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1. Disclaimers, Conventions and Definitions Relevant to this Bulletin and its Contents

Throughout, a reference to “Bulletin,” “this Bulletin” or “the Bulletin” is understood to be a reference to the current

document, the more complete title of which is Oglethorpe University Bulletin: 2018-2019. Any reference to

“Oglethorpe” or “the University” or “OU” is a reference to Oglethorpe University. (Back to ToC)

1.1. Disclaimer Regarding Student Responsibilities

All students are responsible for learning and following all policies, procedures and requirements published, in

this Bulletin and elsewhere, by the University and by any relevant academic program in which they are

enrolled. In no case will a policy, procedure or requirement be waived, nor will a variance be granted, nor will

an appeal be entertained, because a student pleads ignorance or because he/she was not informed of a specific

policy, procedure or requirement by an advisor, instructor or other University authority.

While the provisions of this Bulletin will ordinarily be applied as stated, Oglethorpe reserves the right to change

any provision listed in this Bulletin, including but not limited to requirements for graduation, without actual

notice to individual students. The University will make every effort to keep students advised of any such

changes. Students must note especially their responsibility to keep apprised of current graduation

requirements for their particular degree program. (Back to ToC)

1.2. Publishing the Bulletin

1.2.1.

1.2.2.

1.2.3.

1.2.4.

Publishing Digital Editions of the Bulletin

The Bulletin undergoes a complete annual review and republishing (at http://bulletin.oglethorpe.edu/)

in one or more digital formats. The intended useful lifespan of the Bulletin is the one academic year
interval indicated in the Bulletin’s proper title. Thus, the intended useful lifespan of the current Bulletin
is the totality of the 2018-2019 academic year. Hardcopy versions of the Bulletin will not ordinarily be
made available.

Revising the Current Digital Edition of the Bulletin

The current digital edition of the Bulletin may be updated on an as-needed basis after original
publication and before the end of the academic year to which it pertains. The revision number (if any),
as well as the date on which the revision became effective, will be listed on the front page of the
Bulletin. Previous, outdated Bulletin versions will continue to be archived at
http://bulletin.oglethorpe.edu/ and elsewhere.

Primacy and Official Nature of the Current PDF Edition of the Bulletin

The official Bulletin is the most recent digital edition which is published in PDF format at
http://bulletin.oglethorpe.edu/. In all matters, the most recent digital edition of the Bulletin published in

PDF format at http://bulletin.oglethorpe.edu/ takes precedence over any and all other published

materials of any nature, be they digital or hardcopy.
Absolute Expiration of the Lifetime of this Bulletin and all of its Revisions

While the intended useful lifespan of this Bulletin is one academic year, the absolute maximum lifetime
of this Bulletin is seven academic years from the time it first takes effect. This time limit is the same
regardless of the number and extent of subsequent revisions to the Bulletin. Thus, the Oglethorpe
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University Bulletin: 2018-2019 and all of its revisions will cease to be viable, functioning documents
following the conclusion of the 2025-2026 academic year. (Back to ToC)

1.3. Timelines Associated with Developing and Modifying Courses, Academic Programs, Policies,

Procedures and Requirements

1.3.1.

1.3.2.

By default, any new course or academic program, or any modification (including elimination) of an
existing course or academic program, becomes effective at the outset of the academic year following
that in which the associated proposal receives final faculty approval. This default timeline can be
changed only if the proposal authorizing the new or modified course or academic program explicitly
provides for an alternative timeline for implementation. The provost must authorize any alternative
timeline and has the authority to veto any such alternative timeline even if it was approved by the
faculty at large.

By default, any new policy, procedure or requirement, or any modification (including elimination) of an
existing policy, procedure or requirement, becomes effective immediately after the document
authorizing said change is issued or receives final approval, whichever is appropriate. This default
timeline can be changed only if the document proposing or authorizing the new or modified policy,
procedure or requirement explicitly provides for an alternative timeline for implementation. The
relevant vice president must authorize any alternative timeline and has the authority to veto any such
alternative timeline.

1.4. Definitions

Throughout this Bulletin the following definitions are in force.

1.4.1.

Student

A person who attends or who has previously attended Oglethorpe University. Particular parts of this
Bulletin may necessarily adopt their own definition of “student.” Those local definitions always take
precedence over this more generic one.

1.4.1.1. Undergraduate (Student)

1.4.2.

A student who has not yet earned a baccalaureate (bachelor’s) degree, or a student who is in the
process of earning an additional baccalaureate degree. (Back to ToC)

Academic Credit

Oglethorpe awards academic credit based on semester hours. Any reference in this Bulletin to “credit,”
“academic credit” or “hours” is a reference to a corresponding number of semester hours of academic
credit. Oglethorpe schedules classes, develops academic calendars and awards academic credit in a
manner consistent with the federal definition of the semester hour, which states that 1 (one) semester
hours is:

A. For traditionally-scheduled classes and seminars: Not less than one hour of classroom or direct
faculty instruction and a minimum of two hours of out-of-class student work each week for
approximately fifteen weeks of a typical semester, or the equivalent amount of work over a
different amount of time; or



B. For alaboratory classes: Not less than one hour of lecture or discussion time plus at least 1-2
hours of scheduled supervised or independent laboratory work plus 1-2 hours of student
preparation and follow-up time each week for approximately fifteen weeks of a typical
semester, or the equivalent amount of work over a different amount of time; or

C. For field work and for independent studies: At least three hours of supervised and/or
independent work each week for approximately fifteen weeks of a typical semester, or the
equivalent amount of work over a different amount of time; or

D. Forinternships: Credit awarded through the fulfillment of a learning agreement, the precise
requirements of which are under the auspices of the academic program which oversees the
internship. See Sec. 10.5. However, in all cases the calculation is similar to that in paragraph (C)
above.!

In all instances, it is presumed that a 50-minute interval is a reasonable approximation to one hour.
(Back to ToC)

1.4.3. Course

A coherent program of study. Courses described in this Bulletin carry with them academic credit.

Courses are given a three-letter disciplinary prefix (HIS for History, for example) and a 3-digit numerical
index which identifies a particular course within the indicated discipline (HIS 214, for instance). HIS 214
is referred to as a “200-level” course, whereas ART 408 is referred to as a “400-level” course, and so on.

1.4.3.1. Course Levels

Below 100-level | Nominally remedial or developmental courses
which do not satisfy degree requirements
100-level Nominally freshman undergraduate courses
200-level Nominally sophomore undergraduate courses
300-level Nominally junior undergraduate courses
400-level Nominally senior undergraduate courses

”oous

See Sec. 6.19.1. for the definitions of the terms “freshman,” sophomore”, “junior” and “senior.”
1.4.3.2. Lower Level (Course)

An undergraduate course, the numerical index of which begins with a “1” or “2.” Examples include
ENG 101 and CHM 202. Also, the collection of several or all such courses, as in “courses at the
lower level,” for example.

Lower level courses, often designed with first year students and sophomores in mind, may also be
suitable for juniors or seniors with little or no background in a particular discipline. Although lower
level courses sometimes serve as prerequisites for upper level courses, they are not always
stepping-stones to more advanced study. Rather, they may be ends in themselves, providing
breadth, enrichment, or general knowledge.

Lower level courses generally have one or more of the following characteristics:

! Modified from “Credit Hours Policy Statement,” Southern Association of Colleges and Schools Commission on Colleges, accessed
July 5, 2017, http://www.sacscoc.org/pdf/081705/Credit%20Hours.pdf and on “Structure of the U.S. Education System: Credit
Systems,” International Affairs Office, U.S. Department of Education, accessed July 5, 2017,
https://www2.ed.gov/about/offices/list/ous/international/usnei/us/credits.doc.
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e Breadth: students gain some understanding of the extent of a field or discipline; or
students learn how one field fits into or relates to other fields.

e Foundation: students become acquainted with principles, terms, methods, and
perspectives of a discipline or professional field, as a basis for more advanced or
specialized study. Lower level courses are those that majors are expected to complete in
their first two years of study in the subject.

e Provide basic knowledge, skills and/or abilities: students develop essential skills, attitudes,
and practices (e.g., basics of critical thinking, numeracy, communication, and problem
solving) important in many different fields of higher education and perhaps in everyday
life.2

1.4.3.3. Upper Level (Course)

An undergraduate course, the numerical index of which begins with a “3” or “4.” Examples include
ART 340 and ECO 421. Also, the collection of several or all such courses, as in “courses at the
upper level,” for example.

Upper level courses generally have one or more of the following characteristics:

e Depth/Focus: students make in-depth study of a discipline’s theories and methods,
developing an understanding of the applications and limitations of those theories.

e Specialization: students develop specific intellectual and professional abilities that will
enable them to succeed or progress in a particular field or professional practice.

e Refinement: students build upon the “provide basics knowledge, skills and/or abilities”
background noted above, applying these traits more discerningly or in more challenging
contexts.

e Significant interdisciplinarity: The course requires two or more lower level courses from
different disciplines to provide critical background. Students learn how to use content
from several disciplines to understand complex systems and solve problems within those
systems.?

1.4.3.4. Numerals Assigned to Core Courses

Core classes are typically enumerated in a way different than described above. These classes
(which are designated by the three-letter disciplinary label COR) are typically labeled so that a
leading “1” (as in COR 102, for example) is a course meant to be taken by freshmen, while a
leading “2,” “3” or “4” (as, for example, COR 202, COR 301 or COR 400) indicates the course
should be taken by sophomores, juniors and seniors. In that way, the cohort model which is
common to the Core program is made plain in the enumeration associated with the various
courses. All Core classes, regardless of their enumeration, have the qualities of lower level courses
in that they seek to provide breadth, foundation and/or basic knowledge, skills and/or abilities.
See additional information in Sec. 7.1.1. (Back to ToC)

2 Based on “Guidelines for Lower- and Upper-Division Courses,” University of Nevada at Reno, Accessed July 5, 2017,
http://www.unr.edu/Documents/provost/provosts-office/forms/CCLwrUprDiv.pdf.
3 Ibid.
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1.4.4.

1.4.5.

1.4.6.

1.4.7.

1.4.8.

1.4.9.

Semester

A timespan during which courses (and their final examinations) are scheduled. Oglethorpe has three
semesters per year, one each in the fall, spring and summer. Fall and spring semesters are known as
“regular” semesters, each being approximately 16 weeks in duration. The summer semester is
approximately 10 weeks in duration, but class meeting times and their frequency are each increased
proportionately so as to give approximately the same amount of contact time as in a regular semester
for any given course.

Session

Any timeframe beyond a semester in which courses are scheduled. For example, Oglethorpe’s fall and
spring semesters each consist of three sessions: a traditional day session (of approximately 16 weeks),
an evening session 1 (of approximately eight weeks) and an evening session 2 (also of approximately
eight weeks). Likewise, in the summer semester there are three sessions, a traditional day session 1 (of
approximately five weeks), a traditional day session 2 (of approximately five weeks), and an evening
session (of approximately eight weeks).

Academic Year

The time following the conclusion of a given summer semester up through the end of the ensuing
summer semester. For example, the 2017-2018 academic year spans the time following conclusion of
the 2017 summer semester through the end of the 2018 summer semester. (Back to ToC)

Instructor

A person who, either solely or in conjunction with other instructors, is responsible for teaching a course.
Instructors may be full-time faculty or adjuncts; they may be tenured, tenure track or non-tenure track
faculty members. Instructors may have various academic ranks (such as lecturer, assistant professor,
associate professor or full professor).

Instructor of Record

Every course offered for academic credit must have a single instructor of record. That instructor of
record is responsible for the academic content of the course and is responsible for all matters related to
assigning course grades. Additionally, the instructor of record must possess certain minimum
qualifications, as established both by Oglethorpe University and by the University’s accrediting agency,
the Southern Association of Colleges and Schools Commission on Colleges (SACSCOC). (Back to ToC)

Academic Program

The corpus of courses and possibly other requirements which, when completed successfully, will lead to
a particular academic credential on a student’s transcript and sometimes also on the student’s diploma.
Academic programs (and credentials) available through Oglethorpe University include various degrees,
majors, minors, tracks, concentrations and certificates, all of which are described in this Bulletin. In
addition, any broad-themed general education course of study required for all undergraduates or
perhaps just all first-time freshmen (for example) is also an academic program. Finally, the term
“academic program” may also refer to the totality of individual academic programs as listed above.



1.4.9.1. Traditional Undergraduate (TU) Program

Consists of the academic programs available to students who are admitted into the TU Program
(see Sec.4.1.1.)

1.4.9.2. Adult Degree Program (ADP)

Consists of the academic programs available to students who are admitted into the ADP (see Sec.
4.1.2.). (Back to ToC)

1.4.10. Major

A major represents a degree-seeking student's primary field of study. Students’ majors are sometimes
related to an anticipated vocation, but that is not their primary purpose in a liberal arts curriculum. The
knowledge, skills and abilities that will serve students best in their professional careers are optimally
developed within the curriculum as a whole. The major is an intensive study of an intellectual discipline
and a deepening of understanding of a way knowing. The academic enrichment attained through a
major opens access to other disciplines as well as an appreciation of the complexity of other fields of
study. Students should consider carefully how all of the courses they select will supplement and
complement work done in the major. Today’s students will likely have many different careers but our
goal at Oglethorpe is to teach transferable skills that will continue with students long after college.*

A major is a structured plan of study requiring a minimum of 36 semester hours (including prerequisites
for all required courses) and a maximum of 64 semester hours (including prerequisites for all required
courses). Exceptions to these limits are permitted if approved by the academic program committee and
the faculty at large, but only for compelling reasons. It must be feasible for students to complete degree
requirements within 128 semester hours (for TU students) and within 120 semester hours (for ADP
students). The major appears on the official transcript.’

Every student earning a baccalaureate (bachelor’s) degree must have at least one major. It is possible
for students to earn a second major; please see Sec. 6.19.5. However, in no case will a student be able to
earn more than two majors at Oglethorpe.

1.4.11. Minor

A minor represents an optional, secondary field of study for a degree-seeking student. No student may
declare a major and a minor in the same field of study. Minors are not awarded except at time of
degree conferral. That is, a minor is only awarded in conjunction with the awarding of a major/degree.

A minor is a structured plan of study requiring a minimum of 16 semester hours (including prerequisites
for all required courses) and a maximum of 24 semester hours (including prerequisites for all required
courses). Exceptions to these limits are permitted if approved by the academic program committee and
the faculty at large, but only for compelling reasons. The minor appears on the official transcript.

4 Modified from “Requirements for a Degree,” Rhodes College, accessed July 5, 2017, http://www.rhodes.edu/content/degree-
requirements

5 Portions based on “UNC Charlotte Academic Policy: Definition of Undergraduate Majors, Minors, Concentrations, and Certificates,”
University of North Carolina at Charlotte, accessed July 5, 2017, http://provost.uncc.edu/policies/definition-undergraduate-majors-
minors

6 1bid.
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Please see Sec. 6.19.4. for information concerning the possibility that one or more of the same courses is
required for both a major and a minor or that one or more of the same courses is required for two
different minors. (Back to ToC)

1.4.12. Track
A track is a set of courses within a major or minor that satisfies a requirement of that program. A given
track allows specialization after completion of substantial, foundational coursework. Therefore, a track
may comprise no more than 50% of the credits required to complete a program and should be
associated with at least one unique student learning objective.

