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We are so very happy that you are here. Indeed, we want you 

to be happy and healthy in your Intensive English Program. 
Capital is a mask-op6onal/mask-friendly university. Masks 

are not required inside university buildings; anyone who 
chooses to wear a mask may do so. 

More informaGon on Capital University’s COVID-19 protocols 
and updates can be found at h9ps://www.capital.edu/

campus-safety/campus-reopening-plans/. 

  

IEP Calendar ……………………………………………………………………………..………. 23

SeMng up Your Capital email ……………………………………………………………. 24

Web Services and CapAlert ……………………………………………………………….. 25

Forwarding your Capital email …………………………………………………………… 25
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Welcome to Capital! 
Welcome to the Intensive English Program at Capital University. We are pleased that you have chosen Capital 
as a place to improve your English language skills, learn more about American culture, and experience 
University life on a small and friendly campus in the middle of America in Bexley, Ohio. 

If this is your first Gme studying in the United States, you are studying here in the shadow of a pandemic that 
has not quite completely lided. Fall 2022 calls face-to-face classes, but we have to be mindful that this could 
change. With that said, the Center for Global EducaGon, as well as the Capital community, is commi9ed to 
providing everyone with a safe and healthy learning environment. As such, please note the University’s policy 
below:  

The University highly recommends staying current with COVID vaccinaGon boosters and following public 
health recommendaGons as the pandemic conGnues to evolve.  
  
Here are the COVID protocols and resources available to the university community:  
  
Students living in University housing:  It is important to have a personal isola6on or quaran6ne plan.  
  
COVID tes6ng:  The University has moved to voluntary on-campus tes6ng and will no longer require tes6ng 
for unvaccinated individuals.  Note that tesGng may sGll be required by external agencies or organizaGons for 
students in field experiences, pracGcums, or clinicals.  
  
On-campus tesGng is available for individuals who have had an exposure and would like to be tested. Days /
Gmes for tesGng are:  

• Mondays and Thursdays, 10:00 a.m. to 1:00 p.m. in the Weiler Conference Suites (second floor of the 
Student Union) on the Bexley campus.  

• Tuesdays, 4 to 6 p.m. in the first-floor computer lab at the Law School campus. 

At-home tests are available at no cost to symptomaGc people, while our supplies 
last.  Contact COVIDResponse@capital.edu to obtain an at-home test.  

With the move to voluntary tesGng, on-campus tesGng will be significantly reduced, so the University has 
paused its COVID Dashboard reporGng.  

Masks:  Capital is a mask-op6onal/mask-friendly university. Masks are not required inside university 
buildings; anyone who chooses to wear a mask may do so. ExcepGons to this include:  

• Masking is sGll required in the University’s health faciliGes – the Center for Health and Wellness and 
the AthleGc Training room.  

• Following CDC guidelines, masking protocols for isolaGon and COVID exposures remain in place and 
must be followed by all students and employees.  
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• Masks may be required for certain acGviGes, such as labs when using shared equipment (i.e., 
microscopes), or field/pracGcum/clinical experiences when required by the external agency.  

Everyone should evaluate their own personal risks when considering whether to wear a mask. Public health 
agencies sGll recommend that individuals at higher risk for severe outcomes of COVID-19 (e.g., 
immunocompromised or unvaccinated) conGnue to mask when in public.    

  
Daily Symptom Tracker:  It is no longer required to complete the symptom tracker survey prior to coming to 
campus.  If you have quesGons about symptoms, contact COVIDResponse@capital.edu.   

What to do if you have symptoms:  
• Stay home and wear a mask if you’re around others.  
• For students, don’t go to class, and let your instructors know you aren’t feeling well.  
• For employees, don’t go to work and let your supervisor know you aren’t feeling well.  
• Contact COVIDResponse@capital.edu for an assessment to obtain an at-home COVID test, or you can 

schedule a COVID test in the community. External tesGng locaGons can be found here: h9ps://
coronavirus.ohio.gov/wps/portal/gov/covid-19/dashboards/other-resources/tesGng-ch-centers  

• UnGl you get a negaGve test, act as if you’re posiGve (mask and isolate from others).  

What to do if you test posi6ve:  Contact COVIDResponse@capital.eduto to report your posiGve COVID test 
and get guidance.     

• Isolate at home for at least 5 days from the onset of COVID symptoms or isolate from the date of your 
posiGve test, if you have no symptoms.  

• You can end your isolaGon ader 5 full days if you are fever-free for 24 hours without using a fever-
reducing medicaGon and your symptoms have resolved.  

• ConGnue to wear a well-fikng mask (KN95 or N95 masks) for 5 addiGonal days when in public or 
around other people, and avoid eaGng around others during this Gme.  

• If you share a living space with others, you should always remain masked around them.  
• If you are immunocompromised or have other health concerns, you should consult with your 

healthcare provider on your specific needs and length of isolaGon.  
• You will need to determine your close contacts from the 48 hours prior to the start of symptoms, or 

prior to your posiGve test if you do not have symptoms, and you may be asked to contact these 
individuals.  

The COVID Response Team will conGnue to monitor COVID trends at the University and make 
recommendaGons to decrease the potenGal for transmission and respond to changing condiGons as needed.  
  
Contact the COVID Response Team at COVIDResponse@capital.edu  if you have ques6ons. 
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About the Intensive English Program 

Curriculum 
The Intensive English Program provides intensive instrucGon in English with a focus on using English for 
academic or professional purposes. Most students in the program plan to begin undergraduate or graduate 
study in an American college or university ader they complete their English program.  

The curriculum is divided into four levels: Elementary, Intermediate, High-intermediate, and Advanced. Each 
level lasts one semester (16 weeks in the fall and spring, and IF offered, 10 or 12 weeks in the summer), with 
examinaGons following the last day of classes. At each level, students a9end daily classes in Reading, WriGng, 
Listening and Speaking, and Grammar. In addiGon, we offer a series of TOEFL workshops for student to get 
helpful Gps before taking the exam at the end of the semester.  

Level 1—Elementary: Students at the Elementary Level can communicate with English speakers, but with 
difficulty, and they can read and write in English at a basic level. The Elementary classes emphasize 
learning the grammar of English sentences and expanding English vocabulary as well as increasing fluency 
in reading, wriGng, and speaking. 

Level 2—Intermediate: Students at the Intermediate Level can communicate with English speakers in 
many social situaGons, but they need to improve their fluency and control in both speaking and wriGng. 
Classes emphasize using English in academic sekngs, with conGnued focus on understanding and using 
grammar and vocabulary effecGvely.  

