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INTRODUCTION

Your selection as a graduate assistant or tuition scholarship recipient is a
significant achievement in your graduate education. Whether your responsibilities will
involve teaching, research, or service, this assignment places you in a unique
organizational role within the university -- often you will assume the role of faculty
member in direct teaching obligations or support faculty in laboratory, research or other
assignments while maintaining the balance between that of student and assistant. It is
important in one’s graduate experience today, as you shape your professional skills and
thought, that your graduate program stress not only research of one’s discipline but also
coursework across specialties and perhaps more importantly -- teacher training.

To guide you in your assignment, this handbook has been developed to inform
you of various policies, rules, issues and services in fulfilling your obligations. It is not
meant to replace the Graduate Catalog or other official university publications but to
emphasize singular issues relevant to you, the graduate assistant or tuition scholarship
recipient, in the performance of your duties.

Please be assured that the School of Graduate Studies is fully supportive of your
educational training and advanced study. We hope that your graduate experiences at East
Tennessee State University will be meaningful and challenging.

The best of success in the pursuit of your graduate and professional goals!

Cecilia A. Mcintosh, Ph.D.
Dean, School of Graduate Studies

Jeffery Powers-Beck, Ph.D.
Associate Dean, School of Graduate Studies

Wayne Gillespie, Ph.D.
Assistant Dean, School of Graduate Studies



I. INSTITUTIONAL MISSION

The mission of East Tennessee State University is to serve the state, region, and nation:

e by helping students become responsible world citizens enlightened by liberal
education and prepared for professional careers;

e by conducting scholarship that enhances the accumulated knowledge of
civilization;

e by providing professional services to business, education, government, and
regional health;

e by enhancing the cultural environment of the region.

It is the mission of the School of Graduate Studies to foster post-baccalaureate
programs of study and scholarship which are recognized for their excellence and
contributions to society.

I1. UNIVERSITY POLICIES AND PROCEDURES
A. Policy for Graduate Assistantships and Tuition Scholarships

1.Introduction

Both the Southern Association of Colleges and Schools (SACS) and the Tennessee
Conference of Graduate Schools (TCGS) maintain the position that the goal of the graduate
assistantship/tuition scholarship should be to enhance the ability of the student to complete
her or his graduate degree. Enhancement of the ability to complete the degree should not be
interpreted such that the financial support provided by the assistantship/scholarship is the
only part of the assistantship/scholarship that helps the student to achieve the goal of
completing the graduate degree. The philosophy adopted by the Tennessee Conference of
Graduate Schools is presented succinctly as follows:

“Programs of graduate study are designed to transform the individual from student
to professional scholar. When a graduate assistantship (or tuition scholarship) is well
conceived and executed, it should serve as an ideal instrument to help facilitate the desired
transformation. The primary goal of an assistantship (or scholarship), then, is to facilitate
progress toward the graduate degree. Rather than interfere or conflict with the student's
educational objective, the assistantship (or scholarship) is to aid in the prompt and
successful completion of the degree program. While the student makes progress toward an
advanced degree, he or she also receives work experience in a profession under the
supervision of a faculty mentor.” (C.W. Minkel & Mary P. Richards, 1987, A Model
Policy for Graduate Assistantship Administration. Tennessee Conference of Graduate
Schools, Publication No. 4, University of Tennessee, Knoxville Graphic Arts Service, p.2.)

When at all possible, work assignments made to graduate assistants and service
obligations for graduate tuition scholars should reinforce their educational goals. For
example, research assignments to graduate research assistants should provide experience
that will be helpful in formulation of thesis or dissertation problems and teaching
assistantships should help prepare the student to function independently in the classroom.
The best use of the graduate assistantship provides professional growth of the student as
well as benefits to the University.



Courses have been designated to document these professional growth experiences
on the graduate student transcript. XXXX 5019 (Supervised Experience in Teaching) and
XXXX 5029 (Supervised Experience in Research) are available in nearly all academic
units, and XXXX 5039 (Supervised Experience in Administration) is available in many
units. Students receiving graduate assistantships or tuition scholarships should consult with
their supervisor and enroll in the appropriate course for each term that they are receiving
support.

2. Graduate assistantships

East Tennessee State University recognizes four (4) types of graduate assistantships:
Teaching Assistants, Teaching Associates, Research Assistants, and Administrative
Assistants. The duties assigned to graduate assistants will usually vary according to
category and some assistants may be assigned duties in more than one of these categories.

(a) Teaching assistants:

Teaching assistants usually work to support the efforts of faculty members in specific
courses. They will generally not teach a course as the primary instructor, but may be
responsible for a section of a lecture course or for a laboratory course under the direct
supervision of an experienced faculty member. Responsibilities may also include grading
examinations, leading discussion sections, or performing other duties related to the
instructional program.

(b) Teaching associates:

The graduate teaching associate will normally have primary responsibility for teaching an
undergraduate course for credit and for assigning final grades for said course. A graduate
teaching associate shall not have responsibility for teaching a graduate level course. The
Southern Association of Colleges and Schools (SACS) has specific requirements that must
be met before a graduate student can be assigned responsibilities in this category. Criteria
for a graduate student to be appointed as a teaching associate include:

e prior completion of 18 graduate semester hours in the assigned teaching

discipline

e will teach under the supervision of a faculty member

e will receive regular in-service training
In exceptional cases, relevant professional experience and demonstrated contributions to
the assigned teaching discipline may be presented in lieu of formal academic training. It is
the duty of the department and particularly of the faculty supervisor to help the teaching
associate gain skill in communicating knowledge of the discipline to students.

