmark: _CAMPUS_LIFE_AND]CAMPUS LIFE AND STUDENT SERVICES

[bookmark: _ACTIVITIES]ACTIVITIES
The Center for English Language and Culture for International Students at Western Michigan University encourages students to get involved in activities planned by CELCIS, WMU, and the community.

CELCIS CONVERSATION CIRCLES
The Conversation Circles program is open to all WMU students and is designed to help CELCIS students make connections with other students and to practice conversational English. The group meets at least once a week to chat in English about various topics. The conversation can be about campus life, culture, food, or other topics of interest. Groups meet at various times each semester. Meetings are held in public places on campus.

STUDENT ACTIVITIES
CELCIS plans service-learning, cultural and recreational activities to help international students engage with the campus and community. Examples of past activities include visiting the Kalamazoo Valley museum, exploring Saugatuck, Michigan, and going to Michigan’s Adventure amusement park. Check your WMU email for upcoming activities or sign up for the WMU Global Education newsletter.

WMU Events: https://wmich.edu/events 
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International students can choose any bank to use. For the students’ convenience, PNC Bank has a branch located on campus for those who wish to open an account with them.

PNC is a full-service bank offering:
· Checking
· Savings
· Certificates of deposit
· Multiple on-campus ATMs
· Mortgage Services
· MasterCard & Visa Service
· Personal and Business Loan Services
· Trust and Investment Services
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The Bronco ID is your photo identification card at Western Michigan University. The photo used for a Bronco ID can be submitted online and picked up at the Parking Services office. Photos can also be taken at the Parking Services office. The Bronco ID can be used:
· As your library card
· For dining hall entry
· As Dining Dollars at dining halls and cafes
· At the Student Recreation Center
· At Computer Centers
· For the Metro Bus Service on any route around the Kalamazoo area
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Like all admitted students, students with disabilities must demonstrate the ability to do college work successfully. Students with conditions impacting a major life function, such as learning, may need to request accommodations. This can include students with mental health or other medical concerns. Students who are experiencing temporary medical concerns can register with Disability Services for Students to receive temporary accommodations. No qualified person shall, by reason of disability, be denied access to, participation in, or the benefits of any program or activity operated by Western Michigan University.

To request accommodations through Disability Services for Students fill out the DSS-Accommodate Initial Information Form.

DSS-Accommodate Initial Information Form

Supporting documentation can be uploaded to this form, sent via fax, or brought as hard copies to initial meetings. After the DSS-Accommodate form is filled out please make a phone or in-person appointment by calling DSS at (269) 387-2116 or use the online scheduling page to make an initial appointment.  Your initial meeting is very important; you will not be considered registered with the office until you have met with us.
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All international students are required to have health insurance. Western Michigan University automatically enrolls all international students in the international health insurance plan. To learn more about the WMU international health insurance plan and special health insurance terms, please visit this webpage: https://wmich.edu/international/insurance Questions about health insurance can also be sent to ias-insurance@wmich.edu 

If you have a minor injury or illness (cough, stomach ache, etc.) you should visit the on-campus Sindecuse Health Center. You can make an appointment by calling 269-387-3287 or using the patient portal on their website. Do not forget to bring your insurance information, Bronco ID, and passport to your appointment.

If you have a non-emergency healthcare need and you are not on campus, you can visit an urgent care center.

If you have a serious health issue such as severe chest pain, serious bleeding, or an injury to your head that causes disorientation, you should go to a hospital. There are two main hospitals in Kalamazoo: Bronson hospital and Beacon Kalamazoo.

If you experience a medical emergency that prevents you or those with you from driving, or if you see someone else having a medical emergency, you should call 9-1-1. The 9-1-1 dispatcher will send an ambulance to your location. Follow these steps:
1. Call 9-1-1 on the telephone
2. Say it is an emergency
3. Give your complete name
4. Give your complete address
5. Describe the problem
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Western Michigan University requires international students from high-risk countries to be screened for tuberculosis during their first semester at WMU based on recommendations from the American College Health Association. Testing for tuberculosis can be done at the Sindecuse Health Center by calling 269-387-3287 or making an appointment on their website. TB testing costs are covered by the GeoBlue international health insurance plan which is required for all international students at WMU. Students who are required to have this testing completed will be notified by email a few weeks into the semester they enter WMU.

