
28 | Teaching at Georgia Tech ctl.gatech.edu

Section III at a Glance

 29 Student Conduct and Academic Integrity (Honor Code) 
 32 Student-Faculty Expectations
 33 Family Educational Rights and Privacy Act (FERPA)
 34 Student Information at Georgia Tech 
 34 Campus Safety, Preparedness, and Inclement Weather
 36 Office Hours
 36 TAs and Graduate Student Instructors
 37 Grading System, Submitting Grades, and  
  Grade Changes
 38 Grade Appeals and Student Academic Grievances
 39 Incompletes and Withdrawals
 40 Student Attendance and Absences
 40 Instructor Absences and Class Cancellation
 41 Progress Reports
 41 Final Exam Guidelines 
 42 Final Instructional Class Days and Reading Periods 
 43 Access for Students with Disabilities 
 46 Discrimination, Harassment, and Sexual Misconduct
 48 Diversity and Teaching
 49 Policies on Student Athletes 
 50 Course Instructor Opinion Survey (CIOS)
 51 The CIOS Questions

This section of the guidebook provides important 
policies, procedures, and guidelines that you will need 
to be familiar with as you carry out your instructional 
role on campus. Please use the contact information 
provided when you need clarification about a policy or 
further information about how to implement it. 

SECTION III

Policies, Guidelines, and 
Procedures Pertaining  
to Teaching
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Student Conduct and Academic Integrity (Honor Code)

Georgia Tech is committed to maintaining a learning 
environment that is safe and that fosters the dignity respect 

and worth of students, faculty, and staff. Each member of this 
community has the responsibility to practice the highest ethical 
principles and standards of conduct.

Student Code of ConductStudent Code of Conduct
The purpose of the Student Code of Conduct is to educate 
the Tech community about the Institute's expectations for 
academic and nonacademic conduct. The code also outlines 
students’ rights and seeks to foster an environment conducive 
to academic excellence. The Office of Student Integrity (OSI) 
is responsible for managing potential violations of academic 
and nonacademic misconduct. Examples in this section are 
highlights of the document. For full details, please see the 
Code of Conduct and all other student policies found at the 
OSI website, or contact one of the staff members directly for 
consultation. 

Inappropriate Classroom BehaviorInappropriate Classroom Behavior
As stated in the Student Code of Conduct, the primary 
responsibility for managing the classroom environment rests 
with the instructor. Students who engage in any acts that result in 
disruption of a class may be directed by the instructor to leave the 
class for the remainder of the class period. Longer suspensions 
from a class can be administered only by the Vice President 
for Student Life and Dean of Students in accordance with this 
policy. If a faculty member, instructor, or TA is experiencing 
any classroom disruption and needs assistance, contact OSI 
immediately. 

Academic MisconductAcademic Misconduct
Academic misconduct is described fully in two documents: the 
Student Code of Conduct and the Academic Honor Code. The 
Student Code of Conduct outlines nine charges that apply to 
academic misconduct. Specific information about these charges 
and the conduct process can be found at the OSI website. 

The Georgia Tech Academic Honor Code is a document that 
acts as a guide in outlining student and faculty expectations. 
Originally designed by students, the Academic Honor Code 
became official Institute policy in 1996. Students are required 
to sign an honor agreement acknowledging their awareness 
of the code. The objective of the Academic Honor Code is to 
strengthen the level of academic integrity and trust within the 
Tech community. The Honor Advisory Council is a student peer 
advisory group and is available for consultation with any member 
of the Tech community regarding issues of academic integrity. 

As described in the Academic Honor Code, faculty members 
are expected to create an environment where honesty flourishes. 
In creating this environment, faculty members are expected to do 
the following: 

 �  Make known to their class as specifically as possible 
what constitutes appropriate academic conduct, as well as 
what comprises academic misconduct. This includes, but 
is not limited to, the use of previously submitted work, 
collaborative work on assignments, etc.

 � Provide copies of old exams or lists of sample questions to 
the Georgia Tech library for students to review.

 � Avoid the reuse of exams.
 �  Include a paragraph containing information about the 

Georgia Tech Academic Honor Code on the syllabus for each 
class they teach.

 � Report instances of academic dishonesty to Office of the 
Dean of Students.
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In addition to the expectations listed above, faculty can set 
classroom-specific expectations on some aspects of academic 
conduct including, but not limited to, the following: 

 � Old exams for use during open-book exams

 � Contents of formula sheets allowed on exams

 � Use of calculators on exams

 � Collaboration on out-of-class assignments

 � Use of previously submitted out-of-class assignments

It is strongly encouraged that any expectations placed upon 
students in a classroom, such as those outlined above, be put in 
writing for the students either in a syllabus or on a class website.

It is important to note that if a faculty member, instructor, or 
TA punishes a student academically without due process (e.g., 
reduces a grade for cheating without working with OSI), he or 
she assumes legal liability for denying a student’s rights.

Some additional best practices to reduce academic misconduct 
are as follows:

 �  Address Academic Honor Code issues in your class. 
Tell your class what you expect from them in terms of 
academic performance, and what is and is not allowed in 
your academic environment. 

 �  Change testing measures in class frequently to prevent 
students from using previous assignments to gain an unfair 
advantage. 

 �  Invite the OSI and the Honor Advisory Council to 
present to classes on academic misconduct and the Honor 
Code.

 �  Involve your TAs when talking about academic integrity 
with your class. Remind TAs that they are role models to 
students. New students take what TAs say more seriously 
than any other group.

 �  Provide sample/practice or past exams to help 
students focus their efforts appropriately.

SOURCES
  ��  Office of the Vice President and Dean of Students Office of the Vice President and Dean of Students 
studentlife.gatech.edu

  ��  Office of Student Integrity Office of Student Integrity 
osi.gatech.edu

  ��  Georgia Tech Honor Advisory Council Georgia Tech Honor Advisory Council 
honor.gatech.edu 

  ��  Georgia Tech Catalog Georgia Tech Catalog 
catalog.gatech.edu

  ��  Faculty Handbook  Faculty Handbook  
policylibrary.gatech.edu/faculty_handbook

  ��   The Board of Regents Policy Manual - Sections 4.1.1, The Board of Regents Policy Manual - Sections 4.1.1, 
4.1.4, 4.6, 3.2.34.1.4, 4.6, 3.2.3 
usg.edu/policymanual

Tips for Preventing Plagiarism 
and Other Forms of Cheating

Educating to Reduce PlagiarismEducating to Reduce Plagiarism
•	 Assign narrow and specific research topics.

•	 Do not allow last-minute changes of topic.

•	  Require that outlines be submitted three to four 
weeks prior to the deadline and that drafts be 
submitted with the final paper.

•	  Do not assume students know what constitutes 
plagiarism or proper citation format. Review this 
information or refer students to campus resources.

•	 Require detailed citations, including page numbers.

•	 Clearly explain your expectations.

•	  Encourage students to come to you if they are 
confused about citation practices. 

•	  Model proper citation format in lectures, 
emphasizing that it shows respect for other scholars.

•	  Talk about academic honesty with your students, 
and make sure they understand both the reasons 
and tools for avoiding plagiarism.

Educating to Reduce CheatingEducating to Reduce Cheating
•	  At the beginning or end of each test, quiz, or exam, 

ask students to sign the Challenge Statement 
advocated by the Honor Advisory Council: “I commit 
to uphold the ideals of honor and integrity by 
refusing to betray the trust bestowed upon me as a 
member of the Georgia Tech Community.”

•	  Consider asking students to place backpacks, 
books, notebooks, cellphones, and laptops in 
another part of the room during exams.

•	  Remake exams each semester. Reorder questions, 
reword questions, and change formats. Students 
frequently give old exams to friends, which is 
permitted under the Academic Honor Code. Creating 
new exams each semester gives all students an 
equal opportunity for success.

•	  When possible, use free-response and essay 
questions rather than multiple-choice questions.

•	  When giving take-home exams, take time to 
define clearly what will and will not be acceptable. 
Make sure students understand your policy on 
collaboration.

•	  Clearly state (on your syllabus preferably) what is 
and what is not appropriate collaboration in your 
class, particularly regarding homework assignments, 
lab work and reports, or other group-oriented 
projects.
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Frequently Asked Questions Regarding the Honor Code

What do I do if I think I have an Academic Honor Code What do I do if I think I have an Academic Honor Code 
violation? violation? 
All that is necessary to report an allegation is to fill out the Public 
Incident Report form available at the Incident Referral tab on 
the OSI website. The form allows you to upload any supporting 
information (e.g., copies of exams, syllabi, etc.). After OSI 
receives the report, the staff member assigned to the case will 
be in contact if additional information is needed. 

Can I just fail the student and not go through the conduct Can I just fail the student and not go through the conduct 
process? process? 
No. The Student Code of Conduct and the Academic Honor 
Code prohibit penalty grading. Penalty grading may also infringe 
upon the student's due process, leaving the faculty member 
legally liable. 

Can I consider this a teachable moment and not go to OSI? Can I consider this a teachable moment and not go to OSI? 
It depends. Effectiveness of the Academic Honor Code relies 
on participation of both faculty and students. If you believe an 
act of academic misconduct has occurred, you should contact 
OSI and discuss your concern. Before you complete a Faculty 
Conference as outlined in the Student Code of Conduct, you 
are encouraged to consult OSI first to make sure the student is 
eligible for a Faculty Conference. In addition, you are required 
to send the resolution of the case to OSI once a Faculty 
Conference is complete because OSI is the centralized location 
where student discipline files are kept at the Institute. 

