
Fall 2024 Page 1 

 

Anatomy and Physiology of Speech and 
Swallowing 
COMD 2357 Syllabus 

Fall 2024: Monday & Wednesday 2:30-3:55pm, HPC 3050 

Instructor 

Tina Melamed, PhD,  

CCC-SLP 

Email 

tmelamed@uttyler.edu 

Office Location 

HPR 113 

Office Hours 

Monday & Wednesday 11-
1, by appointment. Go to 
my Microsoft Bookings 
page to book your 
meeting! 

Book time with Tina 
Melamed: Office hours  

Course Overview 

Why should you care about A&P of speech and swallowing? We need develop an 
understanding of the anatomical and physiological processes that support speech and 
swallowing to understand typical development and functioning. This typical 
understanding provides us with a basis for comparison for when these processes 
develop atypically or something goes wrong. A good clinician can identify speech 
and swallowing issues, but only after taking a course like this one.  

Required Textbook (available FOR FREE via the UT Tyler Library website) 

Seikel, J. A., Drumright, D. G., & Hudock, D. J. (2021). Anatomy & Physiology for 
Speech, Language, and Hearing (6th edition). Plural Publishing. ISBN 
9781635502794. 

Course Materials 

UT Tyler Canvas 

o All of your assignments and quizzes will be hosted within Canvas 

Resources 

https://asha.org/students  

Dr. Melamed! If you are having trouble with any course content, please contact me 
ASAP. ACT FAST! Once you get behind, it is very difficult to catch up.     

https://outlook.office.com/bookwithme/user/baae2329d76c4e658bf2abf3c8b725d2@uttyler.edu/meetingtype/jWCXIlaZ102epR276LI4Yw2?anonymous&ep=mcard
https://outlook.office.com/bookwithme/user/baae2329d76c4e658bf2abf3c8b725d2@uttyler.edu/meetingtype/jWCXIlaZ102epR276LI4Yw2?anonymous&ep=mcard
https://asha.org/students


Fall 2024 Page 2 

 

Why are you here?  
Course Learning Objectives  

This course is designed to provide students with an in-depth exploration of the anatomy and physiology of speech 
production and swallowing. We will explore the anatomy and physiology of skeletal and soft-tissue structures responsible 
respiration, phonation and articulation. This includes normal respiration, phonation, and articulation across the life span. 
This part will also provide a brief overview of speech motor production, including the neurological systems and networks 
responsible for motor planning and programming, initiation of motor movements, and coordination and refinement of 
motor movements. Then we will focus on typical feeding and swallowing processes. Students will explore the anatomic 
structures responsible for feeding and swallowing and the physiological processes that support feeding and swallowing. 
They will also develop an understanding of the various swallowing phases. 

By the end of this course, you will be able to…  

1. Define concepts and scientific terminology pertaining to human anatomy  
2. Identify the anatomical structures involved in the motor planning, programming, and production of speech  
3. Construct a cohesive and comprehensive description of the process of speech production  
4. Explain the role of the respiratory system in speech production and swallowing  
5. Explain the role of the phonatory system in speech production and swallowing  
6. Explain the role of the articulatory system in speech production and swallowing  
7. Explain the role of the auditory system in speech perception and production  
8. Explain the role of the nervous system in speech perception and production, swallowing, and language 

comprehension and production  
9. Utilize technology to expand understanding of the course content and its applications to various disorders of 

communication and swallowing 
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How This Course Works  
Each week you will  

• Complete the assigned reading BEFORE CLASS  
• Complete your assigned homework assignments AFTER CLASS 

Please budget your time accordingly. The due dates are there to help you stay on track.  

DESCRIPTION OF ACTIVITIES 

Attendance (10%) 

This class moves quickly and covers a ton of content. If you miss class, it is your responsibility to keep up with lecture 
material and reading material that you missed. I am happy to meet with you during office hours if you feel you need more 
support, but please don’t come to office hours expecting me to repeat the lecture you missed. Attendance will count for 
10% of your grade as an incentive. 
 
Assignments (40%) 

You will have homework assignments in the form of reading activities, lab activities, worksheets, and/or labeling 
assignments that will help you develop and understand the content. If you do your reading beforehand as suggested and 
attend class regularly, you should find you are set up for success on these activities.  

Tests (50%) 

Your tests make up the bulk of your grade. Why? You will already have had multiple to solidify your knowledge from the 
lectures and text, your homework assignments, and in-class activities.  

The goal is that by test time, you aren’t cramming and memorizing. This style of “learning” results in almost immediately 
forgetting information. I want you to truly understand and interact with the content so much that you more than memorize 
the information. Rather, you will have an understanding for how these systems work together that will stay with you 
throughout the course and enable you to succeed on each test, which builds upon the one before.  