The department chair or unit supervisor is responsible for certification of each
graduate teaching assistant or teaching associate assignment and ensuring each person
placed in such an assignment meets the appropriate requirements for the assignment as
given by the SACS. This certification should be forwarded to Dr. Mclntosh, Dean,
School of Graduate Studies at the beginning of each term.



(c) Research assistants:

The graduate research assistant will work under the supervision of a faculty mentor. The
purpose of the research assistantship is to provide the graduate student with experience in
research directly related to the professional and scholarly goals of the student and to
advance the research program of the faculty mentor. The student should gain experience in
all aspects of conducting a research project including such things as library searches, design
of experiments, evaluation of information relevant to the project, and preparation of
manuscripts to be submitted for publication. Development of these skills should advance
the student's professional qualifications and, ideally, lead to development of a prospectus
for the thesis or dissertation.

(d) Administrative assistants:

The graduate administrative assistant may work at the level of a department, college, or
university administrative unit. The work assigned to the graduate administrative
assistant should be relevant to the graduate program and professional and scholarly
goals of the student. This work will generally involve gathering, organizing, and
evaluating information, or editorial work related to preparation and review of papers and
reports. The graduate administrative assistantship should provide the opportunity for the
student to use knowledge of her or his academic field while enhancing skills relevant to the
student's professional goals. The ideal graduate administrative assistantship will provide the
student with a broader and deeper understanding of University function and, under the
supervision of a mentor, enhance the quality of information available to the University.

3. Tuition scholarships

A tuition scholarship is a merit based award available to graduate students admitted to a
graduate degree program for the first time. The awards are for one academic year (fall and
spring semester) and are renewable. Graduate students admitted conditionally to a degree
program may hold a tuition scholarship for no more than one semester; if conditions of
their admission are not met after the first term, renewal of the scholarship must be
approved by the School of Graduate Studies. Graduate tuition scholarships cover out-of-
state tuition or the in-state maintenance fee.

4. Qualifications for appointment

(a) Graduate assistant
Candidates for appointment as graduate assistants must meet the following criteria:

1. Only graduate students admitted to the School of Graduate Studies and accepted into a
graduate degree program may hold an assistantship. Graduate students admitted
conditionally to a degree program may hold an assistantship for no more than one
semester; if conditions of their admission are not met after the first term, renewal of the
assistantship must be requested in writing by the supervisory unit and approved by Dr.
Mclntosh, Dean, School of Graduate Studies.

2. Graduate students who have previously taken graduate level courses must have at least



a 3.0 cumulative grade point average.

3. Graduate assistants must maintain a minimum cumulative 3.00 grade point average
(GPA) to remain eligible for assistantship support. A graduate assistant who fails to
achieve a 3.0 cumulative GPA will be allowed one (1) semester to remedy the grade
deficiency.

4. International students are eligible for graduate assistantships as soon as they are
unconditionally admitted as graduate students at East Tennessee State University. If the
assistantship is to be a graduate teaching assistantship, the international student must
demonstrate the ability to communicate clearly in English. Therefore, the School of
Graduate Studies requires that all international students for whom English is a second
language and who wish to be considered for graduate assistantships take an Oral
Proficiency Interview (OPI) to evaluate fluency in English. Rating on this evaluation will
determine eligibility for different categories of GA assignment. Students desiring
improvement in this area are encouraged to take one or both semesters of English as a
Second Language including the laboratory portion of this course. (This course is offered
by the Department of English.) Students may repeat the OPI in order to increase their
rating.

5. Graduate assistants may be appointed for no more than two calendar years in a master's
program, four years in a doctoral program for those students entering with a master’s
degree, or six years in a doctoral program for students entering with a baccalaureate degree.
Requests for time extensions must be made by the supervisory unit in writing to Dr.
Mclntosh, Dean, School of Graduate Studies.

(b) Tuition scholarship

Candidates for tuition scholarships must meet the following criteria:

1. Attime of initial appointment, candidates must be entering their first period of
registration as a graduate student at East Tennessee State University. The candidate must be
admitted to the School of Graduate Studies and into a graduate program at East Tennessee
State University.

2. If the candidate has taken previous graduate work at another institution they must
have a minimum 3.0 cumulative grade point average (GPA) on these graduate level
courses.

3. Once the tuition scholarship is awarded the student must maintain a minimum
cumulative 3.0 grade point average to remain eligible for scholarship support. A
scholarship recipient who fails to achieve a 3.0 cumulative GPA will be allowed one (1)
semester to remedy the grade deficiency.

4. Tuition scholarship contracts are renewable, but must be consecutive. If a tuition
scholarship student accepts a GA and performs those duties, then they cannot change
back to a tuition scholarship.



5. Graduate students may be awarded a tuition scholarship for no more than two calendar
years in a master’s program, four years in a doctoral program for those students entering
with a master’s degree, or six years in a doctoral program for students entering with a
baccalaureate degree. Requests for time extensions must be made by the supervisory unit in
writing to Dr. Mclintosh, Dean, School of Graduate Studies.

