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Welcome! 
 
Dear Student, 

 
Welcome to ǘƘŜ !ƳŜǊƛŎŀƴ [ŀƴƎǳŀƎŜ tǊƻƎǊŀƳ ŀǘ /ƻƭǳƳōƛŀ ¦ƴƛǾŜǊǎƛǘȅΗ ²Ŝ ŀǊŜ ǎƻ ƘŀǇǇȅ ȅƻǳΩǊŜ ƘŜǊŜ ŀƴŘ ǘƘŀǘ ȅƻǳ ƘŀǾŜ 
chosen to study English with us.  

 
Lƴ ǘƘƛǎ {ǘǳŘŜƴǘ IŀƴŘōƻƻƪ ȅƻǳΩƭƭ ŦƛƴŘ ƭƻǘǎ ƻŦ ǳǎŜŦǳƭ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǎǘǳŘȅƛƴƎ ƛƴ ƻǳǊ ǇǊƻƎǊŀƳΣ ōŜƛƴƎ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŜ 
Columbia community and living in New York City.  

 
The ALP offers a unique educational and cultural experience. You are studying at an Ivy League university on a beautiful 
and historic campus here in Manhattan. You are also now living in a wonderful city with so much to see and do. While we 
of course hope you will study hard, we also hope you will explore New York and learn what an amazing city it is!  

 
This handbook has all the information you need to make your English studies at the ALP useful, enjoyable and memorable. 
It also explains how to follow the rules and how to make the most of facilities on and around campus.  

 
LŦ ȅƻǳ ǎǘƛƭƭ ƘŀǾŜ ǉǳŜǎǘƛƻƴǎ ŀŦǘŜǊ ǊŜŀŘƛƴƎ ƛǘΣ ǿŜΩǊŜ ƘŜǊŜ ǘƻ ƘŜƭǇΗ 

 
Kind regards, 

 

Mary Pickett 

Director, American Language Program 
 

 
 

 



Page 2 

 

 

 

Contents 
 
What to Expect 5 

 
Week One: Important Things to Do  6 

1. Your Columbia ID Card 6 
2. Your Columbia Email Account 7 

-To Check your Columbia Email Account 8 
-To Sign up for Email Forwarding 8 
-To Set up Email on a Mobile Device 8 

3. Check Your Electronic Bill (e-bill) 
4. Add Your Emergency Contact  8 

5. Update Your Local Mailing Address 9 
6. Complete SEVIS Check-in (F-1 students only) 9 

7. Give Your Meningitis Vaccination Decision  10 
8. Confirm Your Enrollment in the Columbia University Medical Insurance Plan 10 
9. Return Your MMR Form 10 

 
Medical Insurance 11 

1. Requirements for ALP Students  11 
2. Columbia Medical Insurance Cards  11 

 
Health Resources  12 

1. Feeling Sick? 12 
2. Counseling & Psychological Services 13 

3. Office of Disability Services 13 

4. Alice! Health Promotion 13 
 

ALP Visa & Immigration Information and Advising 14 

1. Overview 14 
2. While You are Studying at the ALP 14 

3. If You Want to Leave and Come Back 15 
4. When You Finish Your Studies at the ALP 15 
5. If You Wish to Transfer Out to Another Institution 15 
6. Important Terms You Should Know 16 
7. Some Helpful Resources  16 

 
Financial Matters 17 

1. Tuition & Fees  17 
2. E-Bill 17 
3. Payment Procedures  18 

 
Withdrawal Procedures  20 

1. Refund Policy When Dropping Entire Program (Withdrawal) 20 
2. Refund Policy When Dropping Individual Courses 20 
3. ALP Withdrawal and Tuition Refund Schedule 21 



Page 3 

 

 

 

Academic Matters 22 

1. Attendance 22 

2. άGood StandinƎέ 23 
3. Grading 24 
4. Levels 26 

5. Placement  26 
6. Level Promotions 26 
7. Program Completion  27 
8. Placement or Promotion Appeal Policy 27 
9. University Credit Courses 28 

