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ACADEMIC INTEGRITY MODULE REQUIREMENT (GSPH) [ALL STUDENTS & FACULTY]
ACHIEVEMENTS OF STUDENTS (GSPH WEBSITE LOG)

· GSPH encourages all students to electronically submit updates detailing their academic/professional achievements  by December each year so they may be recognized at the annual February Honors Convocation.  Procedures for providing information via an update form are provided on the GSPH site. 


AUDITING COURSES

· Students wishing to “sit in” on a course, but not receive a grade or credits for doing so may audit a course, with instructor permission.  Tuition is charged, however.  An “N” will represent this grading arrangement on a student’s transcript.

· GSPH Grade Option / Audit Request forms may be downloaded from the Department of Epidemiology website and submitted to GSPH Student Affairs in 114 Parran. 
AWARDS (GSPH)

· Faculty will be requested to submit student nominations in spring term, typically in February. 
· Nominations should be submitted to the Student Services Office.  
· Students are recognized for these awards at the spring term University Honors Convocation.
· The following GSPH awards are available to students (faculty and alumni are also eligible for membership in Delta Omega):
	AWARD
	ELIGIBLE NOMINEES 

ELIGIBILITY NOTES

	Outstanding Student Award
	· Each GSPH department must select an outstanding graduated masters and doctoral student. 

· Students must have graduated by April of the current calendar year, or as of June, August or December of the previous calendar year.  Faculty should reconfirm that students planning to graduate in April of the current calendar year are able to do so (only individuals graduating during the above timeframe are eligible for this award).

· Selection criteria include grades, research skills, publications, school and community service and relevant personal attributes.
Faculty submitting nominations should:

· Submit an e-mail or letter in support of a nomination.

	Dean’s Service Award

(departmental nominations are optional)
	· Each GSPH department may nominate students to recognize their contributions to the school through voluntary service to GSPH or the outside community.  

· Awards must be based on voluntary, not paid activities.

· Students must have graduated by April of the current calendar year, or as of June, August or December of the previous calendar year.  Faculty should reconfirm that students planning to graduate in April of the current calendar year are able to do so (only individuals graduating during the above timeframe are eligible for this award).

·  Faculty advisors should submit an e-mail or letter justifying  their nominations. 

· Selection criteria include school and community service and  relevant personal attributes.



	Student Delta Omega Award


	Students must have:
· Received an advanced degree in public health during the current academic year (June, August and December of the previous calendar year and April of the current calendar year).
· Placed in the upper 25% in class standing (the department will provide a list of these students)

· Demonstrated real or potential qualities of leadership in public health in addition to academic excellence

Faculty submitting nominations should:

· Submit an e-mail or letter in support of a nomination.

NOTE 1:  Annually, 10% of graduating GSPH students are selected for membership by current Delta Omega members.

NOTE 2:  Membership decisions are made by Delta Omega at the end of spring term.

	Faculty/Alumni Delta Omega Award
	Nominee must:

· Demonstrate work in public health that would serve as a model for future graduates of GSPH.

· Submit a biographical sketch

Nominator must:

· Submit a recommendation letter summarizing nominee accomplishments relevant to public health (maximum 2 pages), suitable for distribution to members at the annual Delta Omega meeting.

NOTE 1:  Ten alumni and three faculty members from GSPH may be inducted each year.

	Best Written Contribution of the Year – Doctoral Dissertation

and

Best Written Contribution of the Year – Master’s Essay or Thesis

(sponsored by the GSPH Omicron Chapter of Delta Omega)
	Students must have:

· Completed their dissertations/ essays/theses and had them approved during the previous calendar year.

Faculty must:

· Submit an e-mail or letter justifying the nomination plus a copy of the graduate’s dissertation abstract (not individual paper abstracts) or essay/thesis abstract. 

NOTE 1:  Eligible individuals must have graduated in the previous calendar year only.

NOTE 2:  The department will select winners based on public health importance, originality, clarity and publication prospects.




CORE COURSE EXEMPTIONS

· Students may request exemption from core courses (GSPH and/or departmental) if they believe that prior coursework taken is comparable to these courses.  More information concerning these exemptions is available in the Student Handbook.   

