
2022–23

-RXUQDOLVP�	�'LJLWDO
&RPPXQLFDWLRQ

)DFXOW\�+DQGERRN

This handbook is a guide for faculty members in the Department of Journalism and Digital
Communication at the University of South Florida St. Petersburg campus. It includes
procedures and forms for common undergraduate and graduate-level issues, and specifies
Department, College and University academic policies. When possible, external resources are
linked rather than embedded, to ensure the handbook remains current.
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7HDFKLQJ�$LGHV
8QGHUJUDGXDWH�FRXUVHV�WKDW�PHHW
HQUROOPHQW�WKUHVKROGV�VWLSXODWHG�E\�WKH
&ROOHJH�TXDOLI\�IRU�WHDFKLQJ�DLGH
VXSSRUW��,Q�WKH�VSULQJ�DQG�IDOO��7$V�DUH
HQWLWOHG�WR����KRXUV��LQ�VXPPHU�$�DQG�%�
���KRXUV��DQG�LQ�VXPPHU�&�����KRXUV�
$GGLWLRQDO�KRXUV�DUH�DYDLODEOH
GHSHQGLQJ�RQ�WKUHVKROGV�VWDWHG�E\�WKH
&ROOHJH�

7HDFKLQJ�$VVLVWDQWV
7KH�&ROOHJH�RI�$UWV�DQG�6FLHQFHV
JHQHUDOO\�IXQGV�WZR�JUDGXDWH�WHDFKLQJ
DVVLVWDQWVKLSV�HDFK�IDOO�DQG�VSULQJ��2QH
7$�LV�GHGLFDWHG�WR�WKH�1HLJKERUKRRG
1HZV�%XUHDX�SURMHFW��DQG�WKH�RWKHU�LV
GHVLJQDWHG�IRU�WKH�FRUH�XQGHUJUDGXDWH
UHSRUWLQJ�FXUULFXOXP��7KH�11%�7$�LV
IXQGHG�IRU����KRXUV�D�ZHHN��DQG�WKH
FRUH�FXUULFXOXP�7$�LV�IXQGHG�IRU���
KRXUV�D�ZHHN�

Relevant Links:
● *UDGXDWH�7HDFKLQJ

$VVLVWDQWVKLSV�LQ�-RXUQDOLVP�	
'LJLWDO�&RPPXQLFDWLRQ

7HQXUH�	�3URPRWLRQ

2XU�WHQXUH�DQG�SURPRWLRQ�JXLGHOLQHV
RXWOLQH�H[SHFWDWLRQV�IRU�IDFXOW\�WHDFKLQJ�
VHUYLFH�DQG�VFKRODUVKLS��(IIHFWLYH�-XQH
���������

Relevant Links:

● 7HQXUH�	�3URPRWLRQ�*XLGHOLQHV
�'HSDUWPHQW�RI�-RXUQDOLVP�	
'LJLWDO�&RPPXQLFDWLRQ�

7KHVLV���$SSOLHG�5HVHDUFK
3URMHFW�&RPPLWWHHV

6WXGHQWV�LQ�WKH�JUDGXDWH�SURJUDP�PXVW
FRPSOHWH�HLWKHU�D���FUHGLW�WKHVLV�RU
��FUHGLW�DSSOLHG�UHVHDUFK�SURMHFW�WR�IXOILOO
GHJUHH�UHTXLUHPHQWV��$�FRPPLWWHH
FRPSRVHG�RI�-'&�IDFXOW\�DQG�FKDLUHG�E\
D�IXOO�WLPH�IDFXOW\�PHPEHU�RYHUVHHV�WKLV
ZRUN��&RPPLWWHHV�DUH�DVVHPEOHG�E\
VWXGHQW�UHTXHVW��EDVHG�RQ�IDFXOW\
DYDLODELOLW\��&RQVXOW�WKH�*UDGXDWH
6WXGHQW�+DQGERRN�IRU�GHWDLOV�RQ
H[SHFWDWLRQV�IRU�VWXGHQWV·�FXOPLQDWLQJ
ZRUN�

Relevant Links:
● *UDGXDWH�6WXGHQW�+DQGERRN

8QGHUJUDGXDWH�$GYLVLQJ�	
0HQWRULQJ
$FDGHPLF�DGYLVHUV�HPEHGGHG�LQ�WKH
&ROOHJH�JXLGH�RXU�XQGHUJUDGXDWH
VWXGHQWV�WRZDUG�VXFFHVV�HDFK�VHPHVWHU�
:LWK�GHHS�NQRZOHGJH�RI�RXU�FXUULFXODU
UHTXLUHPHQWV�DQG�VWXGHQW�QHHGV��WKHVH
DGYLVHUV�SOD\�D�YLWDO�UROH�LQ�HQVXULQJ
VWXGHQWV�VLJQ�XS�IRU�WKH�ULJKW�FODVVHV�DW
WKH�ULJKW�PRPHQWV�LQ�WKHLU�VWXGLHV��-'&
IDFXOW\�DOVR�KDYH�DQ�LPSRUWDQW�UROH�WR
SOD\�LQ�WKH�DGYLVLQJ�SURFHVV�E\
UHLQIRUFLQJ�NH\�PHVVDJHV��FRYHULQJ
FR�FXUULFXODU�RSSRUWXQLWLHV��DQG

�

https://docs.google.com/document/d/1Py4zLMK8_tUUoHmtelJVVMYUPOdXAgAr0W8WfHgGSEs/edit
https://docs.google.com/document/d/1Py4zLMK8_tUUoHmtelJVVMYUPOdXAgAr0W8WfHgGSEs/edit
https://docs.google.com/document/d/1Py4zLMK8_tUUoHmtelJVVMYUPOdXAgAr0W8WfHgGSEs/edit
/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/jdc-tandp-revised2020.pdf
/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/jdc-tandp-revised2020.pdf
/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/jdc-tandp-revised2020.pdf
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https://docs.google.com/document/d/1Sses-hn80_B9PmQ4ySGeOPMtiKsXYA8Z32A5p8Luy1E/edit
https://docs.google.com/document/d/1Sses-hn80_B9PmQ4ySGeOPMtiKsXYA8Z32A5p8Luy1E/edit
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General USF
Policies &
Regulations

'LVUXSWLRQ�RI�$FDGHPLF
3URFHVV
'LVUXSWLYH�FRQGXFW�LQ�DFDGHPLF�VHWWLQJV
VKRXOG�EH�KDQGOHG�YLD�WKH�HVWDEOLVKHG
8QLYHUVLW\�SURWRFROV�

*HQHUDO�$FDGHPLF�3ROLFLHV
$FDGHPLF�SROLFLHV�DUH�HQVKULQHG�LQ�WKH
FDWDORJ��)DFXOW\�VKRXOG�FRQVXOW�WKH
UHVSHFWLYH�VHFWLRQV�IRU XQGHUJUDGXDWH
DQG JUDGXDWH VWXGHQWV��DV�SURFHVVHV�DQG
H[SHFWDWLRQV�FDQ�YDU\�

,PSRUWDQW�'DWHV

7KH�RIILFLDO�8QLYHUVLW\�FDOHQGDU�LQFOXGHV
DOO�GDWHV�DQG�GHDGOLQHV�
VHPHVWHU�E\�VHPHVWHU�

,QFRPSOHWHV��´,µ�*UDGHV�
,QFRPSOHWHV�SURYLGH�VWXGHQWV�ZLWK
DGGLWLRQDO�WLPH�DIWHU�WKH�FRQFOXVLRQ�RI�D
VHPHVWHU�WR�ILQLVK�FRXUVH�UHTXLUHPHQWV�
,QFRPSOHWHV�DUH�JUDQWHG�DW�WKH
LQVWUXFWRU·V�GLVFUHWLRQ�DQG�LQ�DFFRUGDQFH
ZLWK�SROLFLHV�VWLSXODWHG�LQ�WKH

