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Elmer W. Engstrom Department of Engineering and Computer Science 
Computer Science Policy Memo 

Version 1.5:  August 10, 2007 (Last Review Date) 
 
Purpose:  To establish policy and supplement all syllabi distributed for Computers Science courses.  Where the 
policies in this document differ from those found in course syllabi, the policies found in course syllabi take 
precedence.   

General Policies 
Office Hours:  Each faculty member will have stated office hours with the information located either in their 
syllabus, on their web page, or posted on their door.   
 
Signatures:  When a student needs a faculty signature on any document, they must (to the best of their ability): 

1.    Have all pertinent information in the document completely filled out. 
2. Have already obtained all preceding signatures. 
3. When requiring the signature of the dean or department chair: 

a. Deliver the form with any supporting paperwork to Engineering Department administrative 
assistant in ENS-181.  Do not attempt to deliver the paperwork directly to the chairman.  

b. Tell the administrative assistant whether they want to pick up the paperwork when signed or if 
they want it delivered via distribution.  If they want to pick it up then they must provide an email 
address for notification.  If they want it delivered via distribution then they must provide a campus 
post office number for delivery. 

 

Seminar Requirements:  All senior Computer Science students are required to take EGGN-4010 Senior 
Seminar during the fall semester of their senior year. 
 

Acceptable Classroom Behavior: The classroom is a special environment in which students and faculty 
come together to promote learning and growth.  It is essential to this learning environment that respect for the rights 
of others seeking to learn, respect for the professionalism of the instructor, and the general goals of academic 
freedom are maintained.  Differences of viewpoint or concerns should be expressed in terms which are supportive of 
the learning process, creating an environment in which students and faculty may learn to reason with clarity and 
compassion, to share of themselves without losing their identities, and to develop an understanding of the 
community in which they live. 

• All Cedarville University students are expected to conduct themselves according to accepted norms that 
ensure a climate in which all can exercise their right to learn.  Such norms are set forth in the undergraduate 
Cedarville University student handbook.   

• Please be sure that you have read the handbook and understand its content.  
• No faculty member will tolerate classroom behavior that violates these norms. 

 
Department of Engineering and Computer Science Attendance Policy.   Students are permitted 
unexcused absences up to the number of scheduled weekly meeting times.  (e.g. MWF has three, while TR has two).  
Any unexcused absences beyond this will result in a letter grade reduction for the final earned course grade.  
 
Computer Science Laboratory Usage Policy.  The primary and priority purpose of these laboratories is to 
support computer science courses and the requisite course work assignments.  Any other activity in the laboratory is 
of lower importance and of lower priority.  Therefore when choices have to be made, they should be made in favor 
of the primary purpose for the labs. 
 

• These labs were intended to be a place of academic study, research, and community.  While friends of 
computer science students are allowed in the laboratory, during times of heavy usage, please remember the 
priorities of the lab.  If you are going to invite friends to come into the lab, it is your responsibility to 
ensure they are not disruptive of other students. 

 
• Treat the equipment and resources kindly.  If you do not know how to run something, ask for assistance 

from the laboratory technician.  Likewise, if something is not working correctly then report it to the 
laboratory technician. 
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• Please do not lock the machine display, or leave the machine unattended, for more than 5 minutes. If you 
are going to be away from the machine for more than 5 minutes, please logout. 

 
• Computer systems are not to have the hardware configuration changed with out instructor permission. 

 
• NO SOFTWARE is to be installed on these systems without permission of an instructor. 

 
• Do not use network drives, such as the T: drive for storing personal files. 

 
• All computer lab reference books are to remain in the labs.  Do not remove them from the lab. 

 
• Do not move the computer system desks without permission.   

 
• The table and chairs may be rearranged to assist in study groups, but return the room to the normal 

configuration when your meeting is completed.  Additionally, do not remove furniture from the labs. 
 

• Because computer science academic work is first priority for these systems, any other activity has a lower 
priority.  In time of heavy usage, please keep the focus in the labs on computer science course work. 

 
• Please help keep the computing labs clean by throwing away your trash, picking up your printouts, etc  

 
• Printers are provided for course work.  The paper in the labs is only for the laboratory printers.  

