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SIF SYLLABUS APPENDIX OF 

COURSE POLICIES AND PROCEDURES 
Fall 2025 

 
Note: The polies are presented in alphabetical order by topic. 

Academic Integrity 

Academic Integrity Expectations and Policies 

Academic honesty is expected of all students in all examinations, papers, laboratory work, academic 
transactions, and records. Students in this class must adhere to ASU’s Academic Integrity Policy. 
Students are responsible for reviewing this policy and understanding each of the areas in which 
academic dishonesty can occur.  
 
All submissions by a student are expected to be the original work product of the submitting student. 
Material that violates this requirement in any way, or that constitutes any form of dishonesty, 
cheating, fabrication, the facilitation of academic dishonesty, and/or plagiarism, will be reported to 
the New College Academic Integrity Office (AIO). The possible sanctions include, but are not limited 
to, appropriate grade penalties, course failure (indicated on the transcript as a grade of “E”), course 
failure due to academic dishonesty (indicated on the transcript as a grade of “XE”), loss of 
registration privileges, disqualification, suspension, and dismissal. The AIO maintains records of all 
violations and has access to academic integrity violations committed in all other ASU colleges, 
schools, and departments. 

 
If you have questions about appropriate submissions or methods of citation, you should contact your 
instructor before submitting materials and well in advance of the assignment deadline. 

Electronic Review of Written Submissions  

To ensure compliance with academic integrity policies, written submissions will be submitted to 
SafeAssign, TurnItIn, or a similar program. Submission of any writing assignment in the course to the 
professor constitutes consent by the student for the instructor to upload the paper to any such database 
to check for instances of academic dishonesty. 

Avoiding Plagiarism 

Some students truly do not understand what plagiarism is, and therefore plagiarize unwittingly or 
unintentionally. Ignorance, however, is not an excuse for unethical academic conduct. To avoid 

https://provost.asu.edu/academic-integrity/policy
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plagiarism, review this tutorial on Plagiarism Awareness and this reference on Avoiding Plagiarism. 
Moreover, read the following rules that apply regardless of the citation style you may be using: 

1. Direct Quotations – Whenever you directly quote someone else, you must provide a citation to 
the source of the material from which you are quoting. Moreover, you must put the material in 
quotation marks or otherwise set it off in an indented quote, so the reader knows what words are 
yours, and what words are quoted. It is unacceptable to use the words of others and only partially 
quote the original source. This is true even if you provide a citation to the source both in the body 
of your paper and in your references section! 

2. Paraphrasing/Indirect Quotations – Whenever you indirectly quote someone else (i.e., you 
paraphrase the work of another), you must provide a citation to the source of the material from 
which you are paraphrasing. Simply changing the structure of a sentence, or a few words in a 
sentence so that the sentence you write is not an exact quote from the original source does not 
mean a citation is not needed. This is because the idea you are expressing is not your own, but 
rather someone else’s. 

3. Using Other’s Ideas – Even if you compose an entire paragraph of writing in your own words 
(i.e., neither quoted nor paraphrased), if the idea you are expressing in that paragraph is not your 
own, original idea, you must provide a citation to the source from which you obtained this idea. 

4. Collaborative Work – If you collaborate on any work with someone else and fail to acknowledge 
that collaboration, you are guilty of plagiarism. If you have received permission from your 
professor to collaborate on some assignment, be sure that all of the contributors’ names appear on 
the submission. 

5. Altering or Revising Another’s Work – If you alter or revise the work done by someone and 
submit that work as your own, you have plagiarized. Similarly, if you allow someone else to alter 
or revise the work that you have done and then allow that person to submit it as their own work, 
you are both guilty of plagiarism. Work that is not entirely your own must be credited by citation, 
both in text and in your references page. 

6. Altering or Revising Your Own Prior Work – You should also be aware that reusing or revising 
your own work that was prepared for another class or another professor, and not bringing it to the 
attention of the professor to whom you are submitting the revised work is also academic 
dishonesty. If, for example, you have two classes that require a term paper, and you can write one 
paper that meets the requirements of both classes, you may not submit that paper to both 
professors unless you get permission to do so in advance from both professors. Similarly, if you 
wrote a paper several semesters ago that can be revised and submitted in satisfaction of a paper 
requirement for a course in which you are currently enrolled, doing so is academic dishonesty 
unless you get the advanced permission of your professor to do so. The reason this is dishonest is 
that it is not original work prepared in satisfaction of the requirements of the course you are 
currently taking. Contact your instructor for written approval if you are seeking an exception for 
unique cases. 

Additional Resources to Avoid Plagiarism 

The OWL (Online Writing Lab) at Purdue University contains some great tips for making sure that 
you do not plagiarize unintentionally. Read the information at the following URL for assistance with 
quoting, paraphrasing, summarizing, and more:  
 

https://owl.purdue.edu/owl/avoiding_plagiarism/index.html 

https://www.asu.edu/lib/tutorials/storyline/plagiarism-awareness/story_html5.html
https://owl.english.purdue.edu/owl/resource/589/01/
https://owl.purdue.edu/owl/avoiding_plagiarism/index.html
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Accessibility Statement 
In compliance with the Rehabilitation Act of 1973, Section 504, and the Americans with Disabilities 
Act (ADA) of 2008, as amended, professional disability specialists and support staff at Student 
Accessibility and Inclusive Learning Services (SAILS) facilitate a comprehensive range of academic 
support services and accommodations for qualified students with disabilities. SAILS staff coordinate 
the transition from high schools and community colleges, in-service training for faculty and staff, 
resolution of accessibility issues, community outreach, and collaboration between all ASU campuses 
regarding disability policies, procedures, and accommodations. 