More information about tuberculosis testing can be found on the Sindecuse health center website: https://wmich.edu/healthcenter/clinic/services/tb 
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WMU is a tobacco-free community, inside and out. This means the following tobacco products are not allowed on campus: cigarettes, e-cigarettes, cigars, snuff, snus, water pipes, pipes, hookahs, chew, and any other non-combustible tobacco products.
Use of tobacco products is allowable inside enclosed personal vehicles and on city-owned sidewalks. Tobacco cessation programs for students are being made available by the University; please contact the Sindecuse Health Center.
For more information on the policy, visit: https://www.wmich.edu/tobaccofree
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LIVING ON CAMPUS
Please visit the Housing and Residence Life website for the most accurate information about costs, housing options, and policies: https://wmich.edu/housing/options/comparisonchart 

LIVING OFF CAMPUS
There are many apartment communities close to campus. They are a good living option when you are more accustomed to your life at WMU. Choosing an apartment can be a difficult choice and you should ask your friends, classmates, and other students about their experiences before signing a lease or contract.

[bookmark: _MEAL_PLANS]MEAL PLANS

Please visit the Dining Services website for the most accurate information about options, costs, and Dining Dollars: https://wmich.edu/dining/mealplans 
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It is recommended that students register for the WMU alert system. In the case of an emergency, severe weather, or a campus closure, students will receive a text or phone call. You can set up campus alerts by logging into GoWMU here: https://go.wmich.edu/s/article/Campus-Alert-Settings 

OTHER WAYS TO GET CLOSURE AND EMERGENCY INFORMATION:
1. Visit www.wmich.edu – Campus closing announcements will be posted immediately on the WMU home page.
2. Call the University weather and emergency hotline: (269) 387-1001 – Closing announcements will be available immediately.
3. Radio and television – WMU will contact local television and radio stations as soon as decisions are made so that they can make announcements.
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All CELCIS students are eligible to use the student recreation center located on campus. The cost of membership is included in CELCIS student fees. The student recreation center offers many types of athletic facilities, such as:

· Indoor climbing wall
· Indoor tennis courts
· Basketball courts
· Weight room
· Swirl pool
· Squash court
· Pickleball courts
· Intramural Soccer Fields
· Aerobic room
· Outdoor Tennis Courts
· Lawson Ice Arena
· Racquetball courts
· Swimming Pool (check operating hours)
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METRO TRANSIT
WMU students can ride the Kalamazoo Metro Transit buses for free with a valid WMU Bronco ID Card. For more information about bus routes, visit the Kalamazoo Metro website: https://www.kmetro.com

TRAIN
Amtrak offers daily trains from Kalamazoo to Chicago, Detroit, Pontiac, and Port Huron. For information or to make reservations, call (800) 872-7245 or visit https://www.amtrak.com.

CAR
If you plan to drive a motor vehicle while at WMU, you will need to obtain a driver’s license.
If you are over 18 and are a licensed driver in your country, you can apply for a Michigan driver’s license. You can read about the process, required documents, and the use of a foreign driver’s license on the Michigan Secretary of State website: https://www.michigan.gov/sos/resources/communities/new-mi-residents 

If you purchase a car in Michigan, you will need to register it here and have a Michigan driver’s license to obtain car insurance, which is mandatory. You can read more about buying, selling, and leasing a vehicle in Michigan on the Secretary of State website: https://www.michigan.gov/sos/vehicle/ownership 
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[bookmark: _CELCIS]CELCIS
Phone: (269) 387-4800
Email: celcis-info@wmich.edu
Website: https://wmich.edu/international/english 

1805 Ring Rd N
0530 Ellsworth Hall (Garden Level)
Kalamazoo, Michigan, 49008-5223

[bookmark: _INTERNATIONAL_STUDENT_AND]INTERNATIONAL STUDENT AND SCHOLAR SERVICES (I3S)
Phone: (269) 387-5865
Email: oiss-info@wmich.edu 
Website: https://wmich.edu/international 

2455 W Michigan Ave
3rd floor, Faunce Student Services
Kalamazoo, Michigan, 49008-5246