You will use your tests to “prove” your knowledge that you’ve worked so hard to accumulate. There will not be any 
“surprises” on the tests.  

A note about grades 

I want your focus to be on learning and mastering content. If you are learning and mastering content, you should find 
yourself in the position to earn a high grade.  

I will provide you everything you need to make an A in this class. If you do your assignments and activities on time and 
dedicate yourself to success, you should find yourself to be very successful in this course and actually enjoy learning 
about anatomy and physiology of hearing and language. 

BUT! It is up to you to do the work to earn the A I am setting you up for. It’s a two-way relationship.  
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Tips for success 

I find the most success in studying anatomy comes from using the following tools: 

• Colored pencils or highlighters  
o For color coding & differentiating structures on black & white pictures  

• Solid gel or crayon-type highlighters 
o So that your highlights don’t bleed through your thin textbook pages 

• Flashcards  
o For key concepts, definitions, and functions 

• Transparent sticky notes or tracing paper  
o For tracing and/or labeling key structures directly from your book  
o And then color each structure with a different colored pencil/crayon/highlighter  

• VIDEOS 
o These structures are rarely stagnant 
o Look up videos to visualize the movements or relationships between structures 

  



Fall 2024 Page 5 

 

Course Schedule 
As with all plans, the calendar below is subject to change depending upon how we are progressing in class. Any changes 
or modifications will be discussed in class and sent in writing to students.  

Week Course calendar & content guide Study notes & homework 
assignments (due after lecture) 

1 
 

M 
8/26 

Assigned Reading (due before lecture):  
1-46 
 
Lecture topic:  
Basic elements of anatomy  

Syllabus quiz (due 8/28 before 
class)  
For your readings, pay special 
attention to chapter summaries to 
check your understanding. And 
see Appendix A  

W 8/28 Lecture topic:  
Terms, cells, tissues, muscles  

Figure 1-1, Table 1-1, Figure 1-8, 
Figure 1-14  

2 
M 9/2 No class- labor day  

 

W 9/4 

Assigned reading (due before lecture):  
47-100 
 
Lecture topic:  
Respiratory anatomy: vertebrae, landmarks, sternum, rib cage, Soft 
tissue- bronchi, lungs, diaphragm 

Figures 2-3 through 2-21  

3 
 

M 
9/9 

Assigned reading (due before lecture):  
100-181 
 
Lecture topic:  
Physiology of respiration  

Table 2-3, figures 2-26 to 2-38, 
appendix C  
Use AnatomyTV to explore 
Diaphragm, external and internal 
intercostals, pectoralis major and 
minor, transverse, 
oblique,external and internal abd. 
muscles; rectus abdominis 

W 9/11 

Review day- BRING YOUR QUESTIONS TO CLASS!   Homework 1: A&P intro & 
respiration  
Table 3-3, figure 3-6, read the last 
section in the chapter about 
pressures  

4 
M 9/16  Test 1: basic anatomy, tissues, respiration 

 

W 9/18  

Assigned reading (due before lecture): 
185-202  
 
Lecture topic:  
Anatomy of the phonatory system 

Every figure in the chapter, 
especially the line drawings; read 
p211 endnote to refresh your 
memory about vibration 

5 
 

M 
9/23 

Assigned reading (due before lecture): 
203-239 
 
Lecture topic:  

Table 5-1, appendix D 
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Anatomy of the phonatory system (continued) 

W 9/25 

Assigned reading (due before lecture): 
247-275 
 
Lecture topic:  
Physiology of phonation  

 

6 
M 9/30 

Assigned reading (due before lecture): 
276-289 
 
Lecture topic:  
Vocal intensity, fundamental frequency 

Homework 2: Vocal Tract 
anatomy 

W 10/2 If we finish content, we’ll review this day. If we haven’t finished 
content, we’ll finish it this day.  Bring questions to class!  

Make sure you’re registered to 
vote by 10/7!  

7 
 

M 
10/7 Test 2: A&P of phonation 

 

W 10/9 

Assigned reading (due before lecture): 
305-345 
 
Lecture topic: 
Anatomy of articulation and resonance:  
Bones of the skull and face 

Skull line drawings! 