Establishing Eligibility for Accommodations  

Qualified students with disabilities may be eligible to receive academic support services and 
accommodations (see http://www.asu.edu/aad/manuals/ssm/ssm701-01.html ). Eligibility is based on 
qualifying disability documentation and assessment of individual needs. Students who believe they 
have a current and essential need for disability accommodations are responsible for requesting 
accommodations and providing qualifying documentation to SAILS. 
 
Students who feel they will need learning accommodations in this course but who have not registered 
with SAILS should contact SAILS immediately. Students should contact the SAILS on the campus in 
which your class is being held.  

Accommodations 

Every effort is made to provide reasonable accommodations for qualified students with disabilities. 
Before receiving any disability accommodations, verification of eligibility from SAILS is required. 
Once registered with the SAILS, students with disabilities must meet with the instructor to discuss 
what reasonable accommodations they will need to be successful in this course. Students with 
disabilities that are known at the time this course begins are encouraged to make their request for 
accommodations at the beginning of the semester, either during office hours or by appointment. For 
disabilities that arise after the course has begun, students should meet with the instructor at the 
earliest possible time to arrange for accommodations for their learning needs. Disability information 
is confidential.  
 
Students who wish to request accommodations for a disability should contact the SAILS by going to 
https://eoss.asu.edu/accessibility, calling (480) 965-1234, or emailing student.accessibility@asu.edu. 
To speak with a specific office, please use the following information: 

• ASU Online and Downtown Phoenix Campus 
 University Center Building, Suite 160. 602-496-4321 (Voice) 

• Polytechnic Campus 
 480-727-1165 (Voice) 

• West Campus 
 University Center Building (UCB), Room 130. 602-543-8145 (Voice) 

• Tempe Campus 
 480-965-1234 (Voice) 

https://eoss.asu.edu/accessibility
https://eoss.asu.edu/accessibility
http://www.asu.edu/aad/manuals/ssm/ssm701-01.html
http://www.asu.edu/aad/manuals/ssm/ssm701-02.html
http://www.asu.edu/aad/manuals/ssm/ssm701-02.html
https://eoss.asu.edu/accessibility
mailto:student.accessibility@asu.edu
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Announcements in Canvas 
Important notices and reminders will be communicated through the “Announcements” feature in 
Canvas. It is your responsibility to check this area for timely information regarding assignments, 
deadlines, scheduling changes, and other critical details. Please ensure your notification settings are 
set to receive immediate alerts for new announcements. 

Attendance: Excused Absences 
In addition to the attendance policies set by your instructor in a particular course syllabus, the 
following attendance policies apply to excused absences: 

Missed Classes Due to University-Sanctioned Activities  

In accordance with ACD 304–02, students who participate in university-sanctioned activities that 
require classes to be missed will be given opportunities to make up examinations and other graded in-
class work without penalty, if possible. However, absence from class or examinations due to 
university-sanctioned activities does not relieve students from responsibility for any part of the 
coursework required during the period of absence. Thus, if making up the work is not possible, then 
the student may receive an incomplete contingent upon making arrangements with the professor to 
complete the final coursework and thereby earn a final grade in the course. 

Accommodation for Religious Practices 

In accordance with ACD 304–04, students should notify faculty in advance of the need to be absent 
from class due to religious observances. The instruction will provide reasonable accommodation of 
individual religious practices by adjusting the academic environment, without penalty, to provide 
flexibility. Absence from class or examinations due to religious observance, however, does not 
relieve students from responsibility for any part of the coursework required during the period of 
absence. A list can be found here https://eoss.asu.edu/cora/holidays. 

Accommodation for Line of Duty  

In accordance with SSM 201-18: 
 

1. Line-of-Duty Missed Assignment Make-Up Policy (incomplete or withdrawal not required). 
 

Students who serve as active duty or reserve military personnel who miss classes, graded 
assignments, or examinations because of required work performed in the line of duty, and 
this absence does not require the use of the activation for military duty withdrawal policy, 
shall be given opportunities to make-up examinations and other graded work. However, 
absence from class or examinations due to line-of-duty activities does not relieve students 
from responsibility for any part of the coursework required during the period of absence. 
In addition, because of the potential for a dramatic increase in family-related 
responsibilities during a deployed spouse's absence, student spouses who are legally 
responsible for minor dependents should be afforded the same accommodations to make 
up missed work when their spouse is deployed. Under this policy, when there is a 
question as to the validity of the line-of-duty event, Pat Tillman Veteran's Center shall 
determine whether a particular event qualifies as a military line-of-duty activity. 

 

https://eoss.asu.edu/cora/holidays
https://eoss.asu.edu/cora/holidays
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2. Activation for Military Duty (incomplete or withdrawal required). 
 

A student who is a member of the National Guard, Reserve, or other U.S. Armed Forces 
branch or is the spouse, as described in the Purpose section of this policy, and is unable to 
complete classes because of military activation, may request complete withdrawal or 
course withdrawals, incompletes, or grades, depending on the timing of the activation and 
the individual student’s needs. Absences resulting from military activation will not 
adversely affect a student’s catalog year. 

 
To receive consideration under the military activation policy, a student should complete a Military 
Activation Form and return the completed form, along with a copy of the military activation order, to 
the Pat Tillman Veterans Center. The Pat Tillman Veterans Center staff will coordinate the processing 
of the form for the student, including verification of orders, counseling on available options, referrals 
to academic departments, referrals or notification to offices regarding potential refunds, and initiation 
of processing administrative withdrawals or incomplete grades. 
 
Similarly, if you cannot attend to course responsibilities because an immediate family member is 
injured, seriously ill, or passes away, please be sure to inform your instructor as soon as possible that 
you were absent due to one of these emergencies. 