Do I have to confront the student? Do I have to confront the student? 
No. If you are not comfortable speaking to the student about 
your concern, you can directly refer the incident to OSI. If you 
would prefer to speak to the student first, please do so. No 
two students or cases are the same; you need to approach the 
situation in a manner that is most comfortable for you. 

Can the student continue to attend class? What do I do Can the student continue to attend class? What do I do 
about the grade? about the grade? 
Yes, the student should be allowed to continue in the course. The 
student should be assigned a grade of "I" (Incomplete) for the 
assignment (and an "I" for the course, if end-of-term grades are 
due) until a resolution is reached, at which time you will need to 
submit a grade-change form. 

Does the process require a lot of my time?Does the process require a lot of my time?
The amount of time involved varies depending on the position 
of the student and his or her approach to the case. The process 
requires that you document your concern and may involve a 
few conversations with OSI. Staff may need to consult with you 
about differences in the student's account of events and those 
submitted on the report. While uncommon, faculty members are 
occasionally required to attend a hearing regarding the case. 

How long does this process take? How long does this process take? 
The length of time for completing the conduct process varies 
based on the facts and complexities of the case. Some cases 
may be handled in one meeting; other cases may take longer. 

What are the possible sanctions assigned when a student is What are the possible sanctions assigned when a student is 
found responsible? found responsible? 
Typically, a student is assigned a grade penalty as well as a 
disciplinary sanction and an educational component. These 
sanctions are outlined in the academic misconduct sanction 
guidelines, located on the OSI website. 
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Student-Faculty Expectations

The Georgia Tech community believes that it is important 
to continually strive for an atmosphere of mutual respect, 

acknowledgement, and responsibility between faculty members 
and the student body. Therefore,  we herein endeavors to 
enumerate the specific expectations of each side. However, this 
document is not intended to be either comprehensive or limiting 
in regards to the Institute's statutes. Ultimately, simple respect 
for knowledge, hard work, and cordial interactions will help build 
the environment we seek. We remain committed to the ideals of 
Georgia Tech, agree to abide by these principles in our time here, 
and will encourage each other to uphold these responsibilities. 

  Student ExpectationsStudent Expectations

We hold that all students have the right to expect:

1.  A positive, respectful, and engaged academic environment inside 
and outside the classroom.

2.  To attend classes at regularly scheduled times without undue 
variations and without penalty if the student cannot attend 
instructional, lab, or examination hours not institutionally 
scheduled; to have their instructor of record be present during 
most scheduled lecture periods.

3.  To receive a syllabus which should include an outline of the course 
objectives, evaluation criteria, and any other requirements for 
successful completion of each course during the first week of class 
meetings and to be clearly informed of any changes made to the 
syllabus during the semester with reasonable time to adjust to 
these changes.

4.  To consult with faculty outside of usual classroom times through 
regularly scheduled office hours or a mutually convenient 
appointment.

5.  To have reasonable access to Institute facilities and equipment in 
order to complete course assignments and/or objectives.

6.  To have reasonable time to learn course material prior to the 
administration of an examination.

7.  To receive a clear explanation of the faculty’s definition and 
interpretation of academic misconduct within the course that 
extends over and beyond those clearly defined in the Georgia Tech 
Honor Code.

8.  To have reasonable access to graded materials for assignments, 
projects, or exams, to review graded material in a timely fashion, 
and to have a clear explanation of grading criteria and grade 
determination.

9.  To have their letter grade in a class based on their performance 
based on course criteria and not solely on their performance 
relative to their classmates.

10.  Faculty to adhere to formal Institute policies, rules and regulations, 
such as the policy on Final Instructional Class Days and Reading 
Periods, and the confidentiality policies of FERPA.

11.  Faculty to be supportive of students’ desires and needs to find 
rewarding careers after graduation from Tech. Faculty should be 
flexible in allowing students to attend the Georgia Tech All Majors 
Career Fair that occurs in the fall and spring semesters and should 
refrain when possible from scheduling quizzes or tests on those 

days. 

12. Faculty to be flexible during the semester when students have   
heeeoff campus interviews for jobs or graduate/professional schools 
heeeand should allow students to make up missed work when possibe.

13. Faculty to be flexible on days deemed “Election Day,” including 
heeepresidential preference primaries; gubernatorial primaries; 
heeeNovember general election; Atlanta mayoral election; and any 
heeeother election that directly counts Georgia Tech as a constituency 
heeeat the local, state, or federal level. On these dates, faculty 
heeeshould make course sessions and their materials available in an 
heeeasynchronous format, and, n possible, avoid mandating attendance 
heeeand scheduling quizzes or tests on those days.

Faculty ExpectationsFaculty Expectations
We hold that all faculty members have the right to expect:

1.  A positive, respectful, and engaged academic environment inside 
and outside the classroom.

2.  Students to appear regularly for class meetings in a timely fashion.

3.  To select qualified TAs in accordance with departmental protocols 
as well as the right to delegate grading, studio and laboratory 
instruction, tutoring, and other academic activities to these 
individuals.

4.  Students to appear at office hours or a mutually convenient 
appointment for official matters of academic concern.

5.  Full attendance at examination, midterms, presentations, studios, 
and laboratories, with the exception of formal pre-approved 
excused absences or emergency situations.

6.  Students to be prepared for class, appearing with appropriate 
materials and having completed assigned readings and homework.

7.  Full engagement within the classroom, including meaningful focus 
during lectures, appropriate and relevant questions, and class 
participation.

8.  To cancel class due to emergency situations and to cover missed 
material during subsequent class meeting times at the discretion 
of the instructor.

9.  Students to act with integrity and to adhere to the principles of the 
Georgia Tech Student Academic Honor Code.

10.  Students to adhere to the formal Institute policies, such as the 
Student Code of Conduct.

11.  Students to make every effort to minimize their absences from 
scheduled lectures, laboratories, and studios during the Georgia 
Tech All Majors Career Fair that occurs in the Fall and Spring 
semesters, and to notify them in advance if they intend to miss 
class to attend the Georgia Tech All Majors Career Fair.

12.  Students to notify them as soon as possible when they have off-
campus interviews for jobs or graduate/professional schools that 
conflict with class attendance.

13. Students to make every effort to exercise their ability to vote 
heeethrough mechanisms such as early and absentee voting in order 
heeeto minimize their absences from scheduled lectures, laboratories, 
heeeand studios on Election Days that directly count Georgia Tech as 
heeea constituency at the local, state, or federal level.
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Family Educational Rights and Privacy Act (FERPA)

Faculty, instructors, and TAs should become familiar with 
the Family Educational Rights and Privacy Act (FERPA) 

of 1974, a federal law that affords students certain rights with 
respect to their education records (also known as the “Buckley 
Amendment”). Briefly, these rights are as follows: 

 � The right to inspect and review their own records

 � The right to request amendments to their records

 �  The right to have some control over the release of personally 
identifiable information from their records 

Generally speaking, all Institute employees who have access to 
student records are responsible for guarding the confidentiality 
of those records. Specifically, requests for access to records, 
requests for amendment of records, and complaints regarding 
any violation of FERPA are to be filed with the Office of the 
Registrar. As a caution, it is far better to not release information 
than to release information incorrectly. 

One exception that permits disclosure without consent 
is disclosure to school officials with legitimate educational 
interests. A school official is a person employed by the Institute 
in an administrative, supervisory, academic or research, or 
support staff position (including law enforcement unit personnel 
and health staff); a person or company with whom the Institute 
has contracted (such as an attorney, auditor, or collection agent); 
a person serving on the Board of Trustees; or a student serving 
on an official committee, such as a disciplinary or grievance 
committee, or assisting another school official in performing his 
or her tasks. A school official has a legitimate educational interest 
if the official needs to review an education record in order to 
fulfill his or her professional responsibility. 

“Directory information” is information not generally considered 
harmful or an invasion of privacy if disclosed. Effective May 11, 
2020, the Georgia Institute of Technology considers the following 
information to be directory information:

 � Name
 � Campus mailing address
 � Georgia Tech email address

 � Level (graduate or undergraduate)
 � Field of study (degree, major, minor)
 � Enrollment status (full-time, part-time, less than part-time)
 � Dates of attendance
 �  Degrees with associated honors and designations, and date(s) 

awarded
 � Anticipated date of graduation
 �  Participation in NCAA Division I Sports, including terms of 

team membership
“Directory information” cannot include student identification 
numbers or Social Security numbers. 

Parents do not have the right to access records of students at the 
post-secondary level. Some institutions have policies that allow 
students to consent to the release of their confidential information 
to parents. Tech does not. Student information is released only by 
written consent of the student, as provided for under other aspects 
of the law, or through a court order. 

If a request from an athletic academic staff member regarding 
the academic progress of a student athlete in a course is forwarded 
to the faculty, instructor, or TA, per FERPA, such a request may 
be honored. However, athletic coaching staff should not request 
academic progress information or directly make contact with the 
faculty, instructor, or TA. Questions regarding this process should 
be brought forward to the Office of the Registrar. 

Any questions regarding specific matters relating to student 
records should be forwarded to the Office of the Registrar for 
clarification. The Office of the Registrar will be consulted when 
necessary. 