Level 3—High-intermediate: Students at the High-intermediate Level are approaching readiness for 
academic study but sGll have some significant weaknesses in using their English skills. Emphasis at this 
level of instrucGon includes development of both accuracy and organizaGon in wriGng, increased 
sophisGcaGon of reading skills, and the integraGon of all language skills to interpret, synthesize, and 
report informaGon.  

Level 4—Advanced: Students at the Advanced Level are nearly ready to begin academic study or 
parGcipate with confidence in professional sekngs. Advanced Level classes place heavy emphasis on 
using English for academic purposes: organizing, paraphrasing, summarizing, and synthesizing English in 
both speaking and wriGng.  

A student who begins in the Elementary Level and who makes normal progress can complete the program in 
18 months if enrolled every semester, including summers (if offered). A student who chooses to enroll only in 
the fall and spring semesters can complete the program in two years.  

Occasionally, a Basic Level (pre-Elementary) is offered based upon student need. A detailed descripGon of 
each class is in the Appendix of this handbook. 
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Placement and Promo6on 
New students take the English Placement Test (EPT) and write a Gmed sample composiGon before they begin 
classes. The results of these tests and an oral interview determine which level in the program is the best 
placement. 

At the end of each semester, all students must take another form of the EPT, write another Gmed sample 
composiGon, and take the insGtuGonal TOEFL. These tests are important in order to determine how much 
progress you have made and which level in the program is appropriate the next semester. There is no 
addi6onal cost for these exams.  

In order to be promoted to the next level for the following semester, you must saGsfy one of the following: 

⋅ minimum test score (EPT or TOEFL and ComposiGon – see below) 
⋅ a GPA (grade point average) of 3.15 or higher 
⋅ recommendaGon of all current instructors 

   EPT  TOEFL  WriGng 
 Level 1  30  370  55 
 Level 2  43  400  62 
 Level 3  56  440  69 
 Level 4  70  480  75 

Students who do not complete all of the exams at the end of the semester (EPT, wriEng sample, and TOEFL) 
will not be given their final grade report and will have to repeat their level the following semester even if they 
have good grades and recommendaEons from their teachers. 

English Requirements for Academic Study  
In order to begin academic study at Capital, you must submit a score on the TOEFL or IELTS exam.  

   TOEFL (paper)  TOEFL (iBT)  IELTS 

Undergraduate: 500   61   6.0 
 subscores R-50   R-15   R-6.0 
   L-50   L-15   L-5.5 

Graduate:  550   80   6.5 

The paper TOEFL is given to IEP students at the end of each semester. The iBT TOEFL and the IELTS are both 
available in the Columbus area. 

TOEFL Waiver Policy 
Students exi6ng Level 3 and entering Level 4 should read the following carefully.  If interested, see Tillore9a 
Pope or Jennifer Adams to see if you’re eligible for the TOEFL Waiver.  A TOEFL Waiver must be in place 
(signed and documented) before the 3rd week of your Level 4 English classes begin in order to qualify.  
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**Students who enter Level 4 on the basis of class grades, but without the necessary test score, are not 
eligible for the TOEFL waiver.** 

Students who are studying in the IEP do not have to submit a TOEFL or IELTS  
score for undergraduate admission if:  (**Not excepted for Nursing and Social Work programs) 

 a. They complete IEP Level 4 (Advanced) with a GPA of 3.2 or higher & 80%+ Abendance 

and 

 b. They qualified to enroll in Level 4 with one of the following test scores: 

  480 TOEFL  70 EPT 
  55 iBT TOEFL  5.5 IELTS 
                                              and 

c. They must enroll in UNIV 101 & 102 during their first academic semester of undergraduate studies. 
Students with TOEFL of 540+ (76+ iBT) are not required to take these courses. 

Policies                      General Policies 
As a student enrolled in the Capital IEP, you are expected to work hard to improve your  
English skills: 

⋅ A9end class regularly. 
⋅ Come to class prepared and parGcipate in class acGviGes. 
⋅ Complete assignments in a saGsfactory and Gmely manner. 
⋅ Demonstrate progress in language skills on tests and other course assessments. 

You will receive a le9er grade in each core class (Reading, WriGng, Grammar, and Listening and Speaking). 
Grades are based on a standard formula (see “Grades” below). 

Enrichment classes, if/when offered, are graded as Pass or Fail. In order to receive a grade of Pass, students 
must a9end class regularly (85% minimum).  *When enrichment courses are not available, Workshops & 
Lectures (TOEFL and other topics) will be offered on a regular basis, on a first-come, first serve basis.  

PromoGon to the next level is based on course grades, teacher recommendaGons, and proficiency test scores 
(see “PromoGon to the next level” below). 

Except under special circumstances, a student may not take any level in the program more than two 
semesters. 

Plagiarism (submikng the work of another person) is unacceptable and will result in a failing grade for that 
assignment. 

A9endance: 
You are expected to a9end class every day and to arrive on Gme—this includes both face-to-face and online 
delivery, if necessary. A9endance consGtutes 10% of the class grade and parGcipaGon 10%, so missing class 
will lower your class grades. If you are late to class, you will lose a9endance points. 
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There are no excused absences. You should schedule appointments for days and Gmes you are not in class; 
this includes when you schedule your iBT exams, etc.  

Late Abendance:   

• AVer 5 minutes of class begins = Late, up to 6xs before you are late only one minute aVer.  

o Do not abuse this late policy meant to help you. 

• 3 Emes Late = 1 Absent Hour      

• 25 min late = Absent for this enEre hour of class  

If you miss class for any reason, you must contact your instructors to learn what assignments you have 
missed. If you know that you are going to miss a class, you should let your instructors know that in advance. 
Your instructors have worked very hard pukng together your iLearn page for your course. As such, please be 
sure to visit iLearn as well as review your course syllabus to determine late assignments and taking tests or 
quizzes that you have missed. Note: every instructor is different; some may not allow for make-up and/or late 
work submission. 

If you are serious about improving your English skills and moving to the next level in the Program, you should 
a9end at least 90% of your classes. 

Class Trips: Each semester, we someGmes make plans for an off-campus field trip. We will ensure that all trips 
follow University protocol when going off campus to ensure we are safe.    

Grades: 
You will receive a le9er grade for each class. Grades are determined as follows: 

Graded Assessments: 80%                       Abendance: 10%                                      Par6cipa6on: 10% 

· Graded Assessments consist of tests, quizzes, and any graded assignments 
  (composiGons, wri9en or oral reports, etc.). Homework may be included.  

· A9endance represents hours in class. This includes face-to-face and hybrid, if necessary. 

· ParGcipaGon represents taking an acGve part in class acGviGes, discussions, etc.  
  Students who come to class unprepared, without books and supplies, cannot 
  be considered as an acGve parGcipant. When students are absent, they also cannot 
  be considered to be parGcipaGng.   

