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This handbook is a guide for faculty members in the Department of Journalism and Digital
Communication at the University of South Florida St. Petersburg campus. It includes
procedures and forms for common undergraduate and graduate-level issues, and specifies
Department, College and University academic policies. When possible, external resources are
linked rather than embedded, to ensure the handbook remains current.
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Introduction
The Department of Journalism and
Digital Communication is part of the
School of Social Sciences in the College
of Arts and Sciences at the University of
South Florida. Based on the St.
Petersburg campus, our close
community ties, small class sizes and
experiential approach to journalism



https://docs.google.com/document/d/189uzZqhWse6F9xLoGS-xZ9pnIZOsnLJh3TazqmIkMBo/edit#heading=h.m2l04vetme83
https://docs.google.com/document/d/189uzZqhWse6F9xLoGS-xZ9pnIZOsnLJh3TazqmIkMBo/edit#heading=h.m2l04vetme83
https://docs.google.com/document/d/1edanx899sYjnqj277tzEfEaMIqzfffyQjvG-gdGUHPM/edit
https://docs.google.com/document/d/1edanx899sYjnqj277tzEfEaMIqzfffyQjvG-gdGUHPM/edit
/arts-sciences/departments/journalism/about/diversity-and-inclusion.aspx
/arts-sciences/departments/journalism/about/diversity-and-inclusion.aspx
/arts-sciences/departments/journalism/about/faculty-meeting-and-minutes.aspx


/arts-sciences/documents/faculty-staff/governance/jdc-govdoc-revised2020.pdf
/arts-sciences/documents/faculty-staff/governance/jdc-govdoc-revised2020.pdf
/arts-sciences/documents/faculty-staff/governance/jdc-govdoc-revised2020.pdf
https://docs.google.com/document/d/1kEjkw267aYnYkdfoeqZw07S67zcs-rw4dJBof0t02OM/edit
https://docs.google.com/document/d/1kEjkw267aYnYkdfoeqZw07S67zcs-rw4dJBof0t02OM/edit


/arts-sciences/departments/journalism/internships-and-jobs/index.aspx
/arts-sciences/departments/journalism/about/mission-and-philosophy.aspx
https://docs.google.com/document/d/1sH4i10QhvQH70nquarP8kCLuSEjd1pxXCO7PJAxrXok/edit
https://docs.google.com/document/d/1sH4i10QhvQH70nquarP8kCLuSEjd1pxXCO7PJAxrXok/edit
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Teaching Aides
Undergraduate courses that meet
enrollment thresholds stipulated by the
College qualify for teaching aide
support. In the spring and fall, TAs are
entitled to 10 hours, in summer A and B,
20 hours, and in summer C, 15 hours.
Additional hours are available
depending on thresholds stated by the
College.

Teaching Assistants
The College of Arts and Sciences
generally funds two graduate teaching
assistantships each fall and spring. One
TA is dedicated to the Neighborhood
News Bureau project, and the other is
designated for the core undergraduate
reporting curriculum. The NNB TA is
funded for 20 hours a week, and the
core curriculum TA is funded for 10
hours a week.

Relevant Links:
● Graduate Teaching

Assistantships in Journalism &
Digital Communication

Tenure & Promotion

Our tenure and promotion guidelines
outline expectations for faculty teaching,
service and scholarship. Effective June
23, 2020.

Relevant Links:

● Tenure & Promotion Guidelines
(Department of Journalism &
Digital Communication)

Thesis / Applied Research
Project Committees

Students in the graduate program must
complete either a 6-credit thesis or
3-credit applied research project to fulfill
degree requirements. A committee
composed of JDC faculty and chaired by
a full-time faculty member oversees this
work. Committees are assembled by
student request, based on faculty
availability. Consult the Graduate
Student Handbook for details on
expectations for studentsõ culminating
work.

Relevant Links:
● Graduate Student Handbook

Undergraduate Advising &
Mentoring
Academic advisers embedded in the
College guide our undergraduate
students toward success each semester.
With deep knowledge of our curricular
requirements and student needs, these
advisers play a vital role in ensuring
students sign up for the right classes at
the right moments in their studies. JDC
faculty also have an important role to
play in the advising process by
reinforcing key messages, covering
co-curricular opportunities, and
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https://docs.google.com/document/d/1Py4zLMK8_tUUoHmtelJVVMYUPOdXAgAr0W8WfHgGSEs/edit
https://docs.google.com/document/d/1Py4zLMK8_tUUoHmtelJVVMYUPOdXAgAr0W8WfHgGSEs/edit
https://docs.google.com/document/d/1Py4zLMK8_tUUoHmtelJVVMYUPOdXAgAr0W8WfHgGSEs/edit
/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/jdc-tandp-revised2020.pdf
/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/jdc-tandp-revised2020.pdf
/arts-sciences/documents/faculty-staff/t-and-p/cas-t-p-procedures/jdc-tandp-revised2020.pdf
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https://docs.google.com/document/d/1Sses-hn80_B9PmQ4ySGeOPMtiKsXYA8Z32A5p8Luy1E/edit
https://docs.google.com/document/d/1Sses-hn80_B9PmQ4ySGeOPMtiKsXYA8Z32A5p8Luy1E/edit
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General USF
Policies &
Regulations

Disruption of Academic
Process
Disruptive conduct in academic settings
should be handled via the established
University protocols.