Academic advisors, course instructors and department chairs (for some GSPH core course exemptions) must concur with the student’s assessment about course equivalency.  Either a GSPH Core Course Exemption form or a Departmental Core Course Exemption form must be completed to process these requests.  These forms are available via the Epidemiology Department website.
Students do not receive credit for courses from which they have been exempted.
· Epidemiology PhD students are required by the Department of Epidemiology to register for several GSPH core courses, although school-wide core course requirement policies state that GSPH PhDs do not need to enroll in these courses.  Therefore, our PhDs need to submit Departmental Request for Core Course Exemption forms to process their GSPH core course exemption requests instead of GSPH Request for Core Course Exemption forms.
COURSE REPEATS

· GSPH recommends that if a student earns a “C” (in a core GSPH course), the student and academic advisor should meet to discuss the grade, and that the student be strongly encouraged to re-take the course.  However, the final decision can be made by the individual student and advisor.  If a student receives any grade below a “C,” that student must repeat the course.  
· University course repeat policy states that students may repeat any course in which a grade of B- or lower is earned.  Repeated courses and grades remain on student transcripts.  Course Repeat forms may be submitted to ensure that only the last course grade earned be utilized in calculating final GPA.
· More information concerning course repeats is available in the General Policies and Procedures section of the Student Handbook. 
CREDIT TRANSFERS

· Information concerning credit transfers is available in the General Policies and Procedures section of the Student Handbook. 

DEAN’S PUBLIC HEALTH GRAND ROUNDS – REQUIREMENT FOR ALL GSPH STUDENTS

DISSERTATION CREDITS

· Full Time Dissertation Research (FTDR 3999) may be registered for if doctoral program students have completed all required courses and have earned the 72 credits required by their programs.  Student should talk with the Student Services staff to confirm that they meet the qualifications for enrolling in FTDR.

· EPIDEM 2210 should be taken if students wish to begin work on their dissertations but they has not yet taken and passed their Preliminary Exam, Overview Exam and Comprehensive Exam.

· EPIDEM 3100 should be taken if students have passed their Preliminary Exam, Overview Exam and Comprehensive Exam, but have not yet completed all required courses or earned the required 72 credits required by their program. 

ENGLISH COMPREHENSIBILITY TEST

· The English Comprehensibility Test is a 20-minute oral exam that must be taken by Department of Epidemiology PhD and DrPH students who are non-native speakers of English whose undergraduate degree programs were not facilitated in English (as the official language of instruction).  Eligible students must pass the exam prior to registering for EPIDEM 2215 (Teaching Practicum), a departmental graduation requirement.
EPIDEMIOLOGY SEMINAR (EPIDEM 2250) ATTENDANCE POLICY

· All Department of Epidemiology students and faculty are strongly encouraged by the department chair to attend the weekly Epidemiology Seminar Series (EPIDEM 2250) offered in both fall and spring terms, whether or not they have registered for seminar course credits.    Epidemiology students must register for at least one term of EPIDEM 2250 as a graduation requirement.
· Seminar attendance is monitored – enrolled students and Graduate Student Researchers (GSRs) must sign in upon their arrival.  Separate sign in sheets are provided for GSRs.

· Students registered for EPIDEM 2250 for credits who miss more than four seminar presentations will receive a “U” (unsatisfactory) as a grade for the course.
· All doctoral students with GSR positions must attend the department seminar each term, whether or not they are registered for EPIDEM 2250.   
· Students (not GSRs) registered for the seminar who miss more than four presentations must attend the number of missed presentations exceeding four in the next term seminar is offered.  Unsatisfactory (U) grades previously received will be changed in the term in which the number of missed presentations are made up.
· Students (who are GSRs) who miss more than four presentations must deduct the number of missed presentations from the allowable four presentations the next term seminar is offered.  Unsatisfactory (U) grades previously received will be changed in the next term the seminar is offered, provided that the appropriate number of missed presentations is not exceeded.
GRADING

· Near the end of fall and spring terms, and throughout summer terms (because multiple summer sessions are scheduled), Lori Smith, Student Services Coordinator, will e-mail all faculty with instructions for electronic entry of student grades.  Electronic grade rosters are only available to faculty for a limited timeframe. 
·  Students of instructors neglecting to enter grades in variable instructor Epidemiology courses (EPIDEM 2210, 2213, 2214, 2215 and 3100) by the deadline for each term specified by the University will receive “I” (incomplete) grades by default.  
· After the electronic grade rosters close, grade entries must be changed by instructors manually by using Grade Change Request forms.
· Student Services staff can assist with submission of Grade Change Request Forms, which can be downloaded and completed by:
· Entering the University web portal via www.my.pitt.edu and entering your University assigned username and password
· Clicking Learn more under the Faculty Center Log In link
· Click the PDF link for the Grade Change Request Form.

