
Tepper School of Business
William Larimer Mellon, Founder

Carnegie Mellon University
5000 Forbes Avenue
Pittsburgh, PA 15213-3890

Phone: 412.268.2269

www.tepper.cmu.edu > 2009/2010

MBA
Student Handbook



MBA Student Handbook – 2009/2010 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
MBA STUDENT HANDBOOK 

2009 – 2010 
 

 

 

 

 



MBA Student Handbook – 2009/2010 

 

Masters Student Services Staff 

 

Wendy Hermann 

Director, Student Services 

hermann@andrew.cmu.edu 

 

Marilyn S. Hersh 

Assistant Director, Student Services 

mshersh@andrew.cmu.edu 

 

Eva Johnson 

Administrative Assistant 

evaj@andrew.cmu.edu 

 

Joyce Maszle 

Assistant Director, Student Services 

jmaszle@andrew.cmu.edu 

 

Monique Moreland 

Assistant Director, Student Services 

moniquem@andrew.cmu.edu 

 

Vickie Motz 

Associate Director, Student Services 

vmotz@andrew.cmu.edu 

 

mailto:hermann@andrew.cmu.edu
mailto:mshersh@andrew.cmu.edu
mailto:evaj@andrew.cmu.edu
mailto:jmaszle@andrew.cmu.edu
mailto:moniquem@andrew.cmu.edu
mailto:vmotz@andrew.cmu.edu


Tepper School of Business 

MBA STUDENT HANDBOOK   

This handbook was prepared for use by the students, faculty and staff at the Tepper School 

of Business at Carnegie Mellon University. No parts of this handbook may be reproduced or 

distributed without written permission from the executive director, masters programs. 

Certain sections of this document have been reproduced from the Carnegie Mellon Student 

Handbook. Students should also be aware of the general University Policies/General 

Student Policies. All questions regarding this publication or the University’s policies should 

be directed to the Student Services Staff. Students are responsible for knowledge of 

these policies. 

 

> http://www.cmu.edu/policies/GenPolicy.html  

> http://www.cmu.edu/policies/StudentPolicy.html  

 

A web version of this document is available at:  

http://www.tepper.cmu.edu/mbahandbook    

 

 

EXPECTATIONS 

The Tepper School is a community of respect, support and sharing toward all 

individuals, facilities and intellectual endeavors. It is expected that every individual will 

contribute everyday to recognizing, maintaining and improving the community 

environment of the Tepper School. It is this total environment of the Tepper School 

that best communicates our uniqueness as a special learning place to earn your 

Masters degree. We must continually protect and build our community environment for 

all of us. 
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Students who have not met the MBA requirements for graduation have until the end of 

the summer (mini 6) to complete them and will incur expenses at the ―part-time‖ student 

rate on a per course basis. 

 

6.5 Tuition Refund 

The tuition will be refunded 100% until the course drop deadline. After the course drop 
deadline, tuition is non-refundable and will remain charged 100%. 

 

Dismissal 

Students dismissed at any time for unsatisfactory academic standings or infractions of 

regulations will not be refunded tuition or related fees. 

 

SECTION 7: CODE OF CONDUCT 

7.1 The Tepper School of Business Honor Code 

All members of the Tepper School community are expected to abide by a code of ethics 

befitting a quality academic institution. Respect, honesty and trust are the cornerstones 

of such conduct. Members of this community manifest their confidence in the honor 

system by maintaining the highest standards of personal conduct, by voicing their 

commitment to ethical behavior, and by refraining from extraordinary precautions and 

other distrustful behavior. Furthermore, community members contribute to an 

atmosphere of trust by preventing temptations for dishonesty and continually upholding 

the highest level of ethics and honesty in all facets of the learning experience and 

environment for all members of the community. Should the behavior of either an 

individual or a group appear questionable, it will be evaluated within the guidelines of fair 

and just procedures to determine the appropriate actions. 

 

7.2 Behavior Subject to Discipline 

The Tepper School Honor Code supplements but does not replace the university-wide 

Disciplinary Code. The Honor Code governs incidents of cheating, plagiarism, computing 

misuse and Career Opportunities Center abuse. In these four areas, the Honor Code 

supersedes the University-wide Disciplinary Code. Other behavior that violates either the 

Tepper School Honor Code or the Carnegie Mellon University Code, including sexual 

harassment and alcohol abuse, will be handled under the disciplinary procedures for the 

broader University. Please refer to the following Carnegie Mellon Web site for more 

information about the University-wide disciplinary procedures: 

http://www.studentaffairs.cmu.edu/  

 

7.3 Honor Code Guidelines 

Purpose. Students are preparing for professional careers of the highest standards. To 

ensure the reliability and validity of the learning experience and to prepare students for 

their later careers, the school and the university establish and enforce standards for 
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 Administration 

 Staff 

 Students, including Non-Tepper School students 

 

7.10  Referral of Complaints 

When a complaint is reported, the director of student services and the executive director, 

masters programs will decide the appropriate forum: information or formal mediation, 

University Disciplinary Committee (UDC) or University Academic Review Board (ARB). 

