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Section 1

Organization of the School

1.1 Administration

The chief administrative officer of the Annenberg School for Communication (ASC) is the
Walter H. Annenberg Dean. Annenberg faculty members direct academic affairs; the As-
sociate Dean for Doctoral Studies supervises the doctoral program, the Associate Dean for
Master’s Programs oversees the master’s program, and the Associate Dean for Undergrad-
uate Studies supervises the undergraduate major. The Vice Dean helps strategize to build
infrastructure that supports collaboration and cohesiveness across the school’s various cen-
ters and research labs. The Vice Dean also assists in developing strategies for procuring
different kinds of research funding for this new infrastructure.

Annenberg staff members oversee the school’s administrative functions. The Director of
Graduate Programs manages the development and coordination of the graduate programs.
Questions regarding school policy, academic advising, student affairs, financial policies, and
other issues should be addressed to the Director of Graduate Programs. The Registrar
and Associate Director of Student Services, Undergraduate Studies, schedules and monitors
courses and classroom assignments, and advises undergraduates. The ASC Business Office
manages the school’s financial operations. It processes student stipend payments and reim-
bursements, tracks student research and travel account balances, processes student research
and travel expenses, and assists with general inquiries. The Senior Director of Library Ser-
vices and Operations supervises the library’s staff and operations. The Senior Director of
Information Technology administers the school’s computer resources. The Senior Build-
ing Administrator is responsible for the building, its contents, and related services. The
Director of Events plans, implements, and manages school-supported functions, including
student-led, on-campus events, conferences, and symposia.

1.2 Standing Faculty

Assistant Professors, Associate Professors, and Professors holding tenured or tenure-track
full-time appointments in the ASC constitute the Standing Faculty. The Standing Faculty
meets as stipulated in the University statutes. At these meetings, the voting faculty de-
termines, consistent with university regulations, ASC requirements for admissions, rules for
the instruction of students, requirements for recommendation for degrees, and qualifications
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for membership in the faculty. The Standing Faculty may, upon request or upon its own
initiative, make recommendations to the Dean or other parties about matters outside of
faculty jurisdiction. Operational advice on the execution of faculty policy about matters
within its powers and any other business not requiring a meeting of the voting faculty shall
be provided to the Dean by an elected Executive Committee of the Standing Faculty of
the Annenberg School. The Dean convenes regularly scheduled meetings of the Executive
Committee and other meetings as necessary.

The Dean appoints standing committees in consultation with the faculty and by Uni-
versity Statutes and ASC procedures, and comprises members of the Standing Faculty and
others as a standing committee wishes to nominate for appointment by a majority vote of
its regular members.

1.3 Master’s Program Committee

The Master’s Program Committee enacts faculty policy on student admissions, student
academic progress and scholarship, academic grievances, and other matters as they relate to
the Master’s program. Usually, the Associate Dean for Master’s Studies chairs the Master’s
Program Committee. The faculty elects committee members for the upcoming academic
year in late June.
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Section 2

MCMI: Degree Requirements, Graduate Rules, and Reg-

ulations

2.1 Course Requirements

2.1.1 Plan of Study

The Master of Communication and Media Industries (MCMI) degree program requires 8
course units (CUs). All students must maintain a cumulative grade point average (GPA) of
at least 3.0.

To earn the MCMI degree, students must successfully complete the required courses as
outlined below. All courses must be at the 5000 level or higher and completed for a letter
grade.

MCMI Plan of Study (Full-Time)
Course Title Units
Fall Semester
COMM 5110 Media and Communication Industries: Theories and Frameworks 1
COMM 5120 Methods and Frameworks for Media Industry Research 1
Elective 1
Course Units 3
Spring Semester
COMM 5197 MCMI Capstone Research Seminar 1
Elective 1
Elective 1
Course Units 3
Summer Semester
COMM 5198 MCMI Capstone Writing Seminar 1
COMM 5100 Proseminar in Media and Communication Industries 1
Course Units 2
Total Course Units 8
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2.1.2 Electives

Students are encouraged to visit the Annenberg website for information about available
electives. For questions about elective options or courses outside of Annenberg, please
consult with the Associate Dean for Master’s Programs or the Director of the Graduate
Program.

MCMI students are allowed to take one elective outside of Annenberg, provided that the
course is available and that they meet any necessary prerequisites.

2.2 Academic Calendar

Please visit the University of Pennsylvania academic calendar.

2.3 Academic Integrity

The Annenberg School for Communication adheres to the University’s Code of Academic
Integrity and treats all cases of academic dishonesty with utmost seriousness. If a faculty
member determines that a student has violated this Code, they may refer the case to Penn’s
Center for Community Standards and Accountability (CSA). The CSA will then follow the
principles and procedures outlined in the Charter of the University of Pennsylvania Student
Disciplinary System.

2.4 Use of Artificial Intelligence (AI)

Students should refer to their course syllabi and faculty for the accepted use of AI in the
classroom.

2.5 Academic Advising

The Associate Dean for Master’s Students is assigned as the primary advisor for students in
the MCMI program. In partnership with the Director of Graduate Programs, the Associate
Dean is the main source of assistance for students in planning their academic program,
seeking advice, and progressing through the master’s degree. Students should plan to meet
with the Associate Dean at least once per term and are strongly encouraged to maintain
consistent communication throughout their degree program.