1.4.13. Certificate

A certificate is a structured set of thematically related courses designed to provide recognition that a
student has completed coursework in an applied area of focus. The certificate appears on the official
transcript for all students who have earned the certificate. Unlike a minor (which is awarded only
simultaneously with a degree), a certificate is transcripted as soon as it is earned, and it may be earned
even by non-degree-seeking students.’

1.4.14. Concentration
A concentration is a structured set of thematically related courses of approximately the same scope as a
minor but differing from a typical minor in that a concentration does not operate within a major but is
an interdisciplinary pursuit. Like a minor (and unlike a certificate) a concentration is only awarded
simultaneously with a degree. (Back to ToC)

1.4.15. Co-curricular Program

Formal and informal activities carried on outside-of-class which are intended to result in concurrent
academic student learning. Unlike the academic program, successful participation in the co-curricular
program does not directly result in the earning of academic credit. The co-curricular program is also
distinct from the extra-curricular program, which has neither academic credit nor any necessary
academic student learning.

1.4.16. Policy

A statement made on behalf of Oglethorpe University describing guiding principles governing local
resolution or handling of various situations or circumstances.

1.4.16.1. Regulatory Policy (also called a “regulation” or “code” or “statement”)
A policy which limits or guides the behavior of individuals and groups.

1.4.16.2. Business Day

4

Policies sometimes have timeframes established in terms of a certain number of “business days.”
A business day is a weekday (Monday through Friday) during which the University is open for
business. A business day typically spans the hours from 9:00 AM until 5:00 PM. Note that there
are a significant number of business days when no classes are held on campus; the entirety of
Spring Break is but one example. Further, when classes are cancelled (due to inclement weather,

7 Ibid.



1.4.17.

1.4.18.

for example) it may be that the University stays open for business. In that case, the day in
guestion counts as a business day. (Back to ToC)

Procedures
A method of implementing a policy. Most policies contain their attendant procedures already built-in.
Requirement

Something necessary or demanded, either as a condition for the existence or occurrence of some
consequence or result or for the avoidance of some consequence or result. For example, it is a
graduation requirement that students must earn a particular minimum number of semester hours.

1.4.18.1. Prerequisite

A requirement which must be satisfied before one enrolls in a course.

1.4.18.2. Co-requisite

1.4.19.

1.4.20.

1.4.21.

A requirement that must be satisfied concurrently and over time as a student is simultaneously
completing the course which has the particular co-requisite in question. (Back to ToC)

Complaint

A written objection to a policy, procedure, requirement or decision which contains a request (either
implicit or explicit) that the objectionable item be set aside, reversed or attenuated.

Variance

An official, written agreement that modifies but does not suspend entirely one or more specific portions
of a policy, procedure, requirement or decision for an individual or group when it can be conclusively
demonstrated by the complainant(s) that:
e Implementation of or adherence to the policy, procedure, requirement or decision would result
in undue hardship in light of extraordinary extenuating circumstances, or
e That the policy, procedure, requirement or decision was implemented or applied in a manner
that was arbitrary (meaning it reflects a substantial deviation from accepted norms and/or from
stated procedures found in this Bulletin or elsewhere), prejudicial (meaning it was based at least
partly on ill-will and is at odds with the stated procedures found in this Bulletin or elsewhere), in
violation of University regulations or state or federal law, or was subject to some error in fact.

Unless otherwise noted in the official agreement, any variance is a one-time modification that should
not be presumed to continue in an ongoing fashion.

Waiver

An official, written agreement that suspends one or more specific portions of a policy, procedure,
requirement or decision for an individual or group when it can be conclusively demonstrated by the
complainant(s) that:
e Implementation of or adherence to the policy, procedure, requirement or decision would result
in undue hardship in light of extraordinary extenuating circumstances, or



1.4.22.

e That the policy, procedure, requirement or decision was implemented or applied in a manner
that was arbitrary, discriminatory, in violation of University regulations or state or federal law,
or was subject to some error in fact (see Sec. 1.4.19. for definitions of "arbitrary” and
“prejudicia

IH

in this context), and
e When all parties agree that the problem is so profound that it cannot be justly addressed by
granting a variance.

Unless otherwise noted in the official agreement, any waiver is a one-time suspension that should not
be presumed to continue in an ongoing fashion.

Appeal

A written entreaty from an allegedly aggrieved student that a decision or outcome related to a
complaint be reviewed (and amended or set aside) by a person or group having sufficient authority to
accomplish said task. (Back to ToC)



2. University Information

2.1. About Oglethorpe University

2.2.

2.3.

Founded in 1835, Oglethorpe University is Atlanta’s only co-educational small private college, home to
1250 eclectic and engaged students from 33 states and 38 countries.

Renowned for its groundbreaking Core program, Oglethorpe's academically rigorous programs emphasize
intellectual curiosity, individual attention, close collaboration among faculty and students, and active
learning in relevant field experiences. Oglethorpe joins theory and practice in its A_LAB (Atlanta Laboratory
for Learning), an incubator for experiential learning through internships, study abroad, civic engagement,
and undergraduate research.

Under the leadership of President Lawrence Schall since 2005, Oglethorpe is in an unprecedented era of
innovation and growth, evidenced by increased enrollment and philanthropic giving, and new strategic
entrepreneurial partnerships. Since 2013, Oglethorpe has seen the addition of an award-winning campus
center; a residential complex with six state-of-the-art classrooms; and the expansion of arts and athletics
facilities. Oglethorpe’s partnership venture with LeadAbroad has expanded its global footprint with the
development of five global campuses in Barcelona, Cape Town, Greece, London, and Rome. In 2019,
Oglethorpe will open the I.W. “lke” Cousins Center for Science and Innovation and the Q. William
Hammack, Jr. School of Business. In 2017, Oglethorpe received a $50 million gift, the largest in its history,
from alumnus Bill Hammack 73 to establish the Q. William Hammack, Jr. School of Business.

Oglethorpe is home to the Conant Performing Arts Center, Oglethorpe University Museum of Art, study
abroad partner LeadAbroad, and the Piedmont School of Atlanta. The Oglethorpe Stormy Petrels compete
in the NCAA Division Il Southern Athletic Association.

Incorporation

Oglethorpe University is incorporated under the State of Georgia's Nonprofit Corporation Code. The charter,
dated May 8, 1913 says in Article Il

The purpose of the corporation shall be exclusively educational. The corporation shall own, manage,
maintain, operate and conduct an institution of higher learning for the purpose of promoting and carrying
on college, undergraduate and graduate education. The institution shall be independent, non-
denominational, and non-sectarian and shall have the power to grant diplomas and confer such degrees as
are usually conferred by institutions of higher learning in such manner and under such circumstances as the
Board of Trustees may determine.

Through the years the Charter has been amended and restated several times, both before and after the
Georgia School Law of 1937, the most recent restatement being certified by the Secretary of State on May 30,
2002, as the Articles of Incorporation of Oglethorpe University, Inc., in which the purpose is described as
“exclusively for charitable, educational, or scientific purposes within the meaning of Section 501(c) (3) of the
United States Internal Revenue Code of 1986...” (Back to ToC)

Oglethorpe University Mission Statement

Oglethorpe University provides a superior education in which liberal arts and sciences and professional
programs complement each other in a small-college environment within a dynamic urban setting. Oglethorpe’s



2.4.

2.5.

2.6.

programs emphasize intellectual curiosity, close collaboration among faculty and students, and engaged
learning in relevant field experiences. Oglethorpe educates students to be citizens in a global world, readies
them for responsible leadership, and empowers them to pursue meaningful lives and productive careers.
(Back to ToC)

Goals of an Oglethorpe University Education

The curriculum, co-curriculum and extracurricular life are designed to develop the following:

1. The ability to read critically — to evaluate arguments and the evidence and to draw appropriate
conclusions.

2. The ability to convey ideas in writing and in speech — accurately, grammatically and persuasively.

3. Skill in reasoning logically and thinking analytically and objectively about important matters.

4. An understanding of the most thoughtful reflections on right and wrong and an allegiance to principles
of right conduct, as reflected by Oglethorpe’s honor code.

5. The willingness and ability to assume the responsibilities of leadership in public and private life,
including skill in organizing the efforts of other persons on behalf of worthy causes.

6. Aninclination to continue one’s learning after graduation from college and skill in the use of books,
information technology and other intellectual tools for that purpose.

7. Aconsidered commitment to a set of career and life goals.

8. An awareness of the increasingly international character of contemporary life and skill in interacting
with persons of diverse cultural backgrounds. (Back to ToC)

Accreditation

Oglethorpe University is accredited by the Southern Association of Colleges and Schools Commission on
Colleges (SACSCOC) to award baccalaureate (bachelor’s) degrees. Contact the Commission on Colleges at 1866
Southern Lane, Decatur, GA 30033-4097 or call 404-679-4500 for questions about the accreditation of
Oglethorpe University. See additional important information in Sec. 3.1.2.

Overarching Organizational Structure

The following organizational structure is based on a series of successive indentions as one moves down the
organizational hierarchy. This listing is not an exhaustive roster of personnel. Rather, this structure is meant to
provide current and prospective students, their parents, current, retired and prospective employees, alumni,
community members, media representatives and other interested parties with points of contact for various
guestions, requests, comments, complaints, and so forth. The list is organized by job title, followed by the name
of the person currently holding that position. After the name appears the individual’s Oglethorpe e-mail “alias”
and contact telephone number. To convert the e-mail alias into a functioning e-mail address, the phrase
@oglethorpe.edu must be appended. Also, every telephone number must be preceded by the area code, which
is 404.

President: Dr. Lawrence M. Schall, Ischall, 364-8319
Special Assistant to the President: Ms. Colleen Donaldson, cdonaldson, 364-8319
Provost and Vice President for Academic Affairs: Dr. Glenn R. Sharfman, gsharfman, 364-8317
Associate Provost: Dr. John Nardo, jnardo, 364-8327
Assistant Provost/Registrar: Mr. Brian Coldren, bcoldren, 364-8418
Associate Registrar: Ms. Melinda Peerboom, mpeerboom, 364-8455
Assistant Registrar: Mr. Esker Ligon, eligon, 364-8316



Enrollment Services Associate: Ms. Naomi Norris, nnorris, 364-8366
Institutional Research & Assessment Director: Open, 364-8462
Assistant Provost/Director of the A_LAB: Dr. Beth Concepcion, bconcepcion, 364-8865
Director of Academic Success and Advising: Mr. Rene Alvarez, ralvarez, 504-1978
Associate Director of Academic Success: Mr. Cecil Rose, crose, 364-8867
Assistant Director of Academic Success & Accessibility Services: Ms. Tracy Hall,
thalll, 364-8869
Sr. Academic Advisor, Miriam Smith, msmith3, 364-8335
Director of Career Development: Ms. Erin Sherrill, esherrill, 504-1993
Career Outreach Specialist: Ms. Melodie Rodgers, mrodgers, 364-8533
Faculty Liaison to Civic Engagement and Service Learning: Dr. Matthew Wild, mwild
Assistant Director A_LAB CCE: Ms. Jessica Winestock, jwinestockl, 504-1976
Director of the Center for Global Education: Dr. Ron Bobroff, rbobroff, 364-8433
Director of LeadAbroad: Mr. Robbie Reese, info@leadabroad.com
Dean of the Q. William Hammack, Jr. School of Business: Mr. Dennis Kelly, dkelly1
Chair of Division | (Philosophy, Fine Arts, and Communication and Rhetoric Studies): Mr. Alan
Loehle, aloehle, 364-8411
Chair of Division Il (History, Politics and International Studies): Dr. Kendra King Momon, kking,
364-8351
Chair of Division Il (Natural Sciences): Dr. Karen Schmeichel, kschmeichel, 364-8402
Chair of Division IV (Behavioral Sciences): Dr. Leah Zinner, Izinner, 364-8390
Chair of Division V (Economics and Business Administration): Dr. Lynn Guhde, Iguhde, 504-1179
Chair of Division VII (English and Comparative Literature): Dr. Robert Hornback, rhornback, 364-
8379
Chair of Division VIII (Foreign Languages): Dr. Mario Chandler, mchandler, 364-8382
Chair of Division IX (Mathematics and Computer Science): Dr. Philip Tiu, ptiu, 364-8431
Director of the Core Program: Dr. Sarah Terry, sterry, 364-8393
Director of the Honors Program: Dr. Seema Shrikhande, sshrikhande, 364-8891.
Director of the Oglethorpe University Museum of Art: Ms. Elizabeth Peterson, epetersonl, 364-
8559
Curator of Collections: Mr. John Daniel Tilford, jtilford, 364-8552
Director of Philip Weltner Library: Mr. Eli Arnold, earnold, 364-8885
Director of the Rich Foundation Urban Leadership Program (RFULP): Dr. Kendra King Momon,
kking, 364-8351
Director of the Environmental Studies Program: Dr. Roarke Donnelly, rdonnelly, 364-8401
Vice President for Business and Finance/Chief Financial Officer: Mr. Norman McKay, nmckay, 364-8322
Controller: Mr. Mark Berger, mberger, 364-8303
Director of Human Resources: Ms. Sandy Butler, sbutlerl, 364-8325
Payroll Specialist: Ms. Nanette Ennis, nennis, 504-3448
Director IT Services, Mr. Mike Jacobs, mjacobs, 364-8535
IT Helpdesk Manager: Ms. Julia Rodriguez, jrodriguez, 364-8465
IT Systems Administrator: Ms. Katie Young, kyoungl, 364-8861
Facilities Director: Mr. Lance Knight, lknight, 364-8543
Director of Special Events: Mr. Joseph Lewis, jlewis1, 364-8440
Special Events Manager: Ms. Nicole Kang, nkang, 364-8864



Vice President for Campus Life/Dean of Students: Ms. Michelle Hall, mhall, 364-8335
Assistant Dean of Students: Dr. Amy Palder, apalder, 364-8400
Athletics Director (AD): Open, 364-8469
Senior Woman Administrator/Title IX Coordinator: Ms. Cindy Vaios, cvaios, 364-8479
Sports Information Director: Mr. Nicholas Irwin, nirwin, 364-8419
Baseball Coach & Assistant Athletic Director Men’s: Mr. Dan Giordano, dgiordano, 364-
8487
Basketball Coach, Men’s: Mr. Phil Ponder, pponder, 364-8422
Assistant Basketball Coach, Men’s: Mr. Zach Altany, zaltany
Basketball Coach, Women’s: Mr. Alex Richey, arichey, 364-8421
Assistant Basketball Coach, Women’s: Ms. Katherine Frisby, kfrisby, 364-8434
Certified Head Athletic Trainer: Ms. Jamie Hobart, jhobart, 364-8486
Compliance Coordinator: Mr. Dan Giordano, dgiordano, 364-8487
Cross Country Coach, Men’s and Women’s: Mr. Kirk Shellhouse, kshellhouse, 364-8410
Golf Coach, Men’s and Women’s: Mr. Jim Owen, jowen, 364-8420
Lacrosse Coach, Men’s: Mr. Zach Taylor, ztaylor, 364-8415
Lacrosse Coach, Women'’s: Ms. Brittney Hughes, bhughes, 364-8463
Soccer Coach, Men’s: Mr. Jon Akin, jakin, 364-8416
Assistant Soccer Coach, Men’s: Joe Baia, jbaia
Soccer Coach, Women’s: Mr. Wes Anania, wanania, 364-8896
Tennis Coach, Men’s and Women's: Mr. Peter Howell, phowell, 364-8347
Track and Field Coach, Men’s and Women’s: Mr. Kirk Shellhouse, kshellhouse, 364-8410
Volleyball Coach, Women'’s: Mr. Joseph Goodson, jgoodson, 364-8480
Director of Campus Safety: Mr. Dwayne Smalls, dsmalls, 504-1188
Director of Counseling: Dr. Claire Fuller, cfuller, 364-8456
Director of Dining Services: Open, Aramark.com, 504-1411
Director of On-Campus Store: Ms. Kathleen Guy, bookstore@oglethorpe.edu, 364-8361