The decision will be based on the nature of the complaint, the seriousness of the 

complaint and the potential sanction. 

  

7.11 Confidentiality of Hearing Procedures 

The Federal Educational Rights and Privacy Act of 1974, (FERPA), established 

requirements for educational institutions with regard to the privacy of students’ 

educational records, which include academic grades and discipline records. Members of 

any review board may become aware of some information in students’ educational 

records because they read incident reports prior to the hearing in which they are involved, 

hear testimony during hearings and are aware of the possible hearing outcomes. 

Consequently board members have a responsibility to protect student’s privacy at all 

times by not revealing hearing information, outside the hearing process or the guidelines 

of FERPA. 

 

SECTION 8: TECHNOLOGY ENVIRONMENT 

 

8.1     Carnegie Mellon Computing Policy   

(The full policy is available online: http://cmu.edu/policies/documents/Computing.htm).   

 

Questions concerning this policy or its intent should be directed to the Information 

Security Office via email (iso@andrew.cmu.edu).  

 

The purpose of this policy is to set forth guidelines so that members of our community 

may use the campus network and computing facilities in ways that are responsible and 

respectful of privacy. These standards of acceptable behavior also extend beyond the 

campus community into the Internet. 

 

This policy applies to all users of Carnegie Mellon computing systems, including 

students, faculty and staff, and any others granted the use of university computing 

resources. It applies to the use of all computing facilities owned, leased, operated or 

contracted by Carnegie Mellon. As used in this policy, terms such as ―computing,‖ 

―computing/communications systems,‖ ―computing resources,‖ etc., refer to all 

computers, communication systems, and peripherals, software, telephones and systems 

with similar functions, which are owned by Carnegie Mellon, or which utilize Carnegie 
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Mellon infrastructure such as telephone lines or computer networks. 

 

8.2     Privileges and Responsibilities 

Every member of the Carnegie Mellon community who uses computing and related 

communications systems at Carnegie Mellon or systems that belong to Carnegie Mellon 

or which rely on Carnegie Mellon’s infrastructure has the responsibilities described in this 

policy. 

 

8.3     Respect for others’ Property and Privacy Rights  

Users are responsible to respect copyright agreements and intellectual property 

ownership. Any material that is the work of another, whether explicitly copyrighted or not, 

should not be distributed by a user without appropriate acknowledgement and/or 

permission of the creator. Unless permission has been granted by the owner of copyright 

protected materials, distribution of copyright protected material via the university network 

or computer systems is prohibited.  

 

8.4      Responsible Sharing of Resources 

 

Where a resource such as memory, CPU time or access to network resources belongs to 

the whole community collectively, it must be shared.  

 

It is unacceptable to make such excessive use of system or network resources that other 

users cannot obtain access. Examples include excessive use of CPU time during a 

period of heavy use on a timesharing system, excessive use of disk space on a system 

that does not limit such utilization, the use of an excessive amount of network bandwidth 

in an environment of networked computers, and any activity that makes a system 

unusable or significantly degrades performance for others.  

 

8.5      Personal Use 

While the university makes computer resources available primarily to achieve its goals of 

education and research, and for administrative activities, it realizes the need to 

encourage the personal use of computing for the convenience of the campus community. 

 

We reserve the right to restrict personal use of university systems and networks by an 

individual or by the community at large, if the use of resources for such activities 

becomes excessive. 

 

8.6     Enforcement 

Inappropriate behavior in the use of computers is punishable under the general university 

policies and regulations regarding faculty, students and staff. The offenses mentioned in 

this policy range from relatively minor to extremely serious, though even a minor offense 

may be treated severely if it is repeated or malicious. Certain offenses may also be 
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subject to prosecution under federal, state or local laws. 

 

SECTION  9: OTHER POLICIES 

9.1 Residence Requirement 

Full-Time students must be in residence and complete all requirements for the MBA 

degree in two consecutive academic years, within 21 months of their matriculation. 

 

FlexTime students must be in residence and complete all requirements for the MBA 

degree within three calendar years of their matriculation. 