8 
M 10/14 Lecture topic:  

Bones of the skull and face 
 

W 10/16 

Assigned reading (due before lecture): 
346-391 
 
Lecture topic:  
Dentition, cavities and facial muscles 

Appendix E 

9 
M 10/21 Lecture topic:  

Facial muscles    
 

W 10/23 

 Assigned reading (due before lecture): 
391-403 
 
Lecture topic:  
Muscles of the palate, pharynx 

Figure 6-42 

10 
M 10/28 

Assigned reading (due before lecture): 
417-449 
 
Lecture topic:  
Physiology of articulation and resonance 

Homework 3: articulatory 
anatomy 

W 10/30 

 Assigned reading (due before lecture): 
 
Lecture topic:  
Physiology of articulation- wrap up and review   

 
 

11 
M 11/4  If we finish content, we’ll review this day. If we haven’t finished 

content, we’ll finish it this day. Bring questions to class!  
Election day is tomorrow! 
Don’t forget to vote!  
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W 11/6 Test 3 A&P of articulation and resonance  

12 
 

M 
11/11 

 Assigned reading (due before lecture): 
455-474 
 
Lecture topic:  
Anatomy of swallowing   

 

W 11/13 Lecture topic:  
Anatomy of swallowing continued    

 

13 
M 11/18 

Assigned reading (due before lecture): 
475-496 
 
Lecture topic:  
Physiology of swallowing; mastication and deglutition, salivation, 
reflexes   

Homework 4: A&P of 
swallowing 

W 11/20 Flex day: we’ll use this day to catch up if we are behind   
14 

 
M 

11/25 NO CLASS- Thanksgiving break 
 

W 11/27 NO CLASS- Thanksgiving break 
 

 

15 
M 12/2 Review for test 4- BRING YOUR QUESTIONS!   

W 12/4 Test 4: mastication and deglutition  
(16) 
M 12/9 No class- finals week  

W 12/11 No class- Finals week  
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Policies and Procedures 
Course Grading  

Attendance 10%  

Homework assignments 40% 

Tests 50% 

Note: You can check in with your grade progress any time on the canvas grades section. 

 

Grades Assigned 

A = 89.5-100 B = 79.5-89.4 C = 69.5-79.4 D = 59.5-69.4 F = <59.4 

Reminder: You must receive a course grade of at least a C to progress to the next course in 
the COMD program. You can do this! You will earn the grade you work for. 

I will round up to the next point for grades that end with .5 or higher.  

I will not round up to the next point for grades ending in .4 or lower. 

 

Late Work Policy 

I encourage you to avoid submitting late work, as you will end up behind schedule and it will be difficult to make 
up for lost time.  

If you submit your work fewer than three days late, you can still qualify for 80% of the original points. If you 
submit your work more than three days late, you can still qualify for 60% of the original points.  

Please do not submit work more than 3 days late. It is unlikely that you will have retained the information from 
class that would be necessary for your success on that assignment. Each class prepares you to succeed on each 
assignment. Doing your assignments on time will help you learn the most efficiently and effectively. It will also 
prevent you from falling behind in class. It will be very difficult to catch up if you do. 

Attendance 

I encourage you to attend every class. If you miss class, you will miss valuable learning opportunities that will not 
be available otherwise. Attendance will count for 10% of your grade as an incentive.  

If an extreme circumstance prevents you from attending class, these will be dealt with on a case-by-case basis. 
Reach out to me before class to help me help you. I can’t help you much after you’ve already missed class.  
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Cell Phone and Other Electronics Policy 

Please avoid using cell phones in class. It can prevent you and others from learning. In the case of an emergency, 
please take your phone outside. When you are ready to learn, you can come back inside without your device 
distracting you or others. 

Occasionally in class, you will need to use a computer with internet access to take your tests. Otherwise, your 
device is unnecessary. I will provide you with packets designed to guide your note-taking. You will not need a 
device to take notes. Please refrain from doing anything other than taking notes in class. It prevents you from 
learning, and it can distract the students sitting around you.  

If you need to do anything besides taking notes in class using the provided note-taking guides, you may excuse 
yourself from the classroom to avoid distracting others and come back when you are ready to resume your 
learning.  

Accommodations  

If you need accommodations, please let me know as soon as possible. You have the right to have your needs met 
in a timely manner. 
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University Policies 
Academic Honesty Policy: The UT Tyler community comes together to pledge that "Honor and integrity will not 
allow me to lie, cheat, or steal, nor to accept the actions of those who do." Therefore, we enforce the Student Conduct 
and Discipline policy in the Student Manual Of Operating Procedures (Section 8).  

Students will adhere to the highest standards of academic honesty. Anyone caught cheating will earn a “0” for that 
assignment and will be subject to academic and disciplinary action. Plagiarism (the use of written and oral words or 
ideas of another person, including another student, without the expressed acknowledgment of the speaker’s or writer’s 
indebtedness to that person) will not be tolerated. This includes the use of papers or other materials previously 
submitted to instructors in other classes, as well as video and audio recordings. Students caught plagiarizing will fail 
this class and be subject to academic and disciplinary action.  
 