Director of Residence Life: Mr. Cody Teague, cteague, 364-8895
Director Student Engagement & Leadership: Dr. Shane Pruitt, spruitt, 364-8892
Title IX Coordinator: Ms. Cindy Vaios, cvaios, 364-8479
Vice President for Development and Alumni Relations: Ms. Robyn Furness-Fallin, rfurness-fallin, 364-
8333
Director of Donor Relations and Special Initiatives: Ms. Barbara Bessmer Henry, bhenry, 364-
8443
Director of Alumni Relations: Ms. Mary Rinaldi Winn, mrinaldiwinn, 364-8412
Associate Director of Alumni Relations: Mr. Carson Raymond, craymond, 364-8893
Director of Development: Ms. Lesley Cole, Icole, 364-8476
Director of the Annual Fund: Open, 364-8338
Development Manager of Direct Appeals: Open, 364- 8430
Director of Development Operations: Ms. April Castro, acastro, 364-8328
Prospect Research Manager: Lee Warshaw, Iwarshaw, 364-8334
Gift Processing and Stewardship Coordinator: Brianne NaLampoon, bnalampoon, 364-
8330
Director of Major Gifts: Mr. John Carr, jcarr, 364-8439
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Vice President for Enrollment and Financial Aid: Ms. Lucy Leusch, lleusch, 364-8308
Director of Extended Learning: Ms. Debbie Aiken, daiken, 504-3441
Director of Admission: Ms. Whitney Lewis, wlewis, 364-8470
Assistant Director of Admission: Open
Admission Counselor: Ms. Kellie Beal, kbeal, 364-8446
Admission Counselor: Ms. Elizabeth Miralia, emiralia, 364-8441
Admission Counselor: Ms. Tanancia Blackwell, tblackwell1, 504-3405
Admission Counselor: Mr. Sam Waters, swaters, 364-8448
Admission Counselor: Open
Director of Financial Aid: Mr. Chris Summers, csummers, 364-8355
Senior Financial Aid Counselor: Ms. Belinda Jones, bjones2, 364-8358
Financial Aid Counselor: Mr. Shane Desmond-Williams, sdesmond, 364-8357
Vice President for Marketing and Communications: Mr. J. Todd Bennett, tbennettl, 364-8329
Senior Director, University Communications: Ms. Renee Vary Keele, rvary, 364-8868
Digital Content Manager: Mr. Bennett Wineka, bwineka, 364-8447
(Back to ToC)



3. Institutional Policies, Procedures and Requirements

3.1. Required Disclosures Related to Mandatory Reporting and Complaints
3.1.1. Disclosures Required by Federal and/or State Laws

Federal and state laws require all colleges and universities receiving federal funds to establish certain programs, policies,
and procedures and to distribute an annual report describing the information and providing statistics regarding items
including (but not limited to):
A. Graduation rates
B. Drug, alcohol, and weapon violations
C. Certain crimes on campus, which include murder, robbery, aggravated assault, burglary, motor
vehicle theft, and sex offenses.

Data for item A can be found at https://nces.ed.gov/ipeds/home/usethedata. For additional requests related to item A
please direct a written request to the Office of Institutional Research and Effectiveness, Oglethorpe University, 4484
Peachtree Road NE, Atlanta, GA 30319. The annual report related to items B and C is available at
http://safety.oglethorpe.edu/safety-reports/. For additional requests and information related to items B and C please
direct a written request to Dean of Students, Oglethorpe University, 4484 Peachtree Road NE, Atlanta, GA 30319.

Since Oglethorpe University is a private postsecondary institution operating under the authority of the State of Georgia,
complaints against the institution may be filed with the Georgia Nonpublic Postsecondary Education Commission
(GNPEC). However, “the individual filing the complaint (complainant) should begin by making every attempt to achieve a
fair and reasonable solution via the institution’s published complaint procedure[s].” Only if a fair and reasonable
resolution cannot be reached through these processes should an individual file a complaint with GNPEC. The GNPEC
complaint form can be accessed at https://gnpec.org/gnpec-authorized-school-complainant-form/. (Back to ToC)

3.1.2. Disclosure Required by SACSCOC

Oglethorpe University is accredited by the Southern Association of Colleges and Schools Commission on Colleges
(SACSCOC; see Sec. 2.5.) to award baccalaureate (bachelor’s) degrees. To file a complaint against Oglethorpe University
for alleged significant non-compliance with one or more of SACSCOC’s standards or requirements, contact SACSCOC at
1866 Southern Lane, Decatur, GA 30033-4097 or call 404-679-4500. Complainants are asked to first consult SACSCOC's
Complaint Procedures Policy Statement. Note that SACSCOC “expects individuals to attempt to resolve the issue through
all means available to the complainant, including following the institution’s own published grievance procedures, before

submitting a complaint to the Commission.” Please also note that normal inquiries about the institution (such as
admission requirements, financial aid, educational programs, etc.) should be addressed directly to Oglethorpe University
and not to SACSCOC. (Back to ToC)

3.2. Substantive Change Policy and Procedure

Rationale

Oglethorpe University is accredited by the Southern Association of Colleges and Schools Commission on Colleges
(SACSCOC or “the Commission;” see Sec. 2.5.). Comprehensive Standard 3.12 of The Principles of Accreditation:
Foundations for Quality Enhancement states, in part:

“When an accredited institution significantly modifies or expands its scope, changes the nature of its affiliation or its
ownership, or merges with another institution, a substantive change review is required. The Commission is responsible
for evaluating all substantive changes to assess the impact of the change on the institution’s compliance with defined
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standards. If an institution fails to follow the Commission’s procedures for notification and approval of substantive
changes, its total accreditation may be placed in jeopardy.”

Further, the Commission’s policy statement related to Substantive Change for SACSCOC Accredited Institutions indicates
that:

“Member institutions are required to have a policy and procedure to ensure that all substantive changes are reported to
the Commission in a timely fashion.”

The purpose of this policy is to assure compliance with the above requirements.

All potential substantive changes—whether proposed by students, faculty, staff, administration or board of trustees—
must be discussed with and reviewed by the SACSCOC accreditation liaison, who is appointed by Oglethorpe’s president.
Once informed of impending potential substantive changes, it is the responsibility of the accreditation liaison to ensure
that potential substantive changes are reported to and, when warranted, approved by SACSCOC according to
timeframes and relevant protocols established by the Commission.

What is a substantive change?

Substantive change is a significant modification or expansion in the nature and scope of an accredited institution. Under
federal regulations, substantive change includes:

¢ Any change in the established mission or objectives of the institution.

e Any change in legal status, form of control, or ownership of the institution.

e The addition of courses or programs that represent a significant departure, either in content or
method of delivery, from those that were offered when the institution was last evaluated.

e The addition of courses or programs of study at a degree or credential level different from that
which is included in the institution’s current accreditation or reaffirmation.

e A change from clock hours to credit hours.

e A substantial increase in the number of clock or credit hours awarded for successful completion of
a program.

¢ The establishment of an additional location geographically apart from the main campus at which
the institution offers at least 50 percent of an educational program.

e The establishment of a branch campus.

e Closing a program, off-campus site, branch campus or institution.

e Entering into a collaborative academic arrangement that includes only the initiation of a dual
degree program or a joint degree program with another institution.

e Acquiring another institution or a program or location of another institution.

e Adding a permanent location at a site where the institution is conducting a teach-out program for a
closed institution.

e Entering into a contract by which an entity not eligible for Title IV funding offers 25% or more of
one or more of the accredited institution’s programs.

What are the procedures for reporting substantive change?

SACSCOC has identified three procedures for addressing the different types of substantive changes. These include:
e Procedure One, for the review of substantive changes requiring notification and approval prior to

implementation,
e Procedure Two, for the review of substantive changes requiring only notification prior to

implementation, and
e Procedure Three, for closing a program, site, branch campus or institution.



The different types of substantive change, the specific procedure to be used for each, their respective approval
notification requirements and their reporting timelines are included in the policy statement on Substantive Change for
SACSCOC Accredited Institutions (available at http://www.sacscoc.org/pdf/081705/SubstantiveChange.pdf).

Procedures for the institutional changes such as mergers, acquiring or adding programs, or changes in governance or
legal status can be found in a separate document, Mergers, Consolidations, Change of Ownership, Acquisitions, and
Change of Governance, Control, Form, or Legal Status (available at http://www.sacscoc.org/subchg/policy/Mergers.pdf).

The initiation or revision of programs not offered for academic credit and that are not eligible for federal financial aid
does not require reporting; however, such programs are subject to review at the time of reaffirmation.

Identifying and reporting substantive change

Oglethorpe’s president is responsible for:

e Designating the accreditation liaison as his/her representative to submit substantive change
notification letters and associated documentation to the president of SACSCOC or submitting such
letters and documentation him/herself (while providing copies of all such correspondence to the
accreditation liaison).

Oglethorpe’s president and vice presidents are responsible for:

¢ Informing relevant personnel under their supervision about the existence of the SACSCOC policies
concerning substantive change and the need to check with the accreditation liaison regarding any
and all significant changes in policy to determine if they may meet the criteria for a substantive
change as defined in the policy.

e Consulting with the University’s accreditation liaison regarding questions about substantive
changes within their divisions.

e Providing sufficient time to notify SACSCOC prior to the implementation of any changes.

e Assisting with the writing of appropriate documentation and notification of substantive changes as
needed by SACSCOC.

Oglethorpe’s accreditation liaison is appointed by the president and is responsible for:

e Staying up-to-date with SACSCOC policies and requirements related to substantive change.

e Serving as the contact person and communication liaison between SACSCOC staff and the
University regarding substantive change matters.

e Meeting with the president and vice presidents yearly to review this policy and planned initiatives.

e Working with the appropriate vice president to develop a plan of action and timeline for any
substantive change actions possibly requiring approval from SACSCOC.

e Preparing substantive change prospectus in collaboration with the appropriate administrators and
faculty.

e Submitting substantive change notification letters and associated documentation to the president
of SACSCOC, as authorized by the president.

¢ Maintaining a record of substantive changes, initiatives, action plans and their statuses. (Back to
To()

3.3. Equal Opportunity Policy

Oglethorpe University is an equal opportunity educational institution. Faculty, staff, and students are admitted,
employed, and treated without regard to race; color; religion; national origin; sex; sexual orientation; gender identity or
gender expression; marital status; pregnancy, childbirth or related medical conditions; age; disability or handicap;
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genetic information; citizenship status; service member status; or any other category protected by federal, state or local
law. Oglethorpe University complies with Title IX of the Education Amendments of 1972, Titles VI and VIl of the Civil
Rights Act of 1964, the Civil Rights Act of 1991, Sections 503/504 of the Rehabilitation Act of 1973, the Americans with
Disabilities Act (ADA) Amendments Act (ADAAA) of 2008, as well as other applicable federal, state and local laws. In
compliance with these laws and regulations, Oglethorpe University has established the following specific policies and
guidelines. (Back to ToC)

3.3.1. Equal Employment Opportunity (EEO) Policy

We are an Equal Employment Opportunity employer committed to providing equal opportunity in all of our employment
practices, including selection, hiring, assignment, re-assignment, promotion, transfer, compensation, discipline and
termination. The University prohibits discrimination, harassment and retaliation in employment based on race; color;
religion; national origin; sex; sexual orientation; gender identity or gender expression; marital status; pregnancy,
childbirth or related medical conditions; age; disability or handicap; genetic information; citizenship status; service
member status; or any other category protected by federal, state or local law. Violation of this policy will result in
disciplinary action, up to and including immediate termination. (Back to ToC)

3.3.2. Accessibility Programs and Services

Oglethorpe University attempts to ensure that all University goods, services, facilities, privileges, advantages and
accommodations are meaningfully accessible to qualified persons with disabilities in accordance with the Americans
with Disabilities Act Amendments Act (ADAAA) of 2008, Section 504 of the Vocational Rehabilitation Act of 1973 and
other pertinent federal, state and local disability anti-discrimination laws.

The academic success center (ASC) (see Sec. 10.9.) coordinates services, and provides information upon request, to
students with disabilities. When possible, students with disabilities are asked to contact the accessibility services office
prior to their first semester in order to register for assistance and ensure that appropriate accommodations are
implemented; of course, it is never too late to register for assistance, and students are welcome to come to the
accessibility services office at any time. The office responds to inquiries regarding campus accessibility, maintains a
licensing contract for assistive technology, approves reasonable academic and housing accommodations, proctors
examinations, and can assist with filing disability-related grievances and complaints. Additional information is available
at http://success.oglethorpe.edu/accessibility-services/.

Non-Language Course Substitutions

Requests for variances and/or waivers related to non-language course substitutions or other academic requirements for
students with documented disabilities are handled on a case-by-case basis. The assistant director of accessibility services
will present the student’s written request and rationale to the academic program committee. The petition should state
the specific accommodation requested and a rationale for it. The petition must be presented to the committee no later
than its last regular meeting of the semester prior to when the course will be taken.

Most TU students with learning differences can be successful at completing Oglethorpe’s Core math requirement.
However, Oglethorpe recognizes that some students with specific mathematics learning disabilities and processing
disorders may be unsuccessful in completing the COR 203 Great Ideas of Modern Mathematics or the COR 314
Mathematics and Human Nature requirement even with the use of reasonable accommodations. In an effort to provide
equal access to the curriculum, Oglethorpe allows a student with a documented mathematics-based disability and/or
processing disorder to petition for a substitution of the Core mathematics requirement. The petition is initiated by
completing an application for a faculty-approved course substitution prior to attempting the course to be used as a
substitute for COR 203 or COR 314.
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To initiate the process, the student must make a specific request and submit required documentation to the assistant
director of accessibility services. It is the responsibility of the student to initiate this process. Students seeking a
mathematics substitution must take into consideration the following caveats:

1. The mathematics course substitution policy can only be used to fulfill the COR 203 or COR
314 requirement. This policy does not concern disability related substitutions for any other
mathematics courses as related to major, minor, or prerequisite requirements.

2. Both the chair of the division of mathematics and computer science and the Core director
must approve all COR 203 or COR 314 course substitutions in advance.

3. Oglethorpe is not responsible for delays in graduation that result from substitutions. The
student should submit a request early in his or her program of study in order to allow ample
time to meet the requirement.

