





Change in Registration Status
www.fit.edu/registrar/documents/ChgRegStat_07.pdf

This form is used for class adds and drops, and for univer-
sity withdrawal. A schedule change becomes official when
a Change in Registration Status form bearing the required
signatures is processed by the Registration Center.

1. During the first week of classes, no signatures are required
for switching sections of the same course. Adviser
signature is required when adding a course not previously
approved in writing. No adviser signature required for

drops. During the second week of classes, the form must be

signed by the adviser and academic unit head or program
chair offering the course. Drops must be signed by adviser.
Switching sections of the same course must be signed by
the academic unit head offering the course.

2. Adviser checks to be sure section to be entered has
opening.

3. Adviser forwards a copy to the academic unit for the
student’s folder.

4. Student submits completed form to the Registration
Center.

5. International students need the signature of the director,
International Student and Scholar Services, if dropping
below 12 undergraduate and nine graduate credits.
However, if the student is adding, or dropping and adding
even amounts of credits, no signature of the director is
required.

Notes: 1. The last day to drop a course is the Friday of the eighth
week of the semester. 2. Variations from standard policy are
granted only in extraordinary circumstances and must be well
documented.

Request to Retake a Course
www.fit.edu/registrar/documents/Forgiveness_07.pdf

When a student earns a D or fails (F grade) a course, it is
important the he/she be advised that: a) in core courses for

a major (e.g., calculus, physics), it is critically important to
earn a C grade or higher. Success in future courses is heavily
dependent on student mastery of the subject matter in these
key courses; b) all grades will be recorded on the student’s
transcript; and ¢) it is consequently wise to urge a student to
consider repeating such a course after reviewing the forgive-
ness policy in the current University Catalog. Student obtains

adviser’s approval of the form.

The student is encouraged to submit the form to the registrar’s
office no later than Friday of the 12th week of classes during
the semester that the course is being retaken if the new grade
is to replace the previous one in the GPA calculation on the
current grade report.
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Courses designated as “Forgiveness Policy Applied” are
excluded from the cumulative GPA totals. The recalculated
GPA does not make the student eligible for any academic
honors, which are based on all grades received, including
forgiven grades.

A student is allowed to apply forgiveness to courses a maximum
of five times during his/her Florida Tech career.

Change of Grade Request

This form is not online and is not to be handled by any student
at any stage of the process. If “Substitute Grade” or “Converted
Grade” is checked, the form must be accompanied by a written

explanation/justification.

1. The student through inquiry, or the course instructor
through discovery of the need for the grade change,
initiates action. The instructor must request change of
grade.

2. The form is presented by the instructor or a full-time staff
member for signature to the academic unit head/program
chair responsible for the course.

3. Upon the above approval, the form is hand-carried by
the faculty member or a full-time staff member to the
office of the dean responsible for the course for the dean’s
consideration. The academic unit copy of the course grade
sheet is corrected with proper notations.

4. Upon the dean’s approval, the forms (all copies) are hand-
carried by the faculty member or a full-time staff member
to the registrar’s office. The student’s GPA is recalculated;
proper alterations are made to the computer record; the
original is filed in the student’s folder; and the academic
unit copy is forwarded to the major academic unit for the
student’s folder.

5. For incompletes and blanks (no record), the process occurs
at the beginning of fall and spring term.
Forms are sent out with return requested by the end of the

sixth week.

Undergraduate Request to Study at Another Institution
Www.ﬁt.edu/ registmr/ documents/ UgmdStudylnst.pdf

Please refer to Undergraduate Request to Study at Another
Institution on page 10 of this handbook.

Request for Change of Major/Minor, Change of Site
or Dual Degree
www.fit.edu/registrar/documents/ReqChange_07.pdf

It is important for the adviser to assure that the proposal to
change a major is not an attempt on the part of the student
to avoid a problem that will reappear while studying the next
major. Counseling and Psychological Services (CAPS), ext.
8050, performs a series of preference tests (without charge)



that have helped many students find the right major more
surely than one could expect from casual conversations or may
be chosen by the student. The Office of Career Services and
Cooperative Education, ext. 8102, can also assist by helping
students choose the path to careers that would suggest a major.