Community of Care Guidelines 
ASU’s response to COVID-19 for preserving and protecting every community member’s health will 
continue to be dynamically adjusted to keep our community healthy and well. Please consult the ASU 
Coronavirus website and Coronavirus FAQ for up-to-date information on status, current risk, and 
appropriate response. 

Copyright 
All of the course materials, including live or recorded lectures and other instructional materials, are 
copyrighted materials and, therefore, are protected by federal intellectual property law. Any 
unauthorized copying—including video recording, audio recording, and stenographic transcription of 
class lectures—is strictly prohibited. All rights are reserved by the instructor and Arizona State 
University.  
  
Students may not upload, sell, or distribute—to any course shell, discussion board, website, or other 
forum or medium—any course content or any materials that are not the student’s original work, 
unless the students first comply with all applicable copyright laws. Faculty members reserve the right 
to delete materials on grounds of suspected copyright infringement.  
 
Sharing of assignment submissions and results to websites advertising themselves as “study sites” 
(e.g., Course Hero) or other similar course information-sharing sites is expressly prohibited. 
Copyright violations will subject students to disciplinary charges for academic integrity and/or Code 
of Conduct violations. 

Course Evaluations 
The course/instructor evaluation for this course will typically be conducted online 7 to 10 days before 
the last official day of classes of each semester or session. Your response(s) to the course/instructor is 
anonymous and will not be returned to your instructor until after grades have been submitted. The use 
of a course/instructor evaluation is an important process that allows our college to (1) help faculty 

https://eoss.asu.edu/health/announcements/coronavirus
https://eoss.asu.edu/health/announcements/coronavirus
https://eoss.asu.edu/health/announcements/coronavirus/faqs
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improve their instruction, (2) help administrators evaluate instructional quality, (3) ensure high 
standards of teaching, and (4) ultimately improve instruction and student learning over time. 
Completing the evaluation is not required for you to pass this class and will not affect your grade, but 
your cooperation and participation in this process are critical. About two weeks before the class 
finishes, watch for an e-mail with "NCIAS Course/Instructor Evaluation” in the subject heading. The 
email will be sent to your official ASU email address. 

Email Account  
ASU email is an official means of communication among students, faculty, and staff. Students are 
expected to read and act upon emails in a timely fashion. Students bear the responsibility of missed 
messages and should check their ASU-assigned email regularly.  
 
All email correspondence between students and instructors (including teaching assistants/course 
assistants) with be must be sent to me using your official ASU email account. Laws governing the 
protection of student privacy prohibit faculty from responding to message sent from any non-ASU 
email system (e.g., Gmail, Yahoo, Hotmail, iCloud, AOL, mail.com, msn.com. Outlook.com, etc.). 
 
Students must configure Canvas to ensure that all course announcements are forwarded to their email 
accounts. If you do not configure a valid ASU email address into the correct ASU system, you will 
not receive the emails that faculty send to the class. This will mean that you will not be advised of 
assignments, deadlines, or other important course information. So, be sure to enter an email address 
as soon as possible.  

Emergencies/Campus Power Outages 
In the event of a campus power outage or other event affecting the ability of the University to deliver 
classes, any decision to cancel classes will be announced using the ASU emergency notification 
system. For this reason, it is imperative that students register with ASU’s emergency notification 
system LiveSafe. In cases where a limited number of buildings are affected, students should check the 
University website and/or call the School office at (602) 543-9840. 

Emergency Evacuation 
In the event that an evacuation occurs during the lab period, do the following: 
 
• If time permits, secure your station (i.e., turn off the hotplate and remove the reaction from the 

heat source) and take your personal items. 

• Walk to the designated exit and down the stairwell.  There will be a practice drill during the first 
lab session, so make sure you know which exit to use. 

• Do not use the elevators.  If you are unable to walk down the stairs and require special assistance, 
please inform your instructor. 

• Gather outside at the designated area where your instructor will take roll and account for all 
personnel.  

• Wait for notification that it is safe to re-enter the building; if the fire alarm turns off, that does not 
mean it is safe to re-enter. You must wait for the “ALL CLEAR,” from the fire department or 
appropriate ASU personnel. 

http://www.asu.edu/aad/manuals/ssm/ssm107-03.html
https://cfo.asu.edu/emergency-alert
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It is important that any individuals who need assistance with stairs and/ or are unable to take the 
stairs, are identified right away, so please walk the students through the evacuation route for your lab 
section(s). In the event of an emergency evacuation, proceed to the designated area.  The designated 
areas for the CLCC building are Fletcher Lawn (primary), and the breezeway between FAB and UCB 
(secondary). Students who cannot physically walk down the stairs will have to wait in the designated 
“Area of Refuge.” You will need to alert emergency personnel of the person(s) and their location. 

Final Exam Make-up Policy 
ASU’s Final Exam Schedule will be strictly followed. Exceptions to the schedule and requests for 
make-up examinations can be granted only by the Director of the School of Interdisciplinary 
Forensics (or the Director’s Designee, such as an Associate Director of the School) for one of the 
following reasons: (1) religious conflict; (2) the student has more than three exams scheduled on the 
same day; or (3) two finals are scheduled to occur at the same time. 
 
Make-up exams will not be given for any of the following reasons: non-refundable airline tickets, 
vacation plans, work schedules, weddings, family reunions, or other such activities. Students should 
consult the final exam schedule before making end-of-semester travel plans.  
 