2.6 Continuous Registration

All students must register during the fall, spring, and summer terms until all degree require-
ments have been met unless a leave of absence has been granted. To satisfy the continuous
registration requirement, students must be registered for coursework during these terms.

A degree student who has not maintained an active status by registering each fall and
spring term and who has not been granted an official leave of absence will be withdrawn.
Students who are withdrawn from Annenberg for inactivity are not eligible for readmission.
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2.7 Path@Penn

Path@Penn is the landing page for Penn students to access resources pertaining to courses
and registration, degree auditing, viewing transcripts, updating contact information, and
more. Students may register for courses through the ”Search and Register for Classes” link
in Path@Penn.

Before selecting classes, students should review the information in their student profile
to confirm the following information is correct on the student record:

• Degree program(s)

• Expected graduation date

• Emergency Contact Information

• Current addresses and phone numbers

For more information on using Path@Penn, visit the University’s Pennant Resources page.

2.8 Advance Registration

Advance registration is a two-week period in which students enter requests for their course
preferences in the upcoming term.

Once advance registration begins, students are responsible for registering for the courses
needed for the standard course of study, which includes electives and/or required courses. Stu-
dents with registration holds will need to complete their registration once the hold is lifted.

Students may enter their course preferences at any time during the advance registration
period. This is not a first-come, first-served process, so there is no advantage to registering
early and no guarantee that students will be enrolled in all their requested courses. At
the end of the advance registration period, the system will enroll students in courses based
on designated priorities and seat availability. Course demand impacts whether students
are enrolled in all the courses they requested. Approximately two weeks after the advance
registration period closes, student schedules are posted in Path.

If a student does not receive a full schedule, or if they wish to change their course
selections, they may begin revising their schedule when the Add/Drop/Swap period begins.

Detailed instructions can be found in the University’s Quick Reference Guides.

2.9 Holds

Students who have an active hold on their account will not be permitted to register for the
upcoming term.
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2.10 Course Withdrawals

Students who wish to drop a course after the course selection period and the late drop
deadlines must first discuss the impact of their withdrawal with the Associate Dean. With-
drawing from a course means that the student will not earn credit for it. If the course is a
prerequisite or a requirement for their degree, withdrawing could affect their degree progress
and the time needed to complete their program. Withdrawals are not allowed after the last
day of classes.

If the withdrawal request is approved, the course will remain on the student’s record,
and a “W” will be permanently noted in the grade section of the transcript. This “W”
does not impact the student’s grade point average. Additionally, there is no refund for
course withdrawals. Withdrawal (W) grades do not count towards international students’
full-time status requirements. International students should consult International Student
and Scholar Services (ISSS) before requesting a course withdrawal.

2.11 Waiving and Substituting Courses

Course waivers and/or substitutions are not permitted.

2.12 Prior Courses at the University

Students who were previously enrolled as undergraduates at Penn cannot “repeat” courses
in the master’s program that they took as undergraduates. Generally, courses with the same
title cannot be taken twice.

2.13 Independent Research Courses

Students in the MCMI program are not permitted to do independent studies or independent
research courses in the MCMI unless given explicit approval by the Associate Dean for
Master’s Programs.

2.14 Course Attributes and Electives

To count for the master’s degree, all courses must be 5000 or above. If a student takes
a course below 5000 (undergraduate level), they will not earn credit towards the graduate
degree.

Students should always check with their department before enrolling in a course in an-
other school to ensure the course will count towards their degree program and must take the
course for a letter grade.

2.15 Auditing Courses

MCMI students are not permitted to audit courses while enrolled in the program.
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A+ 4.0
A 4.0
A- 3.7
B+ 3.3
B 3.0
B- 2.7
C+ 2.3
C 2.0
C- 1.7
D+ 1.3
D 1.0
F (Fail) 0.0
I (incomplete) 0.0

2.16 Dual Degree Programs

MCMI students are not permitted to be enrolled in a dual degree program.

2.17 Registration Changes and Title IV Funds

Changes to a student’s registration can impact financial aid, billing, academic standing, and
academic progress. Students who receive Federal Title IV funds should understand that
dropping or withdrawing from courses may affect their eligibility for future federal aid, as
detailed in the Satisfactory Academic Progress (SAP) Policy. Additionally, students may
be required to return a portion of the federal aid they initially borrowed for the term. It is
highly recommended that students consult with the Financial Aid office before withdrawing
from any courses.

2.18 Course Attendance

Policies regarding absence from classes are determined by the instructor(s) responsible for
the course. If it is necessary to miss a class, the student should seek permission from the
course instructor in advance.

2.19 Grading Policies and GPA Scale

Annenberg instructors apply letter grades as follows:
Master’s students who receive a grade of F (fail) in a required course must retake the

course to earn credit. If a student receives an F in an elective course, they must either
repeat the course or take another course with equivalent course units (CUs) that meets the
degree requirements. It is important to note that the F will remain on the student’s official
transcript, even if they repeat the course and earn a satisfactory grade. Additionally, the F
will still be included in the calculation of the cumulative GPA.
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A grade of NR (instructor did not submit grades for the course) must be cleared from the
student’s transcript before graduation. The notation “W” indicates an approved withdrawal
from a course.