1. Student gets the form signed first by current adviser.

2. Student gets the form signed by the new academic unit
head/program chair.

3. Student brings signed form to the registrar’s office.

4. Registrar’s office provides transcript to new academic unit.
The new academic unit head/program chair examines
student’s past records to identify “not applicable” courses
and returns the form to the registrar.

6. The courses annotated “not applicable” are excluded from

the student’s cumulative GPA and cannot be re-evaluated
to inflate GPA at a later date.

7. The new academic unit requests the student’s file from the
previous academic unit.

Petition to Graduate
www.fit.edu/registrar/documents/PetToGrad_07.pdf

All graduating students must file a Petition to Graduate by the
date shown in the “Academic Calendar” of the current Univer-
sity Catalog; otherwise, the student will be subject to a late fee
and may not be aware of unmet graduation requirements until
too late to register for the necessary course(s) without returning
for an extra semester. Petitions may be obtained online at the
address above, in the registrar’s office or from the student’s

academic unit.

To qualify for a four-year degree from the university, no less
than 34 semester hours of work for a four-year degree must be
completed at Florida Tech. The final 12 hours before graduation
in any degree must be earned in residence. Any deviation from
the foregoing policies requires prior written approval by the
senior vice provost.
1. Student fills out the form and carries it to cashier’s office to
pay fees, if any.

2. The registrar’s office will distribute all copies.

Request for Transcript

www.fit.edu/registrar/documents/ReqTranscript_07.pdf

1. Transcripts are confidential information and are issued only
upon authorization in writing by the individual student.

2. Submit completed request to the records division of the
registrar’s office, with appropriate fee enclosed ($5 per
copy).

3. Financial obligations must be met before transcripts are
released.

4. Transcripts can be ordered online using a student’s PAWS
account. If a student does not know their PAWS account
information, please contact the registrar’s office at ext. 8115.

Note: To assure credibility, in most cases, transcripts required by
other institutions or companies must be mailed directly by the
registrar’s office. Be sure that the address given is precisely correct
(including names and/or titles, if possible).

Section 5—Advising International Students

English Proficiency Testing

International students are required to take the TOEFL
examination administered by the Division of Languages and
Linguistics before the first week of classes unless they have
previously taken a recent (within two years) computer-based
TOEFL (CBT) and received a score of 213 or better, or an
Internet-based TOEFL (iBT) and received a score of 79 or
better. Students should register with the division of languages
and linguistics for the TOEFL exam at check-in. Refer to the

current University Catalog for the list of exemptions.

Students should report to the division of languages and linguis-
tics for the examination results before meeting with academic
advisers. Students who score between 450 and 549 on the
institutional TOEFL will need to register for English language
courses within the division of languages and linguistics at
Florida Tech. International students may begin some course
work in conjunction with English language courses. Students
who score below 450 will need to attend the ELS Language
Center where lower-level English as a Second Language courses
are taught. Florida Tech international students may begin some
course work in conjunction with English language courses.

Note: The division of languages and linguistics distributes
TOEFL scores to students and their academic units.

Students whose English proficiency is such that they may take
a full or partial academic program and who have been admitted
into an academic program will be instructed (when they receive
their TOEFL scores) to report to the Academic Support Center
to register for the placement exams, if applicable. Any student
who is taking any English language course cannot take humani-

ties, chemistry, flight or introduction to engineering courses.

Note: Although ESL courses are credit-bearing, they do not count
toward any Florida Tech degree and cannot be used for electives.

Full Time vs. Part Time

Immigration regulations set forth by the U.S. Citizenship and
Immigration Services (USCIS) governing the enrollment of
international student’s state they must be registered full time.
A full-time course of study is defined for the fall and spring
semesters as follows:

e Undergraduate study —a minimum of 12 semester hours

e Graduate study — a minimum of nine semester hours

Academic Advising Handbook—August 2007 15



If the summer semester is an international students’ first
semester, they are required to be registered full time. Returning
international students are not required to be registered in the

summer.