XQGHUJUDGXDWH DQG JUDGXDWH FDWDORJV�
:KHQ�JUDQWLQJ�DQ�LQFRPSOHWH��WKH
LQVWUXFWRU�VKRXOG�VHOHFW�DQ�´,;µ�JUDGH
ZKHQ�VXEPLWWLQJ�ILQDO�JUDGHV�LQ�&DQYDV�
ZKHUH�WKH�´;µ�FRUUHVSRQGV�WR�WKH�JUDGH
WKH�VWXGHQW�ZRXOG�UHFHLYH�ZLWKRXW
FRPSOHWLQJ�DQ\�DGGLWLRQDO�FRXUVHZRUN�
$W�WKLV�WLPH��WKH�LQVWUXFWRU�ZLOO�DOVR
HQXPHUDWH�ZKDW�WKH�VWXGHQW�PXVW�GR�WR
UHVROYH�WKH�LQFRPSOHWH�DQG�KRZ�PXFK
WLPH�WKH\�KDYH�WR�GR�VR��,QFRPSOHWHV
PXVW�EH�UHVROYHG�ZLWKLQ�WZR�VHPHVWHUV
DW�WKH�XQGHUJUDGXDWH�OHYHO�DQG�ZLWKLQ
RQH�VHPHVWHU�DW�WKH�JUDGXDWH�OHYHO��EXW
LQVWU HTXLU

�QWFWXQWLQJ�ZRUH��WKH�LQVWU XFWRV�VKRXKH
HBYûHHTPXVW�DHTPXVW�VKRXKH$FDGHPLFVWH�H��WKH�FRXUVûH
WKH�VWXGHQWRQLPH��WKH�VWXGHQW͋HLDWRHBLWLRN�LGWHUP�*UDGHVHTXLUOGDWRV�JUDGXDQH�VHFWLRQR��bkR�V
URYDWDR�R�

D�

/graduate-studies/students/academic-integrity-of-students/disruption-of-academic-process.aspx
/graduate-studies/students/academic-integrity-of-students/disruption-of-academic-process.aspx
https://catalog.usf.edu/content.php?catoid=17&navoid=2607
https://catalog.usf.edu/content.php?catoid=18&navoid=2820
/registrar/calendars/
https://catalog.usf.edu/content.php?catoid=17&navoid=2601#i-grade-policy
https://catalog.usf.edu/content.php?catoid=18&navoid=2820#academic-standards-and-grades
https://catalog.usf.edu/content.php?catoid=17&navoid=2601#mid-term-grades
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VWDUWLQJ�SRLQW�IRU�RXWUHDFK�WR�VWXGHQWV�LQ
SRRU�VWDQGLQJ�

7HQXUH�	�3URPRWLRQ
*XLGHOLQHV��86)�
(IIHFWLYH�-XO\��������

7HQXUH�	�3URPRWLRQ
*XLGHOLQHV��&ROOHJH�RI�$UWV�	
6FLHQFHV�
(IIHFWLYH�0D\���������

7LWOH�,;
86)�IDFXOW\�DUH�UHVSRQVLEOH�HPSOR\HHV
DQG�DV�VXFK�PXVW�UHSRUW�SRWHQWLDO
YLRODWLRQV�WR�WKH�7LWOH�,;�2IILFH�DV�VRRQ
DV�SRVVLEOH�EXW�ZLWKLQ����KRXUV�

7UDYHO�0DQXDO
7KH�86)�7UDYHO�0DQXDO�RXWOLQHV�WKH
UXOHV�IRU�EXVLQHVV�WUDYHO�

86)�&R�X

HV�&RF

L0 F쀀 &䊙ĀUU�& &RXOHV�IRU�EX╢ &��

�7 �U �D �� �& �R � �V

�L�W

��

����

�F˜�

�V�S33�V�S33

�V!

�V!�V!