FERPA and Rules on Posting Grades

•	  Instructors and TAs should not post grades by using students’ names or any other identifier (e.g., GTID, Social Security Number) that 
could divulge the identity of a student.

•	  If posting grades, have students create a random PIN number to use, and then post the grades in numerical order (so that students 
cannot infer identities). Even with this system, make sure that students give consent for their grades to be posted. The best 
alternative is to use a course management tool such as Canvas.

•	  Instructors and TAs should not announce in class or discuss with other students the names of students and their grades on exams 
or assignments (even in a positive situation, such as a student who received the highest score on an exam). 

•	  Graded assignments, exams, or quizzes should not be left in an open area where students could have access to other students’ graded 
assignments. For example, do not leave a stack of quizzes outside of an office or in a mailroom.

SOURCES
  ��  Office of the Registrar Office of the Registrar 

registrar.gatech.edu/current-students/privacy-
and-students-rights

  ��  Georgia Tech Catalog Georgia Tech Catalog 
catalog.gatech.edu
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Student Information at Georgia Tech

To access information about students in a course, faculty 
can use Canvas, the Online Student Computer Assisted 

Registration (OSCAR) System, or BuzzPort. Canvas gives the 
active class roll (broken out by section in multisection classes), 
provides a photo roster, and sends emails to students’ official 
Tech accounts. In OSCAR, select “Faculty Services,” and then 
select the “Summary Class List” option. Faculty can also see class 
lists via BuzzPort and email the entire class with the click of a 
button. (See “Grade Entry” section in this guidebook for more 
details on these systems.) 
 Faculty can also access class rolls that are exportable to MS 
Excel, student transcripts, student ranking for reference letters, 
and many other student data files via Georgia Tech Academic 
Advising Data (GTAAD). This can be accessed from gtaad.gatech.
edu. On this page, you can also find instructions for use and 
access. 

SOURCES
  ��   Online Student Computer Assisted  Online Student Computer Assisted  
Registration (OSCAR)Registration (OSCAR)   
oscar.gatech.edu

  ��  Georgia Tech Academic Advising Data (GTAAD)   Georgia Tech Academic Advising Data (GTAAD)  
gtaad.gatech.edu  
reports.gatech.edu

  ��  Canvas  Canvas 
canvas.gatech.edu

  ��  BuzzPort   BuzzPort  
buzzport.gatech.edu

Campus Safety, Preparedness, and Inclement Weather

Campus SafetyCampus Safety

Primarily responsible for protecting the life and property of the 
campus, the Georgia Tech Police Department (GTPD) patrols 

the campus on a 24-hour basis and provides a full range of public 
safety services including providing first response to emergencies, 
enforcing laws and Institute regulations, investigating criminal 
incidents and traffic accidents, and conducting crime awareness 
and prevention programs. GTPD officers have the authority 
to make arrests for crimes committed within 500 yards of any 
property under the jurisdiction of the University System of 
Georgia (USG) Board of Regents. 

Like any large community, Tech experiences accidents, 
injuries, crimes, and other emergencies. Because campus safety 
is everyone’s responsibility, GTPD encourages “If You See 
Something, Say Something,” whether it’s a crime or something 
that just doesn’t look quite right (such as an unattended 
bag, a person looking into car windows, or a leaky pipe). 
Communications officers can dispatch an officer any time of the 
day or night and can be reached by phone at 404.894.2500 or by 
calling 911 from a campus landline. Callers can give their names 
or report anonymously. They can also send a tip through the 
LiveSafe app, send an email, or use the form.

Most of the crimes that occur on campus are property crimes. 
To reduce the chance of becoming a victim, there are some basic 
rules that can be followed. Be aware of your surroundings; stay 
alert and do not get distracted. Trust your instincts. Lock your 
doors, and keep your keys with you at all times. Do not leave your 
belongings unattended, even for a moment. Keep your car clutter-
free; don’t use it as a mobile storage unit. If your belongings are 
stolen, call GTPD immediately. We encourage you to register the 
serial numbers of you property with GTPD at the GTPD site or 
have us engrave them on your property for you. This will  help us  
identify  your  property for its return.

 No matter what risk reduction you take, you or someone you 
know may experience an unwanted sexual encounter. Sexual 
violence is a prevalent issue among college-age women and men. 
Sexual violence can be defined as any unwanted or nonconsensual 
sexual conduct, not just that which results in physical violation 
or harm. Georgia Tech faculty and staff are required to fill out a 
Confidential Reporting Form to report any acts of sexual violence 
that may have been communicated to you. For more information, 
contact a GTPD officer, Counseling Center staff, Health and 
Wellbeing staff, or visit the following site.
 HB280 was signed by Governor Nathan Deal and became 
effective July 1, 2017. It enables individuals who have weapons-
carry permits to lawfully carry their registered handgun while on 
campus, except in restricted areas. To read the law and University 
System of Georgia guidance, please go to the USG site. To submit 
a question specific to the Tech campus, email crimeprevention@
police.gatech.edu.
 To increase your personal safety, download the LiveSafe 
app. The LiveSafe app was selected by Tech students and “turns 
your Smartphone into a powerful safety tool.” Features include 
contacting GTPD through a panic button, call, or text; location 
sharing in an emergency; quick access to emergency information; 
an electronic SafeWalk option; and much more. Learn more about 
this free app at the LifeSafe site. 

  Clery safety alert email notifications are sent to all Tech email 
addresses whenever a crime such as a homicide, sex offense, or 
robbery presents a serious or continuing threat to students and 
employees. This   service  does  not   require  sign-up.

 Tech is committed to providing emergency preparedness and 
response plans to ensure the safety of the community. Emergency 
response procedures, information about our LiveSafe app, and 
other resources can be found at the following site.
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  To be notified in the event of any campus-wide emergency, 
including severe weather, sign up for the Emergency Notification 
System (GTENS) notification. This system enables GTPD to 
make contact via email, voice, and text messaging, alerting 
recipients of time sensitive information with directions on what 
actions to take. During a campus-wide emergency, the Tech 
homepage, digital signage, and social media accounts will also 
display up-to-date information. The Siren Warning System is an 
additional form of emergency notification on campus. There are 
seven sirens strategically located throughout campus to provide 
alerts to students, faculty, and staff who are outdoors. The system 
relays an alarm tone followed by an audio message explaining the 
emergency situation. 

   For more information on our services, including crime 
prevention and emergency preparedness classes, signing up for 
LiveSafe and GTENS, or our annual Campus Safety Report, please 
refer to the GTPD Website 

Emergency Contacts
  ��  Georgia Tech Police Department Georgia Tech Police Department   
404.894.2500 
police.gatech.edu

  ��  Georgia Tech Counseling Center Georgia Tech Counseling Center  
404.894.2575

 �  Georgia Tech Counseling Center (24/7)Georgia Tech Counseling Center (24/7)  
404.894.2204

 �  National Suicide Prevention LifelineNational Suicide Prevention Lifeline  
1.800.273.8255

  ��  Georgia Crisis and Access Line Georgia Crisis and Access Line  
1.800.715.4225

  ��  Crisis Text Line Crisis Text Line  
741741

  ��  Sexual Assault Information Line Sexual Assault Information Line  
404.894.9000
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Office Hours

Faculty and instructors are required to maintain regular 
office hours. The Student-Faculty Expectations agreement 

affords each student “the right to expect to consult with faculty 
outside of usual classroom times through regularly scheduled 
office hours or a mutually convenient appointment.” In 
addition, instructors should consult with their department or 
academic unit for specific policies about office hours. 

Policies regarding off ice hours for TAs are generally 
determined by the course instructor for whom the TA is 
working. The number of office hours may depend on the 
amount of time a TA is committed to work. For example, a 
TA hired at “50 percent time” is generally expected to work 
20 hours per week. However, this may vary by department or 
academic unit. 

Faculty, instructors, and TAs are encouraged to hold office 
hours at times that are convenient for students and to be willing 
to let students schedule appointments as needed. Because peak 
course times are Monday through Thursday from 9 a.m.-1 p.m., 
the best time for students is often in the late afternoons Monday 
through Thursday. 

SOURCES
  ��  Faculty Handbook Faculty Handbook 
policylibrary.gatech.edu/faculty_handbook

  ��  Georgia Tech Catalog  Georgia Tech Catalog  
catalog.gatech.edu/rules/22

TAs and Graduate Student 
Instructors

Tech employs both graduate and undergraduate students to 
serve as TAs. Undergraduate teaching assistants (UTAs) are 

typically paid an hourly rate for their work. Graduate students 
receiving GTAs must be registered for at least 12 total graduate 
credits (with at least nine hours attempted for a letter grade or 
pass/fail) and employed at least 1/ 3 of the time by the Institute. 
Graduate students meeting these criteria will be eligible for a 
tuition waiver. 
 In accordance with the Board of Regents’ policy on graduate 
teaching/laboratory assistants, each college or department that 
uses graduate or undergraduate TAs must develop procedures to

(a)  provide appropriate training to support and enhance these 
assistants’ teaching effectiveness;

(b)  conduct regular assessments, based on written procedures 
and including results of student and faculty evalua-

tions, of each assistant’s teaching effectiveness and                   
performance; and,

(c)  assess competency in English and, if needed, provide 
training in English language proficiency.