When Enrichment classes are offered, they are 7 weeks long and are graded Pass/Fail. You must a9end 
regularly (85% minimum) in order to earn the grade of Pass for Enrichment classes. 

At Capital University, le9er grades are assigned as follows: 

A  93-100%   C 73-76% 
8



A- 90-92%   C- 70-72% 
B+  87-89%   D+ 67-69% 
B 83-86%   D 60-67% 
B- 80-82%   F below 60% 
C+ 77-79% 

Textbooks: 
You must purchase the textbooks that are assigned for your classes. Instructors will scan materials to their 
iLearn pages for a short Gme unGl you have purchased your books. Failure to have your textbooks in a 
reasonable Gmeframe may result in a lower grade and will negaGvely impact your improvement in English. It 
is ideal for students to have a new textbook; however, if you have to get a used one, please erase all markings 
and/or answers in the text. The answers may be incorrect and the markings may be distracGng.  

You can order textbooks from Amazon.com, but ader paying for postage, you will not save much money in 
most cases. If you do order from Amazon, be sure to get the correct ediGon of the book and be sure that you 
provide your correct mailing address. You should pay the extra postage for expedited (faster) delivery. It is not 
a good idea to purchase used copies of textbooks from Amazon.com. 

Homework and Study: 
A9ending four to five hours of IEP classes every day is not enough to make good progress and move to the 
next level. You should spend at least 3 to 4 hours for homework and study every day, including weekends. 

Study groups are a wonderful way to study language. If you feel comfortable in doing so, Blackmore Library 
has many socially distanced places for students to study together between and ader class. However, 
remember that homework assignments need to reflect your own English skills and must be completed 
independently, without help from a classmate or anyone else. 

CheaGng and Plagiarism: 
Copying from another student or talking during a test is considered cheaGng. Likewise, turning in an 
assignment that was done in whole or in part by someone else is considered cheaGng. Students who cheat 
will receive a grade of zero in either case. 

Copying phrases or sentences from someone else’s work (for example, from a website, arGcle, or book) 
without including a citaGon to show the source is plagiarism. It is a kind of cheaGng and will also result in a 
grade of zero. If students plagiarize when they begin their academic courses, they might be dismissed from 
the university. Your English teachers will show you how to avoid plagiarism in all of your classes. 

Email: 
It is extremely important that you know how to use your Capital University email account and that you check 
it daily. Remember--our instrucGonal delivery method could quickly change because of health concerns. As 
such, messages from the University, from the Center for Global EducaGon, and from the Capital IEP, and your 
IEP instructors will be sent to your Capital email account. Some instructors will send you assignments and 
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grade reports to this email address. InstrucGons for beginning your Capital email are in the Appendix of this 
handbook. You can always call the InformaGon Technology (IT) desk at (614) 236-6508. 

If you would rather use another email account (for example, a gmail or hotmail account), you can adjust your 
Capital email account so that all messages will be forwarded automaGcally. InstrucGons for doing this are also 
in the Appendix of this handbook. 

Health Insurance: 

Health insurance is required for all students on Capital University’s I-20 (F-1 status) or DS-2019 (J-1 status).  
Capital University IEP students on F-1 status are automaGcally enrolled in the Capital University InternaGonal 
Student Plan through EIAA Interna6onal Student Health Insurance Plan (EIAA) unless students have 
documented they are enrolled in a Government Health Insurance Plan.   

EIAA plan has the following coverage.  Any waiver from the EIAA plan requires a review and approval by 
Jennifer Adams in the Center for Global Educa6on Office no later than the end of the 2nd week of classes.  
The plan must meet or surpass EIAA’s coverage: 

 $100,000 coverage per accident or illness 
  Please see plan details for co-pays for physician, hospital and emergency room visits 
 $25,000 repatriaGon of remains 
 $100,000 medical evacuaGon 
 Pre-exisGng condiGon coverage ader the first 6 months of enrollment 
 Maternity care coverage 
 $10,000 inpaGent treatment of mental and nervous disorders including drug or alcohol abuse 
 $1,000 of outpaGent treatment for outpaGent mental/nervous disorder 
 No daily limits for hospital stays 

The cost of EIAA is $121.00 per month for students.  Students are charged per term on their student account.  
Enrollment periods for IEP are: 

Fall: August 1 – December 31   Cost:  $605.00 
Spring:  January 1 – May 31    Cost:  $605.00 
Summer, conGnuing students:  June 1 – July 31 Cost:  $240.00 
Summer, new students:  May 1 – July 31  Cost:  $360.00 
Dependents can be added, but at a higher rate.  Please see Jennifer Adams for fees and enrollment. 

RepeaGng a Level: 
Students are expected to make progress in their study of English. If a student shows li9le improvement, 
enrollment in a different program may be the best opGon. Except under special circumstances, a student may 
not take any level in the program more than two semesters. 

ProbaGon: 
Students are placed on probaGon for the next twelve months if they fail to meet  
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expected standards for grades or a9endance: 

   · Students who receive one failing grade (F) for the semester  

   · Students whose average abendance for all classes at the end of the 
     semester is 79% or less  

While they are on probaGon, students must work hard to maintain passing grades and they must a9end 
classes regularly. If they receive one failing grade (F) or a9end fewer than 80% of their classes in any 
semester, they will be immediately dismissed from the Intensive English Program at the end of the term. 

Dismissal: 
Students will be dismissed from the Intensive English Program immediately at the end of the  
semester if they fail to meet minimum standards for grades or a9endance: 

   · Students who receive two failing grades/hours/subjects or have a GPA below 1.0 

   · Students who a9end fewer than 75% of their classes 

Students who are dismissed will need either to find admission to another program or university or to return 
home.  

****Dismissal can result in serious immigraEon problems such as terminaEon of your SEVIS record (I-20), 
causing you to fall out of legal F-1 status. 

Co-Curricular AcGviGes 
In addiGon to your regular IEP classes, a number of specialized workshops and fun acGviGes are offered each 
semester at Capital University & in the city of Columbus. 
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People You Should Know 

Jennifer Adams is the Director of the Center for Global EducaGon. She will help you with all immigraGon 
(SEVIS) requirements and, if you are a sponsored student, she will communicate with your sponsor regarding 
your scholarship. Ms. Adams can also assist you will problems of cultural adjustment and se9ling in at 
Capital.  
Office: Student Union 014 
Telephone: 614-236-6170 
Email: jadams@capital.edu 

Tillore9a Pope is the Director of the Intensive English Program. When you have quesGons about your 
placement, grades, or test scores, you should visit her office. Whenever you encounter problems or have 
suggesGons about the C-IEP, talk to her in person. 
Office: Student Union 014 
Telephone: 614-236-6550 
Email: tpope@capital.edu 

AdministraGve Assistant: Currently, this posiGon, that supports our office, is vacant.  