4. Students are cautioned against attempting coursework without explicit permission to take a
course as a substitution.

5. Courses previously taken may not necessarily fulfill the substitution requirement and as
such may not be applied retroactively.

If the petition is approved, the student will receive permission from both the chair of the division of mathematics and
computer science and Core director to take an alternate course in lieu of COR 203 or COR 314. Examples of possible
substitutions include but are not limited to the following:

PHI 201 Formal Logic

CSC 201 Introduction to Programming

History of Mathematics (via the ARCHE program; see Sec. 10.10.)

Final decision on course approval resides with the chair of the division of mathematics and computer science in
consultation with the assistant director of accessibility services.

Language Course Substitutions

Most students with disabilities can succeed at the study of a foreign language. However, Oglethorpe recognizes that
students with specific language processing difficulties may be unable to complete the language requirement. A student
with a documented language-based disability may petition the University to complete faculty-approved course
substitutions to fulfill this requirement.

To initiate the process, the student must make a specific request and submit required documentation to the assistant
director of accessibility services. It is the responsibility of the student to initiate this process. If the request is approved,
the student will receive permission from the chair of the division of foreign languages to take two four-hour culture-
related courses on non-English speaking areas of the world, or language-related courses such as computer
programming, in lieu of foreign language courses. Examples of eligible courses include but are not limited to the
following:

ART 330 Far Eastern Art History — India, China, Tibet and Japan

CSC 201 Introduction to Programming

GER 290 Special Topics in German Language, Literature and Culture

HIS 219 German History Since 1800

HIS 221 Russian History Since 1861

HIS 240 Latin America to Independence

JPN 251 Identity and Nation in Modern Japanese Literature

POL 231 Asian Politics

SPN/FRE 406 French and Spanish Crossroads in the Caribbean and Africa.

NOTE: Some short-term study abroad courses that do not require language study may be eligible.



Courses used as language substitutions cannot be counted toward the requirements of the student’s major or minor.
Language substitutions can only be applied to the language requirement; they are not granted for upper level language
courses required by a major. Students are cautioned against attempting coursework without explicit prior permission to
take a course to be used as a language substitution. All courses will be approved at the discretion of the chair of the
division of foreign languages. Oglethorpe is not responsible for delays in graduation that result from substitutions. The
student should submit a request early in his or her program of study in order to allow ample time to meet the
requirement.

Grievance Procedures

While disability services works diligently to provide the most appropriate accommodations possible in a timely manner,
students have the right to file a grievance. Oglethorpe University strives to provide prompt and equitable resolution of
complaints alleging action prohibited by the Americans with Disabilities Act (ADA) Amendments Act (ADAAA) of 2008,
and Section 504 of the Rehabilitation Act of 1973.

Any student who believes that appropriate accommodations have not been provided or that discrimination has occurred
against a student based on disability is permitted to file a grievance with the University as provided by the following
grievance procedure. Oglethorpe University is committed to using its best efforts to resolve disputes pertaining to
disability services in an informal manner whenever possible. To this end, a student who believes he/she has been
aggrieved either by some action or inaction on the part of the University as a whole or by a particular individual is
strongly encouraged to raise his/her concern directly with the individual or other appropriate official of the University.

Procedures to File a Complaint

Whenever an individual is dissatisfied with the informal resolution of a grievance or prefers to file a formal complaint
the following procedures shall apply.

Initial grievances regarding disability accommodations, accessibility, and inclusion should be first addressed to Ms. Tracy
Hall, assistant director of accessibility services, at (404) 364-8869.
e The grievance must be submitted in writing, contain the name and address of the
complainant, and describe the allegations.
e The description must include specific facts to support the allegation(s).
e The grievance must be filed within thirty (30) days of the alleged incident.

Filing an Appeal

Once the assistant director reviews the grievance and records, and renders a response in writing, it is within the
student’s rights to appeal the decision or ask for additional review and consideration. These appeals must be addressed
to the assistant provost at (404) 364-8418.

Upon appeal, an investigation, if appropriate, shall be conducted by the assistant provost. During this procedure, the
complainant, the persons against whom the allegations have been made, and their respective representatives, if any,
will have the opportunity to submit information and documentation regarding the complaint allegations. The
investigation will be completed with written results of the investigation issued and a copy forwarded to the complainant
within thirty (30) business days of receipt of the complaint. The complainant may appeal the findings of the investigation
by completing an online request at http://hub.oglethorpe.edu/registration-records/academic-appeal/. (Back to ToC)
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3.3.3. Policy Prohibiting Discrimination, Harassment and Retaliation

Oglethorpe University values the dignity of the individual, human diversity and an appropriate decorum for members of
the campus community. Discriminatory or harassing behavior is indefensible as it makes the work, study or living
environment hostile, intimidating, injurious or demeaning.

It is the policy of the University that all members of the Oglethorpe community are able to work, study, participate in
activities and live on a campus free of unwarranted harassment in the form of oral, written, graphic or physical conduct
which personally frightens, intimidates, injures or demeans another individual. Harassment directed against an
individual or group that is based on race; color; religion; national origin; sex; sexual orientation; gender identity or
gender expression; marital status; pregnancy, childbirth or related medical conditions; age; disability or handicap;
genetic information; citizenship status; service member status; or any other category protected by federal, state or local
law is prohibited. At a minimum, the term harassment as used in this policy includes:

e Offensive remarks, comments, jokes, slurs or verbal conduct pertaining to an individual’s
personal characteristics or those of a group.

e Offensive pictures, drawings, photographs, figurines or other graphic images, conduct or
communications including e-mail, text messages, postings, faxes, documents or copies
pertaining to an individual’s personal characteristics or those of a group.

e Offensive sexual remarks, sexual advances or requests for sexual favors.

e Offensive physical conduct including touching and gestures.

Sexual misconduct, harassment and assault are addressed in a separate policy; see Sec. 12.3.

Retaliation, which includes threatening an individual or taking any adverse action against an individual for reporting a
possible violation of this policy or participating in an investigation conducted under this policy, is absolutely prohibited.

Members of the faculty are also covered by this policy and are prohibited from engaging in any form of harassing,
discriminatory or retaliatory conduct. No member of the faculty has the authority to suggest to any student that the
student’s evaluation or grading would be affected by the student entering into (or refusing to enter into) a personal
relationship with the faculty member or for tolerating (or refusing to tolerate) conduct or communication that might
violate this policy. Such behavior is a direct violation of this policy.

Grievance Procedures for Students

Oglethorpe University has adopted an internal grievance procedure providing for the prompt and equitable resolution of
complaints alleging any action prohibited by this policy and/or conduct in violation of Title VI, Title VII, Title IX, Section
504, the Age Discrimination Act and the Americans with Disabilities Act (ADA) Amendments Act (ADAAA) of 2008. The
following University officials have been designated to respond to allegations regarding any such violation: the vice
president for campus life, the provost, the director of human resources or director of counseling.

Complaints alleging misconduct as defined in this policy should be reported within 90 days of the alleged offense.
Complainants may seek informal or formal resolution. An informal resolution is not possible in cases of alleged sexual
assault.

Informal resolution focuses on communication, education and resolution while formal procedures focus on investigation
and discipline. An informal resolution is not possible in cases of sexual assault. Informal complaints will be resolved
within 15 business days with a written resolution given to each of the parties involved. If the situation results in an
impasse, the complainant will be given a notice of impasse within 15 business days from the filing of the incident. If a



notice of impasse is given and the complainant wishes to file a formal written complaint, the complainant must do so
within 30 business days of the date of notice of impasse unless a waiver in filing time is requested.

When a formal complaint is filed an investigation will be initiated. The person alleged of misconduct will be given 10
business days to provide a signed response to the requesting official. A copy will be provided to the complainant. If the
alleged harasser fails to respond, the presumption will be made that the allegation(s) in the complaint are true. A
written determination will be issued to the complainant within 60 business days of the receipt of the formal written
complaint. If the procedure requires an extension of time, the complainant will be informed in writing of the reasons,
the status of the investigation and the probable date of completion.

If the complainant disputes the findings or is dissatisfied with the recommendations, the complainant may request
reconsideration of the case to the president in writing within 45 business days of receipt of the written determination.
Complainants also have the right to file with the appropriate state or federal authorities as set forth in the applicable
statutes.

Cases that may require disciplinary action will be handled according to the established discipline procedures of the
University. Student organizations in violation of this policy may be subject to the loss of University recognition.
Complainants shall be protected from unfair retribution.

Nothing in this policy statement is intended to infringe on the individual rights, freedom of speech or academic freedom
provided to members of the Oglethorpe community. The scholarly, educational or artistic content of any written or oral
presentation or inquiry shall not be limited by this policy. Accordingly, this provision will be liberally construed but
should not be used as a pretext for violation of the policy. (Back to ToC)

3.4. Additional Policies, Statements and Requirements Related to Conduct of Various Members of the
Campus Community

3.4.1. Civility Statement

Oglethorpe University is a place dedicated to vigorous discussion, exchange of ideas and debate. Such discussion always
runs the risk of becoming acrimonious, thus it is particularly important for all members of the Oglethorpe community to
maintain a climate marked by mutual respect. We must be committed to the highest standards of civility and decency
and to promoting a community where all people can work and learn together in an atmosphere free of demeaning
behavior or hostility.

The need to maintain civility and mutual respect extends throughout the different venues of debate and discussion --
from informal exchanges in the dining hall, the residence halls or the quad to formal discussions in classrooms and
meetings.

Students and faculty have a responsibility to foster a healthy climate for the exchange of ideas in the classroom and on
campus. To that end, students and faculty should specifically avoid behavior that disrupts classroom activities or creates
a hostile or intimidating atmosphere. (Back to ToC)

3.4.2. Code of Student Conduct (see Sec. 12.4.)
3.4.3. Consensual Relationship Policy

Oglethorpe University encourages the development of collegial and professional relationships among all members of the
University community and is committed to a learning and working environment of civility and mutual respect. Faculty
carry a special responsibility to adhere to the highest ethical and professional standards and to avoid any behavior that
may appear to undermine this atmosphere of trust and respect and thereby hinder the institution’s educational mission.



The faculty-student relationship is one of trust in the University, and the faculty member has the professional
responsibility for being a mentor, educator, and evaluator. Faculty-student romantic, dating, or sexual relationships,
even if consensual, interfere with a student’s pursuit of learning and the integrity of the academic environment and are
of special concern because of the potential for conflict of interest and/or abuse of power. These types of romantic,
dating, or sexual relationships can undermine the fundamental educational purpose of the University and disrupt the
workplace and academic environment.

Sexual relationships between faculty members and undergraduate students are inconsistent with the mission of the
University and inappropriate because they carry a risk of damaging the student’s educational experience and the faculty
member’s career.

The University thus prohibits sexual relationships, even of a consensual nature, between faculty members and currently
enrolled students.

Faculty members are strongly advised to exercise their best professional judgment concerning student-faculty
relationships and to consider that intimate relations with students, even of a non-sexual nature, can be fraught with
difficulties and the appearance of impropriety.

A faculty member who has received non-termination sanction(s) in writing from the provost under this policy may
appeal in writing to the review committee (as defined in The Faculty Handbook). Upon receipt of such an appeal, the
review committee solicits a letter from the provost to the committee outlining the case for such sanction(s), copied to
the faculty member making the appeal. Both the faculty member and the provost may provide supplementary
information for the review committee to use in its deliberations in addition to the appeal letter and provost’s letter. The
review committee makes a written recommendation about the appeal to the president, whose written decision on that
appeal is final. The review committee’s recommendation and the president’s decision are copied to the faculty member
making the appeal, his/her division chair, and the provost.

A faculty member who has received a termination sanction from the provost under this policy may appeal via the
process outlined in Section IlI-L (Termination of Appointment or Academic Tenure) of The Faculty Handbook.
(Back to ToC)

3.4.4. Ongoing Requirement for Students to Report on Disciplinary and Criminal Matters

Disclosure of disciplinary and criminal history is required on the Oglethorpe University admission application (see Sec.
4.). Oglethorpe applicants, accepted students and current students have an ongoing, continuing duty to report
additional disciplinary and criminal events that occur after submission of their admission application. The disciplinary
and criminal events that must be reported under this requirement are described below. Reports must be made to the
dean of students within three business days of the occurrence of the event. Failure to comply with this requirement will
result in sanctions up to and including immediate forced withdrawal from the University (for current students),
revocation of admission (for accepted students) and denial of admission (for applicants). Events which must be reported
include:

e Having been found guilty of any violation of a federal, state or municipal law, regulation or
ordinance (other than minor traffic violations) including offenses for which any type of first
offender status has been granted, or

e Having entered a plea of guilty, no contest, nolo contendere, or an Alford plea, or having
otherwise accepted responsibility for the commission of a crime, or

e Having been charged with, or having been found guilty/liable of, any violation of academic
honesty, honor code, or conduct regulations (be they academic or non-academic in nature) at
any other post-secondary institution (college or university), or



e Receiving any type of discharge from military service other than an honorable discharge.
(Back to ToC)

3.5. Policies and Statements Pertaining Specifically to the Academic Enterprise
3.5.1. Academic Freedom and Responsibility

Each faculty member has individual freedom of inquiry and expression in research, publication and teaching. Academic
freedom and responsibility are here defined as the liberty and obligation to study, to investigate and to discuss facts and
ideas concerning all branches and fields of learning. No limitations on such freedom shall be imposed other than those
required by generally accepted standards of responsible scholarship and research.

A faculty member speaking, writing or acting as a citizen shall be free from institutional censorship or discipline.
However, the faculty member should avoid conveying the impression that one is speaking on behalf of the institution.

No individual shall be excluded from initial appointment or from academic tenure, nor shall any individual be deprived of
appointment or academic tenure because of the individual’s views or associations.

In the event of an alleged violation of academic freedom, any faculty member has the right of a hearing through an
appeals committee. This committee shall be a joint trustee-faculty committee consisting of (1) three members elected
by the faculty, (2) three members appointed by the chairperson of the executive committee of the board of trustees and
(3) the president.

To avoid conflict of interest on the parts of faculty and students, faculty are not to use their academic positions to
market, engage in or develop professional services with or for students currently enrolled in their classes. (Back to ToC)

3.5.2. Honor Code (see Sec. 11.)
3.5.3. Policy on Intellectual Property Rights
Preamble

Oglethorpe University believes that the public interest is best served by creating an intellectual environment whereby
creative efforts and innovations can be encouraged and rewarded, while still retaining for the University and its learning
communities reasonable access to, and use of, the intellectual property for whose creation the University has provided
assistance.

The University supports the development, production, and dissemination of intellectual property by its faculty members,
staff and students.

Definitions

When used in this policy, the term “Copyright” shall be understood to mean that bundle of rights that protect original
“Works of Authorship” fixed in any tangible medium of expression, now known or later developed, from which they can
be perceived, reproduced, or otherwise communicated, either directly or with the aid of a machine or device. “Works of
Authorship” (including computer programs) include, but are not limited to the following: literary works; musical works,
including any accompanying words; dramatic works, including any accompanying music; pantomimes and choreographic
works; pictorial, graphic, and sculptural works (photographs, prints, diagrams, models, and technical drawings); motion
pictures and other audiovisual works; sound recordings; and architectural works. “Tangible Media” include, but are not
limited to, books, periodicals, manuscripts, phonograph records, films, tapes, and disks.