If there is a last-minute personal or medical emergency, the student may receive a grade of 
“incomplete” and make up the final within one calendar month. The student must provide written 
documentation and be passing the class at the time to receive an incomplete. A signed Request for 
Grade of Incomplete must be submitted by the student and approved by the student’s instructor and 
the Director of the School of Interdisciplinary Forensics (or the Director’s Designee, such as an 
Associate Director of the School). 

Grade Appeals 
Any student seeking to appeal a grade must follow the steps outlined in the section. This process does 
not address academic integrity allegations or faculty misconduct.  

Time Limits 

Student grade appeals must be processed in the regular semester immediately following the issuance 
of the grade in dispute (by commencement for Fall or Spring semesters), regardless of whether the 
student is enrolled at the University.  

Stage 1: Informal Resolution with the Instructor 

Per the University Policy for Student Appeal Procedures on Grades, grade disputes must first be 
addressed by discussing the situation with the instructor. To do so, students must schedule a one-on-
one meeting with the instructor. During this meeting, a student must state the reason for questioning 
that the grade was not awarded properly or in good faith. The instructor must review the matter, 
explain the grading procedure, and explain how the grade was determined. The student and the 
instructor must work toward resolution. Grade grievances should ideally be resolved at this level. 

Stage 2: Informal Resolution with the Program Lead or Program Director 

If a grade dispute is not resolved with the instructor, the student may seek mediation with the 
applicable Program Lead/Program Director:  

• For digital forensics courses: Dr. Jihun Joun (Jihun.Joun@asu.edu)  

https://students.asu.edu/final-exam-schedule
https://students.asu.edu/forms/incomplete-grade-request
https://students.asu.edu/forms/incomplete-grade-request
https://catalog.asu.edu/appeal
mailto:Jihun.Joun@asu.edu
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• For undergraduate forensic science courses: Professor Vince Figarelli (vfigarel@asu.edu)  

• For in-person M.S. forensic science courses: Dr. Jonathan Parrott (Jonathan.Parrott@asu.edu) 

• For online P.S.M. forensic science courses: Professor April Stonehouse (astoneho@asu.edu) 

• For undergraduate courses in forensic psychology, Dr. Stephanie Maddon (madon@asu.edu) 

• For M.S. courses in forensic psychology, Dr. Diana Orem (Diana.Orem@asu.edu) 

• For Ph.D. courses in law and psychology, Dr. Cortney Simmons (Cortney.Simmons@asu.edu) 

Students may bypass this step if the Program Lead/Director is the instructor with whom the student is 
having the grade dispute. 

Stage 3: Formal Resolution by the Associate Director of the School 

If the grade dispute is not resolved with the instructor, even after mediation through the designated 
Program Lead or Director, the student may appeal to the Associate Director of the School of 
Interdisciplinary Forensics, Dr. Andrea Arndorfer (andrea.arndorfer@asu.edu). The student must 
provide a written rationale and evidence that the grade was not given appropriately as well as a 
summary of the instructor’s response/the meeting with the instructor.  
 
If the grade dispute is with the Associate Director of the School, then the student must file their grade 
appeal with the School Director, Dr. Hank Fradella (Hank.Fradella@asu.edu). 

Stage 4: Appeal to the Director of the School 

Assuming the grade appeal was adjudicated by the Associate Director of the School, the student may 
appeal the Associate Director’s decision to the Director of the School of Interdisciplinary Forensics, 
Dr. Hank Fradella (Hank.Fradella@asu.edu). If the grade appeal arises in one of the School Director’s 
courses, then this stage shall be skipped and the student may proceed with a college-level appeal.  

Stage 5: College-Level Appeal 

If the issue is not resolved at the level of the Director of the School of Interdisciplinary Forensics, the 
student may confer with the Dean’s Representative in the New College of Interdisciplinary Arts and 
Sciences (Executive Director of Academic Services and Strategic Initiatives) who will review the 
case and explain the formal process to the student. Once completed, the appeal process is final at the 
College level. 

Grade of “Incomplete” 
A grade of incomplete (“I”) will be awarded only if a documented emergency or illness prevents a 
student doing acceptable work from completing a small percentage of the course requirements at the 
end of the semester (e.g., one or two outstanding assessments, such as a final paper or final exam). 
The guidelines in the current general ASU catalog regarding a grade of incomplete will be strictly 
followed. A signed Request for Grade of Incomplete must be submitted by the student and approved 
by the student’s instructor. But an instructor’s approval is not enough; grades of incomplete must also 
be approved by the Director of the School of Interdisciplinary Forensics (or the Director’s designee, 
such as an Associate Director of the School). 
 

mailto:vfigarel@asu.edu
mailto:Jonathan.Parrott@asu.edu
mailto:astoneho@asu.edu
mailto:madon@asu.edu
mailto:Diana.Orem@asu.edu
mailto:Cortney.Simmons@asu.edu
mailto:andrea.arndorfer@asu.edu
mailto:Hank.Fradella@asu.edu
mailto:Hank.Fradella@asu.edu
https://students.asu.edu/forms/incomplete-grade-request
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A grade of incomplete will not be awarded unless there is documented evidence of extreme 
personal or immediate family hardship. Changes in work hours or other similar personal problems 
will not be approved as reasons for awarding incompletes. 

Honorlock for Exams  
Exams may be administered online. To take them, your instructor might require you to use 
Honorlock. Honorlock is ASU’s principal online proctoring service for iCourses and oCourses. It 
allows you to take your exams from the comfort of your home. You do not need to create an account, 
download software, or schedule an appointment in advance. Honorlock is available 24/7, and all that 
is required is a computer, a working webcam/microphone, your ID, and a stable internet connection. 

Minimum System Requirements 

Honorlock can be installed on devices meeting the requirements specified at this link: 
https://app.honorlock.com/support/msr-check. At the time of this writing, they include: 

1. Operating System: Windows 10, Windows 11, MacOSX 10.15 and higher, or ChromeOS. Note 
that Honorlock is incompatible with iPads. 