Intensive English Program instructors have offices in Student Union 014. The phone number for the office is  

614-236-6233, and below, please find email addresses for current instructors:  

Zeynep Arslan Ozkaynak: zarslanozkaynak@capital.edu 

Seth MarGn: smarGn8@capital.edu 

Tillore9a Pope: tpope@capital.edu 

COVID-19 Response Team 
You can request to speak to someone from Capital’s Covid-19 Team. You can also email any quesGons or 
concerns about Covid-19 at: CovidResponse@capital.edu. More informaGon on Capital University’s COVID-19 
protocols and updates can be found at h9ps://www.capital.edu/campus-safety/campus-reopening-plans/. 
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Places You Should Know 
Harry C. Moores Student Union 

The Student Union is the home of the Intensive English Program administraGve and faculty offices and the 
Center for Global EducaGon. 

The Student Union is a gathering place for all students at Capital; however, our gatherings are now at a 
respectable socially distanced pla{orm. In addiGon to a comfortable lounge area with computers and 
printers. The Student Union also has several dining opGons. The Center for Global EducaGon, the University 
Post Office, and the Office of Student and Community Engagement are all housed in this building.  

Important places in the Student Union: 
· One Main Café & Campus Bookstore: 1st floor 
· The Capital Court or Main Dining Room (MDR): 2nd floor 
· The Mezz Fitness Center: 3rd floor  

For more informaGon about food service in the Student Union, go to h9p://www.capital.edu/Dining/. 

Blackmore Library 
In addiGon to an impressive collecGon of books and other printed and resource material, the library contains 
the InformaGon Technology (IT) Help Desk (236-6508) (whenever you have email or computer quesGons) and 
comfortable areas for individual and group study. See the link to the Library on the Student Services Resource 
webpage.  

Yochum Hall 
This is the main administraGve building on campus. Yochum Hall houses the Registrar’s Office (for registraGon 
and official transcripts) and the Student Accounts Office (where you pay tuiGon and fees). If you have serious 
problems paying your tuiGon bill, contact Mr. Jeff Cisco (jcisco@capital.edu) at the Student Accounts Office.  

Capital Center Athle6c Facility 
The University’s recreaGon center contains a 5,000 square foot fitness center with a full array of exercise 
equipment. If you are interested in intramural sports (basketball, volleyball, racquetball) or club sports 
(fencing, ulGmate Frisbee, etc.), you can sign up in room 225. For more informaGon, go to h9p://
www.capital.edu/RecreaGonal-OrganizaGons/. 

Admission and Welcome Center 
When you have quesGons about admission to Capital University’s undergraduate program, call 614-236-6101 
and ask for informaGon about internaGonal student admission. 

13

http://www.capital.edu/Dining/
mailto:jcisco@capital.edu
http://www.capital.edu/Recreational-Organizations/
http://www.capital.edu/Recreational-Organizations/


Center for Health and Wellness 
Center for Health and Wellness // 614-236-6114 // chw@capital.edu  
You may experience situaGons or face personal challenges that affect academic progress, social development, 
or emoGonal wellbeing. Some of these situaGons are expected and even beneficial, while others may lead to 
stress, anxiety, depression, alcohol and other drug use, changes in eaGng pa9erns, family of origin issues, 
loss, sleep difficulGes, relaGonship problems, trauma, feelings of hopelessness, and suicidal thoughts. Capital 
University faculty and staff are commi9ed to your health and therefore the university offers a variety of 
confidenGal services to help you through difficult Gmes. These services include individual and group 
counseling. 
The Center for Health and Wellness offers medical and consultaGon services for Capital students. Medical 
walk-in hours (no appointment necessary) are Mon, Wed, and Fri, from 8:30-11:30 & Tues & Thurs, from 
1:00-4:00. ConsultaGon services are available Mon & Thurs, from 10:00-5:00; Tues & Wed, from 10:00-6:00, 
and Fri, 10:00-3:00. Crisis appointments are available daily from 9:00-10:00.  

For more informaGon about medical care while you are a Capital student, including what to do in 
emergencies, call (614) 236- 6114 or go to h9p://www.capital.edu/health/. 

The Office of Residen6al and Commuter Life 
ResidenGal and Commuter Life is responsible for on-campus housing and for assisGng commuter students in 
developing a sense of community on-campus while living off-campus. It offers many services for and 
informaGon about residence hall, meals plans, and roommate issues. It is located in 125 Student Union.   

For more informaGon go to h9p://www.capital.edu/Residence-Life/, or call 614-236-6811 (ader hours: 
614-323-3282).  

Center for Faith and Learning		
Capital's Center for Faith and Learning offers community and support for the spiritual wellness for all Capital 
students of all faith pracGces, religious tradiGons, and spiritual paths. When campus offices are open and 
classes are occurring in person, there are two Interfaith Prayer Rooms, one in Kerns 101 (open every day 
classes are in session) and the other in Saylor Ackerman lobby (24/7 access with your Capital ID). Embrace 
Ministries offers Capital Worship each Wednesday @ 10:00 AM and Candlelight Worship each Thursday @ 
9:00 PM, which are held in Trinity's Gloria Dei Worship Center and can also be accessed digitally by clicking 
the links. We also offer Mindfulness Moments on Mondays at 12:15.
  
For more informaGon about the many interfaith/interreligious opportuniGes and experiences you can have 
while you are a Capital student, including the Interfaith Council, go to h9p://www.capital.edu/Religious-
Life/ or reach out to University Pastor Drew Tucker @ 614-236-7737 or cfl@capital.edu.  

The Office of Public Safety 
Public Safety is staffed by university police officers. It is open 24 hours a day, seven days a week. Police are 
available at any Gme to ensure your safety. If you feel unsafe walking anywhere on campus, contact this office 
and someone will escort you. Call 614-236-6666 if you need to report a crime or if you see a suspicious 
person on campus. To report a campus emergency, you should also call this number or 911.  
The Office of Public Safety is located on College Avenue, across from the Bexley campus. It is also responsible 
for issuing parking passes. See “Parking” on page 15.   
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More Things You Should Know… 

Student Resource webpage: 
This webpage is a convenient way to find the many resources that are available to you as a student at Capital. 
Bookmark it in your web browser. You will find that you use it oden. There is a copy of the page in the 
Appendix of this handbook.      h9p://www.capital.edu/Current-Students/ 

MyCap: 
MyCap is Capital’s online site for informaGon about your class schedule and grades and transcripts. It is also 
the place where you can check the status of your accounts, and to see if you owe any money to the 
University. You can pay your tuiGon and fees online. See the link on the Student Resources webpage. 