5. Appointment/Renewal

Decisions regarding who shall hold graduate assistantships/tuition scholarships are made at
the level of the department or unit in which the student will work. Therefore, the selection
procedure varies. Some units use committees to screen applicants; in others the chair,
director, or head of the unit may make the decision. Additionally, if an assistantship is
funded from a grant or contract, the principal investigator or project director will typically
make the choice. Regardless of the mechanism for selection or source of funding, the
contract of appointment for a graduate assistantship or tuition scholarship must be signed
by the department chair or unit head and Dr. Mclintosh, Dean, School of Graduate Studies.

6. Conditions of service

Graduate assistants (GA) are categorized by stipend amount as either full GA or one-half
GA. A student receiving a full stipend (50% work effort) is assigned to 20 clock hours per
week (or equivalent in classroom teaching or laboratory supervision) by the appropriate
supervisor; a student receiving one-half stipend (25%) work effort is assigned to 10 clock
hours per week. Departments, colleges, and divisions are not authorized to offer a graduate
assistantship of less than one-half appointment. Tuition Scholarship recipients have a
service obligation of 120 hours per semester (approximately 8 clock hours per week). A
graduate assistant on an academic or calendar year appointment does not accrue annual
leave or sick leave and is obligated to work each week of their contractual period with the
following exception: Days of administrative closing (12 holidays annually) of the
university will not be considered work days. Service obligations for Tuition Scholarship
recipients are subject to the same exception.

The work requirements of a graduate assistant or service obligations of a graduate
tuition scholar should be reasonable and should correspond to the contractual hours. In
unusual circumstances where the weekly hour requirements are scheduled to exceed the
contractual hours, there must be a similar reduction in hours in nearby weeks. Primary
assignments that are predominantly office or clerically-oriented must follow contractual
time limits and standard time reporting.

East Tennessee State University adheres to the Resolution Regarding Graduate
Scholars, Fellows, Trainees, and Assistants promulgated by the Council of Graduate
Schools. Acceptance of an assistantship completes an agreement that both the student and
the Graduate School expect to be honored. An acceptance after April 15 commits the
student to that agreement unless they have received a written release. Acceptances before
April 15 must be resigned by April 15. Without formal release by the original appointing
unit, the Graduate School cannot make a subsequent appointment. Furthermore, the original
appointing unit is not required to release a student when the loss of the appointment,




because of its timing and nature, will create a hardship.

(a) Graduate assistant
The workload for a graduate assistant at East Tennessee State University is specified in
Tennessee Board of Regents Policy No. 5.02:05:00 and is restated as follows:

1. Full-time teaching assistants and associates shall be assigned no more than six
(6) contact hours per week classroom or laboratory instruction; or

2. No more than eight (8) contact hours per week of laboratory supervision.
3. A combination of the above.

4. The total work assignment for full-time graduate assistants, regardless of
responsibility, cannot exceed 20 clock hours per week.

A graduate assistant may not work for East Tennessee State University more than 20
hours per week without special permission from Dr. Mclintosh, Dean, School of Graduate
Studies. This includes any job held in addition to the assistantship. Therefore, graduate
students holding full-time (20 hrs/wk) assistantships may not work any additional time
for East Tennessee State University without prior permission from Dr. Mclintosh, Dean,
School of Graduate Studies. Graduate students who hold halftime (10 hr/wk)
appointments may work a total of 10 additional hours without permission.

(b) Tuition scholarship

The workload assignments of tuition scholarship recipients will be equivalent to eight (8)
hours per week and may be include instruction, research, and/or service as previously
described. Graduate students who hold tuition scholarships may work a total of 12
additional hours for East Tennessee State University without prior permission.

7. Course Load Requirements for Graduate Assistants and Tuition Scholarship
Recipients

Following are the course load requirements for graduate assistants (full-time and half-
time) and tuition scholarship recipients:

a. Graduate assistants/tuition scholarship recipients are required to register for a minimum
of nine (9) graduate credit hours per term during the Fall and Spring semesters. The
required nine graduate hours must be maintained the entire semester.

b. The course load may not include undergraduate courses unless the course is a required
program prerequisite, in which case one undergraduate course per semester may be taken.

c. Graduate students who have held assistantships for at least one semester, are within six
semester hours or less of completing their programs, have filed intent-to-graduate petitions,



and are in their final full-time term of their graduate program are permitted to hold a
graduate assistantship while enrolled in a minimum of six hours of graduate course work.

d. A graduate student holding an assistantship in the summer must be registered for a
minimum of three (3) graduate credit hours during a given term or intercession and a
minimum of six (6) graduate credit hours for the entire summer. These credits may be taken
in intercession and/or in both summer terms. Graduate assistants may not take more than a
total of nine (9) graduate credit hours during the entire summer.

e. The assistantship/tuition scholarship will be terminated if the student's academic load
falls below nine graduate hours during Fall or Spring semester, or below six graduate
hours during the Summer semester or their final semester.

f. Graduate assistants/tuition scholarship recipients may not enroll in more than fifteen
(15) credit hours during the Fall or Spring terms without prior permission of Dr.
Mclntosh, Dean, School of Graduate Studies.