Student Standards of Academic Conduct 1. Disciplinary proceedings may be initiated against any student who engages 
in scholastic dishonesty, including, but not limited to, cheating, plagiarism, collusion, the submission for credit of any 
work or materials that are attributable in whole or in part to another person, taking an examination for another 
person, any act designed to give unfair advantage to a student or the attempt to commit such acts.  
 
a. “Cheating” includes, but is not limited to:  

i copying from another student’s test paper;  
ii using, during a test, materials not authorized by the person giving the test;  
iii failure to comply with instructions given by the person administering the test;  
iv possession during a test of materials which are not authorized by the person giving the test, such as class 
notes or specifically designed “crib notes.” The presence of textbooks constitutes a violation if they have 
been specifically prohibited by the person administering the test;  
v using, buying, stealing, transporting, or soliciting in whole or part the contents of an unadministered test, 
test key, homework solution, or computer program;  
vi collaborating with or seeking aid from another student during a test or other assignment without authority;  
vii discussing the contents of an examination with another student who will take the examination; viii 
divulging the contents of an examination, for the purpose of preserving questions for use by another, when 
the instructors has designated that the examination is not to be removed from the examination room or not 
to be returned or to be kept by the student; ix substituting for another person, or permitting another person 
to substitute for oneself to take a course, a test, or any course-related assignment;  
x paying or offering money or other valuable thing to, or coercing another person to obtain an 
unadministered test, test key, homework solution, or computer program or information about an 
unadministered test, test key, home solution or computer program;  
xi falsifying research data, laboratory reports, and/or other academic work offered for credit; xii taking, 
keeping, misplacing, or damaging the property of the University of Texas at Tyler, or of another, if the 
student knows or reasonably should know that an unfair academic advantage would be gained by such 
conduct; and  
xii misrepresenting facts, including providing false grades or resumes, for the purpose of obtaining an 
academic or financial benefit or injuring another student academically or financially.  
 

https://www.google.com/url?q=https://www.uttyler.edu/mopp/documents/8-student-conduct-discipline.pdf&sa=D&source=editors&ust=1721425515680027&usg=AOvVaw1H89UhZQwL8zGCfjQsWE0o
https://www.google.com/url?q=https://www.uttyler.edu/mopp/documents/8-student-conduct-discipline.pdf&sa=D&source=editors&ust=1721425515680027&usg=AOvVaw1H89UhZQwL8zGCfjQsWE0o
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b. “Plagiarism” includes, but is not limited to, the appropriation, buying, receiving as a gift, or obtaining by any means 
another’s work and the submission of it as one’s own academic work offered for credit.  
 
c. “Collusion” includes, but is not limited to, the unauthorized collaboration with another person in preparing 
academic assignments offered for credit or collaboration with another person to commit a violation of any section of 
the rules on scholastic dishonesty. d. All written work that is submitted will be subject to review by plagiarism 
software.  

Artificial Intelligence 

UT Tyler is committed to exploring and using artificial intelligence (AI) tools as appropriate for the discipline and task 
undertaken. We encourage discussing AI tools’ ethical, societal, philosophical, and disciplinary implications. All uses 
of AI should be acknowledged as this aligns with our commitment to honor and integrity, as noted in UT Tyler’s 
Honor Code. Faculty and students must not use protected information, data, or copyrighted materials when using any 
AI tool. Additionally, users should be aware that AI tools rely on predictive models to generate content that may 
appear correct but is sometimes shown to be incomplete, inaccurate, taken without attribution from other sources, 
and/or biased. Consequently, an AI tool should not be considered a substitute for traditional approaches to research. 
You are ultimately responsible for the quality and content of the information you submit. Misusing AI tools that 
violate the guidelines specified for this course (see below) is considered a breach of academic integrity. The student 
will be subject to disciplinary actions as outlined in UT Tyler’s Academic Integrity Policy 

For this course, AI is not permitted at all. AI WILL NOT HELP YOU MASTER A&P! I expect all work students 
submit for this course to be their own. I have carefully designed all assignments and class activities to support your 
learning. Doing your own work is best for your efforts in mastering course learning objectives. For this course, I 
expressly forbid using ChatGPT or any other artificial intelligence (AI) tools for any stages of the work process. 
Deviations from these guidelines will be considered a violation of UT Tyler’s Honor Code and academic honesty 
values.  