· Enter the following information on the form (the Student Services staff will ensure that the other fields on the form are completed):

· Student’s name

· Academic Group in which Student is enrolled – GSPH / Epidemiology
· Subject – EPIDEM for Epidemiology

· Catalog # (Course #) – four-digit number of the course in question (e.g. 2214, 2210)

· Current Grade – grade currently on file for student

· New Grade – new grade for student.  The following are the grade options for several of our courses for which grade changes are typically processed.  Grades for other courses to be changed may be traditional letter grades – contact the Student Services staff with any questions:

· EPIDEM 2210 – S or NC (Satisfactory, or No Credit)

· EPIDEM 2213 – H, S or U (Honors, Satisfactory or Unsatisfactory)

· EPIDEM 2214 – H, S or U

· EPIDEM 2215 – H, S or U

· EPDEM 3100 – S or NC

· Reason for Change – “Student has completed coursework,” or “Student has completed coursework and is preparing to graduate.”

· Instructor’s name – type your name.

· Campus address – your address.

· Signature of Instructor and Date – your signature and signature date.

· Campus phone number – your number.

Faculty should complete as must information on the form as they are able.  Signed forms should be delivered, forwarded or faxed to the Student Services Offices (A536 or A537 Crabtree).  Grade Change Request Forms should never be transported by students.  They are to be completed and submitted by faculty and staff only.

· GSPH Course Grading Policies
INTERNSHIP EXPERIENCE – MPH REQUIREMENT (EPIDEM 2214)
· Information about all aspects of the Department of Epidemiology internship program is included on the departmental website.

· Doctoral program students may occasionally indicate interest in registering for an internship.  This is possible, as long as they agree to comply with all program requirements.


JOBS FOR STUDENTS (HOURLY/ON CAMPUS)

· Sonja Lane, assistant to Career Services Director Joan Anson, (anson@pitt.edu)  maintains a binder of hourly paid student on-campus positions in the GSPH Career Services Office in 114 Parran.

· Lori Smith, Student Services Program Administrator, periodically e-mails position listings to Epidemiology students.

· Position postings of GSPH only hourly paid student jobs will soon be available electronically via GSPHFutures, a Career Services suite of programs already connecting Epidemiology graduates with prospective employers who have available positions to fill.  

JOURNAL CLUBS

RESEARCH PROCESSES FOR STUDENTS – DEPARTMENTAL RECOMMENDATIONS


STUDENT SELF REGISTRATION IN COURSES

· Students must electronically self enroll in courses as of spring 2010, with their academic advisor’s consent, on or after their assigned Enrollment Appointment Date through the end of the term’s registration period.  Students may view their Enrollment Appointment Dates in their PeopleSoft Student Centers.
· The University automatically places advisement holds (preventing student self enrollment) on all student PeopleSoft accounts to prevent students from self registering for courses before they have reviewed their course selections with their academic advisors.  Evidence of advisor approval of course selections is provided to the Epidemiology Student Services Office staff when completed Enrollment Forms that have been signed (by advisors and students) are delivered to the offices.
· Only the Student Services staff (not faculty advisors) can remove student advisement holds.
· In some cases, students must obtain permission numbers to enroll in individual classes.
· Highlights of the self enrollment process are available in the department’s online Student Handbook (General Policies & Procedures section, under the Enrollment heading) and on the University Registrar’s website.
· Contact the Student Services staff with questions concerning the student self enrollment process and faculty responsibilities involving it.

STATUTE OF LIMITATIONS FOR COMPLETING GSPH GRADUATE DEGREES

· Doctoral degree students should complete their programs within ten years; eight years if they had transferred credits from a previously earned master’s degree.

· MS students should complete their programs within four years, and MPH students within five years.

· It is possible for students to request approval of statute of limitation extensions – approvals must be granted at both the departmental and school levels.  Students or faculty may contact the Student Services staff for more information.