When used in this policy, the term “Patent” shall be understood to mean that bundle of rights that protect inventions or
discoveries which constitute any new and useful process, machine, manufacture, or composition of matter, or any new
and useful improvement thereof; new and ornamental designs for any useful article and plant patents being for the
asexual reproduction of a distinct variety of plant, including cultivated sprouts, mutants, hybrids, and new found
seedlings, other than a tuber propagated plant or plant found in an uncultivated state.

When used in this policy, the term “Intellectual Property” shall include Copyright and Patent.

Ownership of Intellectual Property

Intellectual Property created, made, or originated by a faculty member shall be the sole and exclusive property of the
faculty author or inventor except as otherwise provided in this policy.

The University shall own Intellectual Property only in the following circumstances:

a. The University expressly directs a faculty member to create a specified work, or the work is
created as a specific requirement of employment or as an assigned institutional duty that
may, for example, be included in a written job description or an employment agreement.

b. The faculty author or inventor voluntarily transfers the Intellectual Property, in whole or in
part, to the University. Such transfer shall be in the form of a written document signed by
the faculty author or inventor.

c. The University contributes to a “joint work” under the Copyright Act. The institution can
exercise joint ownership under this clause when it has contributed specialized services and
facilities to the production of the work that goes beyond what is traditionally provided to
faculty members generally in the preparation of their course materials. Such arrangement is
to be agreed to in writing, in advance, and in full conformance with other provisions of this
policy. The granting of sabbaticals, junior leaves and professional development grants by the
University shall not constitute grounds for “joint work” unless specified by the University in
the terms of the sabbatical, leave or grant.

d. The Intellectual Property results from externally funded research where ownership by the
University conforms to the requirements of the funding agency.

Except as otherwise provided, Intellectual Property created, made, or originated by a student shall be the sole and
exclusive property of the student author or inventor, except as he or she may voluntarily choose to transfer such
property, in full or in part, or as provided in any agreement with an external funding source. The University shall own the
copyright or patent in the case that the work was created by a student acting as an employee of the University and
working on a project as part of responsibilities as an employee or when a student is assisting a faculty member on a
project designated as joint work.

Intellectual Property created, made, or originated by a staff member in connection with his or her required job duties
shall be the sole and exclusive property of the University. The staff member shall own Copyright of works and Patents of
inventions created apart from his or her designated job responsibilities or as part of professional development activities
apart from designated work tasks except as otherwise provided.

Use of Intellectual Property

Material created for ordinary teaching use in the classroom and in department programs, such as syllabi, assignments
and tests, shall remain the property of the faculty author, but the University shall be permitted to use such material for
internal instructional, educational, and administrative purposes, including satisfying requests of accreditation agencies
for faculty-authored syllabi and course description.



In any agreement transferring copyright for such works to a publisher, faculty authors are expected to preserve the
rights for the institution to use such works for internal instructional, educational, and administrative purposes.

Work created by students in connection with course assignments or in response to surveys administered by the
University shall be available for the University to use for internal instructional, educational, and administrative purposes,
including the assessment of student learning outcomes.

Distribution of any Funds Generated

Funds received by the student, faculty or staff member from the sale of Intellectual Property owned by that author or
inventor shall be allocated and expended as determined solely by that author or inventor.

Funds received by the University from the sale of intellectual property owned by the University shall be allocated and
expended in accord with any applicable laws or agreements as determined solely by the University.

Funds received by a faculty member or student and the University from the sale of Intellectual Property owned jointly by
the faculty member or student and the University shall be divided equally between the faculty member or student and
the University unless a different agreement was entered into when the work was first undertaken.

In the event of multiple creators, the creators will determine the allocation of their individual shares when the work is
first undertaken.

Resolution of Emerging Issues and Disputes

The president’s cabinet shall monitor and review technological and legislative changes affecting intellectual property
policy and shall report to relevant faculty and administrative bodies, when such changes affect existing policies.

The president’s cabinet shall serve as a forum for the receipt and discussion of proposals to change existing institutional
policy.

Disputes over ownership, and its attendant rights, of intellectual property will be decided by the president of the
University. Should a dispute arise, the president shall call into session a committee formed by three faculty members
elected by faculty council, the director of information technology, and the vice president for business and finance who
shall chair the committee. The committee shall make an initial determination of whether the University or any other
party has rights to the invention or other creation, and, if so, the basis and extent of those rights. The committee shall
also make a determination on resolving competing faculty, student or staff claims to ownership when the parties cannot
reach an agreement on their own. The committee shall make recommendation to the president who shall make the final
determination. (Back to ToC)

3.5.4. United States Copyright Law Requirements

Oglethorpe University supports and promotes adherence to the copyright laws of the United States, and particularly
recognizes and adheres to the fair use provisions of Section 107 and the transmission performance and display
exception of Section 110(2) of the Copyright Act wherever necessary when promoting educational activities requiring
the sharing of materials. The University requires that all faculty, staff and students comply with the Copyright Act. The
University also supports the Digital Millennium Copyright Act of 1998 that made major changes to the United States
Copyright Laws to make them compliant with the World Intellectual Property Organization (WIPQO) Copyright Treaty and
the WIPO Performances Phonograms Treaty. Under these provisions it is illegal to copy or distribute copyrighted
materials. This includes music, movies, video, or games that are downloaded via file sharing networks like KaZaA,
Gnutella, Napster, Blubster, and others, and which items are typically distributed without the permission of the



copyright owner. Thus these downloads are illegal. The University prohibits the downloading and distribution of
copyrighted materials without the permission of the copyright holders and the proper licensing as required. Members of
the University community who violate copyright law will be liable for their infringement. Infringement of copyright law
can result in criminal and civil liability and statutory damages in excess of $150,000 for each work. Please consult
http://library.oglethorpe.edu/services/copyright/ the most up-to-date information on the impact and requirements of

U.S. copyright law on the educational mission of the University, its employees and its students. (Back to ToC)
3.5.5. Institutional Review Board (IRB) Information and Procedures

General Information and Procedures

The purpose of an Institutional Review Board (IRB) is to help ensure that researchers observe ethical guidelines
developed to protect the well-being of research participants. Under most circumstances, all faculty, staff, and students
planning to conduct research involving human participants must obtain approval by the IRB prior to any data collection.
Approval also must be obtained prior to any changes in approved procedures that will affect the confidentiality or risk of
harm to participants. Most protocols will be approved for one year, although the review interval may be shorter if the
IRB determines that the degree of risk is more than minimal. It is the responsibility of the investigator to make sure that
ongoing research is submitted for review before the approval lapses. More specific guidelines and recommendations
are provided below.

When is it necessary to submit a research project to the IRB for review?

Faculty, staff, and student research that includes human subjects must be submitted for review if any of the following
criteria apply:

e The research involves interaction with participants, or

e The research collects identifiable data of a personal nature (from participants or records)
that the participants would reasonably expect to be confidential, or

e The research involves collecting data from participants from an especially vulnerable
population, such as infants, children, people with mental ilinesses, prisoners, or people
undergoing medical procedures. You should consult with the IRB to obtain more
information on relevant safeguards for special populations such as these, or

e The research involves more than minimal risk of physical or psychological harm or
discomfort to participants. According to federal regulations (45 CRF 46), minimal risk means
that the probability and magnitude of harm or discomfort anticipated in the research are
not greater in and of themselves than those ordinarily encountered in daily life. Your
assessment of harm and discomfort should include consideration of emotional discomfort
such as embarrassment or emotional pain, or

e The research involves deception of the participants at some point in the project, or

e The research project involves the solicitation of external funding. In this case, be aware that
as of October 1, 2000, the federal government requires that all submissions for federal
grants regarding research with humans be accompanied by a certificate of proof that the
submitter has completed a course or workshop on the ethical treatment of human
participants. Please contact the chair of the IRB for more information on this requirement if
it applies to your project.

Research by students that involves human participants can be reviewed and approved through academic program
procedures approved by the IRB if all of the following criteria are met:
e The research is not externally funded, and
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e The research collects only anonymous data from participants and records, and

e The research does not involve collecting data from participants from an especially
vulnerable population (e.g., infants, children, people with mental ilinesses, prisoners, people
undergoing medical procedures), and

e The research involves no more than minimal risk of physical or psychological harm or
discomfort to participants (see definition of minimal risk of harm above) and

e The research does not involve deception of participants

Academic programs where students frequently use human participants in research projects must develop a procedure
for evaluating student projects that meet the five points above. The procedure must be approved by the IRB prior to
implementation. The psychology program endorses and follows the ethical standards of the American Psychological
Association when it evaluates student research projects that meet the five points above. These guidelines are
recommended for other academic programs as well.

Special Note: Individuals outside of the Oglethorpe University community who wish to conduct research on campus
must submit their proposals for IRB review.

When is it not necessary to obtain IRB approval or departmental approval?

To address this issue, consider the guidelines adopted by the psychology program. The psychology program traditionally
uses humans as research participants more than any other program. In that program, human participants are used in
research projects in three ways. First, the faculty in the program sometimes use humans as participants in their own
projects. For example, one professor measures people’s abilities to accurately decode nonverbal forms of
communication. Second, the students in the program sometimes use humans as participants in their own projects. For
example, a student may create a personality questionnaire and distribute the questionnaire to students via campus mail
as part of an advanced research project, independent study, or honors project. Third, instructors in the program
sometimes conduct small experiments in class to illustrate a point or to collect data for statistical analysis. For example,
one instructor arranges for a person to unexpectedly enter a classroom and “steal” the instructor’s notebook. After a
passage of time, the students (witnesses) answer a series of questions about what happened. They then use the data to
test several hypotheses about eyewitness testimony and memory.

In the first two cases (i.e., faculty and student research), the psychology program must follow the IRB guidelines for
review and approval. In the third case (in-class experiments), the program believes that these are pedagogical exercises,
not research per se. Consequently, instructors are given the freedom to use activities that they believe are appropriate,
as long as those activities conform to the ethical standards of the American Psychological Association. In short, all
research in the psychology program will conform to the American Psychological Association’s ethical standards and,
when appropriate, research projects will be submitted to the IRB for its review.

Academic programs in similar situations, with similar types of classroom projects, do not need to submit them for IRB or
program approval. Note, however, that some ethical standards should be adopted and followed even in those
pedagogical exercises.

What is the procedure for submitting proposals to the IRB?

The Oglethorpe University IRB conducts two types of reviews, standard and expedited. For a standard review, all IRB
members read and review your proposal. For expedited reviews, only the IRB Chairperson will review the request. You
may request an expedited review of your research if either of the following two points applies:
e Your study is an ongoing project that already has been approved by the IRB and has not
changed or has changed in a way that will not affect confidentiality or risk of harm to



participants. Whether or not changes in the procedures are introduced, all ongoing
research must be reviewed by the IRB at least once a year.

e Your study involves no more than minimal risk of physical or psychological harm or
discomfort to participants and does not involve deception or the use of participants from an
especially vulnerable population. If the IRB chairperson is concerned that your study may
place participants at risk for more than minimal harm or discomfort, your project will be
reviewed through the standard IRB procedures.

The materials to submit for standard and expedited reviews are identical and they should be submitted to the IRB chair.
Please submit two hard copies of all materials. For standard IRB reviews, the procedure normally takes about four
weeks. For expedited IRB reviews, the procedure normally takes about one week. Currently, the IRB chair is:

Dr. Lisa Hayes Phone: (404) 364-8391

Assistant Professor of Psychology E-mail: lhayes1@oglethorpe.edu

Oglethorpe University
4484 Peachtree Road, N.E.
Atlanta, GA 30319

What are the materials to submit for IRB review?

To request approval of your project by the IRB, you need to submit:

e A completed IRB Approval Request Form (available upon request from the IRB chair).

e A copy of your proposed informed consent form (see attached guidelines).

e Copies of any measures or questionnaires to be used in the study.

e If the investigator believes that written consent is not appropriate, he or she must provide
the IRB with a statement of the reasons why written consent should be waived.
Alternatively, a script (which includes all the elements of consent) is sometimes used in
obtaining oral consent from the participant. In this case, a copy of the script must be
provided to the IRB.

Special Note: Be advised that if you plan to collect data at an off-campus facility (e.g., school, daycare center, and
hospital) you are responsible for contacting that facility to inquire about its own IRB procedures. In most cases, schools,
hospitals, prisons, and other settings have their own IRB procedures. Thus, if your project involves off-campus research,
your protocol will need to be reviewed and approved by the Oglethorpe University IRB and possibly by a second IRB at
the off-campus facility.

What if an IRB committee member wishes to submit a proposal for consideration?

If a standing member of the committee wishes to submit a proposal, it should be sent to the chair of the IRB for the
appropriate type of review (standard or expedited). If the chair of the IRB committee wishes to submit a proposal, she
or he will submit it to another member of the committee who will make the decision regarding standard versus
expedited review. In all cases, if a standard review is necessary for a committee member’s proposal, the submitting
member will be excused from all voting responsibilities regarding her/his proposal.

What happens when an approved research project is completed?

The IRB committee asks that investigators notify the committee chair once their project is completed and submit a brief
summary of the results. This will help the committee keep records on all projects in the event of an external audit of
research conducted at Oglethorpe University.



For additional information, please see http://psychology.oglethorpe.edu/research/oglethorpe-university-institutional-
review-board/. (Back to ToC)

3.6. Policies Relating to Digital Media, Information and Communication
3.6.1. University Communication Policy

The Oglethorpe University e-mail system is the University's official mode of electronic communication to and among
faculty, staff and students.

The University and its faculty, staff and students will use official Oglethorpe e-mail accounts (those labeled
name@oglethorpe.edu) to send University news, essential information, classroom communications and official notices.
Such communications will not be sent to personal e-mail accounts.

Students are required to maintain current home addresses, local addresses, phone numbers and emergency contacts
with the office of enrollment services. Please see Sec. 6.6.

In addition, both permanent home addresses and local addresses will be used for official written communications, and
students are responsible for information mailed to these addresses of record. Such communications may include
midterm and final grade reports, financial aid awards, library notices and student account statements.

It is the responsibility of the student to ensure that his or her information of record is correct and to make all changes to
such information directly with the office of enrollment services.

Faculty or other staff offices may collect such student information for their own purposes, but this does not constitute
an official notification of changes. Students must go to the office of enrollment services to make official changes or
corrections to their information of record in person.

Faculty and staff are required to maintain current home address, phone numbers, emergency contacts and beneficiaries
on file with the office of human resources. (Back to ToC)

3.6.2. Policy on Computing Ethics, E-mail and Computer Use

Every residence hall room, faculty office and appropriate staff office has a connection to the Oglethorpe computer
network and, through that intranet, to the greater world of the Internet with all its resources. Access is also available to
students through computers located in the Philip Weltner Library, the Turner Lynch Campus Center and Goslin Hall.