Paying fees: 
When a University charge is posted, you will receive a university e-mail alert. You will need to check your fees 
through MyCap. You may pay your fees online, at Yochum Hall, or through FlyWire. If you pay by credit card, 
you will be charged a credit card fee of 2.75%. Fees are due by the end of the second week of classes. If you 
pay fees late, you will be assessed a late charge from $100-$200, depending on when you pay. Fees can be 
paid at the Office of Student Accounts in Yochum Hall.  

If you are studying in the U.S. on a student (F-1) visa, you need to be enrolled as a full-Eme student. If you 
have not paid fees, you will not be able to get transcripts from Capital and you will not be able to register for 
classes in the future. Not paying fees can have serious immigraEon consequences. 

If you officially withdraw from IEP classes before the end of the sixth week, you will receive a parGal refund of 
tuiGon. Early withdrawal can also have serious immigraGon consequences. It is always a good idea to check 
with staff in the Center for Global EducaGon if you are thinking about withdrawing from classes. 

Wi-Fi on campus: 
Wi-Fi is available for your laptop or other electronic device anywhere on campus. To set up Wi-Fi, call the IT 
desk (236-6508) or visit the IT webpage (see the link on the Student Resources webpage). 

iLearn: 
iLearn is the University’s course management system. Many of your instructors will post assignments, links, 
and resource materials for your classes on iLearn. When your instructors set up an iLearn page for your class, 
it is your obligaGon to use it—daily. The link to iLearn is on the Student Resources webpage.  

Parking: 
If you are a commuter student and want to park on campus, you must purchase a student (S) permit. The 
cost is $180.00 for the year. Pay the fee online (it is $160) or at the Public Safety Office; if you pay online, you 
will need to go to the office to get your permit. You must display your permit when your car is on campus. 
You may park in any parking lot which is marked “S.” In order to pay the fee for your parking permit, find the 
link to Parking Permits on the Student Resources webpage. h9p://www.capital.edu/Safety/  
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If you live in a university residence hall, you might not be permi9ed to park a car on campus. Check with 
Public Safety before you purchase a car! 

Smoking: 
All university faciliGes are smoke and tobacco free. Smoking is permi9ed outside on campus, but no closer 
than 20 feet (7 meters) from University buildings. Smoking is not permi9ed near the entrance to any building. 
Cigare9e bu9s and cigare9e wrappers should not be thrown on the ground. 

Clubs, Organiza6ons, and Ac6vi6es on Campus: 
There are many opportuniGes for you to parGcipate in various organizaGons and campus acGviGes. Joining 
these acGviGes gives you a chance to interact with American students. If you do this, you will find your 
English skills improving rapidly. For informaGon, go to AcGviGes & OrganizaGons on the Student Resources 
webpage. h9p://www.capital.edu/Student-AcGviGes/  
Download the CORQ App to learn about daily acGviGes at Capital University. 

Global Student Associa6on (GSA): 
GSA provides internaGonal students with support, assistance, socializaGon, and educaGon.  The secondary 
purpose of the associaGon is to educate U.S. students about the culture and people of other naGons. 

As an internaGonal student at Capital, you will receive email messages from GSA about various acGviGes and 
other opportuniGes. Being part of GSA is also a great networking opportunity. 

Keeping Yourself Safe: 
Capital is a safe campus, but it is always wise to be aware of your surroundings and if you feel unsafe, trust 
your insGncts and avoid or leave an area. The Department of Public Safety can be contacted any Gme there is 
a safety emergency: 614-236-6666. For more informaGon about safety on campus, go to Campus Safety on 
the Student Resources webpage. Keep your personal belongings with you and do not leave your personal 
items una9ended. 

What to Do in Columbus: 
Capital University is located in the middle of a growing and exciGng city. However, with the pandemic, there 
are restricGons on gatherings at many places. Normally, we would have several field trips to a9racGons, but 
we are unable to do so. As a student at Capital, you study in a quiet and peaceful environment, but you also 
have the benefits of a big city.  For informaGon about the opportuniGes open to you, see h9ps://
www.experiencecolumbus.com/. 

COTA (Central Ohio Transit Authority): 
Bus service through Columbus and Franklin County is offered by COTA. For informaGon about bus routes and 
schedules as well as fares, go to the COTA website: h9p://www.cota.com. 
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Prin6ng and Copying: 
You can use any of the photocopy machines and printers on campus by using your student ID card. The 
University provides each student with a $50.00 print/copy credit that equates to 500 single print/copy sheets 
each semester. If you print more copies, you will be billed by the university. For more informaGon, visit 
h9p://www.capital.edu/PrinGng-on-Campus/. 

When Bad Weather Closes the University: 
When bad weather occurs, we want you to be safe when you travel to campus. It is possible that the 
University, may, choose to delay the start of classes or close the campus for any other extenuaGng 
circumstances. When you sign up for Cap Alert (see below), you will receive a message from the University. 
You can also go to the University’s main webpage where an announcement will be posted. Television and 
radio staGons will report local school closures/delays as they receive the informaGon. Your instructors may 
also contact you should they have any issues gekng to class because of the weather—many will send an 
email and/or post on iLearn. Note: public transportaGon is usually slower when the weather is bad. Be safe 
and use cauGon if/when you leave your home. 

CapAlert: 
CapAlert is Capital University’s emergency noGficaGon system. The system uses email and text messaging to 
let you know if there is a campus emergency or if classes are cancelled due to weather. 

CapAlert messages are automaGcally sent to your Capital email address. You can also arrange for the 
messages to be sent to your cell phone. To do this, go to MyCap, sign in, click on your username near the top 
right of the screen, and click on ‘User Profile’. Add your cell phone number (SMS) or provide an alternaGve 
email account. 

Reques6ng a Leber: 

If you need a le9er to document enrollment to the university or to invite family members to visit, the Center 
for Global EducaGon can prepare this for you.  You must complete the online request so the office has all of 
the details to prepare you le9er.  Please provide for 5 business days to receive your le9er.  To apply for the 
le9er, fill out this online form:  h9p://www.capital.edu/InternaGonal-Le9er-Request-Form/ 

Capital University Handbook: 
Capital University has an official Handbook for ALL students enrolled in various Capital University degree and 
non-degree seeking programs. The Handbook, while much lengthier than that of the IEP Student Handbook, 
is just as important. All students should read this Handbook as well. The link to the Handbook is as follows: 

https://www.capital.edu/uploaded2iles/content/audience_navigation/current_student/
studenthandbook20969.pdf	

17

http://www.capital.edu/Printing-on-Campus/
http://www.capital.edu/International-Letter-Request-Form/
https://www.capital.edu/uploadedfiles/content/audience_navigation/current_student/studenthandbook20969.pdf
https://www.capital.edu/uploadedfiles/content/audience_navigation/current_student/studenthandbook20969.pdf


Immigra6on Regula6ons 

What is SEVIS? 
SEVIS stands for the Student and Exchange Visitor InformaGon System. It is a database of current informaGon regarding 
internaGonal students and exchange visitors. The database electronically communicates internaGonal student informaGon to 
the SEVP and the U.S. Department of Homeland Security. 