/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/tenure-and-promotion-guidelines-for-a-consolidated-usf.pdf
/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/tenure-and-promotion-guidelines-for-a-consolidated-usf.pdf
/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/cas-tandp-procedures-revised2020.pdf
/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/cas-tandp-procedures-revised2020.pdf
/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/cas-tandp-procedures-revised2020.pdf
/title-ix/index.aspx
/business-finance/controller/documents/travelmanual.doc
/provost/faculty-success/resources-policies-forms/core-syllabus-policy-statements.aspx
/provost/faculty-success/resources-policies-forms/core-syllabus-policy-statements.aspx
/provost/faculty-success/documents/forms-policies-handbook/faculty-handbook-final.pdf
/regulations-policies/
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St. Petersburg
Campus Resources
for Students &
Faculty

&DUHHU�6HUYLFHV
&DUHHU�6HUYLFHV�OLQNV�VWXGHQWV�ZLWK
LQWHUQVKLSV�DQG�ZRUN�RSSRUWXQLWLHV�

1HOVRQ�3R\QWHU�0HPRULDO
/LEUDU\
7KH�86)�6W��3HWHUVEXUJ�FDPSXV�OLEUDU\
KRXVHV���������ERRNV�DQG�SURYLGHV
DFFHVV�WR�PRUH�WKDQ���������HERRNV�
�������VWUHDPLQJ�ILOPV�DQG
GRFXPHQWDULHV��DQG�OLEUDULDQV�ZKR
VSHFLDOL]H�LQ�DOO�RIIHUHG�PDMRUV��7KH
1HOVRQ�3R\QWHU�0HPRULDO�/LEUDU\�DOVR
SURYLGHV�WHFK�FHQWHUV��RQOLQH�OHDUQLQJ
VXSSRUW��FXOWXUDO�HYHQWV�DQG�DQ�DUUD\�RI
UHVRXUFHV�IRU�VWXGHQW�VXFFHVV�

7KH�/LEUDU\�DOVR�SURYLGHV�OLDLVRQ
OLEUDULDQV�ZKR�FROODERUDWH�ZLWK�IDFXOW\
DQG�RIIHU�VXSSRUW�LQ�WKH�IRUPV�RI�

● DVVLVWDQFH�WR�IDFXOW\�DQG�VWXGHQWV
ZLWK�UHVHDUFK�VXSSRUW�DQG
TXHVWLRQV

● LQVWUXFWLRQ�DQG�FXVWRPL]HG
ZRUNVKRSV�UHJDUGLQJ�DQ\
UHVHDUFK�DVVLJQPHQWV�
LQIRUPDWLRQ�OLWHUDF\��GDWD�OLWHUDF\
WRSLFV
● UHVHDUFK�JXLGHV�WR�FRPSOHPHQW

\RXU�FRXUVHV
● DFFHVV�WR�PDWHULDOV��LQFOXGLQJ

WH[WERRNV�RQ�UHVHUYH���RSHQ
DFFHVV���H�ERRNV�IRU�FRXUVHV�
● FRQQHFWLRQV�WR�VHUYLFHV�

WHFKQRORJLHV�DQG�RWKHU�DUHDV�RI
86)�OLEUDULHV

7KH�OLDLVRQ�OLEUDULDQ�IRU�-RXUQDOLVP�DQG
'LJLWDO�&RPPXQLFDWLRQ�LV�1DWDOLH
%RXODQJHU��QERXODQJHU#XVI�HGX�

6WXGHQW�2XWUHDFK�	�6XSSRUW
7KLV�RIILFH�SURYLGHV�WLPHO\�UHVRXUFHV�
VXSSRUW�DQG�JXLGDQFH�WR�VWXGHQWV�LQ
QHHG��)DFXOW\�FDQ�VXEPLW�UHIHUUDOV
WKURXJK�&DQYDV�RU�WKH�626�ZHEVLWH
FRQFHUQLQJ�ERWK�DFDGHPLF�DQG
QRQDFDGHPLF�LVVXHV�

6WXGHQW�6XFFHVV�&HQWHU
7KH�'HEELH�1\H�6HPEOHU�6WXGHQW
6XFFHVV�&HQWHU�SURYLGHV�WXWRULQJ�
ZULWLQJ�FRQVXOWDWLRQV��WHVWLQJ�VHUYLFHV�
ZRUNVKRSV�DQG�RWKHU�OHDUQLQJ
UHVRXUFHV�

��

https://www.stpetersburg.usf.edu/student-life/career-center/index.aspx
https://www.stpetersburg.usf.edu/
https://www.stpetersburg.usf.edu/
mailto:nboulanger@usf.edu
https://www.stpetersburg.usf.edu/student-life/student-outreach-program/index.aspx
https://www.stpetersburg.usf.edu/student-life/student-success-center/tutoring/index.aspx


https://www.stpetersburg.usf.edu/student-life/wellness/about/index.aspx
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Forms, Checklists,
Guides & Other
Important
Paperwork
$SSOLHG�5HVHDUFK�3URMHFW�)RUP

$5&�/DWH�$GG�,QVWUXFWRU·V�)RUP

$5&�/DWH�$GG�5HTXHVWV

$5&�/DWH�:LWKGUDZ�,QVWUXFWRU·V�)RUP

$5&�/DWH�:LWKGUDZ�5HTXHVWV

(OHFWURQLF�7KHVLV�	�'LVVHUWDWLRQ
3DSHUZRUN

*UDGXDWH�6WXGHQW�$GYLVLQJ�)RUP

*UDGXDWH�6WXGHQW�&RXUVH�3ODQ

*UDGXDWH�6WXGHQW�3HWLWLRQV
�$GG�'URS�&KDQJH�+RXUV�

,QGHSHQGHQW�6WXG\�6\OODEXV�7HPSODWH

,QGHSHQGHQW�5HVHDUFK�3URMHFW
'HVFULSWLRQ�7HPSODWH

,QWHUQVKLS�/HDUQLQJ�&RQWUDFW

,QWHUQVKLS���3UDFWLFXP�3HUIRUPDQFH
$SSUDLVDO

-RXUQDOLVP�	�'LJLWDO�&RPPXQLFDWLRQ
*UDGXDWH�6WXGHQW�+DQGERRN

-RXUQDOLVP�	�'LJLWDO�&RPPXQLFDWLRQ
8QGHUJUDGXDWH�6WXGHQW�+DQGERRN

7KHVLV�&HUWLILFDWH�RI�$SSURYDO�3DFNHW

7KHVLV�6XSHUYLVRU\�&RPPLWWHH
$SSRLQWPHQW�)RUP

8QGHUJUDGXDWH���<HDU�3ODQ

8QGHUJUDGXDWH�$GYLVLQJ�$VVLJQPHQWV

8QGHUJUDGXDWH�$GYLVLQJ�)RUP

��

/arts-sciences/departments/journalism/documents/jdc_arp.pdf
/undergrad/documents/main/arc-instructors-doc-form-2142022.pdf
/arts-sciences/documents/undergraduate/arc-add-2022cas.pdf
/undergrad/documents/main/arc-instructors-doc-form-2142022.pdf
/arts-sciences/documents/undergraduate/arc-latew-2022-09cas.pdf
/graduate-studies/students/electronic-thesis-dissertation/etd-process-overview.aspx
/graduate-studies/students/electronic-thesis-dissertation/etd-process-overview.aspx
/arts-sciences/departments/journalism/documents/advising_form.pdf
/arts-sciences/departments/journalism/documents/course_schedule.pdf
/graduate-studies/forms.aspx
/graduate-studies/forms.aspx
/arts-sciences/departments/journalism/documents/jms_internship_contract.pdf
/arts-sciences/departments/journalism/documents/jms_internship_evaluation.pdf
/arts-sciences/departments/journalism/documents/jms_internship_evaluation.pdf
/graduate-studies/students/electronic-thesis-dissertation/etd-process-requirements/certificate-of-approval/plagiarism-check.aspx
/arts-sciences/departments/journalism/documents/jms_thesis_form.pdf
/arts-sciences/departments/journalism/documents/jms_thesis_form.pdf
/arts-sciences/departments/journalism/documents/masscommunication_ay18-19_web.pdf
/arts-sciences/departments/journalism/documents/advisers_f_2022.pdf
/arts-sciences/departments/journalism/documents/digital_communication_multimedia_journalism-advising.pdf