· University Statute of Limitations Policies
STUDENT SCHOLARSHIPS
· Departmental & GSPH

TEACHING PRACTICUM (EPIDEM 2215) POLICY

· Doctoral program students (DrPH & PhD) must register for EPIDEM 2215 (Teaching Practicum) and act as a teaching assistant for one academic term in an Epidemiology course or a course taught by an Epidemiology faculty member.  Two credits are earned. These are not paid positions.
· Eligibility requirements:
· Students must have taken and passed all three sections of the Preliminary Exam (PhD) or the Qualifying Exam (DrPH).
· Students must have already taken the course in which they will fulfill the Teaching Practicum experience
· Some international candidates are required to take an English Language Comprehensibility Test prior to scheduling a Teaching Practicum experience to demonstrate English proficiency.  More information about the test is included in the Faculty Handbook Student Mentoring document (Epidemiology Teaching Practicum Program heading).  Contact the Epidemiology Student Services Program Administrator, Lori Smith, with questions.
TEACHING FELLOW POLICY

The department Teaching Fellow position is a paid position similar to a GSR, but with an increased stipend.  This position differs from for-credit-only Teaching Practicum positions in which doctoral students do not receive funding.

· Eligibility requirements
· One doctoral is selected when the position becomes available (upon graduation of current Teaching Fellow or vacancy of position for some alternate reason).
·  Candidates must have passed all three sections of their Preliminary Exam (PhD) or Qualifying Exam (DrPH).
· Candidates must demonstrate that they have no other source of funding
· Some international candidates are required to take an English Language Comprehensibility Exam prior to accepting a Teaching Fellow appointment to demonstrate English proficiency.  Contact the Epidemiology Student Services Coordinator, Lori Smith, with questions.
· Selection process

· Student Services Office staff advertises position via e-mail and confirms candidates have met eligibility requirements

· Instructors of courses utilizing Teaching Fellow’s services in fall and spring terms review applicants’ transcripts, interview candidates and offer the position. 
TRANSPORTATION OF STUDENT FILES AND DOCUMENTS
· Students should not be requested to pick up their department files for review by essay/thesis/dissertation committee during milestone exams.  Faculty or designated staff members should assume this responsibility.
· Student should not be requested to transport completed or blank Grade Change Request forms.

 TRANSITIONS FOR STUDENTS – To other Epidemiology degree programs / GSPH departments
· Lateral transitions or transitions to lower level degree programs within the Epidemiology Department 
· After discussing the proposed transition with their academic advisors, students should e-mail Karrie Presutti, GSPH Admissions Manager, at presutti@pitt.edu (copy Lori Smith, Epidemiology Student Services Program Administrator, at smithl@edc.pitt.edu) to notify her of their transition requests.
· Transition requests are reviewed and authorized by the Epidemiology Admissions Committee Chair.
· Students will receive a letter from GSPH Student Affairs informing them that the transition has been approved.
· Transitions to higher level degree programs within the Epidemiology Department / student transitions to/from other GSPH departments to the Epidemiology Department
· Students should e-mail Karrie Presutti, GSPH Admissions Manager, at presutti@pitt.edu, (copy Lori Smith, Epidemiology Student Services Program Administrator, at smithl@edc.pitt.edu) to notify her of their transition requests.  They should attach a new goals statement (highlighting why they are requesting the transition) as well as two new letters of recommendation (one must be written by a member of the Epidemiology faculty).
· Original SOPHAS applications and newly submitted documents are forwarded to the GSPH Admissions Committee for review.  
· GSPH Student Affairs conducts a secondary application review after departmental application decisions are made.
· Students accepted into new degree programs receive an e-mail from GSPH Student Affairs and an acceptance packet by mail. 

VISITATION POLICY (prospective students / accepted applicants)

· Accepted master’s program applicants should contact Dr. Kristen Mertz (mertzk@edc.pitt.edu), temporary academic advisor for all master’s program applicants, to discuss visits.
· Accepted doctoral program applicants should arrange for visits by contacting their assigned academic advisors.
· Accepted applicants wishing to meet with continuing Department of Epidemiology students may contact the Doctoral Student Organization (DSO) officers.   Current officer names may be obtained by contacting Lori Smith, Students Services Coordinator, at smithl@edc.pitt.edu.
· Other prospective students (who have not yet applied or been accepted) may:
· Attend the annual GSPH Open House
· Contact faculty with similar research interests directly by e-mail with questions.
· Call or e-mail the Student Services staff with questions.
· Problems involving applicant/prospective student visits should be referred to Lori Smith, Student Services Program Administrator, at smithl@edc.pitt.edu.
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