Please refer to the East Tennessee State University policy - Tuition Remission for
Graduate Assistants to determine eligibility for out-of-state and in-state (maintenance fee)
tuition waivers and course load requirements.

8. Resignation from the graduate assistantship or tuition scholarship

If a graduate assistant or tuition scholarship recipient decides to resign from their
assistantship/scholarship before expiration of the contract, the student must notify the
School of Graduate Studies and their supervisor in writing two (2) weeks before the date
of resignation. If the student remains enrolled at East Tennessee State University, they
may be required to pay tuition pro rata for the part of the semester following resignation
from the assistantship/scholarship. Refer to Section 9 - Reimbursement of tuition
waiver - for details.

9. Reimbursement of tuition waiver

If a graduate assistant or tuition scholarship recipient resigns or is terminated from the
assistantship/scholarship during the semester, but does not withdraw from East Tennessee
State University, the student has responsibility to pay East Tennessee State University the
amount of tuition pro rata for that part of the semester during which the student does not
hold the assistantship/scholarship. If the department appoints another student to the
assistantship the department may request that any remaining tuition waiver be used for the
newly appointed student and that student will receive an appropriate refund. If a tuition
scholarship recipient fails to complete the service obligation in a semester, the tuition
scholarship will be terminated.

If a graduate assistant/scholarship recipient resigns the assistantship/ scholarship
and withdraws from East Tennessee State University then the department or unit will have
access to a tuition waiver for a replacement in accord with the refund of fees policies



applied to students who pay tuition. These are as follows:

a. One hundred percent of the fees will be available to the department or unit for
resignations with withdrawal prior to the beginning of classes.

b. Seventy-five percent of fees will be available to the department if the graduate
assistant resigns and withdraws during a period of 14 days beginning with, and
inclusive of, the first official day of classes or within an equivalent period of time
for summer or other short-term courses.

c. Twenty-five percent will be available to the department if the student resigns
and withdraws following expiration of the 14 day limit given in (b.) for a period
of time equal to 25% of the term.

d. No return of fee waiver will be available beyond the 25 percent term period.

10. Responsibilities and rights

A full-time graduate assistant is required to work 20 hours per week and a half-time
graduate assistant is required to work 10 hours per week. A graduate tuition scholarship
recipient has a service obligation of 120 hours per semester (approximately 8 hours per
week). The work assignment or service obligation is the prerogative of the supervisor, but
the graduate assistant/scholarship recipient has the right to have the assignment fully
explained. Such explanation may be especially important in the case of a graduate research
assistant because research done on her/his thesis or dissertation may so overlap work done
as a research assistant that it may be difficult to determine the amount of time spent on
assistantship work and time spent on thesis/dissertation work.

Graduate assistants and scholarship recipients should become informed about
departmental, college, and university regulations that are related to the responsibilities of
their employment or service and follow them consistently. The faculty mentor should help
the graduate student understand these regulations. Graduate assistants should keep careful
records of their work and tuition scholarship recipients should keep records of their service
to provide documentation for reference and evaluation.

A graduate assistant/scholarship recipient has the rights possessed by any student at
East Tennessee State University. Extended to the specific instance of graduate assistants as
employees and tuition scholarship recipients as ETSU representatives in their service
obligations, these include the right to consideration for continued contracts without regard
to age, sex, color, race, religion, national origin, or disability. The graduate assistant or
scholarship recipient also has the obligation to report unethical behavior observed or
experienced in the workplace, including instances of sexual harassment and has the right to
be protected from retribution for reporting instances of unethical behavior. However, it is
also the obligation of any person reporting such behavior to be able to present
documentation of the occurrence of the behavior. In addition the graduate assistant or
scholarship recipient has the right to due process in employment evaluation and termination
procedures.



11. Evaluation/Appeals procedure

In many ways the graduate assistantship or tuition scholarship is an apprenticeship. The
evaluation process should begin with development of clear outcome goals for the
assistantship/scholarship. Because these goals will necessarily vary according the type of
assistantship/scholarship (teaching, research, or administration) and among the various
departments and divisions that employ graduate assistants/scholarship recipients, it is the
responsibility of each department or division to develop goals for each of its graduate
assistants/scholarship recipients.

Each department/unit is also responsible for developing a method of evaluation for
graduate assistants and scholarship recipients. The results of the formal written evaluation
of each graduate assistant/scholarship recipient must be filed with Ms. Brown, School of
Graduate Studies, at the end of each academic year and/or upon conclusion of the graduate
assistant's/scholarship recipient’s contract. The formal evaluation should be supplemented
by periodic informal conferences/evaluations with the student’s mentor. The results of all
evaluations should be kept in the departmental/unit file. The methods used for both formal
and informal evaluations should be explained to the student when the appointment is
made.

The purpose of the evaluations is to provide a supportive process that facilitates the
attainment of the student's long-range professional goals. Thus, the student should be given
constructive feedback regarding the outcome of each evaluation with suggestions
concerning changes that the graduate assistant might make to improve performance.
Additionally, the evaluation process is to ensure fairness in reappointment to the
assistantship/scholarship. Finally, as part of the process, the evaluation may include the
student's assessment of the experience.