 
The U-T Tyler Writing Center provides professional writing tutoring for all students in all disciplines. If you wish 
to use the Writing Center, you should plan for a minimum of two hour-long tutorials per assignment: the first to 
provide an initial consultation and drafting plan, and the second to follow up. Be prepared to take an active role in 
your learning, as you will be asked to discuss your work during your tutorial. While Writing Center tutors are happy to 
provide constructive criticism and teach effective writing techniques, under no circumstances will they fix, repair, or 
operate on your paper.  
Location: BUS 202. Appointments: 903-565-5995.  
 
Disability/Accessibility Services:  
a. In accordance with Section 504 of the Rehabilitation Act, Americans with Disabilities Act (ADA) and the ADA 
Amendments Act (ADAAA) the University of Texas at Tyler offers accommodations to students with learning, 
physical and/or psychological disabilities. If you have a disability, including a non-visible diagnosis such as a learning 
disorder, chronic illness, TBI, PTSD, ADHD, or you have a history of modifications or accommodations in a 
previous educational environment, you are encouraged to visit https://hood.accessiblelearning.com/UTTyler and fill 
out the New Student application.  
 
b. The Student Accessibility and Resources (SAR) office will contact you when your application has been 
submitted and an appointment with Cynthia Lowery, Assistant Director of Student Services/ADA Coordinator. For 

https://hood.accessiblelearning.com/UTTyler
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more information, including filling out an application for services, please visit the SAR webpage at 
http://www.uttyler.edu/disabilityservices, the SAR office located in the Robert Muntz Library, LIB 460, email 
saroffice@uttyler.edu, or call 903.566.7079.  
 
Grade Replacement/Forgiveness and Census Date Policies:  
a. Students repeating a course for grade forgiveness (grade replacement) must file a Grade Replacement Contract with 
the Enrollment Services Center (ADM 230) on or before the Census Date of the semester in which the course will be 
repeated. Grade Replacement Contracts are available in the Enrollment Services Center or at 
http://www.uttyler.edu/registrar. Each semester’s Census Date can be found on the Contract itself, on the Academic 
Calendar, or in the information pamphlets published each semester by the Office of the Registrar.  
 
b. Failure to file a Grade Replacement Contract will result in both the original and repeated grade being used to 
calculate your overall grade point average. Undergraduates are eligible to exercise grade replacement for only three 
course repeats during their career at UT Tyler; graduates are eligible for two grade replacements. Full policy details are 
printed on each Grade Replacement Contract.  
 
c. The Census Date is the deadline for many forms and enrollment actions of which students need to be aware. These 
include:  
 

i Submitting Grade Replacement Contracts, Transient Forms, requests to withhold directory information, 
approvals for taking courses as Audit, Pass/Fail or Credit/No Credit.  
ii Receiving 100% refunds for partial withdrawals. (There is no refund for these after the Census Date)  
iii Schedule adjustments (section changes, adding a new class, dropping without a “W” grade)  
iv Being reinstated or re-enrolled in classes after being dropped for non-payment v Completing the process 
for tuition exemptions or waivers through Financial Aid  
 

Withdrawing from Class  

Students may  withdraw  (drop) from this course using the  Withdrawal Portal. Withdrawing (dropping) this course 
can impact your Financial Aid, Scholarships, Veteran Benefits, Exemptions, Waivers, International Student Status, 
housing, and degree progress. Please speak with your instructors, consider your options, speak with your advisor, and 
visit the One-Stop Service Center (STE 230) or email enroll@uttyler.edu to get a complete review of your student 
account and the possible impacts to withdrawing. We want you to make an informed decision. UT Tyler faculty and 
staff are here for you and often can provide additional support options or assistance. Make sure to carefully read the 
implications for withdrawing from a course and the instructions on using the Withdrawal portal. 
 
Texas law prohibits students from dropping more than six courses during their entire undergraduate career*. The six 
courses dropped include those from other 2-year or 4-year Texas public colleges and universities. Consider the impact 
withdrawing from this class has on your academic progress and other areas, such as financial implications. We 
encourage you to consult your advisor(s) and Enrollment Services for additional guidance. CAUTION 
#1: Withdrawing before census day does not mean you get a full refund. Please see the Tuition and Fee Refund 
Schedule. CAUTION #2: All international students must check with the Office of International Programs before 
withdrawing. All international students are required to enroll full-time for fall and spring terms. CAUTION #3: All 
UT Tyler Athletes must check with the Athletic Academic Coordinator before withdrawing from a course. 