CTL offers courses and programs for the training and 
development of both undergraduate and graduate TAs. These 
courses are CETL 2000 (undergraduate) and CETL 8000 
(graduate), which are one-credit, pass/fail courses that cover 
effective teaching  skills as well as policies and procedures related 
to teaching. Discipline-specific sections of either course may be 
offered within any department or academic unit that utilizes TAs. 

Launched in fall 2019, CTL's International TA Program 
(ITA) conducts a spoken English language screening for new 
international TAs whose TOEFL speaking scores are below 26. 
Based on the outcome of the assessment, graduate students may 
be referred for enrollment in the ITA program to support English 
language proficiency, teaching skills, and cultural adaptation to 
the U.S./American classroom.

Graduate students may serve as instructor of record after 
they have earned a master’s degree or 18 hours of credit in the 
academic discipline. Each college or unit that assigns a graduate 
student to teach a lecture course, recitation section, or laboratory 
section as the instructor of record must maintain documentation 
of the graduate student's credentials. Graduate student 
instructors of record must be directly supervised by a faculty 
member experienced in the discipline of  the course. 

SOURCES
  ��  Faculty Handbook Section 4.3  Faculty Handbook Section 4.3  
policylibrary.gatech.edu/faculty-handbook/4.3-
teaching-evaluation-and-support

  ��  The Board of Regents Policy Manual Section 8.3.5.2 The Board of Regents Policy Manual Section 8.3.5.2 
usg.edu/policymanual

 �  Office of Bursar and Treasury ServicesOffice of Bursar and Treasury Services 
bursar.gatech.edu
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Grading System, Submitting Grades, and Grade Changes

Grading SystemGrading System

The letter grades for completed courses used in the calculation 
of scholastic average are as follows:

Grading System

GRADE DESCRIPTION

QUALITY  
POINTS PER 
CREDIT HOUR

A Excellent 4

B Good 3

C Satisfactory 2

D Passing 1

F Fail 0

S Satisfactory completion of a course 
taken under pass/fail, or of a course 
in which no other letter grade may 
be assigned.

0

U Unsatisfactory completion of a 
course taken under pass/fail, or of a 
course in which no other letter grade 
may be assigned. 

0

V Audit (no academic achievement 
implied). An unsuccessful audit will 
receive a W.

0

I Incomplete (See relevant section for 
complete description.)

0

W Withdrew (See relevant section for 
complete description.)

0

NR Not Reported — assigned when 
an instructor fails to submit grades 
by the published deadline, through 
no fault of the student (effective 
summer quarter, 1988).

0

Grade Substitution Grade Substitution 

Undergraduate students may repeat courses for grade substitution 
according to the following set of criteria. If these conditions are 
not met, the general policy governing repeated courses applies. 

 �Undergraduate students may repeat for grade substitution up 
to two Tech courses with posted letter grades of D or F. These 
courses will be excluded from calculation of their cumulative 

grade point average.

 �A course can be taken for grade substitution only once and must 
be repeated within one calendar year.

 �A course is not eligible for grade substitution if the student was 
found responsible for any academic misconduct in that course 
regardless of how many times it is repeated.

 �  Grades excluded under previous Institute rules (such as the 
Grade Substitution policy that was in effect up until 2019) count 
toward the maximum two courses allowed for substitution.

 �Once a grade substitution is posted, the student cannot remove 
the exclusion or change it to another course at a later date. A 
student cannot request a grade substitution after they have 
graduated.

 �The application for grade substitution must be filed with the 
Registrar's Office no later than the deadline for withdrawing 
from a course during the student's next term of enrollment after 
the course is repeated.

The original grade and the repeated grades will all appear on 
the official transcript. Once a grade substitution is applied to 
a course, the credit hours attempted and earned on the course 
will be removed from the calculation of the cumulative grade 
point. Excluded courses and hours will continue to be counted in 
calculations of satisfactory progress, for financial aid eligibility, 
and for tuition. 

Students should be aware that many graduate and professional 
schools recalculate grade point averages in the process of 
considering an applicant for admission to such programs. This 
recalculation may include restoring the grades of the repeated 
classes and their effects on the cumulative grade point average. 

Submitting GradesSubmitting Grades
Information and instructions about grade entry (including 
progress  report  entry) are  available at  the  Registrar website. 

Faculty and instructors who need to access the progress 
report and/or final grade entry page will enter directly at the 
OSCAR system or through BuzzPort. In OSCAR, select “secured 
access login” and the user ID is the gtlD#. In BuzzPort, the 
user ID is the PRISM username/gt-account (typically first 
initial/lastname/number, e.g., as in “gburdell3”) and the email 
password. Only the instructor of record may submit grades 
in any of these three systems. Canvas is in its initial stages of 
implementation on campus, and grade entry is not yet available. 

Deadline for Reporting GradesDeadline for Reporting Grades

It is essential that grades be reported by the deadline (noon on 
Monday after finals week). The turnaround time for processing 
grades, academic standing, GPA calculation, and award for 
degrees is very short between semesters. In addition, the 
financial aid office must review grades to determine continuing 
eligibility. Having grades go unreported (or reported late) creates 
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many hardships for students, campus offices, and faculty. 

Grade Changes Grade Changes 

The Office of the Registrar is responsible for processing all grade 
changes. In order for a student to receive a grade change, a Grade 
Correction Form must be completed and signed by the faculty 
member who taught the course. The form must then be signed by 
the head of the academic department. The form is then submitted 
to the Office of the Registrar for processing. 

Grade changes are processed once a week during the term with 
the exception of the week during which final grades are assigned. 
Academic standing is reviewed after each grade change, and any 
necessary changes are made. 

With the exception of grades changed v ia the grade 
substitution policy, only the final grade earned in a course for 
a given term is shown on an official transcript; no intermediate 
changes are displayed. Grade changes made in the computer 
system are immediately reflected on OSCAR. 

SOURCES
  ��  Office of the Registrar Office of the Registrar   
https://registrar.gatech.edu/faculty-and-staff/
grading-and-grade-entry

  ��  Student Rules and Regulations  Student Rules and Regulations  
https://registrar.gatech.edu/faculty-and-staff/rules-
and-regulations

  ��  Online Student Computer Assisted Registration (OSCAR) Online Student Computer Assisted Registration (OSCAR)  
oscar.gatech.edu

  ��  BuzzPort BuzzPort 
buzzport.gatech.edu

  ��   Canvas Canvas 
canvas.gatech.edu

 �  Georgia Tech CatalogGeorgia Tech Catalog 
catalog.gatech.edu

Grade Appeals and Student 
Academic Grievances

When a student believes that an instructor has acted 
unfairly or improperly in the assignment of grades or 

in other academic matters, he or she may pursue academic 
grievance procedures to resolve the issue. The full description 
of these procedures may be found in the Tech Policy Library, but 
a brief summary is included below: 

 �  Grade appeals must be initiated by the student within his 
or her next enrolled term following the term of the course 
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Incompletes and Withdrawals

IncompletesIncompletes

A student may be assigned an "incomplete" (grade of “I”) when 
he or she was doing satisfactory work, but for nonacademic 

reasons beyond his/her control and deemed acceptable by the 
instructor, the student was unable to meet the full requirements of 
the course. If the student’s performance was so poor as to preclude 
his/her passing, the instructor should assign the grade of “F”.

Acceptable reasons for assigning an “I” include, but are not 
limited to, the following:

 �  Personal illness of the student

 �  Family emergency (e.g., death in family, serious illness in 
family, birth of child, etc.)

 �  Computer failure/software problem/lack of data supplied by 
outside source

 � Travel required by job that could not be rescheduled

For more information on the use of “incomplete,” visit the 
Registrar’s website.

The student should be able to provide documentation to the 
instructor for any nonacademic reason. The emphasis is on 
the fact that the reason is not academic in nature and that the 
student was doing satisfactory work. Students should not 
be instructed to sign up for the course again in order 
to make up an “I” grade and should only lack a small portion 
of coursework. If the student is missing so much work that a 
passing grade could not have been assigned, a grade of    “F” 
should be assigned. 

When completing a Grade Correction Form to remove the “I” 

grade, the instructor is required to identify the nonacademic 
reason that the “I” was given, not what the student was required 
to do to make up the work.

WithdrawalsWithdrawals

Withdrawals from individual courses without penalty will not 
be permitted after 60 percent of the term has been completed, 
as specified by the official calendar, except in cases of hardship 
as determined by the Institute Undergraduate Curriculum 
Committee or Graduate Committee, as appropriate. Withdrawal 
from school will not be permitted after 60 percent of the term 
has been completed, except in cases of hardship as determined 
by the Institute Undergraduate Curriculum Committee or 
Graduate Committee, as appropriate. With the exception of part-
time graduate students, students who withdraw from school and 
receive all grades of       “W” will not ordinarily be permitted to 
re-enroll the next succeeding term. 

SOURCES
  ��  Office of the Registrar Office of the Registrar 
registrar.gatech.edu/faculty-and-staff

  ��  Student Rules and Regulations Student Rules and Regulations 
registrar.gatech.edu/current-students 
(click on “Grading” and “Withdrawal” links)

  ��  Georgia Tech Catalog Georgia Tech Catalog 
catalog.gatech.edu
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Student Attendance  
and Absences

There are no formal institutional regulations regarding class 
attendance. All students are responsible for obtaining an 

understanding of each instructor's or department’s policies 
regarding absences, and all students are expected to attend 
announced quizzes, laboratory periods, and final examinations. 
Faculty and instructors should clearly state their policy for 
attendance and procedures for absences on their course syllabus. 
If a percentage of the course grade will be given for attendance, 
this policy should also be clearly noted. 