If the performance or conduct of the student is not satisfactory, the supervisor must
discuss the issue with the student as soon as the supervisor becomes aware of
unsatisfactory performance. If the performance or conduct of the student continues to be
unacceptable and corrective measures are necessary, then the student must be notified of
this possibility in writing with suggestions for improvement. If improvement is still not
forthcoming, the student must be notified in writing that he or she is being dismissed.
Copies of letters of dismissal from graduate assistantships or tuition scholarships must be
filed with Dr. Mclntosh, Dean, School of Graduate Studies and with the dean of the
college in which the student holds the assistantship/scholarship.

The graduate assistant/scholarship recipient has the right to due process. If a
student has reason to believe that he or she was dismissed without justifiable cause, the
appeal procedure outlined below may be followed:

a. A written appeal with all supporting materials should be presented to the
student’s immediate supervisor within 21 calendar days of dismissal from, or nonrenewal
of, the graduate assistantship/scholarship. The immediate supervisor will review the
appeal, discussing it with the appropriate departmental chair or unit director, and provide
the student with a decision in writing within 14 calendar days of receipt of the appeal.

b. If the immediate supervisor does not reverse the decision after reviewing the
case, the appeal may be carried to the departmental chair or unit director within 7 days of
receiving the decision of the immediate supervisor. If the immediate supervisor is the



departmental chair or unit director, then the student should transmit the appeal to Dr.
Mclntosh, Dean, School of Graduate Studies. The departmental chair or unit director will
review the case and render a decision, in writing, within 14 days of receipt of the appeal.
Copies of the appeal, the decision, and all supporting materials must be sent to Dr.
Mclntosh, Dean, School of Graduate Studies, and to the dean of the college in which the
assistantship/scholarship is held.

c. If the appeal is not resolved satisfactorily by the chair or director then, within 7
calendar days, the student may appeal in writing to Dr. MclIntosh, Dean, School of
Graduate Studies who will review the case. If the dean, the student, and the student's
supervisor are unable to resolve the appeal informally, the dean shall appoint an ad hoc
committee comprised of two graduate students (selected by the council) of the Graduate
and Professional Students Association and two graduate faculty members. This committee
shall elect a chairperson and hold a hearing concerning the appeal. At this hearing, all
material relevant to the appeal shall be presented by the student, faculty member, the
department chairperson, dean of the college, and any others who may be called to assist the
committee.

Within 21 calendar days of its constitution, the committee will submit to the
graduate dean a written report containing a recommendation for a specific course of action.
The dean will, in turn, review the committee's recommendation and reasoning. The dean
may also confer with any of the parties involved. After consideration of all appropriate
information, the dean shall accept, reject or modify the recommendation. Within 30 days,
the dean shall notify the student, the faculty member, the chairperson of the appeals
committee, the departmental chairperson, and the dean of the college of his/her decision
concerning the appeal. The dean shall forward his/her decision to the Vice President for
Academic Affairs.

A written appeal of the decision of the dean may be submitted to the Vice
President for Academic Affairs within 14 calendar days from the time the dean reports
his/her decision to the appropriate individuals.

The Vice President for Academic Affairs will then review the dean's report and
endorse the dean's decision, reject the dean's decision, or modify the decision. The Vice
President for Academic Affairs shall then notify the student, the dean, the faculty



member, the chairperson of the appeals committee, the departmental chairperson, and the
dean of the college of his/her opinion concerning the appeal.

In the absence of further appeal, the opinion rendered by the Vice President for
Academic Affairs becomes final.

B. Policy for Tuition Remission for Graduate Assistants/Tuition Scholarships

Out-of-state tuition is waived for all graduate assistants (9 month or 12 month
appointments) receiving a full stipend or a one-half stipend. It is also waived for graduate
tuition scholarship recipients. Eligible students will be entitled to this waiver during the
fall, spring and summer sessions.

In-state tuition (maintenance fee) eligibility is based upon the stipend level:
e A graduate assistant receiving a full stipend is eligible to receive a full
waiver of the maintenance fee.
e A graduate assistant receiving a one-half stipend is eligible to receive a
one-half waiver of the maintenance fee.
e Atuition scholarship student is eligible to receive a full waiver of the
maintenance fee.

To be eligible to receive a maintenance fee waiver during the Fall and Spring
semesters, a student paid as a graduate assistant from funds administered through an East
Tennessee State University source* must be employed as a graduate assistant for the entire
academic year, or the calendar year, or, if the assistantship is for one term only, for each
month during that term.

There is no (in-state tuition) maintenance fee waiver during the summer sessions.
Out-of-state tuition is waived for summer assistantships and for graduate assistants and
tuition scholarship recipients who have held a position both fall and spring terms of the
academic year.

Principal investigators/program directors who submit proposals to external
agencies in which support for a graduate assistant is requested must request sufficient
monies to pay the maintenance fees for the graduate assistant’s full term of employment.
Should the funding agency not pay the tuition, the departmental unit will be responsible
for the maintenance fee obligation.

* - Auxiliary Services are responsible for the tuition remission (maintenance fee) waiver in
their respective units.

C. Affirmative Action

East Tennessee State University is fully in accord with the belief that educational and

employment opportunities should be available to all eligible persons without regard to
age, sex, color, race, religion, national origin or disability.