http://www.uttyler.edu/disabilityservices
http://www.uttyler.edu/registrar
https://www.google.com/url?q=https://www.uttyler.edu/registrar/registration/withdrawals.php&sa=D&source=editors&ust=1721425515670500&usg=AOvVaw1oyhWsqGDbotaUxb_QV4gC
https://www.google.com/url?q=https://www.uttyler.edu/registrar/registration/withdrawals.php&sa=D&source=editors&ust=1721425515670969&usg=AOvVaw2Hh4dM2_GOz6FXtPAjE9TQ
https://www.google.com/url?q=https://tycs-prd.utshare.utsystem.edu/psc/TYCSPRD/EMPLOYEE/SA/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?login%3DADFS&sa=D&source=editors&ust=1721425515671382&usg=AOvVaw2N0Z9UFhZseSgKmfcSrqMW
https://www.google.com/url?q=https://www.uttyler.edu/current-students/registrar/registration/withdrawals/&sa=D&source=editors&ust=1721425515671898&usg=AOvVaw0HdZ2rF0xkclMvWxS4vPH1
https://www.google.com/url?q=https://www.uttyler.edu/current-students/registrar/registration/withdrawals/&sa=D&source=editors&ust=1721425515671898&usg=AOvVaw0HdZ2rF0xkclMvWxS4vPH1
https://www.google.com/url?q=https://www.uttyler.edu/registrar/registration/withdrawals.php&sa=D&source=editors&ust=1721425515672235&usg=AOvVaw2yxJtheOcP7HMFEruvZqCI
https://www.google.com/url?q=https://www.uttyler.edu/academics/catalog/tuition/&sa=D&source=editors&ust=1721425515672712&usg=AOvVaw0MJEs9P1aFSF3pgyzDPyGr
https://www.google.com/url?q=https://www.uttyler.edu/academics/catalog/tuition/&sa=D&source=editors&ust=1721425515672712&usg=AOvVaw0MJEs9P1aFSF3pgyzDPyGr
https://www.google.com/url?q=https://www.uttyler.edu/student-life/study-abroad/&sa=D&source=editors&ust=1721425515673094&usg=AOvVaw0MPzMRpM86Hv1k4sSC0Y13
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CAUTION #4: All veterans or military-affiliated students should consult with the Military and Veterans Success 
Center.  

* Students who began college for the first time before 2007 are exempt from this law.  

 
Incomplete Grade Policy  

If a student, because of extenuating circumstances, is unable to complete all of the requirements for a course by the 
end of the semester, then the instructor may recommend an Incomplete (I) for the course. The "I" may be assigned in 
place of a grade only when all of the following conditions are met: (a) the student has been making satisfactory 
progress in the course; (b) the student is unable to complete all coursework or final exam due to unusual 
circumstances that are beyond personal control and are acceptable to the instructor, and (c) the student presents these 
reasons before the time that the final grade roster is due. The semester credit hours for an Incomplete will not be used 
to calculate the grade point average.  
The student and the instructor must submit an Incomplete Form detailing the work required and the time by which 
the work must be completed to their respective department chair or college dean for approval. The time limit 
established must not exceed one year. Should the student fail to meet all of the work for the course within the time 
limit, then the instructor may assign zeros to the unfinished work, compute the course average for the student, and 
assign the appropriate grade. If a grade has yet to be assigned within one year, then the Incomplete will be changed to 
an F, or NC. If the course was initially taken under the CR/NC grading basis, this may adversely affect the student's 
academic standing.  

Grade Appeal Policy  

Disputes regarding grades must be initiated within sixty (60) days from the date of receiving the final course grade by 
filing a Grade Appeal Form with the instructor who assigned the grade. A grade appeal should be used when the 
student thinks the final course grade awarded does not reflect the grades earned on assessments or follow the grading 
scale as documented in the syllabus. The student should provide the rationale for the grade appeal and attach 
supporting document about the grades earned. The form should be sent via email to the faculty member who assigned 
the grade. The faculty member reviews the rationale and supporting documentation and completes the instruction 
section of the form. The instructor should return the form to the student, even if a grade change is made at this level. 
If the student is not satisfied with the decision, the student may appeal in writing to the Chairperson of the 
department from which the grade was issued. In situations where there is an allegation of capricious grading, 
discrimination, or unlawful actions, appeals may go beyond the Chairperson to the Dean or the Dean’s designee of 
the college from which the grade was issued, with that decision being final. The Grade Appeal form is found in 
the Registrar's Form Library.  

NOTE: The Grade Appeal Form is different from the Application for Appeal form submitted to the Student Appeals 
Committee, which does not rule on grade disputes as described in this policy.  