Additionally, good stewardship implies that we do not waste it with unneeded printing.   Print responsibly. 
Print only what you need. Make use of screen previewers such as ghostview. Print only one copy - use a 
copier for multiple copies. Printing manuals is not allowed. 

 
• Please do not attempt to adjust the temperature in the computing labs. If the temperature needs to be 

adjusted, please report it. 
 

• Be aware of the needs of others, especially when the laboratory is busy.  Please limit talking and audio 
output so as not to disturb other people trying to work in the lab. Please use headphones if you wish to 
listen to music or other audio output. 

 
• Classes may be scheduled in any of the labs for short periods. 

 
• Playing games on lab computers is not permitted. 

 
 

Course Specific Policies 
Prerequisites:  The prerequisite for each course is stated in the University Catalog. Students are expected to have 
the course prerequisite listed in the catalog or the instructor’s permission before they enroll.  Students without the 
required prerequisites will be dropped from the course no later than the last day of 100% tuition refund. 
 

Disabled Students:  If you believe you may need support in managing the impact of a disability, please contact 
Marilyn Meyer, Coordinator of Disability Services, by phone at 3843 or email at meyerm@cedarville.edu. Office 
located in CAL 164. Examples of disability categories are AD/HD, Specific Learning Disabilities, Hearing, Vision, 
Health Impairment, Psychological, Orthopedic, and Traumatic Brain Injury. Faculty rely on Disability Services to 
verify the need for accommodation and to assist in developing reasonable and appropriate accommodation 
strategies. View website at www.cedarville.edu/DisabilityServices.  (Marilyn Meyer, Coordinator of Disability 
Services) 
 

 
Writing Style Guide:   All written papers in Computer Science courses will be done in accordance with an 
acceptable style such as MLA, APA, or Chicago.  Each individual faculty member will determine which of these is 
the most appropriate for their course   
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Test Review and Grade Access:  All assignments and examinations when turned in may be kept by the 
faculty member.  It is the individual prerogative of each faculty member on the deposition of any item prepared by 
students and turned in for a grade.  It is recommended that students maintain computer file copies of all papers and 
projects until the end of the semester when the grades are recorded.   Faculty members will clearly state to the 
students the final deposition of submitted work.  
 
Grading Policy:  The University grading policy is clearly stated in the University Catalog.  Each faculty 
member will determine and publish in the course syllabus the specific grading criteria. 
 
When completing group and team projects it is expected that each member of the group will contribute significant 
effort.  It is also expected that each member of the team understands any portions completed by other members of 
the team.  We reserve the right to assign different grades for each member of the team when the effort or learning is 
very different among the team members.  
 

Missed Lessons:  You are responsible for ALL material covered in every lesson.  Should you miss a lesson, it is 
in your best interest to make arrangements with your instructor to receive assistance on the missed lesson after you 
have studied the material in question.  The best source for class notes is from other students in your class. 
 

Graded Work Policies 
The purpose of this section is to explain the degree to which you may get help on graded work (e.g., homework, 
quizzes, reports, programming assignments, etc.).  The comments below are not intended to be exhaustive, i.e., all 
that can be said regarding this subject—they are intended to be helpful guidelines for the conscientious student who 
wants to maintain his/her integrity.  According to the scriptural commands that we are to “abstain from all 
appearances of evil” (I Thes 5:22) and to “provide things honest in the sight of all men”  (Rom 12:17b).   As a 
general principle, it is best to always be squarely honest than to test the “edge” of right and wrong.  In order to help 
ensure your integrity, we freely invite you to ask questions regarding these policies on any issue that may be unclear 
to you.   
 
In this policy, we distinguish between three types of effort in graded work:  individual effort, collaborative effort, 
and group effort.  These three classes are explained below. 
 
Individual Effort:  Individual effort means that a student must complete the graded assignment entirely on 
his/her own without help from any other student (current or former at this University or another), faculty member, or 
parent with the exception of current Cedarville computer science professors.  Individual effort precludes students 
from using published or on-line resources, unless specifically allowed by the faculty member giving the assignment.  
Where these resources are allowed, uses of such work must be cited.  Individual effort is the default policy for 
assignments when no specific written guidance has been provided by the course instructor.  In the absence of 
any specific instructor guidance for an assignment, you should assume the graded work policy for the 
assignment is individual effort. 
 