No more than one online/distance learning course or three
credits per semester may count toward the full-time course load
requirement.

International students should maintain full-time student status
to avoid problems with the USCIS and/or their own sponsor’s
requirements. International students considering a reduc-

tion of their course load below that of full-time status should
first consult the Office of International Student and Scholar
Services (ISSS). If international students are dropping courses
that affect their credit-hour total, the signature of the director
of ISSS is required. However, if a student is dropping and
adding courses for the same amount of credits, no signature is

required.

There are certain conditions where an international student
may be enrolled less than full time, providing they follow the
appropriate authorization procedures. An up-to-date Less Than
Full Time Course Load form is available from ISSS. The form
must be filled out in its entirety and signed. The exceptions to
less than a full load are as follows:

e English language difficulties (acceptable only in the first

semester of enrollment)

e Unfamiliarity with American teaching methods and
requirements (acceptable only in the first semester of
enrollment)

e Improper course-level placement

e Completion of course requirements (available only in last
semester and Petition to Graduate has been filed)

e Medical (official documentation must be submitted)

Graduate students may register for less than full load if they
are registered in a course that the university considers to be full
time, for at least three semester credit hours if they have been
awarded a full-time GSA, or six semester credit hours if they

have been awarded a half GSA.

Note: Financial reasons are never an acceptable reason for a less
than full-time course of study.

Registration Procedures

Students whose TOEFL scores allow them to take full- or
part-time academic work should report to academic units for
advising and course scheduling as soon as they have received
TOEFL, placement and/or advanced standing exam results.

1. Fill in and sign a registration form that indicates
appropriate academic courses for the student after
consulting information sent by the division of languages
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and linguistics (English Proficiency Examination Report
form) and results of the placement tests on the student
program forms. Any student who is taking any English
language course cannot take humanities courses, chemistry

courses or introduction to engineering courses.

2. If the student is required to take English language courses,
he/she should be sent to the division of languages and
linguistics for course scheduling and an adviser’s signature.
He/she will not be allowed to register without a language
adviser’s signature. Students who are authorized to take
a combination of ESL and academic subjects have their
registration forms signed by both the division of languages
and linguistics, and the academic faculty adviser. Note:
Sign the registration form before the English language
adviser signs.

3. Have students report to the Registration Center to register
for courses as soon as possible after academic advising.

4. Have ISSS sign and approve the Drop-Add forms if a
student falls below a full-time course load.

Failed Courses in Division of Languages and Linguistics
Courses required of the student in the division of languages
and linguistics take precedence over academic courses. All
required language courses must be taken and, if failed, repeated
as soon as possible. The chair of the division of languages and
linguistics makes the final determination of what and when
language courses are to be taken. Students who are authorized
to take a combination of ESL and academic subjects have their
registration forms signed by both the division of languages

and linguistics and the academic faculty adviser. A failed ESL
course will normally result in the student having to drop one

or more of the academic courses registered for in the following
semester. A student who accumulates four failing grades of F in
ESL courses will be academically dismissed.

Change of Major

Many international students have been permitted to enter the
country to study a specific curriculum. When an international
student who is being sponsored by an agency or government
decides to change his/her major, special permission must be
obtained from the student’s sponsor before a change of major
can take effect. In addition, changes must be reported to the
federal government and documentation updated and processed
accordingly. Therefore, ISSS must sign all Change of Major
forms for international students.

Dual Major

International students are prevented by USCIS regulations
from officially carrying a dual major only if the dual major will
adversely affect the forward progress of a student’s course of
study and require extensions of his/her program of study. Inter-
national students can carry a dual major with careful planning



and academic guidance. For example, students must complete
the requirements for one degree and then continue on for a
second degree. Students who wish to receive more than one
bachelor’s or master’s degree MUST consult the international
student adviser.