2. Browser: Google Chrome version 120 or newer. 

3. Internet Speed: 1.5 Mbps download, 750 Kbps upload 

4. A working webcam and microphone. Note that Honorlock does not work with Walmart-
branded cameras (Onn). 

How Do I Run Honorlock? 

To get started, you will need to install Google Chrome and download the Honorlock Chrome 
Extension. Google Chrome is required to use Honorlock; it will not work with any other browser. 

What IDs Can I Use? 

You may use either your ASU Sun Card or any government-issued identification. Please do not use a 
bank card or any ID with any financial information on it. 

Where Can I Use Honorlock to Take Exams? 

ASU encourages students to take exams in a quiet environment free from distractions. You are not 
required to take exams in your home or bedroom; indeed, these locations are often sources of 
considerable distraction. ASU has study rooms, computer labs, and other spaces on its campuses that 
are appropriate for testing. Local libraries or other quiet community spaces are other options in which 
you can take your exams. Finally, if you choose to take an exam in your home, you must dress 
appropriately and be sure to remove or put away any material you would like to keep out of sight 
during the room scan. Keep in mind that Honorlock will be recording your exam session through your 
webcam, microphone, and recording your screen.  

How Do I Access an Exam Using Honorlock? 

When you are ready to begin your exam: 

1. Locate yourself in a quiet environment free from distractions. 

2. Log in to Canvas. 

https://app.honorlock.com/support/msr-check
https://www.google.com/chrome/
https://app.honorlock.com/install/extension
https://app.honorlock.com/install/extension
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3. Go to our course. 

4. Click on the exam you need to take. 

5. Click “Launch Proctoring.” This will begin the Honorlock authentication process. If you have 
not used Honorlock before, when you launch the exam, you will be prompted to download the 
Honorlock Chrome Extension. You will then be led through a number of steps, including (a) 
turning on your webcam and microphone; (b) taking a picture of yourself and your ID; (c) using 
your webcam to complete a scan of your testing environment; and (d) closing any extra 
programs that are open on your computer and sharing your screen.  

6. Once the authentication process is complete, you will press the button “Click to Begin” to start 
your exam. Honorlock will begin recording your exam session through your webcam, 
microphone, and recording your screen.  

Take 10 minutes to review this video which outlines how to use Honorlock and highlights some best 
practices of which you should be aware. 

How Do I Take an Exam Using Honorlock? 

As you take your exam, your computer’s screen and webcam will be monitored and recorded by a 
live Honorlock proctor. If you are flagged by the system or the exam proctor, the proctor will assess 
the situation, investigate whether there are any academic integrity violations, and then help you get 
back on track with your exam.  

 
Keep in mind that Honorlock also has an integrity algorithm that can detect search-engine use. So 
do not attempt to search for answers, even if it is on a secondary device, like a tablet, cell phone, or 
other computer system. 

 
The number one issue with online exams is losing your connection. So be sure to be in a location with 
a stable internet connection because once you begin the exam, you must finish it. 

 
Upon completion of the exam, once you click “Submit Quiz,” Honorlock will close, and you will no 
longer be recorded or monitored. 

How Can I Get Honorlock Support? 

Support for any questions, concerns, or issues that may come up while you use the proctoring service 
is provided by Honorlock and is available 24 hours per day, seven days per week all year long. If you 
are actively taking an exam, simply click the “Live Chat” bubble located in the lower right-hand 
corner of your screen. If you are not actively taking an exam, or you are unable to begin a “Live 
Chat” during your exam, you may visit Honorlock’s support page to begin a live chat, view 
knowledge articles, and even email them for assistance. Additionally, the ASU Experience Center is 
available 24 hours per day, seven days per week by live chat or by phone at (855) 278-5080. 

Conduct and Environment During Online Exams 

The online exam environment should mimic an in-class exam environment. Adhering to the following 
will ensure that you do not violate the online exam rules:  

https://youtu.be/dBQNMNb3OlU


 
SIF Syllabus Appendix of Course Policies and Procedures (Fall 2025) 11 

 
© 2025 by Arizona State University. All rights reserved.  

Neither this document nor any portions of its contents may be shared, uploaded, sold, or distributed. 
 

Behavior: 

• Select a location where you are comfortable having a video recording taken of yourself and 
your workspace environment. This area should be free of distractions and interruptions. 

• Dress as if you were in a classroom setting. 

• Turn off all other electronic devices (e.g., tablets, phones, second computers) and place them 
outside of your reach. 

• Before starting a quiz or exam, know how much time is available for it and be sure that you 
have allotted sufficient time to complete the assessment.  

• Clear your desk or workspace of all materials that are not permitted, including books, papers, 
notes, and electronic devices. 

• Remain at your computer for the duration of the quiz or exam.  

• Do not leave the testing environment at any time during the quiz or exam. That means you 
should use the restroom before starting any quiz or exam. 

• Hats, hoods, headphones, earbuds, or earplugs are not allowed during the process of taking 
quizzes or exams. 

• Do not talk or communicate by any other means during quizzes or exams. 

Environment: 

• The environment must be quiet and fully lit, but avoid backlighting (such as sitting with your 
back to a window). 

• You must be seated at a clean desk or clean table. Do not have the computer or webcam on 
your lap, a bed, or other surface where the device is (or you are) likely to move. 

• The desk or table must be cleared of all materials with the exception of a glass, cup, or bottle 
that you display fully during the room scan that will be required before major exams. 

• The exam must be taken in the same room that is scanned during the room scan. 