D. Sexual Harassment

East Tennessee State University desires to maintain an environment which is safe and
supportive for students and employees and to reward performance solely on the basis of
relevant criteria. Accordingly, the university will not tolerate sexual harassment of
students or employees.
Unwelcome sexual advances, requests for sexual favors and other verbal or
physical conduct of a sexual nature constitute sexual harassment when:
e  Submission to such conduct is made either explicitly or implicitly a term
or condition of an individual’s employment or academic standing; or
e Submission to or rejection of such conduct by an individual is used as a
basis for employment or academic decisions affecting an individual; or
e Such conduct has the purpose or effect of unreasonably interfering with an
individual’s work or academic performance or creating an intimidating,
hostile or offensive working or academic environment.

E. Drug Free Workplace

It is the policy of this university that the unlawful manufacture, distribution, possession or
use of alcohol and illicit drugs on the ETSU campus in the workplace (on or off campus),
on property owned or controlled by ETSU, or as part of any activity of ETSU is strictly
prohibited. All employees and students are subject to applicable federal, state and local laws
related to this matter. Additionally, any violation of this policy will result in disciplinary
action.

F. Smoking

In the interests of the health, safety and property of all ETSU employees, students and
guests, the following policy will govern the smoking of tobacco products in buildings and
on property owned or operated by East Tennessee State University.

As of August 1, 1997, smoking and other tobacco usage will be completely
prohibited in any and all buildings, including buildings owned, leased or rented by ETSU,
with the exception of residence halls. Effective June 1, 1998, smoking and other tobacco
usage will be prohibited in any and all residence halls on campus. This includes buildings
located outside of the Johnson City campus. Doorway areas are considered part of the
building for the purposes of this policy.

Smoking continues to be prohibited in all state vehicles.

G. Grading System

Letter grades are assigned for graduate credit. Students will not be granted credit for
grades of less than C. The letter grades of S (satisfactory), SP (satisfactory progress), and
U (unsatisfactory) are given for Readings and Research, Thesis, and Dissertation. A grade
of S carries graduate credit and a U means no credit earned. A second U grade



earned in Readings and Research or Thesis or Dissertation would be equivalent to an F
grade. A grade of I (incomplete) indicates that a student was passing the course at the end
of the semester, but due to circumstances beyond the student’s control, was unable to
complete the course requirement. The | grade cannot be used to allow a student to do
additional work to raise a deficient grade or to repeat a course. An | grade must be
removed no later than one calendar year from the time the grade is awarded. Time
extension requests for removal of | grades must be submitted to and approved by Dr.
Mclntosh, Dean, School of Graduate Studies before the allotted time expires. An | grade
not removed under the guidelines noted above will be converted to an F.

H. Other Procedures
1. Grade appeal process for students

A student may appeal a course grade if the student has evidence that the grade was
assigned in a malicious, capricious, erroneous, or arbitrary manner. All persons
concerned with this process should make every attempt to adhere to the time schedule
outlined in the following description of the appeals process. No appeal will be initiated
more than one year following the date the grade was assigned.

In the case of all graduate students (including those graduate students enrolled in
the M.S.-Ph.D. program in Biomedical Sciences within the College of Medicine) the
appeal shall be directed to the Dean of the School of Graduate Studies. If the dean, the
student and the faculty member are unable to resolve the appeal informally, the dean shall
convene an ad hoc committee, comprised of three members of the graduate council and
three graduate students, all of whom shall have voting privileges. This committee shall
elect a chairperson and hold a hearing concerning the appeal. At this hearing all material
relevant to the appeal shall be presented by the student, the faculty member, the
department chairperson, the dean of the college in which the course was taught, the Dean of
the Graduate School, and any others who may be called to assist the committee. See
Spectrum, student handbook, for the procedure.

2. Add/Drop

(@) Adding a Course - A course(s) may be added through the late registration/late add
period without special permission unless the course has reached the established maximum
enrollment. To add any class that has reached the enrollment limit requires permission of
the instructor and department chair. After the late registration/late add period, special
permission must be obtained from the instructor, the department chair, the dean, and the
registrar.

(b) Dropping a Course - A course(s) may be dropped during the first eight calendar
weeks of a regular semester. Courses dropped during the first four weeks will not appear
on the student’s permanent record. Students who drop a course after the fourth full week
of classes through the eighth calendar week will receive a grade of W.



3. Withdrawal

Students withdrawing from the university--discontinuing matriculation in the university--
during the first eight weeks of classes will receive a grade of W in all courses. Withdrawals
from the university after the eighth week will be recorded with W or WF at the discretion
of the instructor. All requests for withdrawal must be received in the Office of the
Registrar no later than 4:30 p.m. two days before the last day of classes of any academic
term. Under no circumstances will a student be permitted to withdraw from the university
after that time.

A student who does not withdraw by the official procedure will receive an F for
each course. (See the Schedule of Classes Bulletin for more details.)

4. Class attendance

Class attendance is a contract between faculty and students. It is expected that students will
attend classes regularly and provide faculty members with a reason for any absence. A
complete policy statement regarding class attendance appears in the student handbook,
Spectrum, and is available from the Office of the Vice President for Student Affairs.