Time Limitation on Academic Program

There are time limitations for completion of degrees by interna-
tional students. Per USCIS regulations, international students
must make “normal progress” in the pursuit of a degree. Exten-
sions of course study may be granted if the student’s adviser
makes a recommendation BEFORE their current program end
date. The extension process involves the student receiving a
letter from their academic adviser clearly stating the reason(s)
why an extension is required and the new expected comple-
tion date. The student must present this letter to ISSS, along
with a new financial statement showing that the student has
the resources to continue their studies until the new comple-
tion date is reached. Again, AN EXTENSION MUST BE
ISSUED BEFORE THE CURRENT PROGRAM END DATE
IS REACHED. Failure to do so will result in the student
considered to be out-of-status and will be reported as such to

immigration.

Academic advisers of international students should also be
aware that some sponsors place time restrictions on inter-

national students. Advisers are encouraged to contact [SSS
(ext. 8053) whenever they have questions about procedures

governing international students.

Recommendation for Less Than Full-Time Load

This form is available from ISSS and is provided to facilitate
the communication of certain information required by regula-
tions of the USCIS. Its completion is needed for a student in
F-1 and -1 status to be granted permission to carry less than a
full-time academic load and still maintain visa status during the
academic semester specified on the form.

1. Permission to take less than a full-time load must be
received before dropping any courses. Failure to obtain
prior approval will result in the student being considered
out-of-status and must be reported to the USCIS.

2. Documentation is required if dropping a course for medical
reasons.

3. Taking less than a full-time course load can only be used
ONCE, unless the student is in their last semester of
study. Students should be absolutely certain that they will
graduate in the current semester before choosing to register
for less than a full-time course load. Failure to graduate
after dropping below full time will result in the student
being out-of-status and the loss of F-1 benefits.

4. Permission to take less than a full load is limited only to
the choices listed on the form. Dropping a course due to
concerns of possible failure in that course is not a legal

reason with USCIS.

Students who fall out of status may be eligible for reinstatement
with the USCIS, providing they meet eligibility requirements as
described in U.S. federal regulations.

Please be aware that applying for reinstatement is not a guar-
antee that you will be reinstated. For a complete list of full-load
courses, contact the Office of Graduate Programs at ext. 8137.

Section 6—Student Services

Information Technology Computing Services

Information Technology (IT) provides a wide range of resources
to support students and faculty in course work and research.
The Applied Computing Center (ACC) in Evans Library
Pavilion offers both PC and Macintosh applications, and
connectivity to the Internet. Workstations are equipped with

a full range of word processing, presentation and analytical
software. ACC staff provide help in using software applications
featured in the lab. For more information, call ext. 8023.

I'T manages six computer laboratories available to students in
the Olin Engineering Complex. The room numbers are 127,
128, 130, 132, 228 and 229. These computers are dual-boot
with Windows and Linux operating systems. The computers
have a wide range of office, engineering and software devel-
opment applications. Please contact individual engineering
departments for information about availability of specific

applications.

IT also generates and manages e-mail (TRACKS) accounts for
all Florida Tech students. Through the Technology Support
Center located in Q7 in the Academic Quad, students can
receive assistance with account problems, password resets,
connectivity issues for their personal computers, guidance

for personal Web pages and software available through the
university. The Technology Support Center may be contacted in
person, by phone at ext. 7284, by e-mail to techsupport@fit.edu
or on the Web at www.it.fit.edu/support/.

Counseling and Psychological Services

Counseling and Psychological Services (CAPS) promotes
the best possible academic, vocational and emotional health.
Services are free of charge to students with the exception

of learning disability evaluations and psychiatric services.
The services include individual, group, marital and family
counseling, as well as programs for personal development
and enrichment, alcohol and substance abuse awareness and
academic success strategies. Services are provided by two
licensed psychologists and master’s-level graduate students

enrolled in the clinical psychology doctoral program.
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In all cases, the American Psychological Association profes-
sional standards of practice are followed and confidentiality is
respected and protected by law. Any limitations of confidenti-
ality will be reviewed by CAPS counselors.