Statement of Computing Ethics

All users of Oglethorpe University electronic resources have the responsibility to use information technology in an
effective, efficient, ethical and lawful manner. The ethical and legal standards that must be maintained are derived
directly from federal, state and local laws, as well as from standards of common sense and common decency that apply
to the use of any public resource. Violations of any conditions will be considered to be unethical and may possibly be
unlawful. In accordance with established University practices, violations may result in disciplinary review which could
result in legal action. The following list, though not comprehensive, specifies some responsibilities that accompany
computer use, be it on centralized computing hardware or any other Oglethorpe electronic resource.
a. Use of resources must be employed only for the purpose in which they are intended.

University-supported computing includes: authorized research, instructional and

administrative activities. Personnel and computing resources cannot be used for commercial

purposes, monetary gain or unauthorized research.
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b. Computer users must not search for, access or copy directories, programs, files, disks or
data not belonging to them unless they have specific authorization to do so. Programs,
subroutines and data provided on Oglethorpe’s central computers cannot be downloaded or
taken to other computer sites without written permission. Programs obtained from
commercial sources or other computer installations may not be used unless written
authority to use them has been obtained. Oglethorpe equipment or software may not be
used to violate the terms of any license agreement.

¢. Individuals should not encroach on others’ use of the computer. This includes:

e Using electronic resources (including, but not limited to, Peer-to-Peer programs
such as Bit Torrent) for non-academic activities or other trivial applications such that
it prevents others from using these resources for their primary intended purpose;

e Sending frivolous or excessive messages or mail either locally or over the networks;

e Using excessive amounts of network bandwidth, hard disk storage space and/or
printing excessive amounts of digital documents, programes, files or data;

e Running grossly inefficient programs when efficient ones are available.

e Recording another user’s keystrokes by any means (such as a key logger device or
key logger software, a video camera, a cellphone video, etc.).

d. Individuals must not attempt to:

e Access, modify, change or impede any aspect or component of Information
Technology Systems.

e Corrupt, encrypt or do any other harm to the system.

e Subvert the restrictions associated with computer accounts, networks or computer
software protections.

Policy on E-mail and Computer Use

Oglethorpe University provides a wide variety of computing, networking and other technology facilities in order to
promote and support academic pursuits. Information technology services (IT services) maintains and supports
computing and networking services as well as other technologies in support of the University mission.

By using University technology resources, all users agree to abide by all University rules and policies, as well as any and
all local, state and federal laws. All users have the responsibility to use computing technology resources in an effective,
efficient, ethical and lawful manner. Violations of this policy may result in suspension, without notice, of privileges to
use the resources and services, disciplinary action, including possible termination and/or legal action. Any questions
regarding this and other policies should be addressed to the director of IT services.

Use of, or access to, Oglethorpe’s computer, network and telecommunication resources and services constitutes
acceptance of this Policy on E-mail and Computer Use.

General Responsibilities

1. Individual use: Network and computing accounts are for individual use and should only be
used by the person to whom the account has been issued. Users are responsible for all
actions originating through their account or network connection. Users must not
impersonate others or attempt to misrepresent or conceal their identity in electronic
messages and actions. Users must not use University resources for any purpose inconsistent
with Oglethorpe’s status as a non-profit entity. Users may not send mass e-mail to the



University or subgroups of the University via already existing lists or lists gleaned from the
global address book without prior written authorization.

2. E-mail use: Oglethorpe University encourages the appropriate use of e-mail. All users are
expected to adhere to the bounds of decency, law, ethics, common sense, and good taste in
e-mail communications. Confidentiality of e-mail is not guaranteed. Users should not
assume that messages they send or receive are absolutely private. Views expressed by
individual users are not necessarily the views of Oglethorpe University.

3. Intellectual property: Users must comply with all copyright laws and fair use provisions,
software licenses and all other state and federal laws governing intellectual property.
Inappropriate reproduction and/or distribution of copyright music, movies, computer
software, text, images, etc., are strictly prohibited.

Privacy

Oglethorpe University will take reasonable efforts to ensure that user files and e-mail messages remain private. Further,
the University does not routinely monitor the contents of user files and/or messages. However, given the nature of
computers and electronic communications, the University cannot in any way guarantee, unless legal requirements
dictate otherwise, the absolute privacy of files and information. Users must take reasonable precautions and understand
that there is a risk that in some circumstances others can, either intentionally or unintentionally, gain access to files
and/or messages. Where it appears that the integrity, security or functionality of the University’s computer or network
resources are at risk, Oglethorpe University reserves the right to take whatever actions it deems necessary (including,
but not limited to, monitoring activity and viewing files) to investigate and resolve the situation.

The University will treat personal files and communications as confidential and will only examine or disclose their
contents when authorized by the owner or under the following circumstances:

a. Criminal investigation: IT services will comply with any criminal or civil legal proceedings,
and provide any and all data requested in a legal subpoena in a timely fashion. The user(s)
may be informed of this action unless IT services is legally bound to secrecy or
circumstances prohibit the release of the information.

b. Termination of employment: IT services will, upon written request of a department head
and/or vice president, and after verification that a user has left the University, allow the
appropriate department head or director access to data associated with the former
employee’s account.

c. Internal administrative request (e.g., harassment allegation, discrimination, job
performance, suspected honor code violation, suspected code of student conduct violation,
etc.): Any request of an internal nature to examine a user's e-mail or electronic data must be
made in writing to the director of IT services. Once this request is received, the combined
authorization of the chief information officer (CIO) and the appropriate provost and/or vice
president is necessary to approve the request and outline the scope and method of the
search, who will be provided the results of the search and decide whether the affected user
will be notified and if so, if it will be before or after the search is completed. In general,
users will be notified of the search unless the circumstances of the request dictate
otherwise. Final approval for the search rests with Oglethorpe’s president.

All professional staff members of the IT services department are required to sign a confidentiality agreement regarding
any and all user information they may come across in the performance of their duties. (Back to ToC)



3.7. Parking, Driving and Vehicle Registration Policies and Regulations

These regulations are intended to make the parking facilities of the University available to its members, to promote
pedestrian and vehicular safety and to ensure access at all times for emergency vehicles.

Traffic and Parking Regulations

e All vehicle operators are subject to University parking and traffic regulations while on University
property and are responsible for knowledge of these regulations.

e Traffic regulations are in effect 24 hours a day, year-round.

e The director of campus safety and dean of students have the authority to enforce or suspend the traffic
and parking regulations at any time.

e State of Georgia statutes are in effect, and reference to Georgia Code, Chapters 40-6-221 through 225
will apply for spaces designated for generally disabled person parking.

e Pedestrians will be given the right-of-way at all times.

e The maximum speed limit on campus is 15 mph.

e All traffic signs and parking spaces (including painted curbs, spaces and hatchings) must be obeyed. It is
not possible to mark with signs or yellow paint all areas of University property where parking is
prohibited. However, parking is prohibited in driveways, in spaces designated for disabled persons and
on pedestrian paths, crosswalks, sidewalks, grassy areas, construction areas, fire lanes, service areas or
any place where parking or driving would create a safety hazard, obstruct traffic or interfere with the
use of University facilities.

e The person registering the vehicle is responsible for all parking violations by that vehicle. If the vehicle
is loaned to another person, proper observance of these regulations shall remain the responsibility of
the registrant, except in the case of a moving violation for which the driver is responsible.

e Vehicles already in the traffic circle have the right-of-way.

e All drivers must follow the immediate direction of campus safety and police personnel.

e All traffic devices including but not limited to signs, traffic cones and barricades must not be removed
and all traffic direction they are designed to enforce must be obeyed.

e Reckless driving, loud music or noise audible more than 20 feet from any vehicle, riding outside the
passenger compartment of any vehicle, failure to yield to traffic in the traffic circle and failure to
register a vehicle are violations of the University parking and traffic regulations. Music sound level from
vehicles on campus should be maintained at 54 dB while in academic areas of campus.

e Inoperable/Disabled vehicles must be reported immediately to Campus Safety 404-504-1998 and
removed within 48 hours of notification. If the permit holder for that vehicle has delayed notification
until after the receipt of a parking citation, they will be held responsible for the payment of that
parking citation.

e Inoperable/Disabled vehicles left standing in driveways, driving lanes, tow lanes, fire lanes, blocking
vehicles or any other No Parking areas are subject to being towed and fined.

e Any vehicle which has been issued a parking citation and remains in the same location for 24 hours, will
be issued another parking citation.

e Any vehicle that has been parked illegally for three consecutive days, or which is parked legally but
determined to be derelict, is subject to being towed and fined.

e After receiving three (3) parking citations, the person responsible for that vehicle is subject to the
suspension of all parking privileges on campus. A meeting will be scheduled to determine future
eligibility.



Parking Areas (please see parking map below for details)

e The Keyhole area is reserved for special visitor parking only. No faculty, students, or staff are permitted

to park in this area.

e Resident student parking is allowed in the following lots and spaces: Greek Row, Upper Quad, Bowden-
Magbee, Maintenance Drive, Conant Performing Arts Center, Turner Lynch Campus Center, and Traer
and Dempsey parking areas.

e Commuter student parking is limited to areas in the Goslin/Schmidt and Hearst/Goodman parking lots.

e Faculty/staff parking is limited to the Schmidt/Dorough, Hearst, Turner Lynch Campus Center and

library parking areas.

e Reserved parking, including buses and large vehicles, will be assigned on a case by case basis with the

assistance and direction of campus safety.

e For fees associated with parking violations see below.
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Vehicle Registration

Hermance Drive

Any member of the University faculty, student body or staff using University roadways or parking spaces at any time on

campus property must register his or her vehicle with campus safety.

Faculty and staff will

register vehicles annually between August 1 and the first day of classes in the fall semester. The

availability of student parking permits will be announced prior to the start of the fall and spring semesters by way of

email from campus safety.

An individual may register only a vehicle belonging to the registrant or a member of his or her
immediate family. Proof of ownership may be any official document that identifies the owner of
the vehicle, including title, bill of sale or license tax receipt. Requests for exceptions to this
requirement may be granted under special circumstances.



e Permit fees must be paid at the time of vehicle registration.

e Proof of vehicle registration is a permit in the form of a decal provided to the registrant at the time
of vehicle registration.

e Official decals may be used on a vehicle other than the registered vehicle for three days provided
the registrant informs campus safety of the decal’s use on a non-registered vehicle. The front of the
decals must be completely visible at all times while on campus property.

e Parking permits can be purchased at https://www.permitsales.net/OU.

Violations

All citations must be paid via the website https://www.permitsales.net/OU or in the business office.

e Parking Zone Violation: First Offense: $25.00
Second Offense: $35.00
Third or Subsequent Offense:  $50.00 plus required meeting

e Parking in a Disability Spot/Area without Proper Permit: ~ $50.00

e Parking in a Fire Lane or in Front of a Fire Hydrant: $30.00
e Parking in a Reserved Space without Proper Permit: $30.00
e Parking in a Driveway or Other Undesignated Spot (such as Sidewalk, Grass, or Off-Road):
$30.00
e Parking improperly or Over the Line: $30.00
e No Permit Displayed: First Offense: $25.00
Second Offense: $35.00

Third or Subsequent Offense: $50.00 plus required meeting
e All other violations are categorized under “reckless driving” and will be referred to the student

conduct process or office of human resources.

Vehicle Immobilization Charges

In order to have the immobilization device (boot) removed from the offending vehicle, a $50.00 charge must be paid to
campus safety prior to the removal of the immobilization device (boot). Students may pay this fee in the form of cash,
check or debit card. Guests and visitors must pay the removal fee in the form of cash, credit or debit card in the business
office located in Lupton Hall.

Towin

If a boot remains on an offending vehicle for more than three consecutive days without payment of the removal fee, the
vehicle will be towed prior to the beginning of the next business day.

The University reserves the right to immobilize, remove and impound vehicles on campus property:
e Found in violation of parking regulation.
e Without a current and valid parking decal.
e Displaying an unauthorized, revoked or altered permit.
e Parked in fire lanes, driveways, circular turnarounds, disability spaces, walkways or on lawns.
e Blocking a dumpster.
e Posing a health or safety hazard.
e If notice has been made informing the owner that the vehicle will be removed.

Campus safety will have record of the removal of any vehicle and its location will be provided to the registered owner.


https://www.permitsales.net/OU
https://www.permitsales.net/OU

University Liability

The University assumes no liability by the granting of vehicle parking or operating privileges. The University assumes no
responsibility for the care or protection of vehicles or contents while operated or parked on University property.

Visitor Parking

e Temporary parking permits may be issued by campus safety to campus visitors, on a case-by-case
basis, at no charge. The driver of the vehicle must ensure that the temporary parking permit is
clearly displayed within their vehicle when they park on campus. The driver of the vehicle must
provide their contact information, and present a current driver’s license and proof of insurance to
obtain a temporary parking permit. The driver must also provide the name, campus address and
telephone number of the person they are visiting on campus. Parking arrangements for visiting
buses and large vehicles will be assigned on a case by case basis.

Appeals Procedures

Any individual receiving a parking or traffic citation may log on to the portal at https://www.permitsales.net/OU to

request a hearing on the citation, complete a citation appeal form or make a payment online.

The following reasons are not acceptable grounds for dismissing a parking or traffic citation:
e Ignorance of regulations
o Inability to find a legal parking space or no space available
e Inclement weather
e Late forclass
e Improperly displayed decal or failure to display decal
e Failure to purchase a decal
e Permit used by another person

Requests for a parking violation appeal must be made within five calendar days of the citation date to the office of
campus life.

e Student hearings will be held bi-weekly during fall and spring semesters. During the summer
semester, student hearings will be held once a month. The appeals committee may make a decision
based upon the written request with or without the presence of the alleged violator.

e Faculty and staff hearings will be held each month that school is in session full time.

e A person requesting a hearing may be present at his or her parking violation hearing and may
present information as permitted by the director regarding the citation.

e Adiagram or other pertinent information describing details concerning the citation may be
submitted to the office of campus life.

o Tickets are considered pending during the parking violation hearing process.

e The appeals committee will hear the matter and render a decision. They may find that a parking
violation occurred and impose the appropriate penalty, or may find that no parking violation
occurred and dismiss the citation, or may suspend half or all of the fine imposed as a result of a
finding of fact in the hearing.

The ruling of the appeals committee may be appealed to the dean of students in writing within three calendar days from
the decision. The decision from the dean of students is final.

All decisions are transmitted to the alleged violator at the email address supplied online and a formal letter.
(Back to ToC)
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3.8. Family Educational Rights and Privacy Act (FERPA)

To comply with the Family Educational Rights and Privacy Act of 1974, commonly called the Buckley Amendment, the
administration of Oglethorpe University informs the students of their rights under this act. The law affords students
access to educational records and partially protects students from the release and disclosure of those records to third
parties. Educational records are those records, files and other materials that contain information directly related to a
student’s academic progress, financial status, medical condition, etc., that are created as a result of the individual being
a student and are maintained by the University or a party acting on behalf of the University.

1. Educational Records

Educational records are defined as those records created to assist the offices of academic divisions, admission, business,
enrollment services, financial aid, president, provost, registrar, student affairs and institutional research and
effectiveness in their support of basic institutional objectives and any records identified by student name that contain
personally identifiable information in any medium.