Final Exam Policy  

Final examinations are administered as scheduled. If unusual circumstances require that special arrangements be made 
for an individual student or class, the Dean of the appropriate college, after consultation with the faculty member 
involved, may authorize an exception to the schedule. Faculty members must maintain student final examination 
papers for a minimum of three months following the examination date.  

https://www.google.com/url?q=https://www.uttyler.edu/academics/success-services/military-veterans-success-center/&sa=D&source=editors&ust=1721425515673566&usg=AOvVaw11Go8sH_Nfbkq8VpYQuKKp
https://www.google.com/url?q=https://www.uttyler.edu/academics/success-services/military-veterans-success-center/&sa=D&source=editors&ust=1721425515673566&usg=AOvVaw11Go8sH_Nfbkq8VpYQuKKp
https://www.google.com/url?q=https://www.uttyler.edu/current-students/registrar/forms&sa=D&source=editors&ust=1721425515676496&usg=AOvVaw0V1Y0PakuHcPlb-H8RKLJl
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6. Student Absence due to Religious Observance: This course follows the practices related to Excused Absences 
for Religious Holy Days as noted in the Catalog. Students who anticipate being absent from class due to a religious 
observance are requested to inform the instructor of such absences by the second class meeting of the semester.  
 
7. Student Absence for University-Sponsored Events and Activities: This course follows the practices related 
to Excused Absences for University Events or Activities as noted in the Catalog. If you intend to be absent for a 
university-sponsored event or activity, you (or the event sponsor) must notify the instructor at least two weeks prior 
to the date of the planned absence. At that time, the instructor will set a date and time when make-up assignments will 
be completed.  
 
8. Social Security and FERPA Statement: UT Tyler follows the Family Educational Rights and Privacy Act 
(FERPA) as noted in University Policy 5.2.3. The course instructor will follow all requirements to protect your 
confidential information. It is the policy of The University of Texas at Tyler to protect the confidential nature of 
social security numbers. The University has changed its computer programming so that all students have an 
identification number. The electronic transmission of grades (e.g., via e-mail) risks violation of the Family Educational 
Rights and Privacy Act; grades will not be transmitted electronically. 10. Emergency Exits and Evacuation: a. 
Everyone is required to exit the building when a fire alarm goes off. Follow your instructor’s directions regarding the 
appropriate exit. If you require assistance during an evacuation, inform your instructor in the first week of class. Do 
not re-enter the building unless given permission by University Police, Fire department, or Fire Prevention Services. 
 
F. UT Tyler Resources for Students:  
1. UT Tyler Writing Center (903.565.5995), writingcenter@uttyler.edu  
2. UT Tyler Tutoring Center (903.565.5964), tutoring@uttyler.edu  
3. The Mathematics Learning Center, RBN 4021 (This is the open access computer lab for math students, with tutors 
on duty to assist students who are enrolled in early-career courses).  
4. UT Tyler Counseling Center (903.566.7254) 
5. For more information about grading, academic policies, and add/drop, see here: 
https://uttyler.smartcatalogiq.com/en/2016-2017/Catalog/Undergraduate-Academic-Policies/Grading-
System 

5.14.3 Student Pregnancy and Parenting Nondiscrimination Policy 

The purpose of this policy is to maintain a learning environment that is free from discrimination of pregnant or 
parenting students, in accordance with the Texas Education Code, Title 3, Section 51.982: Protections for Pregnant 
and Parenting Students and other applicable laws. This policy entitles pregnant and parenting students to academic 
accommodations, including flexible attendance and extended dates for assignments. If you are a pregnant or parenting 
student, please complete the Self-Reporting Form and the UT Tyler Parent and Family Programs will contact the 
professors to provide the necessary accommodations. Detailed information about this policy are available 
at:https://uttyler.smartcatalogiq.com/uttyler/ut-tyler-hop/series-500-student-success/5-14-3-student-pregnancy-and-
parenting-nondiscrimination/  

This course follows the requirements of Texas Laws SB 412, SB 459, SB 597/HB 1361 to meet the needs of pregnant 
and parenting students. Part of the supports afforded pregnant students includes excused absences. Faculty who are 
informed by a student of needing this support should make a referral to the Parenting Student Liaison. NOTE: 