Group Effort:  Group effort means that students are fully permitted and expected to produce a joint answer to a 
given problem.  Please recognize the size of the “group” on a group effort problem may be limited.  Between groups 
the default policy is individual effort.  The group effort policy only applies when explicitly given in connection 
with a specific assignment by an instructor in written form. 
 
Collaborative Effort:  Collaborative effort means that a student must complete the graded assignment 
principally or substantially on his/her own.  Recognize that along the spectrum of effort from individual to group 
work, collaborative effort should be viewed as more closely associated with individual effort than group work.  
Collaborative effort is only allowed on a specific assignment, if the instructor has provided written guidance 
clearing stating that this is the graded work policy for the assignment. 
   
Generally, we encourage students to discuss the overall intent and purpose of collaborative effort assignments for 
the purpose of education and understanding about the subject to which the assignment pertains.  In addition, it is 
valuable for all students when stronger students assist weaker students in getting past problem misunderstandings, 
compilation errors, or difficult syntax.   The scriptural basis is in Rom 15:1 and Gal 6:2 where the strong are 
encouraged to assist the weak.   
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However, when we give or take too much help, the weaker students are not ultimately helped, but hurt, because they 
are not held accountable for producing their own work.  So we have the principle that we should each, in part, bear 
our own burden (Gal 6:5). 
   
The intent of this policy is to help maintain a right balance among those that give (the “helper”) and receive (the 
“helpee”) help.   As faculty, we allow a helper to assist a helpee so long as they can do so without revealing a 
substantial portion of the solution.  To uphold this intent, please follow this guideline.  Under no circumstance 
should the helper give or assist the helpee in obtaining a complete (or substantially complete) solution in any 
form:  written, electronic, or verbal.  
 
The bottom line is that collaborative work is substantially your own work.  Not another's.  Not group work. 
 

Programming Assignments:  With regard to programming assignments, we understand that it is sometimes 
difficult to draw the line between educationally useful sharing of ideas and educationally destructive copying of 
ideas.  Therefore, this section is intended to give additional guidance for these types of assignments, beyond the 
three types of effort covered above.  Our goal is to maximize the educational benefit of programming assignments.  
We do not want students to get stuck and waste a significant amount of time on a simple syntax issue (e.g., where to 
place a semicolon); however, we want to ensure that students do not receive so much help on an assignment so that 
they don’t learn the material it is trying to teach.  The paragraphs below provide general guidance on how much 
information sharing is acceptable.  If you need more specific guidance as to whether something would be 
permissible, please see your instructor. 
 

A. Collaboration that is always allowed:  Listed below are actions which we encourage on programming 
assignments.  
• Discussing material covered in lecture, section or the text.  
• Discussing the requirements of the assignment.  
• Discussing features of the language (C++ or Java) and its standard libraries.  
• Asking specific questions about syntax or specifications. For example: “Is strcmp case-sensitive?” or 

“What does the keyword static do here?”  
• Discussing general techniques of designing, coding, or debugging. For example, saying things like “It 

worked well to test each function right after I wrote it.” or “When my programs crashes, I first look at 
the stack trace in the debugger.” is fine.  

• Discussing features of any of the programming tools or development environments.  
• Any discussion between the student and the instructor. You are welcome to discuss any and all ideas, 

design, code, debugging, and details with the instructor, and to get advise from the student aides in the 
lab. In general, the lab aides are better to talk to than classmates, because they are knowledgeable about 
all the material and know how to help you without giving away too much.  

 
B. Collaboration that is NEVER allowed:  Basically, the rule is that you should be handing in code which 

represents your original, independent work. It should not be based on, influenced by, or copied from 
anyone else's.  
• Copying code. This is the most blatant violation. You should not be writing down anyone else's code, 

or allowing anyone else to write down your code.  
• Using work from past semesters. Using someone's work or solutions from a previous semester is an 

obvious violation.  
• Looking at someone else's code. You should never read anyone else's code whether it is on the screen 

or written out by hand, except as discussed below in the Debugging Guidelines. 
• Stealing someone else's design.  Discussing design with someone else and sharing ideas and critiquing 

each other's design is okay, if attributed. However, just taking someone else's design without trying to 
develop the design yourself is not allowed. It is akin to taking someone else's outline for a research 
paper and basing your paper on that.  