2.20 Incomplete Coursework

An incomplete grade (“I”) is given only for satisfactory work that cannot be completed on
time because of unusual problems that justify an extension. Incomplete grades must be
changed to letter grades by the time agreed upon by the instructor, but no later than the
day on which grades are due for Annenberg students in the semester following the original
assignment of an Incomplete grade. Thus, Incompletes awarded in the Fall semester must be
eliminated no later than the “Grades due” date in the following May. Incompletes given in
the Spring semester must be eliminated no later than the “Grades due” date the following
December. If a grade of Incomplete is not eliminated by the due date, the course will
not count toward the minimum course requirements, and the student will have to enroll in
another class to meet the minimum course requirements.

2.21 Appeals of an Evaluation, Exam, or Grade

In matters related to grading and student evaluation, instructors giving an evaluation, exam,
or course grade have sole authority for changing such assessment, exam, or course grade,
provided they remain on the faculty (or the emeritus faculty) of the University of Pennsyl-
vania.

Students who wish to have any evaluation or grade reviewed must first discuss the matter
with the instructor. Should this meeting not yield a satisfactory resolution to the student
and the instructor, or if it is not possible, the student may ask the Associate Dean for
Master’s Studies for assistance. If the matter is not resolved again, it can be taken up by
the Dean of the School. Reviews of any grades are intended to ensure only that appropriate
grading procedures have been followed, not to examine or question the faculty’s professional
judgment.

2.22 Grievance Procedures Guidelines

Students concerned about the educational climate in any course or project are encouraged
to discuss their concerns with the relevant instructor or research supervisor, who should, in
all cases, treat these matters with respect and close attention.

Should these discussions not adequately address the concerns raised, or if students cannot
approach the instructor or faculty supervisor directly, students may then consult the Director
of Graduate Programs. If the Director determines that University policy has been violated,
action will be taken consistent with such policy.

If still unresolved following this consultation, the matter can then be taken up with the
Annenberg Dean, whose role is limited to ensuring that the faculty has arranged for a proper
review.

12



If a graduate student has a grievance concerning a non-academic matter, the suggested
procedural steps should be discussed with (as applicable):

• Director of Graduate Programs
• Associate Dean for Master’s Studies
• Dean
• Ombudsman.
At any point, the student may wish to circumvent steps a-c and contact the Ombudsman.
Information about the University grievance procedures policy can be found at https://www.sas.upenn.edu/graduate-

division/resources/academic-grievance-procedure.

2.23 Academic Probation

To remain in good academic standing, graduate students are required to maintain a minimum
3.00 GPA throughout their graduate program and make satisfactory progress toward their
program of study. Students not making satisfactory academic progress (SAP) may receive a
warning or be placed on probation. The decision to place a student on academic probation
is the responsibility of the Associate Dean for Master’s Programs and the Director of the
Graduate Program and is issued based on the student’s overall performance in a given
semester. At the end of a semester of probation, the student’s record will be reviewed to
evaluate whether satisfactory academic performance has been achieved. In the absence of
improvement in the subsequent semester, students on probation may be withdrawn from the
Annenberg School for Communication.

A student will be placed on academic probation if they have:

• A semester GPA below 3.00, or

• A cumulative GPA below 3.00, or

• A “C+, C, or C-“ grade in 2 or more course units, or

• A ”D+” or ”D” grade in any course, or

• An “F” in any course

A student on academic probation is expected to meet with the Associate Dean for Master’s
Programs to design a performance improvement plan. If the student achieves a cumulative
GPA of 3.00 or above at the end of the subsequent semester, the student will be removed
from academic probation. If the student does not achieve a cumulative GPA of 3.00 or
higher, the student is subject to withdrawal from the program.

Additionally, the Annenberg School reserves the right to withdraw any student whose
GPA is below 2.00 in any term, or whose cumulative GPA reaches the point at which it will
be impossible to obtain the required 3.00 after completing the remaining courses needed for
the degree.

Students who are withdrawn for unsatisfactory academic performance are not eligible
for readmission. Withdrawal decisions are made by the Associate Dean in consultation with
the Director of Graduate Programs.
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2.24 Enrollment Status

Course load is measured in course units, and the number of course units for which a student
is registered determines their enrollment status.

Full-Time Enrollment Three or more course units in a semester
Part-Time Enrollment Less than three course units in a term

2.25 Time to Completion

Students have a maximum of six consecutive years from the date of their matriculation in
the master’s degree program to complete all requirements for the degree, including passing
all necessary examinations. Official leaves of absence do not extend this time limit, unless
an exception is granted by the Associate Dean.

2.26 Withdrawals

2.26.1 Voluntary Withdrawal

A student may voluntarily withdraw from the Annenberg School at any time. To voluntarily
withdraw, students must notify the Director of Graduate Programs, who will make the
appropriate adjustment to the student’s academic. Non-attendance does not constitute an
official voluntary withdrawal.

• A student who is required to withdraw because of a violation of University policies
shall receive no refund by reason of such withdrawal.