The center is open from 8 a.m. to 5 p.m., Monday through
Thursday. In addition, a counselor-on-call is available for emer-
gencies 24 hours per day, seven days per week, by contacting
Campus Security. CAPS is located at the corner of University
Boulevard and Country Club Road, west of Babcock Street,
adjacent to Holzer Health Center.

Disability Services

Florida Tech does not discriminate on the basis of disability.
Disabled students are expected to meet the same standards as
all other students. The ASC coordinates accommodations for
disabled students.

The services that are particularly helpful to disabled students
are open to all students. Certain professional services and
administrative procedures have been established specifically for
students with documented disabilities. For more information
about services for students with a physical disability, call ext.
7110, and for a learning disability, call ext. 8050.

The FRESH Program

The primary function of the FRESH Program is to reduce attri-
tion by identifying problems of first-year students and assisting
in the resolution of these problems. The goal of the program

is to foster within students a sense of community and purpose
that is strong enough to preclude a student’s consideration of

withdrawal.

Research conducted both by Florida Tech and other universities
categorize most student problems as academic and/or social.
While the FRESH Program’s primary focus is on academic
concerns, the program activities also promote the professional
and social development of students. This includes enhancing
student appreciation of the ideas and principles that will sustain
lifelong growth in courage, judgment, integrity, emotional
maturity and understanding of people.

The FRESH program can be reached at ext. 7110.

Academic Support Center (ASC)

The Academic Support Center (ASC) in the Evans Library
Pavilion is designed to help undergraduates attain academic
standards. The ASC provides free one-on-one tutoring in all
required first-year courses and many other undergraduate
courses. The ASC also offers small weekly study groups and a
library of self-help materials.

The ASC assists students in several ways:
¢ One-on-one, one-hour peer tutoring sessions in most

undergraduate courses.
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e Help from writing instructors in English and speech courses.

e Evening study groups of three to 10 students who meet
weekly with one tutor for group help in a single subject.

e Programmed audio self-help materials, videotaped self-help
lessons, lectures and computer tutorials in certain subjects.

e Films for supplemental viewing for humanities courses.

Students should call the ASC at ext. 8009 for more

information.

Career Services

Florida Tech’s Office of Career Services acts as a liaison
between the university and potential employers in busi-

ness, industry, government and all areas of job selection. All
employment services for students are centralized in this office
including student employment, internships and co-ops, and full-
time professional employment. The career services Web site

at www.fit.edu/career provides information and links to assist
students with their employment needs. The office is located in
room 210 of the Keuper Administration Building.

Students are encouraged to register with career services to view
jobs that are posted online only for Florida Tech students and
to be included in the résumé referral program. The office also
e-mails registered students directly with information regarding
job postings, employer information sessions, on-campus
interview opportunities and career events such as career fairs.
Students may register by going to www.collegecentral.com/fit.

In addition to these services, the career services Web site
provides many resources such as the Vault Online Career
Library that assists students in career and employer research.
Other services include personal résumé writing assistance,
mock interviews and assistance in developing individual job
search strategies. Special events sponsored by career services
include several career-related workshops, two career fairs each
year and a business etiquette dinner program. For further

information, contact career services at ext. 8102.

Ethical and Legal Statements in Student Hiring

The success of Florida Tech students in obtaining employment
is important to everyone on campus, including career services
and student employment professionals and faculty. Faculty play
a direct role in the employment process for current students
and new graduates. Usually, faculty’s role and that of career
services are complementary. However, occasionally helping
students in their job searches can result in illegal or unethical
actions. Florida Tech is a member of the National Association
of Colleges and Employers (NACE), which provides a set of
ethical guidelines for the job-search process. The standards

in this guideline, titled “Principles for Professional Conduct
for Career Services and Employment Professionals,” are based
on fairness, truthfulness, non-injury, confidentiality and



lawfulness. Although faculty are not named in the document,
as members of NACE, Florida Tech is morally and legally
accountable for actions undertaken in the course of employ-

ment enterprise.

e Candidate Referral: Employers may contact you to request
the names of students who would be excellent candidates
for job opportunities. At first glance, it may seem harmless
to provide the names of your best students. However, there
are some potential legal and ethical pitfalls. If you receive
a job lead from an employer and choose only to refer a few
individuals without publicizing the position to all qualified
students, you are not maintaining a fair and equitable
recruiting process.