10. Academic Advising  28 
11. Academic Dishonesty  28 
12. Disciplinary Charges  29 
13. Academic Integrity Pledge 30 

 
Academic Resources  31 

1. Bookstore  31 
2. Computer & Printer Labs  31 
3. Canvas  32 

4. Libraries  32 
5. Student Lounges  32 

6. Language Exchange Program (LEP) 32 
7. University Lectures  33 
8. Your Academic Record 33 

- Academic Certification 33 
- Official Columbia Transcript  33 
- Enrollment Certification Letter 33 
- Privacy 33 

 
Social, Religious & Recreational Activit ies 34 

1. ALP Activities and Workshops  34 
2. Columbia University Events  34 
3. Columbia University Clubs  34 

4. Gym and Sports 34 
5. Museums  34 

6. Discount for Theater, Music, Dance, Movies & the Zoo  35 
 

Religious Worship 35 

 

Dining  36 

1. Cafés on Campus  36 
2. Restaurants & Markets in the Neighborhood 36 

3. Restaurant Guidelines  37 
- Tipping 37 
- Drinking 37 

 

 
 
 



Page 4 

 

 

 
Transport, Shopping and Services 38 

1. Getting Around  38 
2. Shopping, Services and Local Supplies  38 
 

General Advising 40 
 

Housing 41 

1. Campus Housing  41 
2. Non-Columbia Housing  41 
3. Apartment Rentals 41 

 
Community Standards of Behavior  42 

1. Smoking Policy 42 
2. Cell Phone Policy 42 

3. Behavioral Standards  42 
4. Protection against Discrimination and Sexual Harassment  42 
5. More Essential Policies for the Columbia Community  44 

 
Safety 45 

1. Safety on Campus & in the Columbia Neighborhood 45 

2. Safety Tips for Living in NYC 46 

 
Complaints 46 

Campus Map Back Cover 
 

 
 

While great care has been taken in preparing the information published in this handbook, Columbia University does not guarantee that the 

content is accurate and current. The University cannot be held responsible for any errors or omissions and accepts no liability whatsoever for any loss 

or damage suffered as a result of using the information published on any of these pages. Please feel free to contact us at alp-advising@columbia.edu 

with any changes, addit ions, or suggest ions. 
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What to expect 
 

Studying in the United States 

In the American education system, students are encouraged to participate and get involved. This may be different from the education 

system in your country. American instructors expect their students to speak, ask questions, and give their opinions. Responsibility for 

learning is not just on the teacher ς it is also on the student! 

 
Studying at the American Language Program 

At the ALP we focus on teaching you academic English. You will learn language and skills to help you survive at an American university, 

such as essay writing, presentation skills and note-taking. However, the language and skills you will learn are useful in any English 

context, including the workplace. 

 
Communicating in English is the only way to improve fluency. Maybe you know the grammar rules in the book, but can you use them? 

In our classes, expect to speak a lot and to do lots of work with your classmates in pairs and groups. Working together is a great way to 

practice English and learn from each other. 

 
Also expect your teacher to correct your English. Making mistakes is okay ς itΩs part of learning! Your teachers will not only correct 

your speaking and pronunciation, but also your writing. They will help you to identi fy your most common grammatical errors so you 

can learn to correct them yourself. You will learn pre-writ ing techniques and revising skills. You will learn how to write for an American 

academic audience. 

 
Your Teachers 

All our instructors are professionally trained experts in teaching English as a second language. They all have a minimum of a MasterΩs 

degree and years of experience working with learners of English. Many have written textbooks and speak at professional conferences. 

All are passionate about teaching, and want to help you reach your goals. 

 
Your Classes 

Our intensive English classes are taught by a team of two or three teachers. They work together to plan a course based on what you 

need to learn most. Every day you will have at least one class, and sometimes you will have two. Our classes have a άuniversity 

scheduleέ ς this means you will usually have classes at different times each day rather than at the same time every day. Some days 

you may have class during lunch (common at university in the U.S) so plan accordingly. 