• Refer to the Return of Funds Policy: Federal Regulations require the University to
calculate a return of federal student aid funds for students who withdraw (officially
or unofficially) from all classes on or before the 60 percent attendance point in the
semester and for students who withdraw from any module-based courses.

2.26.2 Unofficial Withdrawal

Students who stop attending all classes without officially withdrawing or taking a leave of
absence are considered Unofficial Withdrawals and will be subject to a return of federal
student aid funds, the amount of which is calculated based on the last documented date of
attendance as determined by the University of Pennsylvania.

2.26.3 Academic Withdrawal

Students who do not meet the Academic Performance standards of their program may be
academically withdrawn.
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2.26.4 Readmission

Students who voluntarily withdraw may apply for re-admission within three years. Those
withdrawn for non-attendance or dismissed for unsatisfactory academic performance are
ineligible. Reinstatement requests must include evidence of actions taken during the absence
and a plan to avoid the original withdrawal reasons. Approval by the Associate Dean
is required before registration. Courses taken prior to re-admission will be re-evaluated
based on the current curriculum, and departments can choose not to accept them for credit,
potentially requiring additional coursework. Students must also clear any holds, including
financial ones, before reinstatement can be approved.

2.27 Leave of Absence

2.27.1 Requesting a Leave of Absence

Master’s students who wish to take a leave of absence must complete the Leave of Absence
form. This request should include the reason for the leave and the planned date of return.
The form must be approved by the Associate Dean.

Students who are receiving Title IV federal loans and take a leave of absence or withdraw
before completing 60% of the semester should be aware of the Return of Federal Student Aid
(Title IV) policy. It is important to review this policy carefully before requesting a leave.

Please note that normal drop and withdrawal deadlines apply. Leaves of absence may be
granted for up to one year. Students who are granted a leave of absence cannot earn credit
for courses given by another institution while on leave.

2.27.2 Types of Leave

1. Personal. A Personal Leave of Absence is for employment or internship opportunities,
military service, family matters, or the pursuit of other personal goals.

2. Medical. Students who are experiencing health or mental health issues that temporar-
ily disrupt their studies can request a medical leave of absence. To do so, students
must provide documentation from their treating clinician at the time of the leave re-
quest. They will also need to submit this documentation again before their return from
leave is approved. Importantly, the supporting documentation should not disclose any
specific details about the student’s condition; it should solely confirm the need for a
leave of absence.

2.27.3 Returning From Leave

To return from a leave of absence, a student must submit a return request via email to
the Director of Graduate Programs. Once received, Annenberg will activate the student’s
record and provide the necessary information regarding their return. Upon returning, the
student will retain the same academic standing (for example, probation) as they had before
the leave. Additionally, all holds, including financial ones, must be cleared from their record
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before returning to their program of study. If a student fails to return from a leave of absence
or does not apply for an extension, they will be withdrawn from Annenberg. Please note
that students who are withdrawn due to inactivity are not eligible for readmission.

2.28 Degree Eligibility

Students must fulfill all degree requirements in order to graduate. It is the students’ re-
sponsibility to ensure that their academic record accurately reflects all approved course
substitutions and waivers before graduation. If any corrections are needed, students should
notify the Director of Graduate Programs. Expected graduates who do not meet degree
eligibility for any reason must reapply to graduate and, if necessary, register for additional
coursework. No grade changes due to additional or revised work are accepted once a student
has graduated.

2.29 Graduation Application

All University of Pennsylvania students must submit the University Graduation Applica-
tion by the term deadline. Failure to apply by the deadline may result in degree conferral
being postponed until the next term.

2.30 Diploma Distribution

Degrees are conferred three times per year: in May, August, and December:

• Diplomas of May graduates are mailed in late July

• Diplomas of August graduates are mailed in mid-October

• Diplomas of December graduates are mailed in March

2.31 Other Diploma Information

The University Registrar maintains the graduation and diploma website. Questions about
diplomas should be sent to diplomas@pobox.upenn.edu.

2.32 Official Transcripts

Transcripts are maintained centrally by the Office of the University Registrar. Graduation
is posted to the student’s academic record within two weeks of the completion of the term.
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2.33 Account Balance

Graduates who have an account balance of $200 or more will have a hold placed on their
records and will not receive their diploma until the balance is paid and the hold is lifted.
However, students with a financial hold may still participate in graduation ceremonies and
order official transcripts.

2.34 Tuition and Fees

Tuition and fees are likely to increase each year. The rates are determined by the Trustees of
the University of Pennsylvania in late spring. The Trustees reserve the right to raise tuition
and fees and to amend the regulations regarding these payments at any time. These changes
may apply to both current students and new students enrolling at the university.

Students will be billed per credit unit (CU) along with applicable university fees each
semester that they are registered.

Students are encouraged to view our website for the most up-to-date tuition and fee
information or reach out to the Director of Graduate Programs with any questions.

2.35 Insurance and Immunization Compliance

2.35.1 Health Insurance Requirement

All full-time students must carry comprehensive health insurance as a condition of stu-
dent enrollment at the University of Pennsylvania. The University makes available a group
policy, the Penn Student Insurance Plan, for eligible students without medical insurance.
Students who have their own health insurance may waive enrollment in the PSIP by submit-
ting a waiver request by the posted deadline. Failure to comply with the health insurance
requirements will prevent registration for the upcoming semester.