Responsibili6es of a Student in F-1 Status: 
• Must be enrolled as a full-Gme student.  Full-Gme is defined as: 

o 20 class hours per week for IEP students 
o Audit courses cannot be used toward establishing full-Gme enrollment. 
o You must go to class regularly and fully parGcipate in your assignments and exams 

• You may not legally drop below full-Gme enrollment without first receiving approval from the Center for Global EducaGon. 
A drop below full-Gme enrollment will make you out of legal F-1 status. Returning to legal status requires reinstatement 
through USCIS. Reinstatement to F-1 status is an expensive and Gme consuming process through USCIS. 

  
• You must report address changes to the Center for Global EducaGon and to the ImmigraGon and NaturalizaGon Service 

within 10 days of a move.  This must be a residenGal address and not a box number (unless you are living in a dormitory.) 
Update your address through both MyCap and contacGng The Center for Global EducaGon.  

• You must keep your passport valid. You should apply for passport renewal at least 6 months before the expiraGon date.  
Passport renewals may be done through the student’s home country embassy in the U.S. 

• You may not work off-campus without authorizaGon from USCIS.  IEP students may work on campus up to 20 hours a week 
as long as the on-campus employment does not conflict with their class schedule and progress. A Social Security Card does 
not provide for legal work authorizaGon. 

• You must have medical insurance. Capital University requires students on F-1 status to be enrolled in medical insurance 
that meets university requirements. See the Capital University student handbook for details. 

F-1 or J-1 Visa: 
• Your visa is the document used to enter the U.S. Check the number of entries: ‘M” means mulGple entries, so you can 

use the visa many Gmes to leave and re-enter the U.S. as long as you have a valid I-20 or DS 2019. 
• You cannot renew a U.S. visa in the U.S. 
• You can legally stay in the U.S. on an expired F-1 visa as long as you have a valid I-20. 
• If you leave the U.S. and need to re-enter, you must have a valid F-1 visa to re-enter the U.S.  

Your I-94 card:  
  The I-94 card is your entry and departure record in the U.S.  You must download this form electronically at h9ps://
i94.cbp.dhs.gov/.  This card may be needed when applying for a driver’s license. There is no fee to download this form. 

Your I-20: 
The I-20 is the document you used to apply for your F-1 visa. It informs you of the average length of your program. 

The I-20 is required to re-enter the U.S. ader travel abroad. Page 2 must be signed by a Designated School Official (DSO) from 
the Center for Global EducaGon Office, Jennifer Adams or Tillore9a Pope for re-entry. 

Know your expiraGon date. To extend your I-20, apply for a program extension with the Center for Global EducaGon. 
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The Center for Global EducaGon can sign your I-20 for travel or extend your I-20 if: 
• You are returning to Capital University. 
• You are in good academic standing (not on academic probaGon.) 
• Your bill has been paid allowing you to register the following term.  

Extending Your I-20: 
The average length of Gme to complete the Intensive English Program is 18 months to 2 years, depending on your starGng level 
and if you take a vacaGon term. The average Gme listed on the original I-20 is 18 months. An extension can be granted if: 

• You are making academic progress. 
• You request an extension with the Center for Global EducaGon before the end date on your I-20. 
• You receive a supporGng le9er from the Director of the Intensive English Program. 
• You do not have any outstanding debt to Capital University. 

Withdrawal from Classes During the Term: 
If you have F-1 or J-1 status, you must meet with staff in the Center for Global EducaGon Office before you choose to reduce 
your course load or withdraw from the university.  Dropping a course(s) without first noGfying staff in the Center for Global 
EducaGon Office and requesGng permission to do so, will require the university to terminate your SEVIS record (I-20), which, in 
turn, will require you to leave the U.S. immediately. 

If you withdraw with permission from the Center for Global EducaGon, you have 15 days from the date of withdrawal to make 
your travel plans and leave the U.S.   

Capital University’s Intensive English Program is a semester system and follows the university’s refund policy as listed on 
Capital University’s website:  h9p://www.capital.edu/Refund-Process/#tuiGon  

Moving to a Degree Program at Capital: 
We hope you are interested in conGnuing your educaGon at Capital University ader you complete the Intensive English 
Program. When you are accepted into a degree program and have demonstrated financial support for the new program, the 
Center for Global EducaGon Office will prepare a new I-20 for the new academic program. 

To learn more about earning your degree at Capital University, please contact the following offices: 

For a bachelor’s degree or graduate study: 
The Admission Office 
614-236-6101  

Transfers: 
Transfers to a new school must be done at the end of Capital University’s term or during the break between terms. You cannot 
transfer during the middle of a semester and sGll maintain legal immigraGon status. 

Transferring from an Intensive English Program to another school for a degree program is a normal process but must be done 
in coordinaGon with the internaGonal student advisors at both schools.  Do not have Capital University transfer your SEVIS 
record to another school unless you are sure this is the school you want to a9end and you have confirmed, wri9en admission 
from that school. 

To transfer to another school, the following steps are usually required: 

• An official Capital transcript (all fees must be paid and students must be in good financial standing) 
• Copy of the acceptance le9er to the new school 
• An internaGonal transfer form from the new school. Remember to sign your secGon before giving the form to the 

Center for Global EducaGon to complete. 
• Transfer of your SEVIS record by Capital University to the new school so you may receive your new I-20.  
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Vaca6on Terms: 
You must make a wri9en request to take a vacaGon term and have it approved by the InternaGonal Student Advisor before the 
period of vacaGon begins.  

The vacaGon term for the IEP and undergraduate program is the summer term. During a vacaGon period, you may stay in the 
U.S. without taking classes, or you may take a reduced course load. However, if you have transferred to Capital University from 
another university, the internaGonal student advisor must check to see if you have already taken a vacaGon during the year. 

A vacaGon term requires you to be enrolled the following fall semester ader the vacaGon term.   