• The camera must be focused on the person taking the quiz or exam at all times. 

• No one other than the person taking the quiz or exam is permitted to enter the testing area 
during the assessment.  

Put your electronics away! Internet-capable devices such as cell phones, e-readers, smartwatches, 
tablets, and internet-cable calculators must not be on the desk, table, or testing area. Having any such 
device out during the exam—even if you do not access or use them—constitutes academic 
dishonesty and may result in you receiving a score of “zero” on the exam and in formal 
disciplinary proceedings being initiated against you. 

Prohibition of Commercial Note-Taking Services  
In accordance with ACD 304-06 Commercial Note-Taking Services, written permission must be 
secured from the official instructor of the class in order to sell notes from this course.  

http://www.asu.edu/aad/manuals/acd/acd304-06.html


 
SIF Syllabus Appendix of Course Policies and Procedures (Fall 2025) 12 

 
© 2025 by Arizona State University. All rights reserved.  

Neither this document nor any portions of its contents may be shared, uploaded, sold, or distributed. 
 

Required Technology in SIF Courses 
You will need (1) a computer that meets certain requirements; (2) a reliable internet connection; (3) 
knowledge of how to access and use Canvas; and (4) speakers, a webcam, and a microphone.  

Computer Requirements 

You will need a desktop or laptop computer manufactured within the past five (5) years. 
Chromebooks and mobile devices will not provide full access to ASU’s online courses. Windows-
based computers should be running the most recent version of Windows. Apple computers must be 
running a recent version of macOS. For operating systems recently released (the last few months), 
consider maintaining the next most recent release for a few months until bugs in the OS have been 
addressed. 

Adobe Acrobat Reader  

Materials posted on Canvas are in Adobe Acrobat Portable Document Format (.pdf).  

1. Opening PDFs – To open and read Adobe PDF documents, you will need to download and install 
the newest version of Adobe Acrobat Reader. The program can be obtained, free of charge, at: 
http://get.adobe.com/reader/  

2. Problems Opening PDFs – When you attempt to access an Adobe Acrobat Reader Portable 
Document Format file (.pdf), if you get an error message that reads “Error Reading Linearized 
Hint Data,” you need to adjust your Adobe software settings. From the Acrobat Reader menu, 
select Edit/Preferences/Options or Edit/Preferences/ Internet (depending on which version of the 
software you are using). Disable the entry: “Allow fast web view” (which is found in the most 
recent versions of the software under the “Internet” category). Click “OK” or “save the changes.” 
Exit the software and then reopen the document and/or your web browser. You should be able to 
access all .pdf files now.  

Internet 

Accessing course materials requires a stable and reliable internet connection. Your connection speed 
should be at least 600kbps (up/down), although high-speed connections are strongly recommended. If 
you plan to use Zoom video-conferencing technology to meet with your instructor, teaching 
assistance, or your classmates, you need a connection that meets the requirements specified at this 
link: https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0060748. At the time of 
this writing, that Zoom webpage stated that the following internet speeds were required: 

• For high-quality video: 1.0 Mbps/600kbps (up/down) 

• For 720p HD video: 2.6Mbps/1.8Mbps (up/down) 

• For 1080p HD video: 3.8Mbps/3.0Mbps (up/down) 

• For gallery view receiving: 2.0Mbps (25 views), 4.0Mbps (49 views) 

Speakers, Webcam, and Microphone 

Speakers and microphones can be built-in, USB plug-in, or wireless Bluetooth. A headset with a 
microphone is recommended for privacy and clarity of audio. Webcams should be built-in or USB 
plug-in. 

http://get.adobe.com/reader/
https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0060748
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Web Browser  

Use a recent version of Firefox or Chrome. Students are also advised to have both browsers installed 
on their computers 

Respondus Lockdown Browser for Quizzes 
Respondus Lockdown Browser is a locked browser for use with quizzes on Canvas. It prevents you 
from printing, copying, going to another URL, or accessing other applications during an assessment. 
If your instructor is using Respondus Lockdown Browser for online quizzes or other assessments, you 
will not be able to access the materials with a standard web browser; you must download and install 
Respondus Lockdown Browser and use it to access the materials in Canvas. 

1. Downloading and Installing the Browser: 

a. Download the browser from this URL and install it on your computer: 
https://download.respondus.com/lockdown/download.php?id=197112001.  

b. If you need help with installation, go to this page: 
https://asu.secure.force.com/kb/articles/FAQ/How-to-Install-and-Troubleshoot-Respondus-
LockDown-Browser.  

2. Taking a Quiz with the Browser: 

a. Close all programs other than ones you might use to connect to the Internet. 

b. Locate the “Lockdown Browser” shortcut on the desktop and double-click it. (For Mac users, 
launch “Lockdown Browser” from the Applications folder.) 

c. If prompted, either close a blocked program (e.g., screen capture, instant messaging) by 
choosing “Yes.” Alternatively, close the Lockdown Browser and close the blocked program 
before restarting. 

d. Log into Canvas. 

e. Navigate to the quiz within the course and begin the quiz. 