2.35.2 Immunization Requirement

The University of Pennsylvania requires that all students meet the immunization require-
ments. Any student not complying with these requirements will have a hold placed on their
registration. Detailed information about the immunization requirement is available through
Penn Wellness.
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Section 3

Information Systems, Computing, Classroom, and Au-

dio/Visual Technology

The Information Technology Department supports the technology needs of the Annenberg
School for Communication and the Annenberg Public Policy Center. We manage and main-
tain computing, networking, classroom, audiovisual, and related technology resources. We
also provide technical guidance and solutions for faculty, staff, students, research projects,
and school operations.

Annenberg IT supports classroom and meeting-room technology, school-managed com-
puters and software, research and grant-funded projects, and individual technology needs.
The Media Lab provides video-editing workstations, audiovisual production equipment, and
flexible studio space. The Help Desk offers remote and in-person assistance during regu-
lar business hours. Support requests should be submitted through the IT Help Desk at
https://ithelpdesk.asc.upenn.edu so they can be assigned to the appropriate staff member.

3.1 AI Tools Usage Guidelines

The Annenberg School for Communication has developed AI Tools Usage Guidelines to sup-
port the responsible and effective use of artificial intelligence. The guidelines are consistent
with Penn policies concerning data protection, academic integrity, privacy, security, and
ethical conduct.

3.2 Use of Technology

In addition to the technology resources provided by Annenberg, the University of Pennsyl-
vania offers a wide range of computing and technology services. Students should familiarize
themselves with the resources available through Penn Information Systems & Computing
at https://www.isc.upenn.edu/. Annenberg IT serves as the Local Support Provider for
ASC graduate students and provides assistance with school-managed and University tech-
nology resources. Access to these resources is available to students who are in good standing,
enrolled for credit, or participating in school-authorized activities or projects. Additional
technology and media resources may also be available through Penn Libraries.
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3.3 Information Systems Policies and Procedures

ASC follows the University of Pennsylvania’s Acceptable Use Policy for Electronic Resources
and other applicable University computing, information security, and privacy policies. Stu-
dents are responsible for reviewing and complying with these policies. Questions or concerns
may be submitted to Annenberg IT through the IT Help Desk at https://ithelpdesk.asc.upenn.edu/
or by email at support@asc.upenn.edu.

3.4 Use Support

Annenberg IT provides support for school-managed computers, software, accounts, net-
works, printers, classroom and audiovisual systems, and other technology services used for
school-related work. Support includes assistance with password and account problems, net-
work connectivity, printing, email access, hardware or software malfunctions, and other
supported technology issues. Although Annenberg IT may be able to offer limited guidance
on personally owned devices, software, or home networks, support for these systems cannot
be guaranteed.

Students are responsible for maintaining appropriate backups of their school-related files.
Important files should not be stored only on a computer’s local drive, because devices may
be lost, damaged, replaced, reconfigured, or erased. Students should regularly store or back
up their files using Penn-provided cloud services such as Microsoft OneDrive or PennBox.

PennBox is particularly useful when files need to be shared or maintained as a collabo-
rative data repository for a research group, project, or other authorized activity. Students
should follow applicable Penn and Annenberg requirements when storing, sharing, or trans-
mitting sensitive information. Neither the Annenberg School for Communication nor the
University of Pennsylvania can guarantee recovery of data that has not been properly stored
or backed up.

3.5 Office 365 Use Following Graduation

Access to PennO365 email, Microsoft 365 applications, and OneDrive will continue for six
months following the graduation month. PennBox access ends immediately upon graduation.

To request access to electronic resources beyond the standard access period, the respon-
sible faculty member or staff administrator must complete the Request for Continued Access
to Electronic Resources form. An Annenberg IT staff member will review the request and
contact the faculty member or staff administrator with any additional requirements or next
steps.

If the request is approved, the departing employee or student must complete and sign a
Terms of Use Agreement. The completed agreement should be emailed to support@asc.upenn.edu
or uploaded to a ticket at https://ithelpdesk.asc.upenn.edu.

Requests are generally approved for six months unless a shorter period is specified. Ad-
ditional extensions may be requested by submitting a new form.

Continued access to some services, including PennO365 and Qualtrics, may involve a
monthly cost. A valid budget account number must be provided before a request can be
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approved.
The faculty member or staff administrator submitting the request is responsible for ensur-

ing that the Terms of Use Agreement is completed and for communicating with Annenberg
IT regarding changes, renewals, or additional extensions.

3.6 Important Information Regarding Computer Resources at ASC

Your PennKey is the primary credential used to access computing resources at the Annenberg
School for Communication and throughout the University of Pennsylvania. It is used to sign
in to University services, including PennO365 email, library resources, campus networks,
Annenberg workstations, network drives, printers, the IT Help Desk, and the school’s room-
request system.

For most services, you will sign in using your PennKey or your PennKey in the following
format:

PennKey@upenn.edu
You have one PennO365 mailbox, but email may be addressed to it using more than

one valid address. Messages sent to either your PennKey@upenn.edu alias or your primary
Annenberg email address are delivered to the same PennO365 mailbox.