5. Academic misconduct

Academic misconduct will be subject to disciplinary action. Any act of dishonesty in
academic work constitutes academic misconduct. This includes plagiarism, the changing or
falsifying of any academic documents or materials, cheating, and the giving or receiving of
unauthorized aid in tests, examinations, or other assigned school work (Plagiarism is
defined as follows by Black, Henry Campbell, Black’s Law Dictionary, West Publishing
Company, St. Paul, Minnesota, 1968 (p. 1308): “The act of appropriating the literary
composition of another, or parts or passages of his writings, or the ideas or language of the
same, and passing them off as the product of one’s own mind.” “To be liable for
‘plagiarism’ it is not necessarily to exactly duplicate another’s literary work it being
sufficient if unfair use of such work is made by lifting of substantial portion thereof, but
even an exact counterpart of another’s work does not constitute ‘plagiarism’ if such
counterpart was arrived at independently” O’Rouke v RKO Radio Pictures, D.C., Mass.,
44F. Supp. 480, 482, 483.). Penalties for academic misconduct will vary with the
seriousness of the offense and may include, but are not limited to: a grade of F on the work
in question, a grade of F of the course, reprimand, probation, suspension, and expulsion. For
a second academic offense the penalty is permanent expulsion.

6. Buckley Amendment

The Family Educational Rights and Privacy Act of 1974, as amended (“FERPA” or the
“Buckley Amendment”), is a Federal Law which states (a) that a written institutional



policy must be established and (b) that a statement of adopted procedures covering the
privacy rights of students be made available. The law provides that the institution will
maintain the confidentiality of student education records.

The purpose of the Buckley Amendment is to ensure the accuracy, integrity, and
confidentiality of “education records” maintained by colleges and universities concerning
students. Under the Buckley Amendment:

e Astudent is entitled to know what education records the university maintains.

e Astudent is entitled to inspect most education records containing the student’s
name or personally identifiable information.

e Astudent is entitled to correct erroneous education records.

e A university is obligated to use education records only for their intended
purposes. A university may relinquish education records to third parties only
under prescribed circumstances.

e University employees who maintain education records are obligated to take
reasonable precautions to prevent misuse or unauthorized disclosure of education
records.

7. Posting student grades

In order to be in compliance with provisions of the “Family Educational Rights and
Privacy Act of 1974” (Buckley Amendment), the posting of student grades at East
Tennessee State University is prohibited. Interpretations of the Buckley Amendment
have also prohibited the use of any codes such as Social Security numbers and other
devices that might make identification of a student and his/her grade possible.

8. Retention of papers, tests, and records

Unless the papers are returned to the students, East Tennessee State University faculty
members will retain papers (including but not limited to tests, examinations, and research
papers) on which grades are based at least until the period for grade challenge has expired
(one calendar year from the time the grade was issued). Any student who challenges a
grade must provide returned papers if they are to be used as evidence for the challenge.

9. Students with disabilities

East Tennessee State University is committed to the goal of integrating disabled
individuals into the campus community to the fullest extent possible. Services are offered
within a framework that stresses independence and self-reliance. Services include
arrangements for access, accommodations in instruction, and provision of a variety of
support services designed to enable the student to take full advantage of the university’s
programs. Students who have special needs as a result of a disability should contact the
Director for Disabled Student Services, D.P. Culp University Center, phone 439-8370
V/TDD.



10. Refund policies

Refund policies for maintenance fees, out-of-state tuition, and debt service fees are

outlined below.

e Change of a Student’s Status - A change in a full-time student’s schedule which results
in the reclassification to a part-time student or a change in a student’s schedule which
results in a class load of fewer hours may entitle the student to a refund.

e Situations Which May Permit a Refund - A refund may be obtained through dropping
a course or courses, withdrawing from the institution, cancellation of a class by the
institution, or death of the student.

e  Situations Which May Permit a Full Refund - One hundred percent of fees will be
refunded if:

(a) The drop or withdraw occurs before the first official day of classes for the
regular academic terms and prior to the beginning of summer term and
intercession classes.

(b) The class is canceled by the institution.

(c) The student dies.

Beginning with the first official day of classes, regardless of when the student
first attends class, refunds will be either 75 percent, 25 percent, or zero.

Refund Procedures - Seventy-five percent of fees will be refunded for drops or
withdrawals within 14 calendar days beginning with and including the first official day of
classes or within a proportioned period for a short-term course. Twenty-five percent of fees
will be refunded following the 14th calendar day through the expiration of onefourth of the
time covered by the term. These refund procedures are also applicable to residence hall rent.
No refund will be made thereafter.

11. Academic probation/Dismissal

To remain in good standing, a graduate student (degree or non-degree), must maintain an
overall grade point average of 3.0 (B) or better on all graduate work attempted. An overall
average of 3.0 is required for graduation. A graduate student, when his/her cumulative
grade point average falls below 3.0, will be placed on academic probation the following
semester. If the student does not achieve a 3.0 cumulative grade point average at the
conclusion of the probationary semester, Dr. McIntosh, Dean of the

School of Graduate Studies and appropriate college/departmental/ program officials will
determine if the student should be dismissed from graduate study at East Tennessee State
University or continued on probation. No student will be allowed more than two
probationary semesters, whether consecutive or cumulative. At the end of a second
probationary semester a student whose cumulative grade point average is still below
3.0 will be dismissed from graduate study. A student will be removed from probationary
status upon attaining a cumulative 3.0 grade point average.