Traveling Outside the U.S. on F-1 or J-1 Status: 
You will need the following documents to return to the U.S.: 

• A valid passport 
• A valid I-20, with page 2 or DS-2019 signed by the school official in the past year 
• A valid U.S. F-1 or J-1 visa 

I-20’s and DS-2019’s can be signed by Jennifer Adams or Tillore9a Pope in the Center for Global EducaGon. 

It is also a good idea to carry with you any old I-20’s, your financial documentaGon, and a copy of your transcript. 

If your F-1 or J-1 visa has expired and you are traveling outside the U.S., you will need to apply for a new F-1 or J-1 visa in your 
home country.  Occasionally, students may obtain a new visa in a country that is different from their home country, but you 
should check with the U.S. Embassy to determine if this choice is available to you. 

Immigra6on Informa6on and Ques6ons: 
When you need informaGon about immigraGon ma9ers, always check with your InternaGonal Student Advisor. Do not ask 
friends; they are probably not experts, and it is extremely important that you have good informaGon and good advice. 

Center for Global EducaGon 
Harry C. Moores Student Union 014 
614-236-6170 
jadams@capital.edu 
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Course Descrip6ons:  Intensive English Program 

ESL 00R, Basic Reading for English Language Learners  

This course is an introducGon to reading in English, with an emphasis on vocabulary expansion and the comprehension 
of short simplified texts. Reading strategies pracGced include previewing and idenGfying main ideas, scanning for 
specific details, and idenGfying key vocabulary. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 00W, Basic Wri6ng for English Language Learners 

This course develops the ability to write short paragraphs to communicate ideas about everyday topics by using simple 
vocabulary and sentence structure correctly. Correct spelling, sentence structure and paragraph formakng are also 
emphasized. WriGng oden springs from examinaGon of models. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 00LS, Basic Listening/Speaking for English Language Learners 

This course introduces students to the strategies needed to develop basic skills in listening and speaking in English. The 
course emphasizes communicaGon for everyday acGviGes using simple sentence structures, pronunciaGon, and 
vocabulary with increasing accuracy. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 00G, Basic Grammar for English Language Learners 

In this course, students are introduced to the form and meaning of basic sentence structures. PracGce focuses on the 
use of grammar in speaking and wriGng.  Structures covered include the simple present and present progressive tenses 
in statement and quesGon form. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 01R, Elementary Reading for English Language Learners 

This course prepares students to read simplified texts fluently and with good comprehension. In addiGon to idenGfying 
main ideas and key details, reading strategies pracGced include recogniGon of discourse markers, disGnguishing fact 
from opinion, and making inferences. The course also provides ample opportunity to pracGce reading both in class and 
extensively and to expand their mastery of English vocabulary. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 01W, Elementary Wri6ng for English Language Learners 

This course develops the ability to write paragraphs using various organizaGonal modes and to write in response to a 
variety of experiences, both in and out of class, using correctly formed simple and compound sentences, appropriate 
vocabulary, and correct spelling and punctuaGon. Model paragraphs and mulGple drading are essenGal elements of the 
course. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 01LS, Elementary Listening/Speaking for English Language Learners 

The purpose of this course is for students to improve their comprehension of spoken American English and their 
fluency in speaking English using basic and some complex sentence structures accurately. Students develop listening 
strategies to understand conversaGons, radio shows, and short lectures. A9enGon is given to the accurate use of 
vocabulary and pronunciaGon, including individual sounds as well as rhythm, stress, and intonaGon pa9erns. 5 credit 
hours. Cannot be applied toward graduaGon. 

ESL 01G, Elementary Grammar for English Language Learners 

This course introduces students to the use of past as well as present tenses and the meaning and use of modal 
auxiliaries. Statements, both affirmaGve and negaGve, and all quesGon types are pracGced, in addiGon to basic 
coordinaGng conjuncGons and imperaGve sentences. Students are presented with the rudiments of count and non-
count nouns, arGcle usage, and quanGfiers. 5 credit hours. Cannot be applied toward graduaGon. 
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ESL 02R, Intermediate Reading for English Language Learners 

This course prepares students to comprehend texts of intermediate difficulty using strategies such as previewing and 
predicGng, skimming and scanning, recognizing inference, opinion, and paraphrase, and summarizing a reading passage 
both orally and in wriGng. Increasing reading speed and expanding vocabulary, in parGcular general academic 
vocabulary, are also emphasized. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 02W, Intermediate Wri6ng for English Language Learners 

This course introduces students to academic wriGng: composing a well-developed paragraph which is unified, coherent, 
and clear, using a topic sentence, appropriate supporGng details, transiGons, and proper grammar and punctuaGon. 
The course provides instrucGon in wriGng paragraphs using various organizaGonal modes. A9enGon is given to 
grammaGcal accuracy. Class acGviGes include pre-wriGng, analysis of models, class discussions, peer review, and 
individual conferences. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 02LS, Intermediate Listening/Speaking for English Language Learners 

In this course, students improve their comprehension of spoken American English and their fluency in speaking English 
using accurate basic and complex sentence structures. Students develop listening strategies to understand 
conversaGons and short lectures, to recognize the speaker’s aktude and purpose, and to idenGfy the organizaGon of 
the informaGon.  A9enGon is also given to the development of vocabulary and understandable pronunciaGon. 5 credit 
hours. Cannot be applied toward graduaGon. 

ESL 02G, Intermediate Grammar for English Language Learners 

The purpose of this course is to enable intermediate language students to improve their understanding of the form and 
meaning of complex sentence structures and to develop skill in using these structures in speaking and wriGng. 
Structures include verb forms in the past progressive, present and past perfect, and passive, as well as phrasal verbs, 
gerunds, infiniGves, comparaGve forms, adjecGve clauses, Gme clauses, and noun clauses.  These structures are 
presented and pracGced using a variety of paired and small group acGviGes and individual wri9en assignments. 5 credit 
hours. Cannot be applied toward graduaGon. 

ESL 03R, High-Intermediate Reading for English Language Learners 

This course prepares students to read un-simplified academic English text. Students read passages from a variety of 
content areas to idenGfy main ideas and supporGng details, make inferences, idenGfy common pa9erns of text 
organizaGon, and recognize complex sentence structures typically used in academic texts. Emphasis is also placed on 
increasing reading speed and expanding vocabulary. Outside assignments provide extensive reading pracGce with 
library and online materials. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 03W, High-Intermediate Wri6ng for English Language Learners 

This course prepares students to write the types of paragraphs and essays typically required in academic courses.  
WriGng is presented as a process of invenGon, drad, and revision which emphasizes elements of good wriGng, including 
unity, coherence, clarity, and proper grammar and mechanics.  Students develop introductory skills in paraphrasing and 
summarizing, in using various modes of organizaGon, and in composing complex sentence structures.  Students also 
develop skill in synthesizing informaGon from various wri9en and spoken sources. Students will regularly use the 
university library and student wriGng services as part of their learning process. 5 credit hours. Cannot be applied 
toward graduaGon. 