Your primary Annenberg email address generally uses the following format:
firstname.lastname@asc.upenn.edu
Use your Annenberg email address when corresponding on behalf of the school and when

listing your professional University contact information.

3.7 Important Websites to Know

The School’s Main Website: Visit www.asc.upenn.edu for information about the An-
nenberg School for Communication, including academic programs, faculty, research, events,
and news. School policies, forms, and other internal resources are available on the Policies
and Resources page.

The IT Help Desk Support Ticketing Site: https://ithelpdesk.asc.upenn.edu/

Use this site to submit a support ticket regarding computer problems or other AV/IT re-
quests.

Room Request Site: Students may request Annenberg classrooms and meeting spaces
through MyMazevo. Sign in using your PennO365 username in the following format:

PennKey@upenn.edu

General Universities Resources: www.upenn.edu/u@penn. Use this site to access uni-
versity resources not specific to the Annenberg School for Communication. Log in using
your PennKey username and password.
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University Software Download site: http://www.upenn.edu/computing/product. Use
this site to access University software available for download, including antivirus and Se-
cureW2 (needed for PC access to AirPennNet). Log in using your PennKey username and
password.

PennBox Online File Sharing: https://upenn.box.com/login. PennBox is Penn’s
cloud-based file storage and collaboration service. Students can use PennBox to store,
organize, and share files with other Penn users and authorized external collaborators.

Sign in using your PennKey credentials. PennBox may be accessed through a web browser
or through the Box desktop and mobile applications. It is especially useful for collaborative
projects, shared research files, and other school-related work that needs to be accessible to
multiple authorized users.

Students are responsible for following applicable Penn and Annenberg requirements when
storing or sharing sensitive information.

E-Mail Web Client: www.outlook.com/upenn.edu. Use this site to access your e-mail
from any computer connected to the Internet and log in with your PennKey.

PennO365 Microsoft Office Suite: Your PennO365 account includes access to Mi-
crosoft 365 applications such as Outlook, Word, Excel, PowerPoint, and Teams. Eligible
students may install these applications on supported personal computers and mobile de-
vices.

To access Microsoft 365 online or download the available applications, sign in using your
PennO365 username in the following format:

PennKey@upenn.edu
Additional information is available on the PennO365 Microsoft 365 page.

Microsoft OneDrive: is Penn’s cloud-based file storage and collaboration service avail-
able through PennO365. Students can use OneDrive to store, organize, share, and col-
laborate on school-related files and access them from supported devices with an internet
connection.

Sign in using your PennO365 username in the following format:
PennKey@upenn.edu
Students should use OneDrive to maintain backups of important files rather than relying

solely on a computer’s local storage.

University Client VPN: The University Client VPN provides secure access to Penn
network resources when working off campus or using an untrusted network. It uses the
GlobalProtect application and requires PennKey authentication with Duo Two-Step Verifi-
cation.

Penn Directory: Students are responsible for reviewing and updating their own directory
and biographical information. Instructions for making changes are available on the Student
Registration and Financial Services: Update Personal Information page.
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Students should list their Annenberg email address in the following format:
firstname.lastname@asc.upenn.edu
For assistance with an Annenberg email address, contact support@asc.upenn.edu.

3.8 Audio/Video Facilities and Resources

Audio, video, photography, and other media production equipment can be checked out
through the Media Lab. See what is available and schedule for pick up at https://asclab.getconnect2.com/.
Record audio in the recording booth. To reserve, email media lab manager Anna Gamarnik
at anna.gamarnik@asc.upenn.edu. Use specialized production software on the Media Lab
computers.

The media lab manager also provides consultations and AV production support.
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Section 4

General Information:

School Resources, Facilities, and Building Policies

4.1 Library

The Annenberg Library supports the research and teaching of the School’s graduate and
undergraduate programs. In addition, the Library serves all research centers and projects
at the school and the wider University community. The Library is located on the second
floor of ASC’s 3620 Walnut Building and is only one block from the central Penn Library,
Van Pelt-Dietrich Library Center.

4.2 Collections/Facility

Students can access the Penn Libraries’ world-class collections and additional electronic
and print resources through the Annenberg Library. Search the Penn Libraries catalog
for access to books, articles, data, and databases. Some of these databases provide full-
text of news sources (e.g., Nexis Uni, NewsBank). Others index and abstract scholarly and
professional journal literature (e.g., Communication Source, Web of Science, and PsycINFO).
Still others provide visual materials (e.g, AP Photo Archive) or quantitative data (e.g, iPoll,
ICPSR). Annenberg Library and Penn Libraries also provide access to research software and
platforms. Almost all databases and electronic resources are accessible on and off campus.
The ASC Library reserves materials that support the school’s curriculum, reference texts,
serials, theses, and DVDS. In collaboration with the Media Lab, it provides access to two
editing computers and returns for equipment checkout.

The ASC Library Archives has a three-pronged focus: history of communication research,
journalism, and media. History of communication research collections include the papers of
George Gerbner, Elihu Katz, Herbert Schiller, the International Communication Association
(ICA), and the Communication Scholars Oral History Project. The archive’s media materials
include an extensive collection of prime-time and afternoon soap opera television scripts as
well as collections of editorial cartoonists. See the ASC Library Archives website for more
information on collections and use.