Educational records, with the exception of those designated as directory information (see Directory Information, below),
may not be released without the written consent of the student to any individual, agency or organization other than to
the following authorized personnel or in the following situations:
e Parents or guardians, if student is a dependent as defined by Section 152 of the Internal
Revenue Code of 1954 and the parents or guardians have established this dependency with the
Oglethorpe University office of enrollment services.
e Oglethorpe University officials who have an educational interest in the student, including but
not limited to faculty, staff, advisors, instructors and coaches.
e Officials of other schools in which the student seeks to enroll (transcripts).
e Certain government agencies specified in the legislation.
e An accrediting agency in carrying out its function.
e In emergency situations where the health or safety of the student or others is involved.
e Educational surveys where individual identification is withheld.
e Inresponse to a judicial order.
e In a campus directory after the student has been informed of deletion options.
e In connection with financial aid.
e Parents or guardians of a student if regarding the student’s use or possession of alcohol or
controlled substances in limited circumstances.

For more information about educational records maintained by the University, please contact the office of enrollment
services.

2. Directory Information

Directory information is information not generally considered harmful or invasive of privacy if disclosed. The University
may (but is not required to) release directory information to parties having a legitimate interest in the information.
Oglethorpe University defines directory information as the following: student name, University e-mail address,
telephone listing, date of birth, major field of study, participation in officially recognized activities and sports, weight and
height of athletes, dates of attendance, photographs, enrollment status, degrees and awards received and most recent
previous educational agency or institution attended by the student. Mailing lists of Oglethorpe University students will
not be provided outside the University community, except to the U. S. Department of Defense for military recruiting
purposes as required by the Solomon Amendment.



Students who wish to exercise their rights under the law to refuse to permit release of any or all of the categories of
personally identifiable information with respect to themselves must notify the registrar in writing, preferably before
completion of registration for the first semester of enrollment for that academic year. If a student has questions about
the ramifications of this action, please consult the registrar in enrollment services for more information.

3. Student Review of Records

A student may request, in writing, an opportunity to review the official educational records maintained by the
University. Educational records excluded from student access are:
e Confidential letters and statements of recommendation which were placed in the record
before January 1, 1975.
e Confidential letters and confidential statements of recommendation placed in the student’s
education records after Jan. 1, 1975, if:
o The student has voluntarily signed a waiver of right to inspect and review those letters
and statements.
o Those letters and statements are related to the student’s:
» Admission to an educational institution.
» Application for employment.
» Receipt of an honor or honorary recognition.

Medical and psychological information.

Private notes and procedural matters retained by the maker or substitutes.

Financial records of parents or guardians.

To review their student record, a student must submit a written request to the registrar. Access will be made available
within 45 days of receipt of a valid written request. Certified transcripts may be withheld if a student has not met all
obligations to the University.

After inspection of a record, the student has the right to challenge any material which may be inaccurate or misleading
or which violates the student’s privacy. The student may do so by requesting the correction or deletion of such
information in writing on the above listed form.

This appeal may be handled in an informal meeting with the party or parties concerned or through a formal hearing
procedure. Formal hearing procedures are as follows:
e The hearing shall be conducted and decided within a reasonable period of time following the
request for a hearing.
e The hearing shall be conducted and the decision rendered by an institutional official or other
party who does not have a direct interest in the outcome of the hearing.
e The student shall be offered a full and fair opportunity to present evidence relevant to the
issues raised.
e The decision shall be rendered in writing within a reasonable period of time after the
conclusion of the hearing.

Note: A formal hearing may not be convened to contest grades. The grade appeal procedures are listed in the grade
appeal policy (Sec. 6.20.6.).



4, Student’s Written Consent to Release Educational Records

Written consent by the student to release educational records to a third party must specify the records to be released
and the recipient of such records. Request forms for the release of appropriate records are available in each office
containing educational records.

5. Notification of Parents, Guardians, Spouses and Other Family Members

Parents and guardians may obtain non-directory information (grades, GPA, etc.) only at the discretion of the institution
and after it has been determined that the relevant student is legally their dependent (as defined by the IRS). Oglethorpe
University recognizes the importance of support and interest of parents, guardians, spouses and families of students in
all areas of the college program. Students are encouraged to share information about their experience and programs
with their families. In keeping with that philosophy, it is Oglethorpe University’s policy not to disclose non-directory
information based solely on dependent status. Parents, guardians, spouses and other family members may also acquire
non-directory information by obtaining and presenting a signed consent from the relevant student. The University may
choose to provide non-directory information to parents or guardians if it is regarding the student’s use or possession of
alcohol or controlled substances. (Back to ToC)

3.9. General Policies for Handling Student Complaints, Appeals and Requests for Exception

Whenever a University policy or requirement has an embedded process for resolving complaints, appeals, or requests
for exception (meaning variance and/or waiver; please see Sec. 1.4.19 and Sec. 1.4.20. for definitions of these terms),

then the embedded process must be followed. The more general policies described subsequently in this section may
never be substituted in place of an embedded one. Examples of policies which have embedded processes for resolving
complaints, appeals, and requests for exception include (but are not necessarily limited to):

e  “Non-Language Course Substitutions,” “Language Course Substitutions,” and “Grievance Procedures”

sections of the Accessibility Programs and Services policy (Sec. 3.3.2.)

e Policy Prohibiting Discrimination, Harassment and Retaliation (Sec. 3.3.3.)

e Consensual Relationship Policy (Sec. 3.4.3.)

e Academic Freedom and Responsibility (Sec. 3.5.1.)

e Policy on Intellectual Property Rights (Sec. 3.5.3.)

e Parking, Driving and Vehicle Registration Policies and Regulations (Sec. 3.7.)

e Family Educational Rights and Privacy Act (FERPA) (Sec. 3.8.)

e Admission Appeal (Sec.4.6.1.)

e Financial Aid Appeals (Sec. 5.13.)

e Financial Aid Suspension (Sec. 5.14.4.2.)

e Grade Appeal Policy (Sec. 6.20.6.)

e Academic Dismissal (Sec. 6.22.2.3.)

e Honor Code (Sec. 11.)

e Policy on Sexual Misconduct (Sec. 12.3.)

e Code of Student Conduct (Sec. 12.4.)

For student complaints, appeals, and requests for exception not subject to an associated embedded process in an extant
policy, procedure or regulation, the system described below will be followed. Note that employee complaints, appeals,
and requests for exception are governed by policies established in the Faculty Handbook and/or the Employee
Handbook and are therefore not subject to the following protocol. (Back to ToC)



3.9.1. Academic Committee for Complaints, Appeals and Exceptions

Consists of the associate provost, the registrar, and three tenured faculty members appointed to annual terms by the
provost. A quorum is three members. All decisions require a simple majority of members present. Members of the
committee who feel they cannot be objective regarding a particular matter are required to recuse themselves. If
recusals prohibit a quorum from being present, the provost may appoint sufficient temporary committee members to
achieve quorum. The committee meets as needed, including soon after the drop/add and midterm periods each session.

3.9.2. Non-Academic Committee for Complaints, Appeals and Exceptions

Consists of two members appointed to annual terms by the vice president for campus life, two members appointed to
annual terms by the vice president for business and finance, and one member appointed to an annual term by the
provost. A quorum is three members. All decisions require a simple majority of members present. Members of the
committee who feel they cannot be objective regarding a particular matter are required to recuse themselves. If
recusals prohibit a quorum from being present, the vice president for campus life and the vice president for business
and finance may jointly appoint sufficient temporary committee members to achieve quorum. The committee meets as
needed.

Throughout the following, the term “complainant” means that student who is wishing to register a complaint or appeal,
or request an exception (variance or waiver; see Sec. 1.4.19 and Sec. 1.4.20 for definitions of these terms). The term

“relief” means that which satisfies (either partly or completely) the complainant’s objection(s) and/or request(s).

The general procedure for handling complaints, appeals and requests for exception is as follows:

Step 1

The complainant seeks relief from that person or that group of persons which is most directly associated with the policy,
procedure or regulation in question. If the complainant is unsure as to the identity of this person or group, he/she may
ask for clarification from any vice president. It is an informal discussion between the relevant parties which is mandated,
as many common issues can be resolved in this fashion. If the request for relief is time-sensitive, the student
complainant bears the responsibility for initiating informal resolution as soon as possible after the precipitating event(s).
If sufficient relief is granted the appropriate party will implement the agreed-upon resolution and no further action need
be taken by any of the parties. A written record of the transaction and resolution is to be maintained by the University
employee involved in the process. If relief is denied or is adjudged by the complainant to be unsatisfactory in nature or
scope, the complainant has ten business days to initiate Step 2 of this process. Students should bear in mind that, for
time-sensitive requests, Step 2 should possibly be initiated well before the expiry of the ten business day window.

Step 2

The complainant submits the University’s online form for registering written complaints, appeals and requests for
exception. The form can be found at http://hub.oglethorpe.edu/registration-records/academic-appeal/. The student

should select “General Academic Appeal or Waiver Request” from the drop-down box if the matter is academic in nature
(having to do with a particular course, the awarding of academic credit, schedule changes, academic deadlines, etc.).
The student should select “Non-Academic Committee for Complaints, Appeals, Variances and Waivers” if the matter is
non-academic (things related to finances, financial aid, residence life, etc.). Complainants should add as many details as
they can to the form. It is also possible to attach other digital documentation to the form prior to its submission. The
submitted form will be automatically sent to the associate provost, who will forward all relevant materials to either the
Academic Committee for Complaints, Appeals and Exceptions or the Non-Academic Committee for Complaints, Appeals
and Exceptions, whichever is appropriate. The committee receiving the request for relief may interview the complainant
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and others and has thirty business days to render a decision, although time-sensitive matters are typically considered in
a much shorter time frame. The committee’s decision will be conveyed in writing to the complainant and other
interested parties. If the requested relief is granted, a written summary will be forwarded to the appropriate University
official, who is subsequently responsible for ensuring implementation of the committee’s decision. If relief is denied or is
adjudged by the complainant to be unsatisfactory in nature or scope, the complainant has five business days to initiate
Step 3 of this process.

Step 3

The complainant responds in writing to the committee which rendered the decision in Step 2, asking for further relief.
The committee employed in Step 2 will then forward all written materials to the president. The president may interview
the complainant and others, and has thirty business days to render a decision, which will be conveyed in writing to the
complainant and other interested parties. If the requested relief is granted, a written summary will be forwarded to the
appropriate University official, who is responsible for ensuring implementation of the president’s decision. If relief is
denied, the matter is concluded. There is no further avenue for relief.

Students are cautioned to not behave in ways that could prove detrimental should their complaint, appeal or request for
exception ultimately be denied. For example, if a student does not withdraw from a course by the requisite deadline and
wishes to request a waiver for that requirement, during the three-step process outlined above the student should
assume that he/she will not be permitted to withdraw and therefore should still attend the class and complete all
assignments. That way, if the request for waiver is eventually denied the student will not have further harmed his/her
grade in the course. (Back to ToC)



4. Admission

Oglethorpe University welcomes students from all areas of the United States as well as international students as
candidates for admission. Oglethorpe does not discriminate on the basis of: race; color; religion; national origin; sex;
sexual orientation; gender identity or gender expression; marital status; pregnancy, childbirth or related medical
conditions; age; disability or handicap; genetic information; citizenship status; service member status; or any other
category protected by federal, state or local law.

The admission staff selects for admission applicants who present strong evidence of purpose, maturity, academic
ability, integrity, good conduct and the potential for success at Oglethorpe. Should the admission committee
qguestion whether such qualities exist in an applicant, the student may be required to participate in an on-campus
interview with a member of the admission staff.

If an applicant:
a. Has been found guilty of any violation of a federal, state or municipal law, regulation or ordinance (other than
minor traffic violations) including offenses for which any type of first offender status has been granted, or
b. Has ever entered a plea of guilty, no contest, nolo contendere, or an Alford plea, or has otherwise accepted
responsibility for the commission of a crime, or
c. Iscurrently charged with, or has been found guilty/liable of any violation of academic honesty, honor code, or
conduct regulations (be they academic or non-academic in nature) at a previously attended post-secondary
institution (college or university); or
d. Left a previous post-secondary institution (college or university) while there were pending charges of any
violation of academic honesty, honor code, or conduct regulations (be they academic or non-academic in
nature), or
e. Has received any type of discharge from military service other than an honorable discharge, then the
applicant's case will be reviewed to insure that the applicant meets the satisfactory academic performance,
good character, and good conduct requirements noted above. If, after a letter of acceptance has been issued,
information comes to light that shows that an applicant did not meet all admission requirements or that an
applicant's application contained omissions or misrepresentations, the applicant's offer of admission will be
automatically revoked. If this information comes to light after the student has enrolled, the applicant's
enrollment at Oglethorpe will automatically be terminated and earned credit may be revoked.
All documents gathered by the University for admission purposes concerning applicants become the property of the
University upon receipt, and are not under any circumstances returned to the applicant or forwarded to another
institution. (Back to ToC)

4.1. General Undergraduate Admission Information

There are two undergraduate programs for those who are intending to earn a degree at Oglethorpe. These are
the Traditional Undergraduate (TU) program and the Adult Degree Program (ADP). Every degree-seeking
undergraduate student is admitted into one or the other of these two programs. For undergraduate students
who are not wishing to pursue a degree at Oglethorpe but still would like to take one or more classes at our
University, there are also several admission options (see below).

4.1.1. Traditional Undergraduate Program (TU)

Principally designed for degree-seeking students who are not working full-time or nearly full-time.
Applicants who are younger than 22 years old at the time of initial application may only apply for
admission to the TU program. Applicants who are 22 years or older at the time of original application



may select to be in the TU program or may select the ADP instead. For those aged 22 years or more, the
TU program is recommended only for those who are working, at most, 20 hours per week and who have
significant amounts of available time during mornings and afternoons to accommodate coursework.
Otherwise, the ADP is recommended. Students in the TU program may earn Bachelor of Arts (B.A.) or
Bachelor of Science (B.S.) degrees. Please see especially Sec. 8. and Sec. 9. of this Bulletin for additional

information.
4.1.2. Adult Degree Program (ADP)

Degree-seeking applicants must be 22 years of age or older at time of original application. The program
offers coursework during the morning, afternoon and evening hours, and is therefore ideal for adults
who work full-time or nearly full-time. Students in the ADP may earn Bachelor of Arts in Liberal Studies
(B.A.L.S.) or Bachelor of Business Administration (B.B.A.) degrees. Please see especially Sec. 8. and Sec.
9. of this Bulletin for additional information.

4.1.3. Undergraduate Admission for Non-Degree Seeking Students

Those who wish to take one or more courses at Oglethorpe but who do not intend to pursue a degree
can be admitted as joint enrollment students, dual enroliment students, transient students, special
status students or to audit one or more courses. Please see Sec. 4.4. for further information on the
admission possibilities and requirements for these types of students.

4.1.4. Switching Between TU and ADP Programs

Students admitted into the TU program may, in time and as a result of changing circumstances, find they
might be better served by being in the ADP, and vice versa. Students are cautioned that switching
between these programs is never easy and is sometimes impossible. For example, TU students must
complete an entirely different general education program than ADP students. Further, the number of
majors and minors available to ADP students is a small fraction of those available to TU students. There
are other significant differences, as well. Students are urged to consult Secs. 7., 8.1. and 8.5., and to talk
with their academic advisor and personnel in the HUB, prior to earnestly contemplating switching
between these programs. Students who ultimately wish to attempt to switch between these programs

may do so by filing an appeal using the process outlined in Sec. 3.9.1. (Back to ToC)

4.2. Traditional Undergraduate (TU) Admission
Please see Sec. 4.1.1. above for an overview of the TU program.

Please direct all inquiries to:
Office of Admission
Oglethorpe University
4484 Peachtree Rd NE
Atlanta, GA 30319
(404)364-8308
admission@oglethorpe.edu

The TU application is available online at http://oglethorpe.edu/admission/undergraduate-admission/.