• Asking for help on something you haven't thought about yourself.  Always make every attempt to 
tackle a problem yourself before asking another student or teacher for help. It will help you to become a 
better and more self-sufficient programmer, as well as a better student. The best way to learn is to try!  

 
C. Collaboration that is allowed, if documented: Whereas high-level abstract discussions are always 

allowed, two students engaging in a more detailed discussion of a particular design decision, algorithm, or a 
student helping another to track down a bug in a manner that requires the helper to read the helpee’s code 
will cross into the area of collaboration that is acceptable only if documented. We require that you include 
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the name of any student(s) from whom you received such assistance and properly credit their contribution 
to your work. This is akin to acknowledging a reference in a research paper. Some examples:  
• Discussing the design or general solution of an assignment. Design is a crucial part of the 

programming process, and discussing it is very valuable. However, learning to work through design 
problems on your own is a skill which requires time and practice. Try to work out as much as you can 
on your own, but discussion amongst students is okay, as long as it is documented.  

• Helping another student to debug a particular problem. Two students should not sit down and 
debug jointly, but one might give the other some direct hints (e.g. “segmentation fault usually means 
you are accessing your array outside it’s limit” or “when I had a similar problem, it was because I had 
forgotten to put a terminating null on my linked list”). In general, we prefer that you get this sort of help 
from the lab aides (who know better how to guide you without going overboard), but if you do get 
detailed debugging advice from someone, you should credit their assistance.  See Debugging 
Guidelines below for further guidance. 

• Sharing advice about testing. For example, if your roommate tells you about some lesson learned 
(“my program didn't handle the case where the input file didn't end with a newline”) that you then use to 
improve your program's robustness, you should credit your roommate for providing you with that 
insight.  

 
Debugging Guidelines:  The goal of these debugging guidelines is to provide some mechanism for students to 
become “un-stuck” without students receiving so much help that their learning is inhibited.  However, we also 
understand that once you start giving someone assistance with their program, it can be easy to go too far, so please 
carefully follow the guidance below. 
 
Assuming you document the help, it is permissible to assist someone in fixing a difficult bug.  Every effort should 
be made to ensure the person being helped understands the problem and would be able to solve a similar problem for 
themselves in the future.  You should limit help to assisting with one or two bugs at a time; you should not sit down 
with someone and debug their entire program with them.  Moreover, you should only help them after they have 
made a real effort to solve the particular problem on their own. 
 
Assistance in debugging involves the implicit roles of the “helper” and the “helpee,” and these roles should not be 
exchanged on a single assignment.  The helper may look at portions of the helpee’s code for the purpose of assisting 
with debugging, but not with the purpose of learning something that the helper can use in his/her own program.  The 
helpee should never look at the helper’s code.  Looking at another student’s code should be done with care, and 
only for the purpose of helping them past a difficult spot.  It is acceptable for the helper to tell the helpee what is 
wrong, but they should refrain from offering a correct coding sequence; that is, the helper should allow the helpee to 
determine how to correct the error on their own.   
 
Common violations of the above guidelines are: 

• when the helper shows his/her code to the helpee,  
• when the helper coaches the helpee line-by-line to a solution,  
• when the helper does not make reasonable effort to guard access by the helpee to her/her own work (e.g., 

provides access to a written or emailed solution). 
 
It is essential that you always make choices which do not compromise your integrity or even give the appearance of 
doing so.  If you are going to receive help, please consider: guard your integrity carefully---we generally know when 
we have passed from learning to simply copying what is shown, given or recited to us.  Please exercise 
responsibility for your learning.  While copying solves an immediate need, it is dishonest and lays a poor foundation 
for the future success.  
  
If you find you need help to complete the majority or all of the assignment, then you are in need of additional 
instruction and need to make an appointment with your instructor. 