Although it is recognized that occasionally it may be necessary 
for students to be absent from scheduled classes or laboratories 
for personal reasons, students are responsible for all material 
covered in their absences, and they are responsible for the 
academic consequences of their absences. Students should 
discuss planned absences with their instructors as soon as 
possible after the beginning of an academic term. Students 
who are absent because of participation in approved Institute 
activities (such as field trips and athletic events) will be permitted 
to make up the work missed during their absences. Approval of 
such activities is granted by the Student Academic and Financial 
Affairs Committee of the Academic Senate, and statements of 
the approved absence should be obtained from the Office of the 
Registrar. Students who need to request an approved absence 
may obtain a form from the Registrar’s website.

Students may need to be excused from classes because of per-

sonal emergencies such as being hospitalized or being in a car 
accident. The Office of the Vice President and Dean of Students 
assists students with documented emergencies. Please see the 
information in the catalog for more information on the process 
to be followed. This section of the catalog also includes informa-
tion on observances of religious holidays. 

Instructor Absences and  
Class Cancellation

It is the faculty member’s responsibility to arrange for his/
her duties to be performed during absences from campus. 

Cancellation of classes because of absence from campus is 
strongly discouraged. TAs should consult with the supervising 
instructor of the course before canceling any laboratory, 
recitation, or class. In all cases, faculty, instructors, and 
TAs should check with their college, school, department, or 
academic unit for specific policies. 

SOURCES
  ��  Faculty Handbook Faculty Handbook 
policylibrary.gatech.edu

 �  Georgia Tech CatalogGeorgia Tech Catalog 
catalog.gatech.edu/rules/4
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Progress Reports

Students should receive some performance evaluation in all 
courses prior to the end of the fifth week of the term. For 

all classes numbered 1000 through 2999, this is formally done 
through progress report grades. Progress report grades of “S” or 
“U” will be submitted to the registrar on all classes numbered 
1000 through 2999 each semester prior to midterm, typically 
in the sixth week of fall and spring semesters and the fifth week 
of a summer semester. A progress report grade of “U” indicates 
a performance level of “D” or lower. These are not permanent 
grades and never appear on a transcript but are issued to help 
students assess where they are in their classwork and to obtain 
academic help from the faculty and the many academic support 
services available on campus. 

It is also imperative that students receive a graded performance 
evaluation prior to the last day to withdraw from classes (Drop 
Day). This is to allow students to evaluate whether to change the 
grade mode for the course or to withdraw from it. 

SOURCES
  ��  Faculty Handbook Faculty Handbook 
policylibrary.gatech.edu

  ��  Office of the Registrar  Office of the Registrar  
registrar.gatech.edu/info/grade-entry-faq

  ��  Georgia Tech Catalog Georgia Tech Catalog 
catalog.gatech.edu/rules/5

Final Exam Guidelines

In courses with f inal exams, the f inal exams must be 
administered at the time specified on the Final Exam 

Schedule. Instructors must inform students about the time and 
place of their final examination. All students, including degree 
candidates, will take final examinations in all courses in which 
they are registered on the days specified on the Final Exam 
Schedule. A student reporting to a final examination room more 
than 15 minutes after the scheduled starting time will not be 
allowed to take the examination unless a satisfactory explanation 
is presented to the instructor conducting the examination. 
Additional guidelines are as follows: 

1.  In regularly scheduled lecture courses, a final examination 
must be administered at the time specified in the official 
Final Examination Schedule as distributed by the Office of the 
Registrar. In courses such as seminars, senior design, capstone, 
writing courses, and laboratories, final examinations may be 
waived and may be replaced with appropriate assessment. 
The decision to give a final examination in these courses shall 
be made by the instructor of record. An announcement of the 

course’s final examination policy must be made to the class at 
its first meeting and included in the syllabus.

2.  No assessment other than a final examination or its 
replacement may be due during the Final Examination Period.

3.  Requests to change a class’s final examination time within 
the Final Examination Period must be submitted to the 
chief academic officer of the department of instruction for 
approval no later than one week before the beginning of the 
Final Examination Period. Any such request must have the 
unanimous approval of the class as shown by secret ballot, 
as well as approval by the instructor of the class.

4.  A change in the scheduling of a final examination for an 
individual student ordinarily will not be permitted. However, 
such a change may be allowed for hardship cases at the 
discretion of the instructor. The request for a change must 
be justified in writing by the student and must be submitted 
to the instructor prior to Final Examination Period, and may 
be rescheduled to an appropriate time.

5.  There are two scheduling conflicts in which students may 
request an alternate exam time. First, in the event a student 
has two final examinations scheduled for the same time, 
the course having the lower number shall be considered in 
conflict. Second, in the event a student is scheduled for three 
final examinations in one day, the examination scheduled 
for the middle period will be considered in conflict. Should 
either of these conflicts occur, the student must notify the 
instructor of the conflicting course no later than two weeks 
before the Thursday of the Final Examination Period. In 
such case, the final examination in that course will be given 
during the Conflict Examination Period or, by agreement of 
the instructor and the student, at a mutually satisfactory time. 

a.  If the student notifies the instructor after the above 
deadline but before the Thursday of the Final Examination 
Period, the student will, at the discretion of the instructor: 

i.  receive a course grade of “I” (Incomplete), with an 
opportunity to take a makeup final examination the 
following academic term (and have the course grade 
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changed as warranted by the results of the test), or
ii.  be given the final examination during the Conflict 

Examination Period or at an alternative time during the 
Final Examination Period.

b.  A student who fails to notify the instructor of the conflict 
before the Thursday of the Final Examination Period will, 
at the discretion of the instructor: 

i. receive a score of zero on the final examination, or
ii.  be given the final examination during the Conflict 

Examination Period or at an alternative time during the 
Final Examination Period.

SOURCES
  ��  Office of the Registrar Office of the Registrar 
registrar.gatech.edu/academic-scheduling/
exams

  ��  Official School Calendars Official School Calendars  
registrar.gatech.edu/current-students/calendars

  ��  Georgia Tech Catalog Georgia Tech Catalog 
catalog.gatech.edu

  ��  Faculty Handbook Faculty Handbook 
policylibrary.gatech.edu

Final Instructional Class Days  
and Reading Periods

The following applies to the standard academic terms, 
including the fall semester, spring semester, and full summer 

session. It does not apply to the early short summer session and 
late short summer session. Given the variability in the exact 
timing of the full summer session, the Office of the Registrar will 
adjust the final instructional class days and reading periods for 
this semester only in order to meet required instructional time. 
This policy replaces the former Dead Week (week preceding final 
examinations) Policy.

Final Instructional Class DaysFinal Instructional Class Days
1.  Final Instructional Class Days are scheduled during each 

regular term, including the full summer session, and are 
the last two instructional days of the term immediately 
preceding the first reading period.

2.  No tests or quizzes are to be administered on these days. 
Lab quizzes and/or practicums may be given in courses 
comprised of both a lecture and a scheduled lab, wherein the 
lecture carries at least two credits.

3.  For all courses, graded homework or assignments, lab 
reports, course projects, demonstrations, studio reviews, and 
presentations may be due during these two days, provided 
that they are listed on the syllabus at the start of the semester.

4.  All quizzes and tests should be graded and reported to 
students on or before the last Final Instructional Class Day.

Reading PeriodsReading Periods
1.  Reading Periods will be designated to provide time for 

students to prepare for final examinations.

2.  No classes meet. This includes labs, recitations, projects, 
design/capstone courses, and studios.

3.  No assignments, projects, presentations, or other graded 
activities are allowed.

4.  Instructors may schedule optional study review sessions for 
students during reading periods, but no credit or extra credit 
may be attached to these optional sessions. New content may 
not be covered, and any materials (e.g., handouts, slides, 
practice problems, etc.) that are provided at these optional 
review sessions must be made available to all students. This 
provision does not require that such optional sessions be 
audio or video recorded.

Requests for exceptions to the Final Instructional Class Day and 
Reading Period Policies may be made in writing by the dean of the 
college (or her/his designee) to the Student Rules and Regulations 
Committee (SRR). The SRR will then make a recommendation to 
the Undergraduate Institute Curriculum Committee or Graduate 
Institute Curriculum Committee, as appropriate, for approval or 
denial. Requests must be made no later than the academic term 
prior to the desired term of implementation and will be regularly 
reviewed. 
 Student concerns may be discussed with the faculty member 
and/or reported to the chief academic officer of the department 
of instruction or with the assistant provost for academic 
advocacy and conflict resolution. For more information, see the 
Student Academic Grievance Policy. 

Please see the catalog listing for more information about final 
instructional days. 
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Access for Students  
with Disabilities

To comply with the Americans with Disabilities Act (ADA) and 
Section 504 of the Rehabilitation Act of 1973, Tech faculty, 

instructors, and TAs must provide reasonable accommodations 
for students with documented disabilities. “Students with 
disabilities” includes any person who has a documented physical 
or mental impairment that substantially limits one or more major 
life activities, has a record of such an impairment, or is regarded 
as having such an impairment. 