 

Exceptions to the policy require a leave of absence to be granted (Refer to Academic 

Policies, Section 4). 

 

9.2 Good Standing 

Students on academic probation or with delinquent accounts at the HUB are not in good 

standing. 

 

The Tepper School faculty expects honesty, integrity, ethical and professional behavior 

from all students. Thus, students also sacrifice good standing by: 

 Involvement in any form of cheating or plagiarism. 

 Unethical, dishonest, or unprofessional conduct. 

 Unauthorized representation of the Tepper School or Carnegie Mellon 

community. 

 Abuse of the Tepper School or Carnegie Mellon faculty, staff, students or 

resources. 

 Harassment of the Tepper School or Carnegie Mellon faculty, staff or students. 

 

9.3 Graduation Requirements 

To graduate, students must fulfill all graduation requirements and be recommended for 

the MBA degree by a vote of the Tepper School faculty. MBA candidates must return all 

materials borrowed from the Tepper School (such as computer software) or any other 

property of Carnegie Mellon (such as library books) prior to the last day of classes in their 

final semester in the program. In addition, all MBA students must be in ―good standing‖ to 

graduate (see section 9.2). 

 

9.4 Alcohol 

In all circumstances, the University expects students to conduct themselves responsibly, 

both individually and collectively. Abusive or excessive consumption of alcohol that 

interferes with the rights of other persons, inflicts personal injury, or causes damage to 

property will result in severe disciplinary action, including suspension or expulsion. 
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Carnegie Mellon accepts no responsibility for the direct supervision of social activities 

organized by its students and student organizations. The University reserves the right, 

however, to review plans for social events that use University facilities and to set special 

requirements to ensure that all responsibilities are met. 

 

Consumption of alcoholic beverages in classrooms is forbidden. 

 

Following are the rules for social events at the Tepper School in accordance with 

Carnegie Mellon policy, as outlined on the Carnegie Mellon policy home page, 

http://www.cmu.edu/policies/  

 

 .     Social events may not start until all classes for that day, including evening 

classes, are over (unless special arrangements are made with the executive 

director, masters programs), nor may they start before completion of all exams 

in the building on that day. The Tepper School does not plan events with 

alcohol on the day prior to the final exam period in any mini. 

 .     All social events providing alcoholic beverages must also provide food and 

non-alcoholic beverages. 

 .     Alcoholic beverages are not to be consumed in any public area either owned 

or controlled by the University (i.e., hallways, lounges, and foyers). 

 .     Permission to serve alcoholic beverages at events attended by students can 

only be obtained from the Carnegie Mellon dean of student affairs office.  A 

trained staff member or faculty member must take personal responsibility for 

ensuring that alcoholic beverages are served only to students of legal age 

before permission will be given. 

 .     Please consult with the Student Services office for assistance in processing 

alcohol requests. 

 

After the event, the designated area must be left as neat as possible. Any damages 

should be reported to the Student Services office and to Carnegie Mellon Security. 

 

9.5 Sexual Harassment  

Carnegie Mellon is committed to maintaining a learning and work environment free from 

sexual harassment. Carnegie Mellon is dedicated to the free exchange of ideas and the 

intellectual development of all members of its community. For this exchange and 

development to take place freely, the institution promotes the confidence to work, to 

study, to innovate, and to perform without fear of harassment.  

Sexual harassment is prohibited by the University. Any faculty member, staff employee, 

or student found to have violated the University’s policy against sexual harassment will 

be subject to immediate and appropriate disciplinary action, including possible 

suspension, termination or expulsion. Carnegie Mellon’s policy against sexual 
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harassment is outlined on the Carnegie Mellon policy home page, 

http://www.cmu.edu/policies/  

 

9.6       Intellectual Property 

The Tepper School adheres to the Intellectual Property Policy guidelines as outlined on 

the Carnegie Mellon policy home page, http://www.cmu.edu/policies/ . 

 

SECTION 10:  MISCELLANEOUS 

 

10.1      Family Educational Rights and Privacy Act (FERPA) 

Carnegie Mellon generally will not disclose personally identifiable information from your 

education records without your consent except for directory information and other 

exceptions specified by the law.  Under FERPA, directory information is personally 

identifiable information that may be disclosed without your consent, unless you 

specifically request the university not to do so.  It is used for purposes like compiling 

campus directories.  If you do not want your directory information to be disclosed, you 

must notify the HUB in writing within the first 15 days of the semester. 