The Library’s beautiful open reading room is outfitted with soft chairs, tables and booths,
whiteboards, a scanner/printer, a color printer, and a water station for cold and hot drinks.
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4.3 Services

Consultations with the Director of Library Services and Operations, Katie Rawson, can
be made by e-mail (katie.rawson@asc.upenn.edu), phone (215-898-6106), or drop-in (Room
216 in the Library). The library offers services for publishing and copyright, data access
and management, and research tools and strategies. Other library services include Canvas
Courseware support and document delivery. For assistance with Canvas and course reserves,
contact the Library Specialist, Min Zhong.

Students also have access to services through the Penn Libraries, including research data
management, digital scholarship training, and systematic review guidance. These services
can be accessed directly through the Penn Libraries or the Annenberg librarian.

4.4 Borrowing

Reserve materials may be charged out by ASC faculty and students, as well as students from
other parts of the University with a valid Penn ID. The introductory daytime borrowing
period for reserve materials is four hours and is renewable, provided others are not waiting
to use the material. Reserve materials may also be checked out overnight, two hours before
closing, and must be returned within the first hour of the next day. Increasingly, the Library
makes reserve readings available electronically in Canvas, the University’s course software.
Graduate students may also be granted special arrangements (i.e., longer borrowing times)
with reserve items not needed for a current course. Reference materials and DVDs circulate
for six weeks.

The regular loan period for circulating items depends on the library and your University
status. Still, the general practice is that the whole semester lending period is granted to
grad students, and a full year is granted to faculty. Items not found in the catalog or
already checked out may be requested from another University through the EZ-Borrow,
BorrowDirect, or ILL services. All items from our Penn libraries or another library can be
sent to Annenberg for checkout here. If you are in a hurry for a book located at Van Pelt or
another departmental library on campus, you may want to fetch it yourself, as it can take
two or three days for the item to be routed here.

Note: Fines are rarely collected at ASC unless a student shows a pattern of negligence.
Alert the Librarian as soon as possible concerning e-mail notices you receive for Annenberg
fines or lost materials. Fines accrued with other libraries in the Penn Library system must
be paid or negotiated at the individual Library. Please note that the ASC Library staff has
no jurisdiction over fines at other libraries. Feel free to contact us first with any questions
and concerns about your library account.

4.5 Logo: ASC and University Name

ASC and the University of Pennsylvania services and property, including the ASC and
University’s name and/or official logo and stationery, will be used solely by faculty and staff
for School and University business. Faculty, staff, and students are responsible for assuring
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that staff time, telephones, duplication services, mail services, computing equipment, office
and classroom space, audiovisual equipment, office supplies, etc., are used consistently with
university policy.

4.6 Personal Data Changes

Students should inform the Director of Graduate Programs and the ASC Business Office of
any change of name, address, telephone, or social security number. Once a year, the student
should also submit the University’s personal data form for use by other University offices.
Tax status changes should be reported directly to the ASC Business Office.

4.7 Building and Equipment Access and Information

The 3620 Walnut Street entrance is usually open to ASC faculty, staff, and students Monday
to Friday except during holidays, summer, and other designated times. The Main Office
hours are 9 a.m. to 5 p.m., Monday to Friday. There is no access to the Main Office after
hours or on weekends. Holiday access schedules are posted just before each holiday period.

4.8 Building Access After Hours

All persons must sign in and sign out after 5:30 p.m. In addition, ASC security has been
instructed to deny building access after 5:30 p.m. to all persons who do not have a valid
PENN ID. Only authorized individuals and those with pre-approved written permission from
the Building Administrator may enter or remain in restricted areas of the building after
hours and on weekends. Restricted areas include grant project rooms, labs, research offices,
individual faculty or staff offices, the main office (Room 200), the video lab, classrooms,
and the ASC Forum. At least 24 hours in advance, written approval must be obtained from
the persons authorized to give access to their area. However, before access is granted by
ASC security, the building administrator must sign off on the approval. Any unauthorized
individuals in restricted areas will be escorted from the area and/or building. In addition,
any authorized person may ask to see an individual’s identification at any time.

4.9 Student Office Space

A limited number of rooms may be provided each year for use by eligible ASC graduate
students. The number and location of these offices may change each year. Assistants,
hourly paid assistants, research scholars, and dissertation research fellows are eligible for
office space, subject to availability.

The Director of Graduate Programs prepares a list of students eligible to be considered
for office space. The assignments may change each year. Students will move offices by the
first week of August.
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4.10 Key Check-Out to Student Offices and Classrooms

Keys to student offices may be checked out in August. Keys must be returned when a
student leaves the office, moves to a new office, or upon graduation. There is one time
forgiveness for a lost key, and then a $10 fee per key for all lost office keys. Upon faculty
request, teaching and research assistants can sign out classroom keys, granting access to
classroom audio/visual equipment. These keys are checked out for the scheduled classes,
and the student must present a valid Penn card ID to receive classroom keys; the Penn card
ID will be returned upon receipt. There is a $25 fee for all lost classroom sign-out keys.