ESL 03LS, High-Intermediate Listening/Speaking for English Language Learners 

In this course, students refine their comprehension of spoken, unedited American English. Students develop listening 
strategies to understand interviews and reports, to make inferences, and to idenGfy main ideas and details. A9enGon is 
also given to the development of vocabulary, understandable pronunciaGon, and fluency in speaking English using 
accurate sentence structure. 5 credit hours. Cannot be applied toward graduaGon. 
ESL 03G, High-Intermediate Grammar for English Language Learners 
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The purpose of this course is for high-intermediate students to develop skill in the use of increasingly complex sentence 
structures both in speaking and wriGng.  The structures include verb forms in the present, past, and future perfect and 
perfect-progressive, as well as past and passive forms of infiniGves, gerunds, and modal auxiliaries.  Emphasis is also 
placed on complex sentences with a variety of adverb, adjecGve, and noun clauses. 5 credit hours. Cannot be applied 
toward graduaGon. 

ESL 04R, Advanced Reading for English Language Learners 

This course is designed to enable advanced internaGonal students to develop skill in reading English for academic 
purposes, to increase reading speed and comprehension, and to expand sub-technical academic vocabulary in 
preparaGon for taking university-level courses. Students pracGce reading and analyzing a variety of text types across 
disciplines. Pre-reading acGviGes, class and group discussions of reading passages, and vocabulary exercises are 
designed to give students intensive pracGce in reading.  Outside assignments provide extensive reading pracGce with 
academic arGcles and related websites. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 04W, Advanced Wri6ng for English Language Learners 

This wriGng course is designed to help advanced internaGonal students improve their ability to successfully complete 
the work required in many college courses. Students learn how to respond to and analyze a variety of wriGng types. 
Considerable Gme is spent on research methods to gather, synthesize, and document informaGon from outside 
sources. The course emphasizes elements of good wriGng such as unity, coherence, clarity, and appropriate grammar 
and mechanics. The course also focuses on regular use/familiarity with the university student services and effecGve use 
of library research throughout their wriGng/research process. It also covers MLA/APA documentaGon style and use of 
the plagiarism checker TurniGn.com. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 04LS, Advanced Listening/Speaking for English Language Learners 

This course prepares advanced internaGonal students to parGcipate successfully in the oral and aural demands of 
university courses. AcGviGes help students to gain fluency and confidence in speaking and to develop listening and 
note-taking strategies. A9enGon is also given to appropriate sentence structure, understandable pronunciaGon, and 
vocabulary expansion. Class acGviGes include recorded conversaGons and short lectures, small group discussions, pair 
work, vocabulary pracGce, and oral presentaGons. 5 credit hours. Cannot be applied toward graduaGon. 

ESL 04G, Advanced Grammar for English Language Learners 

The purpose of this course is for advanced internaGonal students to refine their skill in the use of complex sentence 
structures both in speaking and in wriGng. Structures include verb forms in the present, past, and future perfect and 
perfect-progressive, as well as past and passive forms of infiniGves, gerunds, and modal auxiliaries. Emphasis is also 
placed on complex sentences with a variety of adverb, adjecGve, and noun clauses. In addiGon, negaGve-fronGng, 
fronGng for emphasis, and cled sentence pa9erns are covered as they can be employed for academic wri9en English. 
Speaking and listening acGviGes in class focus on the correct usage of grammaGcal structures. 5 credit hours. Cannot be 
applied toward graduaGon. 

IEP Workshops/Lectures, (offered based on student interest & need) 

These workshops, when offered, provide students in all program instrucGonal levels a variety of language learning 
opportuniGes that complement and support their classes in reading, wriGng, listening and speaking, and grammar.  
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CU-IEP Program Calendar Dates – 2022-2023 

Fall 2022 Semester 
 OrientaGon (new students): Wednesday and Thursday, August 17-18 
 Classes start: Wednesday, August 24 
 Classes end: Friday, December 9, 2022 

 No class on the following dates:  
Monday, September 5 (Labor Day) 

              Thursday, October 13 (Midterm/Fall Break) 
Wednesday, Thursday, and Friday, November 23-25 (Thanksgiving break) 

Course Final Exams AND Departmental Final Assessments: Week of December 5, 2022 

Grade Reports available to students: Tuesday, December 13, 2022 

Spring 2023 Semester 
 OrientaGon (new students): Thursday and Friday, January 5-6, 2023 
 Classes start: Wednesday, January 11, 2023  
 Classes end: Tuesday, May 2, 2023 
 Spring Break: March 6-10 
 Easter Break: Thursday, April 6 AND Monday, April 10 
  

Course Final Exams AND Departmental Final Assessments: Week of May 8, 2023 

Summer 2023 Semester: To Be Determined 
 OrientaGon (new students)  
 Classes start 
 Classes end 
  

Departmental Final Assessments  
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SeMng up your Capital E-mail Account: 
You should have your username and email address. If you do not, ask your instructor. 

For example: username - tpope 
  email address - tpope@capital.edu 

Go to h9ps://pwchange.capital.edu 

 

Go to Enroll to reset your temporary password. That password is Cap+your student number. 
 For example: Cap1776320 

You will need this temporary password and your username to set up your regular password. 
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Using Web Services at Capital University: 
Go to h9ps://www.capital.edu/current-students/. Here you can access your Capital email account (Office 365 Email), 
MyCap, iLearn, and other online tools. 

CapAlert: 
It is important that Capital University can advise you when the campus will be closed for bad weather and for other 
emergencies. You can set up CapAlert and the university will send you an email and text message when this happens. 

Go to h9ps://www.capital.edu/current-students/. Go to MyCap. Log in with your username and password.  

Go to ‘User Profile’ as shown below. Add your phone number and email address.  
 

Forwarding your Capital Email (hotmail or gmail account) : 
· Ader you sign in to your webmail account, choose Sekngs.    
· Choose OpGons. 
· Choose Forwarding.  
· Under Forwarding, enter the email address you want to forward your Capital email to. 
· Set or clear the Keep a copy of forwarded messages in Outlook Web App check box. 
· Select Start forwarding. 
· Select Save. 
Note: Every 180 days, you must change your Capital university password. You will receive an email noGce that you must 
do so. If you have problems, go to the IT desk in Blackmore Library. 
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**This information is current as of 10/5/2022. Dates and/or other information is subject to change. 

28


	Center for Health and Wellness // 614-236-6114 // chw@capital.edu