If you receive a request for student referrals, you can notify

individual students who have declared an interest in such posi-

tions and encourage them to apply. However, post the position
in your academic unit and announce it to your classes. There
are practical reasons for these actions. Contact the Office of

Career Services so the positions may be listed campus-wide.

Career services may have an existing relationship with the

requesting employer through co-op, part-time, summer job and

internship, job fair or other recruiting programs. The career
services practitioner may wish to develop a broader relationship
with the employer. Misunderstandings may occur when an
employer works with more than one office on campus.

® Referral of Minority Candidates: Most employers have
diversity objectives in their college relations programs. They
may make a special effort to identify and attract minority
candidates. You may be asked to help accomplish this task.
The NACE principles endorse compliance with equal
employment guidelines and adherence to affirmative action
principles by college and staffing professionals. It is illegal
to discriminate against protected groups about employment
opportunities, especially in areas where minorities are under-
represented. Employers are encouraged to inform minority
populations of special activities (e.g., information sessions
or career fairs that have been developed to help achieve an
employer’s affirmative action goals). You can participate in
all of these activities. While it is lawful and ethical for you
to assist employers in reaching out to minority groups, it is
not appropriate for you to identify only minority individuals
who might fit the needs of the organization. You have an
obligation to provide a fair system, one where all students
have access to information about career opportunities.

If you receive a request for minority candidate referrals, you

can make announcements in class, post signs in your academic

unit, notify minority student organizations, pass the request on

to career services and encourage the employer to contact career

services.

e Providing References: When asked by an employer for a
student reference, confidentiality becomes a major concern.
Information about the student should not be shared unless
the student has furnished written authorization. Once
permission is obtained, provide information (written if
possible) that is based on facts rather than conjecture,
and not personal information unrelated to the student’s
qualifications for the job. Avoid personal matters such as
marital status, health, disabilities, race and religion. These
matters cannot be discussed in employment situations, as a
matter of law.

There may be instances when you are unsure of how to help
your students while remaining within the law. On those occa-

sions, call career services for more information.

Cooperative Education and Internships

The cooperative education and internship program at Florida
Tech is designed to prepare students for professional careers
in their major. Co-ops are typically multi-term, paid work
experiences, where a student works at least two semesters

for the same employer and receives academic credit for that
experience. At Florida Tech, a student can participate in the
alternating plan, where periods of full-time work are alternated
with periods of full-time study, or the parallel plan, where a
student works part-time in an approved position while enrolled
as a student. In addition, students can receive co-op credit for
approved one-term work experiences or for back-to-back work
terms, if this arrangement is requested by the employer and
works out best for the student’s schedule.

Students may register with career services for assistance with
their co-op or internship job search. Students who wish to
register for academic credit through the co-op program for
their work experience must be recommended to the program
by their academic adviser and meet the following minimum

requirements:

e Completion of 24 hours or at least one semester at Florida
Tech, if a transfer student.

® Maintain a minimum GPA of 2.5 or higher, depending on
the employer’s requirements.

For further information on co-ops or internships, contact
the Office of Career Services in the Keuper Administration
Building, room 210, or call ext. 8102.

Student Employment

Enrolled students who seek part-time employment as a means
of gaining additional experience or funds to help pay for the
cost of school may use the Office of Student Employment.

Four basic programs provide opportunities for students: Federal
Work-Study (FWS), Florida Work Experience Program, College
Roll and Job Location/Development (JLD).