Tech’s Office of Disability Services, a department of the Division 
of Student Life, works with students and faculty to ensure that 
all students have physical and programmatic access to all college 
programs, thereby affording students with disabilities an equal 
opportunity to obtain the same result, to gain the same benefit, 
or to reach the same level of achievement as students without 
disabilities in all activities of the campus community. The Office 
of Disability Services works with students who have self-identified 
as having a disability to identify necessary accommodations and 
coordinate with faculty and staff to ensure those accommodations 
are provided in a timely and effective manner. Disability Services 
staff members also serve as full-time advocates for students with 
disabilities. 

The responsibility of informing the Institute of a disability 
resides with the student. Students with disabilities should 
contact the Office of Disability Services, which is the campus 
agency responsible for classroom accommodations. Official 
documentation of a disability is required to determine eligibility for 
services or adjustments to enhance a student's campus experience. 

Any student who requests assistance because of a disability 
should be referred to the Office of Disability Services. Once 
referred, the staff will work with the student to arrange for 
appropriate services. The office will provide the student with 
a letter detailing necessary accommodations, and the student 
should then meet with his or her instructors to share this letter 
and information. Should there be any questions or discrepancies 
pertaining to the information, please contact the Office of 
Disability Services. 

Students with disabilities must maintain the same level 
of academic integrity and responsibility as students without 
disabilities. This includes achieving the same academic 
standards, attending class, and providing timely notification 
of individual needs. A failure to abide by the Student Code of 
Conduct will result in disciplinary action. 

SOURCES
 �   Office of Disability ServicesOffice of Disability Services 
disabilityservices.gatech.edu

  ��  Georgia Tech Catalog Georgia Tech Catalog 
catalog.gatech.edu

Tips for Teaching Students  
with Disabilities

•	  Announce reading assignments well in advance for 
students who are using alternative formats. It takes 
an average of six weeks for a book to be converted to 
accessible formats.

•	  Start each lecture with an outline of material to be 
covered during that period. At the conclusion of class, 
briefly summarize key points. Lecture notes and 
PowerPoint slide presentations may also be requested as 
an accommodation.

•	  Speak concretely and logically to students, and avoid the 
use of sarcasm, idiom, and jokes for clear and effective 
communication.

•	  Present new or technical vocabulary in print. Terms 
should be used in context to convey greater meaning.

•	  Give assignments both orally and in written form to avoid 
confusion.

•	 Allow students to record lectures.

•	  Provide adequate opportunities for questions and 
answers, including review sessions. Repeat information 
when needed and allow more time for verbal responses.

•	  Provide study questions for exams that demonstrate the 
format of the test, as well as study questions on content. 
Explain what constitutes a good answer and why.

•	  Allow students with disabilities requiring alternate 
testing formats to demonstrate mastery of course 
material using methods appropriate to the student 
and the subject matter (e.g., extended time limits for 
testing, electronically formatted exams, and individually 
proctored exams in a separate room).

•	 Permit use of simple calculators.
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 �  Students should register with the Office of Disability 
Services (ODS) to receive a Course Accommodation 
Letter, available each semester, listing their necessary 
accommodations. Accommodations are based on the 
documentation of the disability provided to the ODS staff 
member.

 �  Students should identify themselves to their instructors and 
make an appointment to present their accommodation letter 
and discuss their testing and/or other accommodations.

 �  Students with testing accommodations should make 
arrangements for taking tests at the beginning of the 
semester with their instructor and/or the ODS Testing Center.

 �  Instructors are encouraged to include a statement on their 
course syllabi referring students with disabilities to the 
ODS. The following statement is an example:

Georgia Tech complies with regulations of the Americans 
with Disabilities Act of 1990 and offers accommodations to 
students with disabilities. If you are in need of a classroom 
accommodation, please make an appointment with the 
Office of Disability Services to discuss the appropriate 
procedures. 

 �  It is also recommended that instructors make an 
announcement such as this at the first meeting of the 
class: “Any student who feels that he/she may need an 

accommodation for any sort of disability, please make 
an appointment to see me during my office hours.” This 
approach preserves students’ privacy and also indicates 
the willingness of the faculty member to provide assistance 
as needed.

 �  The only valid documentation a student needs to provide 
an instructor is the Office of Disability Services Course 
Accommodation Letter.

Confidentiality of all disability information is essential. 
Instructors may not ask the student for any more 
documentation or information regarding their disability. 
Furthermore, at no time should the class be informed 
that a student has a disability, except at the student’s 
express request. All disability information that the student 
gives to the faculty member is to be used specifically for 
arranging reasonable accommodations for the course of 
study.

 �  Instructors need only provide accommodations to students 
who provide an ODS accommodation letter and should 
refer students with disabilities to ODS if they do not have 
the accommodations letter.

 �  Staff in ODS serve as liaisons between students and faculty 
to promptly and effectively resolve students’ disability-
related concerns.

Disability Services Accommodations Procedures for Faculty and Students
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Dear Instructor, 

The Office of Disability Services (ODS) is a resource for students with disabilities and Institute faculty. Through 
collaboration, we ensure students with disabilities experience access and inclusion in their coursework through 
accommodations and/or other modifications. 

George P. Burdell has connected with the Office of Disability Services and been approved for the following 
accommodations: 

£ Testing Accommodations/Extended Time on Tests at a Rate of Double Time
“Tests” also includes quizzes and other timed assessments. When possible, we encourage students and 
instructors to arrange testing accommodations within the department to allow students’ access to the 
instructor during the exam period. If this is not possible, students approved for testing accommodations may 
utilize facilities at the Disability Services Testing Center.

For Semester: Summer 2019

£  Academic Accommodations/Ability to Make Up Missed Exams, Labs, Assignments by Consulting with 
Professor
Student may need to make up missed exams, assignments and labs due to disability-related absences. The 
student will consult with the faculty to develop a plan that allows for a reasonable timeline in order to provide 
missed work. Due dates for making up missed work should be clearly defined and agreed upon by both 
student and faculty.

For Semester: Summer 2019

The accommodations listed are a starting point in the conversation among the student, instructor, and the ODS 
team. Upon student request or ODS notification (such as a test request), the following accommodations should be 
facilitated for the student or discussed with ODS when questions of reasonableness exist. 

Accommodations are not retroactive, which means the accommodations are applied once the student has 
conversed with the instructor either in person, by phone, or by email to discuss accommodation needs. During 
this exchange, the student and instructor will discuss how the student’s accommodations will be applied in the 
course. The student needs to inform the professor and/or ODS of the intention to use specific accommodations 
prior to the course event and with a reasonable amount of time for accommodations to be adequately facilitated. 

We have a collaborative responsibility to create accessible learning environments, and we value your input. 
Reasonable accommodations are determined on a case-by-case basis. Decisions are based upon the design of 
the course and the student’s individual situation. At the time this letter is sent, ODS likely does not have in-depth 
knowledge of your specific course design. As a result, some accommodations listed within this letter may not 
align with course activities or may be unreasonable because implementation would fundamentally alter the 
course objectives. If you believe this is the case, please contact ODS immediately to determine reasonable access 
options.

Reasonable accommodation and modification possibilities can extend beyond what is listed in this letter so long 
as they do not fundamentally alter the essential course objectives. If you have ideas regarding how to create 
access for your course beyond what is listed, ODS encourages you to collaborate with a disability coordinator to 
discuss course design, learning objectives, and reasonable access options.

Thank you for contributing to an accessible experience for our students! 

Anne Jannarone
Assistant Dean/Director
Email: anne.jannarone@studentlife.gatech.edu
Phone: 404.894.2563

OFFICE OF
DISABILITY SERVICES
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Discrimination, Harassment, and Sexual Misconduct 

To maintain a safe learning environment that fosters the 
dignity, respect, and success of students, faculty, and staff, 

Tech prohibits discriminatory harassment, which is unwelcome 
verbal, nonverbal, or physical conduct directed at any person or 
group based upon race, color, religion, sex, national origin, age, 
disability, sexual orientation, gender identity, or veteran status 
that has the purpose or effect of creating an objectively hostile 
working or academic environment.

Acts of sexual misconduct, which include sexual harassment, 
discrimination based on sex, nonconsensual sexual contact, 
stalking, and intimate partner violence, are prohibited by the 
Board of Regents and Tech’s sexual misconduct policies. Stalking 
is engaging in a course of conduct directed at a specific person 
that would cause a reasonable person to fear for his/her safety 
or the safety of others, and/or cause a reasonable person to 
suffer substantial emotional distress. Intimate partner violence 
encompasses domestic and dating violence, and specifically 
violence committed by a person who is or has been in a social 
relationship of a romantic or intimate nature with the victim. 
Nonconsensual sexual contact is any physical contact with 
another person of a sexual nature without the person’s consent. 

Sexual harassment, as defined in Tech’s Anti-Harassment 
Policy, is unwelcome advances, requests for sexual favors, or 
other verbal, written, visual, or physical conduct that is of a 
sexual nature or that is based on sex or gender   that occurs when:

 �  submission to such conduct is made either explicitly or 
implicitly a term or condition of an individual’s employment 
or academic standing; or

 �  submission to or rejection of such conduct by an individual 
is used as a basis for employment or academic decisions 
affecting such individual; or

 �  such conduct has the effect of unreasonably interfering with 
an individual’s work or academic performance or creates 
an intimidating, hostile, or offensive working or academic 
environment.

Any kind of sexual harassment of any person or persons 
is a violation of Tech’s Anti-Harassment Policy and Sexual 
Misconduct Policy and may be a violation of the law. Sexual 
misconduct by employees or students will subject the offender 
to administrative actions or sanctions, up to and including 
dismissal or expulsion, in compliance with Institute and Board 
of Regents policies. 