Note: Once a quiz has been started with Respondus Lockdown Browser, you cannot exit until 
the quiz has been submitted for grading 

3. Getting Help: 

a. The Windows and Mac versions of Lockdown Browser have a "Help Center" button located 
on the toolbar. Use the "System & Network Check" to troubleshoot issues. If an exam 
requires you to use a webcam, also run the "Webcam Check" from this area. 

b. Respondus has a Knowledge Base available from support.respondus.com. Select "Lockdown 
Browser & Respondus Monitor" as the product to view helpful articles. 

c. If you experience problems, please contact the help desk. 

d. If you are still unable to resolve a technical issue with Lockdown Browser, go to 
support.respondus.com and select “Submit a Ticket.” Provide detailed information about your 
problem and what steps you took to resolve it. 

https://download.respondus.com/lockdown/download.php?id=197112001
https://asu.secure.force.com/kb/articles/FAQ/How-to-Install-and-Troubleshoot-Respondus-LockDown-Browser
https://asu.secure.force.com/kb/articles/FAQ/How-to-Install-and-Troubleshoot-Respondus-LockDown-Browser
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Self-Care, Unanticipated Distress, and Counseling Services 
Throughout the learning that occurs in this course, students are asked to continually and carefully 
evaluate their own thoughts and feelings, be mindful of their reactions to the material, and practice 
self-care as needed. Given the nature of the material presented, the emotional content may be 
difficult. Students may experience unexpected and/or distressing responses to course content and 
discussions. Please communicate with your instructor if you need support around distress arising from 
course content. Please also be aware that ASU offers counseling services for enrolled students. For 
more information, please go to the ASU Counseling Services website: https://eoss.asu.edu/counseling 
or call (480) 965-6146, Monday through Friday, from 8:00 A.M. to 5:00 P.M. After business hours, 
call the EMPACT ASU-dedicated hotline at (480) 921-1006. Student Advocacy and Assistance in the 
Dean of Students office guides students in resolving educational, personal, and other difficulties by 
linking students with appropriate university and community resources. 

Student Conduct Policy Against Threatening Behavior 

Code of Conduct Standards 

Required behavior standards are listed in the Student Code of Conduct and Student Disciplinary 
Procedures (Student Services Manual 104-01) Computer, Internet, and Electronic Communications 
policy (ACD 125), and outlined by the Office of Student Rights & Responsibilities.  

Faculty as Mandated Reporters 

Course faculty are mandated reporters; therefore, anything communicated in class or in a course 
assignment or assessment that raises concern about the safety and/or well-being of a student or 
another individual or group may be cause for intervention and communication with other university 
staff and community officials. 
 
Therefore, all incidents and allegations of violent or threatening conduct by an ASU student will be 
reported to the ASU Police Department and the Office of the Dean of Students. Such incidents will be 
dealt with in accordance with the policies and procedures described in Section 104-02 of the Student 
Services Manual: Handling Disruptive, Threatening, or Violent Individuals on Campus. 

Dress While on Camera 

Some assignments and assessments may require that you be on camera, such as when you are taking 
assessments using Respondus Monitor or Honorlock. The same is true if you meet with your 
instructor, teaching assistants, or classmates via Zoom.  Whenever you are on camera, please dress 
appropriately.  

Technical Support 
This course uses Canvas to deliver content. It can be accessed through MyASU at http://my.asu.edu 
or the Canvas home page at https://canvas.asu.edu.  
 
To monitor the status of campus networks and services, visit the System Health Portal at 
http://syshealth.asu.edu/. 
 
As previously stated, please do not reach out to your instructor for help with technology. In the event 
you need assistance with Canvas or other technologies, please contact the help desk by calling them 
toll-free at 1-855-278-5080. They offer help with technology 24 hours per day, 7 days per week. 

https://eoss.asu.edu/counseling
https://eoss.asu.edu/dos/student-advocacy-and-assistance
http://www.asu.edu/aad/manuals/ssm/ssm104-01.html
http://www.asu.edu/aad/manuals/ssm/ssm104-01.html
http://www.asu.edu/aad/manuals/acd/acd125.html
http://www.asu.edu/aad/manuals/acd/acd125.html
https://students.asu.edu/srr
https://policy.asu.edu/#doc1560489
https://policy.asu.edu/#doc1560489
http://my.asu.edu/
https://canvas.asu.edu/
http://syshealth.asu.edu/
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Title IX: Sex Discrimination, Sexual Harassment, and Sexual Abuse 
Title IX is a federal law that provides that no person be excluded on the basis of sex from 
participation in, be denied benefits of, or be subjected to discrimination under any education program 
or activity. Both Title IX and university policy make clear that sexual violence and harassment based 
on sex are prohibited. An individual who believes they have been subjected to sexual violence or 
harassed on the basis of sex can seek support, including counseling and academic support, from the 
university. If you or someone you know has been harassed on the basis of sex or sexually assaulted, 
you can find information and resources at https://sexualviolenceprevention.asu.edu/faqs. 
 
As mandated reporters, faculty are obligated to report any information they become aware of 
regarding alleged acts of sexual discrimination, including sexual violence and dating violence. ASU 
Counseling Services, https://eoss.asu.edu/counseling is available if you wish to discuss any concerns 
confidentially and privately. ASU Online students may access 360 Life Services.  
  
ASU provides a dedicated Sexual Violence Awareness and Response website with a variety 
of resources and educational programs designed to prevent sexual violence and other acts of sexual 
misconduct, provide information about what to do when an incident has occurred, and increase 
awareness of campus and community resources for support and response. Victims of sexual violence, 
sexual harassment, stalking, and relationship violence are encouraged to seek support and report the 
incident. Identify the most appropriate path for your needs using the Sexual Assault Reporting 
Options and Resources document.  
 
For an online tool that is designed to help students who may be experiencing dating violence evaluate 
their safety, make decisions, and connect to campus and community services, visit: 
www.myplanapp.org. myPlan is available for students of all gender identities and sexual orientations. 
This tool is also for friends who want to support someone about whom they are concerned might be in 
an abusive relationship. 