Academic Advising Handbook—August 2007 19



The Federal Work-Study program is a federally funded program
providing students with part-time employment. Only students
who are awarded FWS in their financial aid package are eligible
for this program. FWS awards are determined by the Office of
Financial Aid and are based on the student’s economic need.
Awards are limited to available funds. Most FWS positions

are located on campus; however, a few of these positions are
located off campus at contracted community service sites.
These jobs require students to provide their own transportation.
FWEDP is similar to FWS in that it is an award in the student’s
financial aid package, but funded by the state of Florida. FWEP
positions provide degree-related experience as well as income.
This program is available to FWS students who are Florida
residents.

Students who do not qualify for Federal Work-Study may use
the College Roll and Job Location/Development programs.
College Roll positions are located on campus and are avail-
able for all students enrolled full or part time. These positions
are funded by the employing department and differ from the
FWS program in that the positions do not depend on financial
need. These positions are posted through the Office of Student
Employment located in the Keuper Administration Building.

The Job Location/Development program is a federally funded
program providing students with part-time employment refer-
rals. Students may participate regardless of financial need.
Long-term and short-term employment opportunities are
available.

Many opportunities exist for the demanding schedule of the
active college student. Like the College Roll program, these
positions are posted through student employment. For more
information, call ext. 7575 or visit room 210 in the Keuper
Administration Building.

Financial Aid

The Office of Financial Aid (www.fit.edu/financialaid) has
responsibility for administering the multifaceted student finan-
cial assistance functions at Florida Tech. The primary mission
of the office is to support and advance the educational goals of
the institution and its students by providing monetary assis-
tance to accepted and enrolled students who, without such aid,
would be unable to attend Florida Tech. Financial aid programs
are available to provide needed assistance and to encourage
and reward academic excellence. Amounts of awards vary and
usually depend on the student’s demonstrated need and the
amount of funds available for distribution. Federal, state and

institutional financial assistance programs are available.

Eligible students may receive one or more types of aid, which
include scholarships, grants, loans and part-time employment.

Students who need financial aid are encouraged to file a Free
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Application for Federal Student Aid (FAFSA) each year. Priority
is given to students who file the FAFSA before March 1.

Continuing students must meet the following satisfactory
academic progress standards to remain eligible for financial aid:

e Grade Point Average (GPA): An undergraduate student is
expected to achieve and maintain a GPA of 2.0 or higher.
This GPA is calculated in accordance with the guidelines

contained in the current University Catalog.

® Hours completed: Undergraduate students are expected to
satisfactorily complete 80 percent of their attempted course
work. In general, full-time students should complete at least
12 hours per semester. Part-time students (611 hours)
should complete at least six hours per semester. Courses
with grades of F, I, AU or W are attempted courses, but are
not satisfactorily completed for the semester.

e Time limit: An undergraduate student enrolled full time is
expected to complete a degree program within 12 semesters,
or 180 attempted credit hours. A student enrolled part
time is expected to complete a degree program within
24 semesters. For transfer students, these limits include
equivalent terms of aid taken at other institutions.

Warning, Probation and Suspension

A review for compliance with these standards will be conducted
at the end of each semester for financial aid recipients. First-
time students who fail to maintain satisfactory progress toward
their degree will be placed on financial aid warning and
informed of the appeal process relative to satisfactory progress
standards. A second infraction will suspend the student’s
eligibility for financial aid until an appeal is filed and approved.
Students can file an appeal based on any factor they consider
relevant.

Scholarship Recipients: Scholarship recipients are required to
maintain full-time enrollment (12 semester hours) and a cumu-
lative GPA of 2.6 at the end of each academic year. Failure to
maintain the minimum requirements will result in a permanent
loss of the academic scholarship.

For more information, visit the financial aid home page at
www.fit.edu/financialaid, stop in the office between 8 a.m. and
5 p.m. Monday through Friday, or call ext. 8070.