General Academic Policies
Academic policies are enshrined in the
catalog. Faculty should consult the
respective sections for undergraduate
and graduate students, as processes and
expectations can vary.

Important Dates

The official University calendar includes
all dates and deadlines,
semester-by-semester.

Incompletes (òIó Grades)
Incompletes provide students with
additional time after the conclusion of a
semester to finish course requirements.
Incompletes are granted at the
instructorõs discretion and in accordance
with policies stipulated in the

undergraduate and graduate catalogs.
When granting an incomplete, the
instructor should select an òIXó grade
when submitting final grades in Canvas,
where the òXó corresponds to the grade
the student would receive without
completing any additional coursework.
At this time, the instructor will also
enumerate what the student must do to
resolve the incomplete and how much
time they have to do so. Incompletes
must be resolved within two semesters
at the undergraduate level and within
one semester at the graduate level, but
instr equir

Æntctunting wore, the instr uctos shouhe
e_vĹeeqmust aeqmust shouheAcademicste"e, the coursĹe
the studentonime, the studentΘeiatoe_itiok.idterm Gradesequirldatosgraduane sectiono.  ©os
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/graduate-studies/students/academic-integrity-of-students/disruption-of-academic-process.aspx
/graduate-studies/students/academic-integrity-of-students/disruption-of-academic-process.aspx
https://catalog.usf.edu/content.php?catoid=17&navoid=2607
https://catalog.usf.edu/content.php?catoid=18&navoid=2820
/registrar/calendars/
https://catalog.usf.edu/content.php?catoid=17&navoid=2601#i-grade-policy
https://catalog.usf.edu/content.php?catoid=18&navoid=2820#academic-standards-and-grades
https://catalog.usf.edu/content.php?catoid=17&navoid=2601#mid-term-grades
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starting point for outreach to students in
poor standing.

Tenure & Promotion
Guidelines (USF)
Effective July 1, 2020

Tenure & Promotion
Guidelines (College of Arts &
Sciences)
Effective May 19, 2020

Title IX
USF faculty are responsible employees
and as such must report potential
violations to the Title IX Office as soon
as possible but within 24 hours.

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

Career Services
Career Services links students with
internships and work opportunities.

Nelson Poynter Memorial
Library
The USF St. Petersburg campus library
houses 200,000 books and provides
access to more than 720,000 ebooks,
18,000 streaming films and
documentaries, and librarians who
specialize in all offered majors. The
Nelson Poynter Memorial Library also
provides tech centers, online learning
support, cultural events and an array of
resources for student success.

The Library also provides liaison
librarians who collaborate with faculty
and offer support in the forms of:

● assistance to faculty and students
with research support and
questions

● instruction and customized
workshops regarding any
research assignments,
information literacy, data literacy
topics
● research guides to complement

your courses
● access to materials (including

textbooks on reserve / open
access / e-books for courses)
● connections to services,

technologies and other areas of
USF libraries

The liaison librarian for Journalism and
Digital Communication is Natalie
Boulanger (nboulanger@usf.edu)

Student Outreach & Support
This office provides timely resources,
support and guidance to students in
need. Faculty can submit referrals
through Canvas or the SOS website
concerning both academic and
nonacademic issues.

Student Success Center
The Debbie Nye Sembler Student
Success Center provides tutoring,
writing consultations, testing services,
workshops and other learning
resources.

12

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


https://www.stpetersburg.usf.edu/student-life/wellness/about/index.aspx
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Forms, Checklists,
Guides & Other
Important
Paperwork
Applied Research Project Form

ARC Late Add Instructorõs Form

ARC Late Add Requests

ARC Late Withdraw Instructorõs Form

ARC Late Withdraw Requests

Electronic Thesis & Dissertation
Paperwork

Graduate Student Advising Form

Graduate Student Course Plan

Graduate Student Petitions
(Add/Drop/Change Hours)

Independent Study Syllabus Template

Independent Research Project
Description Template

Internship Learning Contract

Internship / Practicum Performance
Appraisal

Journalism & Digital Communication
Graduate Student Handbook

Journalism & Digital Communication
Undergraduate Student Handbook

Thesis Certificate of Approval Packet

Thesis Supervisory Committee
Appointment Form

Undergraduate 4-Year Plan

Undergraduate Advising Assignments

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