 

Under FERPA, Carnegie Mellon may release personally identifiable information from 

your education records without your prior consent to school officials with legitimate 

education interests.  School officials have a ―legitimate education interest‖ if they need to 

review education records in order to fulfill their professional responsibilities.  This policy is 

available in full online: http://www.cmu.edu/policies/documents/StPrivacy.html 

 

10.2   Carnegie Mellon Student Photo ID Cards 

One of the most important items that you will need is your official Carnegie Mellon 

student photo ID card. The card provides access to buildings, local bus transportation, 

library and athletic facilities and identifies you as a member of the Carnegie Mellon 

community. 

 

Your ID card will be part of your everyday campus life and is used to access the following 

university facilities: 

 

 Tepper School building access http://www.cmu.edu/idplus/idcards/ 

 Computing services, computer clusters/labs 

 University libraries 

 Port Authority Transit (bus, incline, airport bus, etc.) 

 Computer Store 

 University Center and athletic facilities 

 University lectures, concerts and other social events 
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In addition, Carnegie Mellon students receive free access with their photo ID card to the 

following Pittsburgh attractions: 

 

 Carnegie Museum of Art 

 Carnegie Museum of Natural History 

 Carnegie Science Center and SportsWorks 

 The Andy Warhol Museum 

 The Mattress Factory 

 The National Aviary 

 The Frick 

 Phipps Conservatory & Botanical Gardens 

 

Your photo is taken at the Card Office, lower level, Warner Hall. Lost ID cards are 

replaced for a fee. 

 

10.3 Health Insurance 

The university requires all students to carry adequate medical insurance. A charge for the 

premium for the basic plan will appear on your invoice. Students then need to: 

 

 Pay for the basic plan as charged on your student account. 

 Enroll in one of the enhanced benefit options. 

 Complete the waiver form indicating that you are already covered under 

another plan. 

 

In order to qualify for a waiver from the student insurance program, you must be listed as 

the principle, spouse or dependent in a government or employer-sponsored plan that meets 

certain criteria for coverage. The charge for the basic plan will be removed if, and only if, 

your plan qualifies. Individually purchased plans will not be accepted. Insurance enrollment 

information is available on the Student Affairs website at: 

www.studentaffairs.cmu.edu/Healthservices/insurance   

You may also e-mail questions to shinsure@andrew.cmu.edu  

 

10.4 Student Grievance Procedure  

Academic Issues 

MBA students are urged to initially discuss their concerns directly with the involved parties. 

If a mutual  agreement/understanding can not be reached, the student should bring the 

issue to the attention of the Student Services staff.  If the matter can not be resolved, the 

executive director of the masters programs may request statements or testimony from other 

parties involved and will consider the grievance in an ad hoc committee composed of 

faculty members of the Masters Academic Actions Committee (MAAC) and the Masters 
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Educational Affairs Committee (MEAC). This ad-hoc committee will present its decision 

in writing to all parties involved. 

 

Non-Academic Issues 

MBA students are encouraged to discuss their concerns directly with the engaged party: 

students, staff or faculty.  Students are also encouraged to discuss situations with Tepper 

School staff, the director of student services, or the director of diversity strategies and 

programs. 

 

Students may also seek support from non-Tepper School resources. The Graduate 

Programs Office, 4th floor Warner Hall, provides support and resources for ALL Carnegie 

Mellon graduate students, regardless of program. Refer to the link:  

http://education.andrew.cmu.edu/graduateprograms/  

 

The Dean of Students office, 3rd Floor Warner Hall, also provides assistance and 

direction to all students both graduate and undergraduate. Refer to the link: 

http://www.studentaffairs.cmu.edu/dean.cfm 

 

10.5  Carnegie Mellon University 4 Point Grading Scale (for reference only) 

 

Grade  GPA  Description 

A  4.0  Excellent 

B  3.0  Good 

C  2.0  Satisfactory 

D  1.0  Passing  (note that this is not a valid grade for  

    Master’s Students) 

R  0.0  Failure 

 

10.6   Updating Student Information 

Students are required to update their personal information (i.e., name changes, address, 

etc.,) by completing the HUB’s online form. Refer to the link: http://www.cmu.edu/hub  

and go to student information online (SIO).  Official university information is often sent via 

mail, so to avoid disruption in service, updates should be completed as quickly as 

possible. 

10.7  Emergency Protocols 

 

In light of emergencies that have occurred on college campuses, Carnegie Mellon and 

the Tepper School want to assure students, faculty, staff and friends that an emergency 

alert system is in place to notify the campus community if there is an incident or event 

that threatens public safety. 

In case of an emergency, www.cmu.edu  will be promptly updated with information and a 
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link to this site www.cmu.edu/alert  where more in-depth information will be available. In 

addition, the student, faculty and staff portal at my.cmu.edu will also be similarly updated. 