Health Center

The university outpatient health center (Bldg. 266) provides
treatment for acute illnesses and minor injuries to all students
who are currently enrolled. If a referral to a specialist is needed,
it can be obtained after an evaluation from the health center.
Please contact Holzer Health Center at ext. 8078 to schedule
an appointment. There is no charge for office visits regardless
of insurance. Any procedures or diagnostic testing will be billed



to insurance and the student will be responsible for their co-pay
or a portion of the bill. Many common prescription medications
are available directly from the health center for a $5 charge.

Initial admission to the university requires the submission of

a vaccination record signed by a health care provider. To
prevent the spread of communicable diseases throughout the
university, registration will be placed on hold until this form is
complete. For information on vaccinations, contact the health
center or visit their Web site for complete information at
www.fit.edu/health.

Residence Life

The Office of Residence Life is committed to supporting
and enhancing the academic mission of Florida Tech as
well as ensuring clean, comfortable and well-maintained
residence halls.

The residence life program includes all of the student life
aspects of the residence facilities and the formulation and
interpretation of all policies and procedures affecting students
in residence. It also includes counseling and addressing student
conduct concerns, programming and developing community.
Clearly, the emphasis of this office is not only to provide a roof
over an individual’s head, but also to provide living and learning
experiences from which people can grow. Their major role is to
support and enhance the development of students, personally
and academically, while they are at Florida Tech.

Security and Safety

The Office of Security and Safety is located in Shaw Hall (Bldg.

114). The security office is available to assist students whenever
possible and provides a myriad of services. Lost or found items
should be reported to or claimed at this office. Unclaimed items
will be disposed of at the end of each semester. Upon arrival at
Florida Tech, you must register your vehicle with the security
office within three (3) days. The Florida Tech Parking and
Traffic Regulations Handbook is available from the office. To
contact security, call ext. 8111 or use one of over 30 emergency
phones located across campus to give you immediate contact

with a security officer.

Cashier
The Cashier’s Office is located in Ray Work Jr. Building (Bldg.
408) in the rear of the first floor. The hours are Monday

through Friday, 8:30 a.m. to 4:30 p.m., unless otherwise posted.

Students with proper identification may cash checks of up to
$100 per day. If you have questions regarding your student
account, you may e-mail studentacctg@fit.edu, or call ext. 7416,
7421 or 7428.

Section 7—BANNER Access

How to Get Access to Banner
You must have a TRACKS account to access the administrative

computer system. This account identifies you and regulates
what you have permission to do on the system. The System
Access Authorization form can be found online at
www.fit.edu/admcom/access.html. It must be completed, signed
by the department head and forwarded to the appropriate
module manager for approval.

Type of Access Module Manager

Accounts Receivable Controller
Student Query Registrar
Finance Controller
Financial Aid Financial Aid Director

Human Resources HR Director and Controller

After the module manager’s approval, the request will be
forwarded to administrative computing for account set up. You
will receive an e-mail notifying you of your username, initial
password and password requirements.

Your Computer Login ID and Password

You've been assigned a TRACKS account username that is
used in combination with a minimum eight-character password
to access Web for Faculty. Logging in will be done with your
TRACKS account username and password.

The password requirements for TRACKS accounts have been
increased from six characters using two character classes, to
eight characters using three character classes. This affects
how you'll login to Web for Faculty. Your password must now
be eight (8) characters in length and contain three different
character classes.

You can use any combination of lowercase letters (a-z), upper-
case letters (A-Z), numbers (0-9) and/or special characters
(1,<,>,&, #, $, etc.). International faculty should remember that
computers not using English as the primary language may not
recognize all special characters available on your Florida Tech

computer.

Passwords expire after 120 days. Once expired, you'll need to
change to a new password, using the same protocol of three
of the four character groups (capital letters, lowercase letters,

numbers, special characters).

You can contact the Technology Support Center at (321)
674-7284, techsupport@fit.edu or http://www.it.fit.edu/support/
for issues related to your access to PAWS or Web for Faculty.
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