Oglethorpe also accepts the Common Application, available at www.commonapp.org. Additional important

information includes:
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4.2.1.

ACT college code: 0850
SAT and TOEFL college code: 5521 (Back to ToC)

Freshman Applicants

First-time Freshman (FF) applicants are individuals who:
e Have never enrolled in a college or university, or
e Have been joint enrolled and/or dual enrolled at a college or university before earning a
secondary school diploma.
Freshman Transfer (FT) applicants are individuals who:

e Have enrolled in college but completed less than 24 semester hours or 36 quarter hours.
Because the admission process is the same for both FF and FT students, throughout this section FF and
FT students are treated the same; both are referred to simply as “freshmen.” However, there are
sections of this Bulletin where the distinction between being a FF and a FT is an important one; see, for
example, Sec. 10.18. concerning Petrel Points.

Typically, first-time freshman candidates are completing a secondary school program at the time of
application. While an admission decision may be based only on coursework through the junior year, the
admission office requires all enrolling freshmen to submit a final transcript to show completion of
academic work and official graduation.

4.2.1.1. Deadlines

Oglethorpe offers two application plans for freshman candidates: Early Action (November 15
deadline) and regular decision (rolling admission).

Early Action

Secondary school students with a strong interest in attending Oglethorpe in the fall
semester and who wish to receive consideration for full-tuition scholarships should apply
under the early action plan. Candidates should complete the application and postmark all
required credentials by November 15 of the senior year. Early action admission decisions
are mailed on a rolling basis, typically within two weeks of completion of the application,
unless the admission committee requires additional information. The early action plan is
non-binding, and there is no obligation to make a college choice at the time of admission.
The required enrollment deposit is refundable until May 1, provided that the student
informs the University in writing of the decision not to enroll.

Regular Decision

Any freshman applicant for any semester may apply under the regular decision plan,
which is rolling admission. Applications are reviewed in the order in which they are
completed, provided that sufficient time remains for processing and enrollment.

Secondary school students seeking to begin in the fall semester should apply in a timely
manner during the senior year. Rolling admission notification begins no sooner than
December 1. Thereafter, the admission office sends notification of admission within two
weeks of completion, unless the admission committee requires additional information.
The required enrollment deposit is refundable until May 1, provided that the student
informs the University in writing of the decision not to enroll.



4.2.1.2.

4.2.1.3.

4.2.1.4.

Admission Consideration

The Oglethorpe freshman admission process is selective and based on individual consideration.
Eligible candidates should demonstrate academic achievement in a secondary curriculum,
including appropriate courses in English, social studies, mathematics and science. In addition to
the quality of the secondary school program, Oglethorpe also considers credentials such as
standardized test scores, the admission essay, letters of recommendation, involvement in the
school and community and part-time work. Achievement tests, portfolios or videos are not
requested for admission, but will be considered if submitted. The admission office strongly
recommends interviews and campus visits.

Application Requirements

A completed freshman application includes submission of the application form, payment of the
application fee, and the following:

e Official secondary school transcript or official results of the GED examination.

e  Official ACT or SAT scores.

o Oglethorpe considers the strongest score(s) from either test in the admission decision.

o For the SAT, Oglethorpe considers the highest Evidence-Based Reading and Writing
and Math subscores (regardless of test date) and combines the two highest subscores
to get the highest possible total score.

o For the ACT, Oglethorpe considers the highest individual subject area tests (English,
Math, Reading and Science—regardless of test date) and combines the four highest
subject area scores to get the highest possible total score.

o Oglethorpe considers any official scores that appear on the official secondary school
transcript, or on a score report forwarded directly to Oglethorpe from the testing
agency.

e Application essay of at least 250 words (typed).

e Onerecommendation from a teacher or counselor who can attest to the applicant’s academic
ability.

Oglethorpe also requires an official transcript from each and every college or university attended,

if a freshman candidate has attempted or earned college credit of any kind. This includes but is

not limited to joint enrollment or dual enrollment as a secondary student; pre-college summer

programs; or prior college enrollment of less than 24 semester hours or 36 quarter hours.

Oglethorpe does not require official score reports for credit by examination before making an
admission decision, although evidence of advanced coursework is considered a sign of rigor in a
college preparatory curriculum. Admitted students seeking the possibility of credit for Advanced
Placement (AP), International Baccalaureate (IB) or College Level Examination Program (CLEP)
should submit an official score report for any examinations taken as soon as these scores are
available. For more details, please refer to the Sec. 6.8.1. of this Bulletin.

Enroliment Policies

Admitted freshman students must secure their place in the class by submitting an enrollment
deposit no later than May 1 (if the student will enroll in the fall semester) or January 1 (if the
student will enroll in the spring semester). Entering freshman students must submit an official
final transcript from the secondary school and, if applicable, from all colleges and universities. All



4.2.1.5.

freshman students must complete the online housing application or the housing exemption form
as soon as possible after submitting the enrollment deposit. For more details about campus
residency requirements or to complete an online housing form, please visit
http://reslife.oglethorpe.edu/.

All entering students must fulfill the requirements of our immunization policy (see Sec. 6.5.).
Instructions are available at http://health.oglethorpe.edu/immunizations/.

Home School

Home schooled applicants are individuals who complete secondary-school requirements in a
home school, either through an accredited diploma-granting institution that supplies an official
home school transcript, or through a non-accredited home study program.

Home schooled candidates should follow all application requirements for freshman candidates,
plus the following additional credentials:
With an official home school transcript:
e Letter of recommendation from a third party other than a family member, such as a
tutor, mentor, or clergy member.
e Personal interview with an admission officer.
In the absence of an official home school transcript:
e Portfolio recording all secondary work completed, including courses studied, textbooks,
assignments and extracurricular achievements.
e Letter of recommendation from a third party other than a family member, such as a
tutor, mentor or clergy member.
e Personal interview with an admission officer. (Back to ToC)

4.2.2. Transfer Applicants

Transfer applicants are individuals who have previously attended a regionally accredited college or

university and earned a minimum of 24 semester hours or 36 quarter hours of college credit, after

completing secondary school or the GED.

Students who have completed joint enrollment or dual enrollment at a college or university before

earning a secondary school diploma, or who have earned less than 24 semester hours or 36 quarter

hours after completing secondary school or the GED, are considered freshman applicants and should
refer to Sec. 4.2.1. of this Bulletin.

4.2.2.1.

4.2.2.2.

Deadlines

For all start semesters, transfer applications are considered on a rolling admission basis.
Applications are reviewed in the order in which they are completed, provided that sufficient time
remains for processing and enroliment.

Admission Consideration

The transfer admission process is selective and based on individual consideration. Eligible
candidates must have earned a minimum cumulative grade-point average of 2.3 (on a 4.0 scale) in
a minimum of 24 semester hours or 36 quarter hours of college credit. Candidates must be in
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4.2.2.3.

4.2.2.4,

academic good standing at the present or most recent institution. Transfer applicants on warning,
probation or exclusion from another institution will not be considered for admission.

Application Requirements

A completed transfer application includes submission of the application form, payment of the
application fee, and the following:
e  Official transcript from each and every college or university attended.
e Application essay of at least 250 words (typed).
e One recommendation from a teacher, counselor or advisor who can attest to the applicant’s
academic ability.

Enrollment Policies

Admitted transfer students must secure their place in the class by submitting an enroliment
deposit no later than May 1 (if the student will enroll in the fall semester) or January 1 (if the
student will enroll in the spring semester). Entering transfer students must submit an official final
transcript from all colleges and universities. All transfer students must complete the online
housing application or the housing exemption form as soon as possible after submitting the
enrollment deposit. For more details about campus residency requirements or to complete an
online housing form, please visit http://reslife.oglethorpe.edu/.

All entering students must fulfill the requirements of our immunization policy (see Sec. 6.5.).
Instructions are available at http://health.oglethorpe.edu/immunizations/. (Back to ToC)

4.2.3. Articulation Agreements (Freshmen and Transfer Applicants)

Oglethorpe offers the opportunity to transfer work through collaborative efforts with other institutions

by way of articulation agreements. Formal agreements have been made with the following secondary

schools, colleges, universities, and organizations:

Arkansas School for Mathematics, Sciences and the Arts (Hot Springs, AR)
Louisiana School for Math, Science and the Arts (Natchitoches, LA)

Mississippi School for Mathematics and Science (Columbus, MS)

North Carolina School of Science and Mathematics (Durham, NC) (Back to ToC)

4.2.4. International Students (Freshman and Transfer Applicants)

International applicants are individuals who are not U.S. citizens or permanent residents. International

applicants may be either first-time freshmen or transfer students.

4.2.4.1.

Deadlines

International applicants seeking freshman admission may choose to apply under either the early
action plan (November 15 deadline) or the regular decision plan. For more details about each
plan, please refer to Sec. 4.2.1.1.

International applicants seeking transfer admission are considered on a rolling admission basis.
Applications are reviewed in the order in which they are completed, provided that sufficient time
remains for processing and enrollment.
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4.2.4.2.

4.2.4.3.

4244,

Admission Consideration

International applicants who are able to provide evidence of suitable academic background and
adequate financial resources are encouraged to apply. Admission to Oglethorpe is open to
qualified students of all nationalities.

Eligible freshman candidates should demonstrate academic achievement in a secondary
curriculum, and transfer candidates should demonstrate academic achievement in college or
university coursework. Candidates should also show proof of English language proficiency as
outlined in Sec. 4.2.4.5. The admission office encourages international students to arrange
telephone or online interviews.

Application Requirements

A completed international application includes submission of the application form, payment of the
application fee, and the following:
e Official, original versions of secondary school, college, or university documents, certificates,
or diplomas.
e Transcript evaluation, for all non-U.S. transcripts and records.

o Evaluations must include an English translation, a “course-by-course” evaluation,
semester credit hours, grades and detailed course descriptions, and must be sent
directly to Oglethorpe.

o Oglethorpe recommends the use of a firm such as Josef Silny and Associates, Inc.
(www.jsilny.com or +1 305 273 1616)

e Application essay of at least 250 words (typed, in English).

e Onerecommendation from a teacher or counselor who can attest to the applicant’s
academic ability.
e A completed financial statement of support, and a document on bank letterhead that
certifies available funds.
The materials above are required before an admission decision can be made. In addition,
Oglethorpe strongly recommends that all international applicants prepare the following
credentials as part of the application process, as they are important in subsequent steps toward
enrollment:
e Passport photocopy
e International Student Financial Aid Application, available from the financial aid office.

Enrollment Policies

Admitted international students must secure their place in the class by submitting an enrollment
deposit no later than May 1 (if the student will enroll in the fall semester) or January 1 (if the
student will enroll in the spring semester). Entering international students must submit an official
final transcript from the secondary school and, if applicable, from all colleges and universities. All
international students must complete the online housing application or the housing exemption
form as soon as possible after submitting the enrollment deposit. For more details about campus
residency requirements or to complete an online housing form, please visit
http://reslife.oglethorpe.edu/.
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International students should be mindful of the additional steps needed to secure a visa before
attending Oglethorpe. Admitted international students should make an enrollment decision in a
timely fashion, allowing ample time for visa issuance at their local U.S. embassy.

All entering students must fulfill the requirements of our immunization policy (see Sec. 6.5.).
Instructions are available at http://health.oglethorpe.edu/immunizations/.

4.2.4.5. English Proficiency

Before selecting an international applicant for admission, the admission committee verifies that
the applicant shows proficiency in English, in order to fully participate in Oglethorpe courses by
speaking, listening, reading and writing. Students who are academically qualified but cannot
demonstrate English language proficiency as outlined below should consult Sec. 4.2.4.6.

All international applicants must demonstrate English proficiency by submitting one of the
following:

If English is not the first language:

e  Official transcript from an ELS, Inc., language center.
o Must indicate completion of level 112.
e Official scores from an ESL test.
o Must indicate completion of level 7.
e Official scores from the TOEFL (Test of English as a Foreign Language).
o Minimum score of 79 on the Internet-based test.
o Minimum score of 213 on the computer-based test.
o Minimum score of 550 on the paper-based test.
o Oglethorpe’s college code for the TOEFL is 5521.
e Official scores from the IELTS (International English Language Testing System) test.
o Minimum score of 6.5.
e Official scores from the SAT (Scholastic Assessment Test).
o Minimum score of 500 on the Evidence-Based Reading and Writing section.
o Oglethorpe’s college code for the SAT is 5521.
e Official transcript from a regionally accredited United States college or university.
o Minimum combined cumulative grade-point average of 2.3 with no grade below a
“C” in two English composition courses.

If English is the first language:

e Official scores from the SAT (Scholastic Assessment Test).
o Minimum score of 500 on the Evidence-Based Reading and Writing section.
o Oglethorpe’s college code for the SAT is 5521.
e  Official scores from the ACT.
o Minimum composite score of 21.
o Oglethorpe’s college code for the ACT is 0850.
e Official copy of approved regional examinations (for example, “A” or “O” level
examinations).
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4.2.4.6.

International Study Center Pathway Program

Oglethorpe University’s International Study Center Pathway Program is designed for F-1
international students who will begin study toward the completion of an Oglethorpe
baccalaureate degree while at the same time, for one to three semesters, also be taking courses
to improve their English Language proficiency. Oglethorpe University is responsible for the
issuance of the Form I-20 to qualified pathway students.

The Pathway Program combines in-person classes required to earn an Oglethorpe degree, taught
by Oglethorpe faculty, with intensive English instruction in-person provided by our onsite
language provider, Study Group. Study Group is accredited by ACCET, the Accrediting Council for
Continuing Education and Training. All courses carry credit on the basis of the Carnegie unit. All
students will be full-time students requiring enrollment in at least 12 credit hours of classes per
each 15-week semester.

Students are admitted for a one to three 15-week semester Pathway Program (4-12 months). To
qualify, students must be high school graduates with a cumulative grade point average of 2.5,
have completed high school math with a grade of C or above, and have achieved a minimum IELTS
score of 4.5.

At the completion of the pathway program, students must have achieved a cumulative grade
point average of 2.0 in all Oglethorpe coursework, a cumulative grade point average of 2.5 in our
English language courses, be in good standing financially and in regard to behavior, and achieve
English language test results equivalent to IELTS 6.5. in order to continue to the degree program.

All courses offered by Oglethorpe University in the Pathway Program are taught in-person on the
Oglethorpe campus by Oglethorpe faculty. (Back to ToC)

4.3. Adult Degree Program (ADP) Admission

Please see Sec. 4.1.2. above for an overview of the ADP program.

Please direct all inquiries to:

Office of Admission

Oglethorpe University
4484 Peachtree Rd NE
Atlanta, GA 30319
(404)364-8307
admission@oglethorpe.edu

The ADP application is available online at http://adults.oglethor