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MEMORANDUM
To: All Physics Department Faculty

From: D. Cattell

Date: September 1, 2012

Subject: Department Policies Effective January 20, 2009


Department Policies concerning lab reports, together with the usual laboratory instructions and any other policies a laboratory instructor chooses to impose, should be given to students in writing at the beginning of the semester. In particular, students should be advised to keep their graded laboratory reports in case they need to retake the course. New policies effective January 14, 2002 are revised class size policies and Department approved requirements for laboratory reports as stated below.

Class Size


The class size maximum of 36 for Physics lectures shall be strictly adhered to. (Note that this number is an absolute maximum. Certain sections may have a class size maximum lower than this. However, additional students should not be allowed to attend such sections until the Department Head increases the maximum, which will never exceed 36 for a Physics lecture.) Physics laboratory sections have a suggested maximum of 24 students, which may be exceeded in certain circumstances. Extra students should not be allowed to attend a physics laboratory section that already has the specified maximum number of students. Please direct all excess students to the Department Head.

Student Registration


A student should not attend a class that he or she has not paid for. If a student does not want credit for a course, he or she should register as auditing. We have had some students in the past who wanted to sit in on a course without paying then take Credit by Exam afterwards. The College will not allow this.


If a student wishes to change sections, the student should use the official drop/add procedure. The course instructor, a Department Head, a College advisor, or personnel in room W1-1 (Student Services) may help the student with drop/add. If a student wants to change a section of a course already registered for, he or she should be encouraged to learn how to do this on the computer terminals available on campus.


A student who is registered in a course should not attend a section (class or laboratory) that the student is not registered for unless the student has permission from the Department Head and all the instructors involved. 

Reuse of Lab Report Grades


Students who are repeating a laboratory-based Physics course may use previous laboratory grades provided: 1) the laboratory grades are from the same course or a higher level course that uses the same lab manual (this precludes the use of laboratory grades from another college) and 2) the student has the laboratory reports which have been graded by the previous laboratory instructor, or the previous laboratory or lecture instructor can supply the lab average or individual lab report grades. The current laboratory instructor may require a student to do any labs that were missed or repeat a lab if the report grade is judged to be too low to accept. 


If a student has more than one set of lab report grades for a course, the student may choose which lab report grades to submit to the current lab instructor for his or her approval. Also, the student may choose to repeat any lab.

Students who have no Credit for Laboratory Work


A student who does not have credit for laboratory work and who never attends the laboratory sessions of a Physics course shall be assigned an F grade, even if the student's overall average is passing.

Requirements for Lab Reports


In order to make academic requirements among the different laboratory sections more uniform, the Physics Department requires that all laboratory instructors follow the following policies.


In Physics 101, 105, 109, 111 and 112 each student submits one laboratory report for each laboratory experiment. In Physics 140, 241, 242 and Engineering 102 and 202, the instructor can decide to require either individual or group reports. In an individual report all sections must be the student’s own work and not the work of any other student. If a laboratory experiment requires more than one diagram be present in a report, the laboratory instructor may allow photocopies of laboratory partners’ diagrams to be used provided that at least one of the diagrams is the work of the student submitting the report.

All students who turn in reports that have a section or sections that are non-permitted duplicates of another student’s report shall be penalized by having their laboratory report grades lowered at the laboratory instructor’s discretion.


Physics 101, 105 and 106 – Students submit data and answer questions as provided in the laboratory instructions for these courses. No additional work will be required, except for extra credit work to be assigned at the discretion of the laboratory instructor.


Physics 109, 111 and 112 – Students submit reports following the requirements given in Appendix A of this document, with the following exceptions: equations, diagrams and symbols may be entered neatly by hand.


Physics 140, Physics 241 and Physics 242 – Students submit reports following the requirements given in Appendix A.

Make-Up Labs


Students are not allowed to make up more than two labs per semester. Experiment M-9 (Conservation of Momentum) cannot be made up. In special cases, the lab instructor and the Instructional Aide in charge of the lab, after consulting each other, may give a student permission to make up more than two labs. Also, either the course instructor or the Department Head, after consulting both the lab instructor and the Instructional Aide in charge of the lab, may give a student permission to make up more than two labs.

Late Lab Reports


Laboratory reports are due one week after the class does the experiment. A lab report that is turned in after the due date is late. The laboratory instructor will determine penalties for late lab reports. No physics lab instructor will accept lab reports that are more than two weeks late during a 14-week semester or more than 1 week late during a 7-week semester.

Transfer Courses


Occasionally we have a student who had a physics prerequisite at another college but did not take the lab associated with the prerequisite. If such a student wishes to take the lab for the prerequisite course he or she must repeat the entire course at Community College of Philadelphia and receive a grade of at least a C.


The Department Head, at his or her discretion, may sign the student described above for the course which requires the prerequisite provided the student received at least a C for the prerequisite course taken at the former college. If this student receives at least a C for the course taken at Community College of Philadelphia, full credit for the prerequisite course taken at the former college will be given to the student; the lab for the prerequisite course is waived in these circumstances.


A student who has only done the lab work for a prerequisite course at a former college may not use this lab work for credit at Community College of Philadelphia. The student must take the prerequisite course (including the lab) and receive a grade of least C before taking the course that requires the prerequisite. (See section 1 in the policies for lab reports given above.)

Late Course Work


An instructor shall not accept course work from a student after the instructor has submitted final grades for the course to the Division office, unless the instructor has assigned an I (Incomplete) grade for the student.

Final Examination


A student shall not repeat a final examination if the sole purpose of the repetition is an attempt to improve the course grade.

Appendix A

Requirements for Laboratory Reports for Physics 140 and Physics 241.


Students should have a copy of the appropriate volume of the Physics Laboratory Instructions published by J. Wiley & Sons for Community College of Philadelphia.

Missed Labs


A student is required to make up a missed laboratory session. The student should see the Instructional Aide in W4-23B to make an appointment. If the student does not make up a missed laboratory session, the laboratory report grade for that session will be a zero. Students are permitted a maximum of two make-up labs. Experiment M-9 (Conservation of Momentum) cannot be made up.
Laboratory Reports


Students must follow the Physics Department’s Laboratory Report Format. Students must follow the order of sections specified in the Laboratory Report Format.


The laboratory instructor may require that the students state the Purpose in their own words. The Procedure section may just refer to the procedure as listed in the Physics Laboratory Instructions. Students should give a proper reference to the laboratory manual, as they would in a bibliography. Students should explain any deviations that were taken from the procedure.


The Purpose, Procedure, Answers to Questions and Analysis and Discussion sections must be typed using a word processor. (Among these sections, each one that is untyped will result in a lowering of the lab grade.) (In Physics 140, 241 and 242 these sections must be completely typed, including equations. In addition, any diagrams to be included in these sections must be done using an appropriate computer drawing program.) Students may type the Calculations section as well, if they wish. (Note that to type equations and calculations in a word processor students should use an equation editor. The laboratory instructor should be able to show students how to do this using Microsoft Word. Example: 
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