The Institute provides assistance and support for victims 
of sexual misconduct, and the Institute works to end such 
misconduct on campus through prevention, advocacy, and 
educational programs for all incoming students and new 
employees, as well as ongoing prevention and awareness 
campaigns for current students and employees. 

Based in Health Initiatives, VOICE is Tech’s campus-wide 
sexual violence prevention and response initiative. VOICE 
Advocates are confidential and available 24/7 to support any 
student who has experienced any form of sexual violence. VOICE 
also provides educational programming to students, faculty, and 
staff. Visit the Health Initiatives website to learn more about 
campus resources or to request a program.

Reporting and Preventing Harassment

•	  Maintaining professionalism with students and peers is the best 
way to avoid discriminating against or harassing others.

•	  Harassment is judged by a reasonable person, not by the intent 
of the harasser. For example, “It was meant as a joke” is not a 
good excuse for inappropriate behavior.

•	  People of all identities may be the perpetrator or victims of 
discrimination or harassment. Students or faculty members can 
be the perpetrators or victims of harassment.

•	  Discrimination can affect people who are not directly involved 
(e.g., they might overhear inappropriate comments in a work 
setting). Third parties can report harassment if they feel 
uncomfortable in a hostile environment or if they suspect 
someone else is being harassed. The same supportive resources 
are also available to third parties who feel uncomfortable or 
who have witnessed or know someone who experienced 
discrimination (see "Resources" section on next page).

•	  If someone’s behavior is making a person uncomfortable, then it 
is that person’s right and responsibility to speak up and request 

that it be corrected. However, if the person feels uncomfortable 
or intimidated speaking up, he or she may request assistance in 
addressing the situation. See "Resources" section.

•	  Hostile work environment can be caused by verbal comments, 
body language, touching, images (pinups, websites, etc.), sexual 
jokes, and terms of address (“honey,” etc.).

•	  Discrimination and harassment can have the effect of denying 
or limiting an individual’s ability to participate in or benefit from 
an Institute program. Discrimination and harassment can affect 
or place at risk an individual’s job, pay, grade, or academic 
standing.

•	  Responsible employees should report incidents of sexual 
harassment or other sexual misconduct involving students or 
employees to the Title IX Coordinator or one of the Deputy Title 
IX Coordinators (see "Resources" section and titleix.gatech.edutitleix.gatech.edu). 
Other forms of harassment should be reported to Georgia Tech 
Human Resources or through EthicsPoint.
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The Employee Assistance Program is confidential and available 
to support employees who have experienced sexual violence. Call 
678.616.8324. 

Faculty Responsibilities for Reporting  Faculty Responsibilities for Reporting  
Sexual MisconductSexual Misconduct

Faculty must, of course, refrain from behavior that constitutes 
sexual discrimination, including sexual harassment and sexual 
violence, but they are also required by Tech’s and the Board of 
Regents’ sexual misconduct policies to report known or suspected 
sexual discrimination, including sexual violence. 

Tech believes everyone has the right to live and learn in 
our community free of violence or the threat of violence. 
Therefore, it is important for all Tech employees, including 
faculty, instructors, and TAs, to be aware of their personal 
responsibilities with respect to reporting sexual misconduct. 
“Responsible Employees,” which includes faculty, instructors, 
TAs, administrators, and other persons in positions of authority, 
must report sexual misconduct. As a Responsible Employee, if 
you are aware of or told about alleged sexual harassment, sexual 
violence, or other discrimination, including sexual, regarding a 
student or another employee, you MUST report these claims to 
the Title IX Coordinator or one of the designated Deputy Title 
IX Coordinators (see “Resources” section). If you hear rumors 
or suspect questionable behavior, you should not investigate the 
situation yourself, but you should report the situation to the Title 
IX Coordinator or one of the Deputy Title IX Coordinators so 
they can pursue any follow-up or investigation. 

Confidentiality in these cases cannot be guaranteed by 
Responsible Employees or the Title IX Office, but Tech tries 
to ensure privacy of the parties to the extent possible and 
permissible by  law. Victim-survivors who want their information 
to remain confidential should contact VOICE in Health Initiatives 
(students) or the Employee Assistance Program (employees). (See 
“Resources” section) In addition, the Institute has partnered with 
EthicsPoint, Inc. to provide an enterprise wide solution through 
which members of the Institute community may anonymously 
report unethical behavior, including discrimination. 

For Tech’s complete policy on sexual misconduct, including 
sexual harassment, sexual assault, intimate partner violence, and 
stalking, visit  this website and click “Policies.” 

For the Board of Regents' policy on sexual misconduct, please 
visit  the USG website and review section 6.7. 

Filing a ComplaintFiling a Complaint

Tech provides various avenues and processes through which 
faculty, staff, students, or groups may file a harassment or 
discrimination complaint, depending on the parties involved: 

 �  A complaint alleging misconduct by sexual discrimination 
or sexual misconduct should be filed with the Title IX 
Coordinator or one of the Deputy Title IX Coordinators 
(see "Resources" section).

 �  A complaint involving a student should be filed with the 
Office of the Dean of Students. If the complaint is student-

to-student, it will be handled by the Office of the Dean of 
Students. If the complaint is student-to-faculty, it will be 
handled by the Associate Vice Provost for Advocacy and 
Conflict Resolution (AP-ACR).

 �  A complaint by a faculty/staff member against another 
faculty/staff member should be made to Employee Relations 
in the Office of Human Resources.

 �  A complaint may be filed anonymously through EthicsPoint 
by either calling them at 1.866.294.5565.

RESOURCES
  ��  VOICE VOICE 
Tech’s sexual and relationship violence prevention 
and response initiative in Health Initiatives  
VOICE Advocates: 
404.385.4451 | 404.385.4464 
404.894.2500 (on-call advocate available outside of 
business hours by calling GTPD)  
healthinitiatives.gatech.edu/well-being/voice

  ��  Title IX Office Title IX Office 
Burns Newsome, Executive Director of  
Compliance Programs 
404.385.5151 (burnsnewsome@gatech.edu) 
Marcia Bull Stadeker, Title IX Coordinator 
404.385.5583 (marcia.stadeker@gatech.edu) 
titleix.gatech.edu 

  ��  Deputy Title IX Coordinators Deputy Title IX Coordinators 
Shoshanna Engel, 404.894.8792 (athletics)
Ivy Gardner, 404.894.2007 (employee misconduct)
Kyla Turpin Ross, 404.894.2863 (faculty misconduct)

  ��  Georgia Tech Police Department Georgia Tech Police Department 
404.894.2500 | police.gatech.edu

  ��  Employee Assistance Program Employee Assistance Program 
678.616.8324

  ��  Office of Human Resources Employee Relations Office of Human Resources Employee Relations 
ohr.gatech.edu/resources/employeerelations

  ��  Office of the Provost Office of the Provost provost.gatech.edu

 �  Georgia Tech CatalogGeorgia Tech Catalog catalog.gatech.edu

  ��  Faculty Handbook Faculty Handbook policylibrary.gatech.edu

  ��  EthicsPoint EthicsPoint 
secure.ethicspoint.com/domain/media/en/gui/7508
index.html
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Diversity and Teaching

Tech is committed to equal opportunity in education and 
employment. The Institute does not discriminate against 

individuals on the basis of race, color, religion, sex, national 
origin, age, disability, sexual orientation, gender identity, or 
veteran status in the administration of admissions policies, 
educational policies, employment policies, or any other Institute-
governed programs and activities. 

The Institute's nondiscrimination policy (see below) applies to 
every member  of   the  Institute community. 

Diversity, equity, and inclusion in all aspects of teaching, 
learning, research, service, and outreach are central to Tech's 
mission. The Vice President for Institute Diversity, Equity, 
and Inclusion, the Office of Human Resources, the Division of 
Student Life, Office of Compliance Programs, and many other 
campus groups partner to help ensure that Institute policies, 
programs, and services are strategically aligned to achieve these 
goals. 

Inquiries regarding the Institute's policies or compliance 
with applicable laws and regulations may be directed to Human 
Resources.

Policy of Nondiscrimination and Affirmative Action 1.1

The Institute does not discriminate against individuals on the basis of race, color, religion, sex, national origin, age, 
disability, sexual orientation, gender identity, or veteran status in the administration of admissions policies, educational 
policies, employment policies, or any other Institute-governed programs and activities. The lnstitute's equal opportunity and 
nondiscrimination policy applies to every member of the Institute community. 

The lnstitute's affirmative action program, Title IX, and related policies are developed in compliance with applicable law.

Pursuant to Title IX, the Institute does not discriminate on the basis of sex in its education programs and activities. As such, 
the Institute does not tolerate any kind of gender-based discrimination or harassment, which includes sexual violence, sexual 
harassment, and gender-based harassment. Inquiries concerning the lnstitute's application of or compliance with Title IX 
may be directed to Burns Newsome, Executive Director of Equity and Compliance Programs, burnsnewsome@gatech.
edu, 404.385.5151, or Marcia Bull Stadeker, Title IX Coordinator, marcia.stadeker@gatech.edu, 404.385.5583. Additionally, 
inquiries concerning the application of applicable federal laws, statutes, and regulations (such as Title VI, Title IX, and Section 
504) may be directed to the U.S. Department of Education's Office for Civil Rights (www2.ed.gov/ocr)(www2.ed.gov/ocr). 