These sites will be continuously updated with information in case of emergency. 

 

All students, faculty and staff in the Carnegie Mellon community are also 

encouraged to register for the Alert Now service, which sends voice and/or text 

messages to registered phones in the event of a campus emergency. Students, 

faculty and staff may register for this service online at 

https://my.cmu.edu/site/main/page.alert (to access, you will need to login with your 

username and password). 

 

The privacy of contact information is guaranteed. Registrants will be contacted by the 

Alert Now system only if there is a campus emergency or during tests of the system in 

the spring and fall semesters. Note that the text and voice options may carry a nominal 

fee for recipients, depending on cell phone carriers and cell phone plans. The recipient is 

responsible for these fees. Questions regarding the Alert Now service should be sent via 

email to alertnow@andrew.cmu.edu.  

 

For less threatening, but more common weather-related or service (power outage, water 

service issue) the Tepper School will use multiple means to alert students, e-mails, Web 

notices, classroom announcements, etc., will all be used to identify issues and follow up. 

Snow delays and cancellations will also be noted at www.cmu.edu  and all major 

television news channels for their community announcements. 

 

10.8    Marketing, Public Relations and Tepper Branding/Identity Guidelines 

Press, Media Relations and Publicity 

To assure consistency in all communications and to maximize external visibility to target 
audiences the marketing and communications staff works together to coordinate key 
messages and activities involving publicity.   
 
The director of public relations is the point-of-contact between news media and the 
Tepper School community, including faculty, students, administrators and staff. The 
communications staff can assist with strategic planning for publicity, interview preparation, 
and (depending on the specific project or issue) may assist in developing news stories or 
multi-media for the Tepper School website and social media channels. 
 
If any student, staff or faculty member of the Tepper School is contacted by a media 
representative, they are required to immediately inform either the public relations director 
or director of marketing communications. Persons should not answer questions from 
journalists without first seeking counsel from the Tepper School communications staff.  
 
The marketing and communications staff works to maintain productive relationships with 
local, national and international media representing a variety of communication 
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channels— newspapers, magazines, radio, television, blogs and online news sites — 
and many subject areas, including general interest media outlets and those focused on 
topics such as business, technology, consumers and finance. 
 
Persons interested in publicizing a program, project, event, or other activity affiliated with 
the Tepper School should contact the director of public relations or the executive director 
of marketing and communications.  They can provide counsel to coordinate publicity 
efforts internally (internal news channels, magazine) or externally (press releases, 
podcasts, web video, press releases, etc.). 
 
The Tepper School Brand 

The Tepper Resource Center is an online hub www.tepper.cmu.edu/graphicstandards 
available to students who need information regarding the school’s branding and identity 
standards. Currently, students will find Tepper logo options and background regarding 
correct usage of school logo and trademarks.  
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Statement of Assurance 

Carnegie Mellon University does not discriminate and Carnegie Mellon University is 
required not to discriminate in admission, employment, or administration of its programs 
or activities on the basis of race, color, national origin, sex or handicap in violation of Title 
VI of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972 and 
Section 504 of the Rehabilitation Act of 1973 or other federal, state, or local laws or 
executive orders.  

In addition, Carnegie Mellon University does not discriminate in admission, employment, 
or administration of its programs on the basis of religion, creed, ancestry, belief, age, 
veteran status, sexual orientation or gender identity. Carnegie Mellon does not 
discriminate in violation of federal, state, or local laws or executive orders. However, in 
the judgment of the Carnegie Mellon Human Relations Commission, the Presidential 
Executive Order directing the Department of Defense to follow a policy of "Don't ask, 
don't tell, don't pursue" excludes openly gay, lesbian and bisexual students from 
receiving ROTC scholarships or serving in the military. Nevertheless, all ROTC classes 
at Carnegie Mellon University are available to all students.  

Inquiries concerning application of these statements should be directed to the provost, 
Carnegie Mellon University, 5000 Forbes Avenue, Pittsburgh, PA 15213, telephone 412-
268-6684 or the vice president for enrollment, Carnegie Mellon University, 5000 Forbes 
Avenue, Pittsburgh, PA 15213, telephone 412-268-2056.  

Carnegie Mellon University publishes an annual campus security report describing the 
university's security, alcohol and drug, and sexual assault policies and containing 
statistics about the number and type of crimes committed on the campus during the 
preceding three years. You can obtain a copy by contacting the Carnegie Mellon Police 
Department at 412-268-2323. The security alert is also available online.  

Obtain general information about Carnegie Mellon University by calling 412-268-2000.  
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