Warning of Disturbing Course Content 
At times, SIF courses involve viewing or discussing material that may be disturbing—even 
traumatizing—to some students. This may include strong language (including swear words); graphic 
descriptions of or extensive discussions of crimes and associated victimization (including suicide, 
homicide, rape and sexual abuse, kidnapping, violent assaults, and drug abuse); and depiction or 
discussion of discriminatory attitudes or actions. If you have experienced criminal victimization or 
some other type of trauma in your past, you should feel free to excuse yourself from the classroom 
during a discussion that causes you to experience distress. You will, however, be responsible for any 
material you miss or, alternatively, for an alternate assignment if you are unable to engage with the 
material.  
 
If you suffer from some form of post-traumatic stress that may be triggered by discussion of material 
in any course, you are encouraged to formulate a plan for treatment with the relevant health advisers 
to work on preventing unexpected reactions to potentially triggering material.  
 

• ASU student counseling services can be reached Monday through Friday from 8:00 A.M. to 
5:00 P.M. at 602-496-1155.  
 

• There is also a 24-hour ASU-dedicated crisis hotline at 480-921-1006.  

https://sexualviolenceprevention.asu.edu/faqs
https://eoss.asu.edu/counseling
https://goto.asuonline.asu.edu/360lifeservices/
https://sexualviolenceprevention.asu.edu/
https://sexualviolenceprevention.asu.edu/resources
https://sexualviolenceprevention.asu.edu/education
https://sexualviolenceprevention.asu.edu/resources
https://sexualviolenceprevention.asu.edu/report
https://sexualviolenceprevention.asu.edu/sites/default/files/sexualassault_flowchart.pdf
https://sexualviolenceprevention.asu.edu/sites/default/files/sexualassault_flowchart.pdf
http://www.myplanapp.org/
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Keep in mind that some discomfort is inevitable in classes because the goals of higher education 
include exposing students to new ideas; having students question beliefs they have taken for granted 
and grapple with ethical problems they have never considered; and, more generally, expanding their 
horizons to become informed and responsible democratic citizens. Thus, you should expect to become 
exasperated from time to time as you struggle with viewpoints that differ from your own. Even if you 
have previously experienced some form of trauma or victimization, this course may offer you the 
benefit of helping to understand behaviors in a manner that allows you to process what may have 
occurred in your past and move forward in your recovery.  
 
That said, if find any of the content in your class offensive, please bring your concerns to the 
instructor immediately. If raising the issue with the instructor is problematic, these concerns should 
be brought to the attention of either the Director or an Associate Director of the School of 
Interdisciplinary Forensics. 

Withdrawing from (Dropping) the Course 
Students should be aware that non-attendance will not automatically result in being dropped from the 
course. Therefore, if a student does not attend class during the first week or for any extended period 
of time during the semester, they should not presume that they are no longer registered. It is the 
student’s responsibility to be aware of their registration status. Any withdrawal transaction must be 
completed by the deadline date in accordance to the appropriate session at the registrar’s office. If 
not, you will still be officially enrolled and receive a grade based on your completed work. 

 
If you are considering a withdrawal, you consult your advisor. You should also be sure to review the 
following ASU policies: Withdrawal from Classes, Medical/Compassionate Withdrawal, and a Grade 
of Incomplete. 
 
Consult the Academic Calendar for all applicable withdrawal date deadlines. 
 
For additional information about ASU’s withdrawal policy and the possible consequences of 
withdrawing from a class, contact Registration Services or your academic advisor.   
 
Finally, if you opt to withdraw from a course, you should notify your instructor via email. 

Writing Center, Academic Support, and Tips for Success 

Writing Center and Support 

Students are encouraged to access the writing center for free assistance with their papers. ASU 
Writing Centers offer a dynamic, supportive learning environment for undergraduate and graduate 
students at any stage of the writing process. Free online writing tutoring is available at 
https://tutoring.asu.edu/writing-centers. 

Other University Academic Success Programs 

Free tutoring support is available in person and online for most courses and currently enrolled ASU 
students. Services are offered through ASU’s University Academic Success Programs for currently 
enrolled students. 

• Tutoring is available in math, business, science, statistics, and engineering courses. 

http://www.asu.edu/aad/manuals/ssm/ssm201-08.html
http://www.asu.edu/aad/manuals/ssm/ssm201-09.html
http://www.asu.edu/aad/manuals/ssm/ssm203-09.html
http://www.asu.edu/aad/manuals/ssm/ssm203-09.html
https://registrar.asu.edu/academic-calendar
https://students.asu.edu/registration
https://tutoring.asu.edu/writing-centers
https://tutoring.asu.edu/
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• Writing tutoring is available for any writing project at any stage of the writing process. 

• Graduate academic tutoring is available for writing and statistics.  

• Supplemental Instruction (SI) facilitates collaborative study groups for selected courses. 

• Academic skills tutoring can help with critical reading, study skills, note-taking, and more. 

• Resources are available through our YouTube channel, Zoom recordings, and handouts. 

Visit https://tutoring.asu.edu or call (480) 965-9072 for more information about these services, to 
view our schedules, or to book an appointment. 

Tips for Success 

• Check the course daily, to stay in touch with the material and activities 

• Read announcements and check email! This is the only way your instructor can update you 
on course information. 

• Create a personal organization system to keep track of due dates specified.  

• Communicate regularly with your instructors and peers.  

• Create a study and/or assignment schedule to stay on track.  

• Set aside regular times in which you can do your classwork with minimal interruptions or 
distractions. Avoid multitasking while studying.  

• Create StudyMate games or flashcards to reinforce your learning. 

• Learn about and use the student resources available to you! You can get free assistance from 
the ASU Library, IT Support, the Writing Center, and more. 

https://tutoring.asu.edu/
https://lib.asu.edu/
https://my.asu.edu/service
https://studentsuccess.asu.edu/student-services/writing-centers
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