4.11 Office Security

To discourage theft, lock the office doors even when leaving for only a moment. Keep small
valuables such as handbags, wallets, radios, calculators, etc., out of sight. Do not leave books
and other possessions unattended in the library, restrooms, halls, or other open places. Use
the escort service when leaving the building alone at night. (Please report suspicious persons
and activity.) Keep office doors closed and locked when working in the evening and on the
weekends. Be alert to your surroundings.

4.12 Security

Living and working in an urban environment requires students, staff, and faculty to exercise
appropriate caution. The School and University have taken measures to help safeguard
the well-being of all who study and work on the campus. ASC employs a security firm
to augment the service provided by the University of Pennsylvania. One or more security
personnel are on duty in the building during open hours. Security personnel check the
identification of persons entering and leaving the building, are authorized to check the ID of
anyone who is in the building using its facilities, patrol the halls to ensure areas are secure,
provide information to persons unfamiliar with the facility, and exercise crowd control during
special events. They should be called upon whenever anyone feels unsafe in the building.
The phone number at the Walnut Street entrance is 8-1881 from a campus phone. In an
emergency or theft, please contact the Building Administrator or Security.

4.13 Campus Police

The University of Pennsylvania has a police department of both uniformed and plainclothes
officers. They provide security throughout the campus and on the perimeters of university
buildings. The emergency phone number is 511 from a campus phone. Off campus or via
a cell phone call 215-573-3333. Students are encouraged to program this number into their
cell phones.
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4.14 Accidents and Incidents

Accidents should be reported immediately to the Building Administrator, Deborah Porter,
the security officer on duty at the Walnut Street entrance, and/or to the main desk in Room
200. If there is any possibility of injury, the person(s) involved should go to the University of
Pennsylvania Medical Center for examination. If notified, the Department of Public Safety
will assist in transporting the injured party. An accident report must be filed with the
Building Administrator in writing within 48 hours.

Incidents involving theft, damage to property, suspicious activity, and/or persons, etc.,
should be reported to the Building Administrator (8-2996), the security officer at the Walnut
Street entrance (8-1881), and/or a staff member in the main office (room 200/8-7041).
Crimes in progress and crimes against persons or property should also be reported to the
Department of Public Safety and the Building Administrator. The emergency number is
511 from any campus phone or 215-573-3333 from a cell phone or off campus. In case of
a serious crime, the Department of Public Safety is always notified before the Philadelphia
City Police are called. When in doubt, always call the emergency number first.

4.15 Facilities Scheduling

After classrooms are assigned for regularly scheduled ASC and University courses each
semester, unused rooms may be available for meetings and events. To get information
about scheduling classroom space or to book a room in the Annenberg School, please use
Room Request. Regularly scheduled classes are prioritized over all special event requests.
Generally, classes are not moved in favor of special events. Some events may have a rental,
housekeeping, security, and/or AV charge. No meeting or event may be held in an unused
room that has not been scheduled in advance (48 hours or more) with the Building Admin-
istrator. Last-minute requests and special events in general are planned at the discretion of
the school administration. Space availability does not guarantee that a reservation will be
accepted.

4.16 Mail

United States mail is delivered to the School Monday through Friday (except on federal
holidays). University internal mail is delivered each working day. Outgoing mail (both
internal and U.S.) is picked up each working day by the University Mail Service. Outgoing
mail not part of the school’s official business will not be picked up unless the proper postage
is affixed.

Individual mailboxes are provided to ASC faculty and full-time staff in the main office
(Room 200). Every graduate student has a mailbox on the first floor of the school. The same
key that opens a student’s office opens the student mail closet. As they arrive, incoming
mail, fax, and telephone messages are placed in mailboxes. Due to space limitations, boxes
should be checked daily.
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4.17 Copyrighted Works (Use in Classroom)

The Annenberg School and the University of Pennsylvania are committed to compliance
with federal guidelines regarding the duplication of copyrighted works for use in the class-
room. Whenever necessary, the person requesting duplication should obtain the author’s
appropriate permission and ensure the copyright notice is included on each copy. Specific
guidelines are discussed in the University of Pennsylvania Faculty/Staff Handbook.

4.18 Food and Beverages

Food and beverages are prohibited in ASC classrooms, media and research areas, or the
library. Food and drinks are permitted in the ASC Graduate Student lounge (Room 103);
in the Plaza Lobby, the school’s designated public eating area; and in private offices. All
members of the ASC community are expected to help ensure that this policy is carried out
by setting a good example and reminding offenders of the school policy. Occasionally, special
events will include food and drink in areas otherwise not permitted. Those occasions have
been scheduled with the Events Coordinator or the Building Administrator. A professional
caterer provides the food and drink in those instances, and the group sponsoring the event
has paid a housekeeping charge to ensure that the area is cleaned up promptly.

4.19 Alcohol Use

Please see the University of Pennsylvania Alcohol and Other Drug Policy.

4.20 Smoking and Vaping

Smoking and vaping are NOT permitted in the ASC building. The University is also a
Tobacco-Free Campus. Please see the Tobacco-Free Campus Policy.

4.21 Additional Policies

Please reference the UPenn Academic Resources website for any other University policies.
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