I1l. UNIVERSITY RESOURCES/SERVICES
A. Graduate and Professional Student Association

The Graduate and Professional Student Association (GPSA) is the representative body for
students enrolled in the Graduate School. The executive board of the GPSA is elected from
representatives of the various graduate programs. Two graduate students from the GPSA are
elected members of the Graduate Council. The GPSA encourages social, athletic, cultural,
and other extracurricular activities, promotes closer relations between graduate students and
faculty outside formal academic settings, and voices ideas and concerns of graduate
students.

B. Office of International Programs

Assistance is available to meet the special needs of international students. The international
student advisor acts as a liaison between the university, the local community, and the
international student and provides special opportunities and activities through the
international student organization and selected community agencies. The advisor for
international programs is Ms. Maria Costa and her office is located in Room 101, Yoakley
Hall, phone 439-7737.

C. Services
1. Counseling

The Counseling Center provides individual and group counseling concerning personal and
social problems and choice of career or educational major. Tests, inventories, and a
computerized career information system are available to assist students to explore
interests, abilities, and personality traits. From time to time special group programs are
offered on such topics as improving communication, weight control, study skills, life
planning, and assertiveness training. The Counseling Center is located in room 340 of the
D.P. Culp University Center, phone 439-4841.

2. Veterans Affairs

The Office of Veterans Affairs responds to the needs, problems, and questions of students
eligible for educational assistance benefits under all chapters of the G.I. Bill, Title 38,
United

States Code. The Office of Veterans Affairs is located in room 101 of Burgin E. Dossett
Hall, phone 439-6830 or 439-6819.

3. Clinics

The Student Health Clinic provides acute care services for students at no cost. The full-
time professional staff includes physicians, a family nurse practitioner, and two



registered nurses. The clinic is able to provide most acute care medications at no charge to
the student. Simple laboratory tests may also be performed for a nominal fee. When
problems require specialty treatment, students are referred to a physician of their choice or
a specialist in Johnson City. Students are advised to purchase the student group health
insurance offered by the university if they are not covered by other insurance plans. A valid
student ID card must be presented for each clinic visit. The operating hours are 8 a.m.-4:30
p.m., Monday-Friday, when school is in session. For after-hour emergencies, students
should report to the Johnson City Medical Center Emergency Room. The clinic is located
in Room 55, Lamb Hall, phone 439-4225.

4. Center for Early Learning and Development

The Center for Early Childhood Learning and Development operates several
demonstration programs in Warf-Pickel Hall. Two of these programs provide direct child-
care services to young children. The Infant/Toddler Center serves children ages three
months to three years in a full year, full-day program. The Early Learning Center serves
children ages three to five years of age on a regularly scheduled full- or part-time basis.
Students who are interested in enrolling their children in either center can obtain more
information about making application and about fees be calling 439-7555. Enrollment is
on a limited basis, and applications are accepted on a first-come, firstserved basis.

5. Computer Resources

Computer resources at East Tennessee State University are available to authorized students,
faculty, staff, and off-campus constituents. Access to these resources is obtained from the
director of Office of Information Technology (OIT) and is granted with the understanding
that the computer resources will be used as stated in the request.

6. Public Safety

The Department of Public Safety is located at the entrance of the university on University
Parkway and has personnel on duty 24 hours a day for assistance. The telephone number is
439-4480 or 9-911. The telephone number for the administrative offices is 439-6900.

7. Research Facilities

The University’s new $29-million central library opened in January 1999 with a book
capacity of 800,000 volumes. The Archives of Appalachia serves the community by
preserving and providing access to records pertaining to the political, social, historical, and
cultural development of the southern Appalachian Mountains. The library also has a law
collection. The complete electronic information distribution system in the new library is
connected to the campus wide fiber-optic backbone and distributes all



electronic media throughout the building to 1,200 potential connection points. Instructional
areas are equipped to support state-of-the-art multimedia instruction techniques, and all
reader, study, office, and public areas have multimedia distribution points for the
connection of various equipment including PCs and laptop computers. The largest open-
access computer lab in the Tennessee Board of Regents system is located in the D.P. Culp
University Center.

8. Libraries

The collection of the library includes over one-half million volumes, more than one
million microforms, 3,400 current periodical subscriptions, a large collection of federal
and state documents, a map section, archives, and a special collection. The Instruction
Media Center contains videotapes, films, filmstrips, audio recordings, state-adopted
education textbooks, courses of study, and curriculum materials.

The ETSU/UT at Kingsport library branch has a collection of over 25,000
volumes and maintains subscriptions to over 200 periodicals.

The Medical Library, the Department of Learning Resources, is located in Building
4 on the grounds of the Veterans Affairs Medical Center Mountain Home. The library has a
seating capacity of 213 and houses a collection of 71,000 books and journals which support
the academic, clinical, and research programs of the College of Medicine. To fulfill the
goals of satisfying information needs of its clients, the library utilizes CDOROM databases,
such as MEDLINE and Health Plan; offers classes on searching medical databases, such as
Grateful Med; demonstrates the use of educational software programs, such as Slice of
Life; provides personalized online database searching services; and offers interlibrary
loans for items not owned by the library.
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