https://www.google.com/url?q=https://catalogs.uttyler.edu/en/2021-2022/Catalog/Undergraduate-Academic-Policies/Class-Attendance-Excused-Absences&sa=D&source=editors&ust=1721425515682140&usg=AOvVaw2dz8bm0J_m_eH_kkCJysgU
https://www.google.com/url?q=https://catalogs.uttyler.edu/en/2021-2022/Catalog/Undergraduate-Academic-Policies/Class-Attendance-Excused-Absences&sa=D&source=editors&ust=1721425515682140&usg=AOvVaw2dz8bm0J_m_eH_kkCJysgU
https://www.google.com/url?q=https://uttyler.smartcatalogiq.com/en/2023-2024/catalog/undergraduate-academic-policies/class-attendance-excused-absences/&sa=D&source=editors&ust=1721425515681378&usg=AOvVaw31pNgD7kOBU8DOu2bDMYEc
https://www.google.com/url?q=https://catalogs.uttyler.edu/UTTyler/HOP/Series-500-Student-Success/5-2-3-Student-Records-Family-Educational-Rights-and-Privacy-Act-FERPA&sa=D&source=editors&ust=1721425515680717&usg=AOvVaw1q1TGoM6ustKsw4wrqHPTg
https://statutes.capitol.texas.gov/Docs/ED/htm/ED.51.htm
https://statutes.capitol.texas.gov/Docs/ED/htm/ED.51.htm
https://cm.maxient.com/reportingform.php?UnivofTexasTyler&layout_id=60
https://uttyler.smartcatalogiq.com/uttyler/ut-tyler-hop/series-500-student-success/5-14-3-student-pregnancy-and-parenting-nondiscrimination/
https://uttyler.smartcatalogiq.com/uttyler/ut-tyler-hop/series-500-student-success/5-14-3-student-pregnancy-and-parenting-nondiscrimination/
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Students must work with the Parenting Student Liaison in order to receive these supports. Students should reach out 
to the Parenting Student Liaison at parents@uttyler.edu and also complete the Pregnant and Parenting Self-Reporting 
Form.   

Military Affiliated Students  
UT Tyler honors the service and sacrifices of our military-affiliated students. If you are a student who is a veteran, on 
active duty, in the reserves or National Guard, or a military spouse or dependent, please stay in contact with your 
faculty member if any aspect of your present or prior service or family situation makes it difficult for you to fulfill the 
requirements of a course or creates disruption in your academic progress. It is important to make your faculty 
member aware of any complications as far in advance as possible. Your faculty member is willing to work with you 
and, if needed, put you in contact with university staff who are trained to assist you. The Military and Veterans 
Success Center (MVSC) has campus resources for military-affiliated students. The MVSC can be reached at 
MVSC@uttyler.edu or via phone at 903.565.5972.  
 
Students on an F-1 Visa  
To remain in compliance with Federal Regulations requirements you must do the following:  

• Traditional face-to-face classes: Attend classes on the regular meeting days/times.  
• Hybrid Classes: Attend all face-to-face classes convened by the instructor according to the schedule set for 

your specific course.  
• Online course: Only one online course can count toward your full-time enrollment. Students are expected to 

be fully engaged and meet all requirements for the online course.  
 

B. Campus Carry: 1. We respect the right and privacy of students 21 and over who are duly licensed to carry 
concealed weapons in this class. License holders are expected to behave responsibly and keep a handgun secure and 
concealed. More information is available at http://www.uttyler.edu/about/campus-carry/index.php  

 
C. UT Tyler a Tobacco-Free University: 1. All forms of tobacco will not be permitted on the UT Tyler main 
campus, branch campuses, and any property owned by UT Tyler. This applies to all members of the University 
community, including students, faculty, staff, University affiliates, contractors, and visitors. Forms of tobacco not 
permitted include cigarettes, cigars, pipes, water pipes (hookah), bidis, kreteks, electronic cigarettes, smokeless 
tobacco, snuff, chewing tobacco, and all other tobacco products. There are several cessation programs available to 
students looking to quit smoking, including counseling, quitlines, and group support. For more information on 
cessation programs please visit www.uttyler.edu/tobacco-free.  

 

 

 

  

https://www.google.com/url?q=https://cm.maxient.com/reportingform.php?UnivofTexasTyler%26layout_id%3D60&sa=D&source=editors&ust=1721425515682926&usg=AOvVaw0lYP8TO1aZjNfdJcDHdbEr
https://www.google.com/url?q=https://cm.maxient.com/reportingform.php?UnivofTexasTyler%26layout_id%3D60&sa=D&source=editors&ust=1721425515682926&usg=AOvVaw0lYP8TO1aZjNfdJcDHdbEr
https://www.google.com/url?q=https://www.uttyler.edu/academics/success-services/military-veterans-success-center/&sa=D&source=editors&ust=1721425515678749&usg=AOvVaw1DuFoYgOhA0kmisgISukUv
https://www.google.com/url?q=https://www.uttyler.edu/academics/success-services/military-veterans-success-center/&sa=D&source=editors&ust=1721425515678749&usg=AOvVaw1DuFoYgOhA0kmisgISukUv
http://www.uttyler.edu/about/campus-carry/index.php
http://www.uttyler.edu/tobacco-free
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