SOURCES
  ��  Institute Diversity, Equity, and Inclusion Institute Diversity, Equity, and Inclusion 
diversity.gatech.edu

  ��  Office of Human Resources Office of Human Resources 
ohr.gatech.edu

  ��  Office of Student Diversity Programs Office of Student Diversity Programs 
diversityprograms.gatech.edu

 �  Women’s Resource CenterWomen’s Resource Center 
womenscenter.gatech.edu

  ��  LGBTQIA Resource Center LGBTQIA Resource Center 
lgbtqia.gatech.edu

  ��  Equal Opportunity Complaint Policy 1.11 Equal Opportunity Complaint Policy 1.11   
policylibrary.gatech.edu/employment/equal-
opportunity-complaint-policy

  ��  Title IX Coordinator Title IX Coordinator 
titleix.gatech.edu

  ��  VOICE VOICE 
voice.gatech.edu
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Policies on Student-Athletes

As mandated by the National Collegiate Athletic Association 
(NCAA), Tech must develop and adhere to policies for 

student athletes regarding both academics (e.g., what policies are 
required for student athletes to remain eligible for competition) 
and attendance (e.g., expectations for when classes are missed 
due to competition schedules). Faculty, instructors, and TAs may 
receive travel/ competition excused absence letters from student 
athletes at the beginning of a term. In addition, faculty will receive 
requests and communication by athletic advisors on the progress 
of student athletes in their respective course(s). Per the registrar, 
advisors in the GT Athletic Association are Tech employees 
charged with advising and monitoring the academic progress of 
student athletes. In the course of performing their duties, they 
will request faculty input on performance of student athletes; 
this activity falls under legitimate educational interest provided 
by FERPA. Athletic coaching staff should not request academic 
progress information or directly make contact with faculty, 
instructors, or TAs. Questions regarding this process should 
be directed to the Office of the Registrar or Associate Athletic 
Director of Student-Athlete Academic Support Services. 

Attendance GuidelinesAttendance Guidelines
Students who are absent because of participation in approved 
Institute activities, such as athletic events, will be permitted to 
make up the work missed during their absences. Approval of such 
activities will be granted by the Student Academic and Financial 
Affairs Committee of the Academic Senate, and statements of the 
approved absence may be obtained from the Office of the Registrar. 

The travel/competition excused absence letters are signed by 
the registrar and should be submitted by the student athlete as 
early in the semester as such documentation is made available. 
The instructors must allow for makeup of academic work missed 
during the approved travel/competition days. These forms are 
used on a consistent basis. No student may be excused from 
regularly scheduled classes for athletic practice. 

Academic GuidelinesAcademic Guidelines
To be eligible for intercollegiate athletic competition, a student 
must satisfy the following requirements: 

 � Be enrolled in a degree program

 �  Be carrying a full-time course load, as defined by the NCAA

 �  Be making satisfactory progress toward a degree and 
meeting any further requirements of the NCAA or other 
governing organization

If a request from an athletic academic staff member regarding 
the academic progress of a student athlete in a course is 
forwarded to the faculty, instructor, or TA, per FERPA, such 
a request may be honored. Athletic coaching staff should 
not request academic progress information or directly make 
contact with the faculty, instructor, or TA. Questions regarding 
this process should be brought forward to the Office of the 
Registrar. 

Academic Standing GuidelinesAcademic Standing Guidelines
All questions about these policies should be directed to the Office 
of the Registrar:

 �  Any student placed on academic drop/dismissal, review, 
suspension, or expulsion may be immediately ineligible for 
participation.

 �  Changes in disciplinary standing that affect eligibility 
become effective immediately.

 �  Participation also requires satisfaction of any additional 
requirements established by the Student Activities 
Committee of the Academic Senate.

SOURCES
  ��   Office of the Registrar  Office of the Registrar 
registrar.gatech.edu

  ��  Student-Athlete Academic Support Services Student-Athlete Academic Support Services 
ramblinwreck.com/ot/saass-index.html

  ��  Georgia Tech Catalog Georgia Tech Catalog 
catalog.gatech.edu
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Course Instructor Opinion  
Survey (CIOS)

Institute policy requires that all students enrolled in Tech 
courses be surveyed each term, provided the course has at least 

seven registered students and is not an independent research 
or similar type of course (e.g., visiting lectures, unsupervised 
laboratory, etc.). To satisfy this policy, a web-based questionnaire 
is administered once each term to collect students' assessments 
of their classes and instructors. This questionnaire is known as 
the Course Instructor Opinion Survey (CIOS). 

CIOS was created in 1986 for two primary purposes: to allow 
students to give anonymous feedback about the quality of 
instruction at Tech and to satisfy accountability requirements 
from the Board of Regents. The original paper-based system was 
eventually moved online in 1999. It was then shortened in 2001 
and used until 2011 when it was redesigned and moved to an 
external vendor (Digital Measures). 

In summer 2014, CIOS was moved to a new vendor (GAP 
Technologies) whose SmartEvals product provided significant 
advancement in reporting capabilities, mobile survey access, and 
survey administration. In 2017, a task force was established to 
examine the use of CIOS as a measure of teaching effectiveness, 
and the campus continues to examine ways to leverage multiple 
measures of teaching effectiveness. 

CIOS is administered by the Office of Academic Effectiveness.

Survey QuestionsSurvey Questions

The survey is divided into three sections: student effort, quality 
of course, and quality of teaching. Students can type in open-
ended comments at the end of each survey section and overall 
comments at the end of the survey. Additionally, instructors may 
choose up to three extra questions to include in the survey from 
an available database of curated questions. 

Survey PeriodsSurvey Periods

For most courses, CIOS will open the Monday two weeks prior 
to finals and will run through midnight the Sunday after finals. 
For courses with nonstandard schedules, CIOS will open during 
the last one to three weeks of the course, depending on course 
duration. Students receive automatic emails when the survey 
opens, and every three to four days during the survey period, 
until the survey closes. 

Individual student responses are strictly anonymous. It is 
against policy for instructors to ask for individual confirmation 
that students have completed a survey. However, instructors can 
monitor overall class response rates during the survey period. 

Survey AccessSurvey Access

All users access the course survey through gatech.smartevals.
com. When instructors access the course survey they can choose 
optional questions, ensure that their course is set to be surveyed, 
check on participation rates during survey periods, and download 
results after the survey period has concluded. When administrators 
access the survey, they can download results for scaled responses 
for courses within academic units they oversee. When students 
access the course survey, they can complete their surveys. 

Survey ResultsSurvey Results

Approximately one week after grades are due, survey results are 
released to instructors via gatech.smartevals.com. At this 
time, the results are also available to relevant administrators. 
Numerical results from scaled responses are provided to 
instructors and are also available to administrators. Open-
ended responses are only available to instructors. Each summer 
the Office of Academic Effectiveness computes normative data 
about the responses to the survey during the previous academic 
year. The Center for Teaching and Learning (CTL) provides 
consultation services to any instructor or faculty member who 
would like assistance interpreting their CIOS results or using their 
CIOS results to improve their teaching. Additional resources for 
interpreting CIOS results are found in the “Resources” section of 
this guidebook. 
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The CIOS Questions

Item Scale
Student Effort
1.  On average, how many hours did you spend on this course per week 

(total in class, on homework, etc.)?

Variable Scale

0-3, 3-6, 6-9…18+

2. What percentage of classes did you attend? 0-30, 30-50, 50-70, 70-80, 80-90, 90-100

3. What percentage of the homework did you complete? 0-30, 30-50, 50-70, 70-80, 80-90, 90-100

4.  Comments about your responses in this section (e.g., were expected 
and expended effort appropriate for this course?). 

Open-ended

Quality of Course
5. Rate how prepared you were to take this subject.

5 Point Scale
Completely Unprepared- Extremely Well 
Prepared

6. How much would you say you learned in this course? Almost Nothing - An Exceptional Amount

7.  Degree to which exams, quizzes, homework (or other evaluated 
assignments) measured your knowledge and understanding:

Very Poor - Exceptional

8. Considering everything, this was an effective course. Strongly Disagree - Strongly Agree

9.  What were the best features of the course, such as lectures, activities, 
assignments, and projects?

Open-ended

10. How could this course be improved? Open-ended

Quality of Teaching
11. Instructor’s clarity in discussing or presenting course material:

5 Point Scale
Very Poor - Exceptional

12.  The instructor clearly communicated what it would take to succeed in 
this course.

Strongly Disagree - Strongly Agree

13. Instructor’s respect and concern for students: Very Poor - Exceptional

14. Instructor’s level of enthusiasm about teaching the course: Detached - Extremely Enthusiastic

15. Instructor’s ability to stimulate my interest in the subject matter: Ruined my interest - Made me eager to 
learn more

16. Instructor’s availability for consultation: Hard to Find - Highly Accessible

17. Helpfulness of feedback on assignments: Not Helpful - Extremely Helpful

18.  The instructor provided a positive environment in which to learn, 
regardless of my race, color, religion, sex, national origin, age, 
disability, sexual orientation, gender identity, or veteran status.

Strongly Disagree - Strongly Agree

19. Considering everything, the instructor was an effective leader. Strongly Disagree - Strongly Agree

20. What was the greatest strength of the instructor? Open-ended

21.  How can instruction be improved? Open-ended