 
Books 

In Fall and Spring, most ALP levels use textbooks ς sometimes three or four per term. You can expect to spend up to around $150 on your 

books. Your instructors will tell you which ones to buy in week one. You should bring all your textbooks to all your classes. You might use 

several books (for example, a grammar book, a listening textbook, and a reader) within a two- or three-hour class. In Summer, most levels 

do not use a textbook. You will receive a course pack of materials from your instructor.  

 
Columbia Universit y 

You are studying at an Ivy League university. This offers you many opportunities from world-class libraries to interesting public lectures. 

Go to campus events. Interact with other students in campus cafes and the fitness center. Join clubs to experience American college life. 

There are details about activit ies and much more throughout this handbook. 

 
New York 

You are in one of the most excit ing cit ies in the world! There is so much to see, do and experience. We hope you will expand your 

learning beyond the campus. Your teachers will help you learn about US customs and NY culture. As a class, you may visit a museum or 

see a Broadway production. As a Columbia student, you can receive discounts at movie theaters, concert halls, restaurants, etc. Look 

for some suggestions later in this handbook. Enjoy your time in the city that never sleeps (but donΩt forget to study too!) 
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Week One: Important Things to do 
 

There are nine things you must do in the first few days of the session. They are listed here and explained below. 
1. Get/revalidate your Columbia ID card 
2. Set up your Columbia email 
3. Check your electronic bill 

4. Add Your Emergency Contacts 
5. Update your local mailing address 
6. Complete SEVIS registration (if you are an F-1 student) 
7. Tell the university of your decision about the meningitis vaccination 
8. Confirm your enrollment in the Columbia University Medical Insurance plan 
9. Show proof of your Measles/Mumps/Rubella (MMR) vaccination (if you have not already done so) 

 
1. Your Columbia ID Card 

 
New Students 

On arrival at the ALP, you will be given your student ID card. This is your official university identification card. Most students 
receive their IDs at new student check-in. If you do not receive your card at check-in, come to 504 Lewisohn and we will 

help you get it. 
 
ID Center 

204 Kent Hall 
(212) 854-5883 

Monday-Friday: 9:00-5:00 

 
You can use the card to: 

ω use university libraries (see page 32) 

ω use the Dodge Fitness Center (see page 34) 

ω get FREE or discounted admission to museums and galleries (see page 34) 

ω get DISCOUNTS to New York attractions such as Broadway shows (see page 35) 

 
Note: the number on the back of the card is NOT your Student ID number. See ΨPayment ProceduresΩ below to find out your 
Columbia ID number. 

 
Continuing Students 

When you check in for a new session, the ALP you will give you a new sticker for your card to show that you are a current 
student. This άrevalidatesέ your ID. 

 

DonΩt lose your ID card! You will need to pay $20 to get a new one! 
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2. Your Columbia Email Account 
 

All new ALP students get a Columbia University email account. 

It is very important that you άactivateέ (= start) your new email account. The university will ONLY use your Columbia email 
account to contact you, not your personal email address. 

 
With your Columbia email you will receive messages from: 

ω your teachers 
ω the ALP Office 
ω Student Services Online (your e-bill) 
ω the Columbia community 

 
Make sure you check your Columbia email every day! 

 
When your application was processed, you received a UNI (University Network Identification). Once activated, this UNI 

becomes your Columbia University email address: yourUNI@columbia.edu 

 
If you have not activated your Columbia email account, please do so: 

1. Go to any computer with Internet access. (There are computers on the 2nd floor of the Lewisohn Hall, the 1st and 3rd 
floor of Lerner Hall, and in the Columbia libraries) 

2. Go to http://uni.columbia.edu. Click άActivate UNI or Email.έ 

3. Read the άComputer and Network Use Policy.έ Click άAccept.έ 
4. Read άYour Responsibility on the Columbia Network.έ Click άAccept.έ 
5. Enter your UNI (University Network ID) and click άContinue.έ 

6. Enter the following information (below). Then, click άContinueέ 
 

 
7. Select and answer 5 security questions and click άSave.έ 

 

 

8. Create a password. 

mailto:yourUNI@columbia.edu
http://uni.columbia.edu/

