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CHAPTER 1
INTRODUCTION
History

Grambling State University emerged from the desire of African-American farmers in
rural north Louisiana who wanted to educate black children in the northern and western
parts of the state. In 1896, the North Louisiana Colored Agriculture Relief Association
was formed to organize and operate a school. After opening a small school west of what
is now the town of Grambling, the Association requested assistance from Booker T.
Washington of Tuskegee Institute who responded by sending Charles P. Adams to aid the
group in organizing an industrial school.

Under Adam’s leadership, the Colored Industrial and Agricultural School opened on
November 1, 1901. Four years later, the School moved to its present location and was
renamed the North Louisiana Agricultural and Industrial School. By 1928, the School had
become a state junior college, offering two-year professional certificates and diplomas. It
was renamed the Louisiana Negro Normal and Industrial Institute. In 1936, the Institute
was reorganized to emphasize rural teacher education. The Institute became
internationally known as the "Louisiana Plan" or "Venture in Rural Teacher Education."
Professional teaching certificates were awarded when a third year was added in 1936, and
the first Bachelor of Science degree was awarded in 1944 in elementary education.

The institution’s name was changed to Grambling College in 1946. Thereafter, the
College focused on preparing secondary teachers. Later, curricula in the sciences, liberal
arts, and business were also added, and the College was transformed from an institution
of teacher education into a comprehensive college. The addition of graduate programs in
early childhood and elementary education led to the College’s university status in 1974,
and a new name, Grambling State University. During the subsequent decades, new
programs were established: doctoral programs in education and professional programs in
mass communication, nursing, social work, and criminal justice. An academic
reorganization in 2005 resulted in the current structure which consists of the College of
Arts and Sciences, College of Business, College of Education, College of Professional
Studies, and the School of Graduate Studies and Research.

Presidents
Charles P. Adams 1901 — 1936
Ralph W. E. Jones 1936 — 1977
Dr. Joseph B. Johnson 1977 — 1991
Dr. Harold W. Lundy 1991 — 1994
Dr. Raymond A. Hicks 1994 — 1997
Dr. Leonard L. Haynes III 1997 — 1998
Dr. Steve A. Favors 1998 — 2001
Dr. Neari F. Warner 2001 —2004

Dr. Horace A. Judson 2004 - Present




Institutional Vision

To be one of the premiere universities in the world that embraces educational opportunity
and diversity.

Institutional Mission

Grambling State University is a comprehensive, historically-black, public institution that
offers a broad spectrum of undergraduate and graduate programs of study. Through its
undergraduate major courses of study, which are undergirded by a traditional liberal arts
program, and through its graduate school, which has a decidedly professional focus, the
university embraces its founding principle of educational opportunity. With a
commitment to the education of minorities in American society, the university seeks to
reflect in all of its programs the diversity present in the world. The university advances
the study and preservation of African American history, art and culture.

Grambling State University is a community of learners who strive for excellence in their
pursuit of knowledge and who seek to contribute to their respective major academic
disciplines. The university prepares its graduates to compete and succeed in careers
related to its programs of study, to contribute to the advancement of knowledge, and to
lead productive lives as informed citizens in a democratic society. The university
provides its students a living and learning environment which nurtures their development
for leadership in academics, athletics, campus governance, and in their future pursuits.
The university affords each student the opportunity to pursue any program of study
provided that the student makes reasonable progress and demonstrates that progress in
standard ways. Grambling fosters in its students a commitment to service and to the
improvement in the quality of life for all persons.

The university expects that all persons who matriculate and who are employed at
Grambling will reflect through their study and work that the University is indeed a place
where all persons are valued, “where everybody is somebody.”

Institutional Goals

The university aims to produce graduates from its undergraduate programs who (1)
possess excellent oral and written communication, numeracy, and computer technology
skills, (2) understand the basic laws that describe the physical universe, (3) understand
the evolution of biological systems, (4) are able to think critically, (5) understand the
development of economic, political, and social systems, (6) understand the history of
civilization and the contributions of African Americans, (7) have knowledge of a
language and culture other than their own, (8) practice high ethical standards of conduct,
(9) show through their work a commitment to service for humankind, and (10) have
acquired skills and knowledge in a major academic discipline that afford them the option
of graduate/professional study or career employment. The university also aims through
its graduate programs (1) to produce graduates who are able to contribute to the
advancement of their fields, and (2) to produce research that advances the academic
disciplines in which programs are offered.




CHAPTER 11
ADMINISTRATION
President

As chief executive officer, the President is responsible for overall supervision of the
University. The President is vested with the power to operate and direct the University
toward achievement of its mission and goals, in accordance with applicable state laws
and policies of the Board of Supervisors for the University of Louisiana System. The
President reports to the President of the University of Louisiana System.

Provost and Vice President for Academic Affairs

The Provost and Vice President for Academic Affairs, as chief academic officer of the
University, has administrative jurisdiction over academic matters and academic
personnel. Major functions of the Provost and Vice President for Academic Affairs
include, but are not limited to (1) planning and development of academic goals and
curricula; (2) directing, coordinating and assessing the instructional program; (3)
recruiting and developing strong faculty; and (4) facilitating collaborative working
relationships among all campus units. The Provost and Vice President for Academic
Affairs directs operations of the University in the absence of the President. The Provost
and Vice President for Academic Affairs reports to the President of the University and is
a member of the President’s Cabinet.

Vice President for Finance

The Vice President for Finance, as chief fiscal officer of the University, is responsible for
the executive management of the financial support and business-related service units of
the University. Major functions include, but are not limited to, (1) directing all fiscal
matters; (2) establishing policies and procedures; (3) preparing reports, audits and
budgets; (4) increasing resources; and (5) providing cost-effective services. The Vice
President for Finance reports to the President of the University and is a member of the
President’s Cabinet.

Vice President for Institutional Advancement

The Vice President for Institutional Advancement is the chief fund raising officer of the
University. Major functions include assisting the President with the management of
capital campaigns, annual giving programs and all events designed to raise funds for the
University. The Vice President for Institutional Advancement is responsible for the
publication of the Alumni Magazine and a monthly newsletter, reports by the President
on the state of the University, and reports on the use of the Endowed Scholarship and the
Endowed Professorships and Chairs Programs. The Vice President for Institutional
Advancement reports directly to the President of the University and is a member of the
President’s Cabinet.




Vice President for Student Affairs

The Vice President for Student Affairs provides leadership and recommends and
implements goals, policies, regulations, and programs affecting students. Major functions
include, but are not limited to (1) advising the President on student attitudes, general
student morale, and student discipline; (2) serving as an advocate for the total
development of students; (3) promoting involvement of students in all phases of the
institutional organizational structure; (4) promoting the intellectual, cultural, personal,
and social development of students while enhancing their physical and psychological
well-being; and (5) providing programs and services that support clarification of personal
values, and identity, and intellectual growth. The Vice President for Student Affairs
reports directly to the President of the University and is a member of the President’s
Cabinet.




The organizational charts for the University and for the division of academic affairs are
shown:
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Administrative Councils

The University broadens participation in governance by using administrative councils to take
advantage of faculty and administrator expertise to enhance communication and achieve the

effective and efficient use of resources. These councils and their major functions are listed:

1.

President’s Cabinet — Advisory to the President on all matters affecting the
operation of the University. The President’s Cabinet, composed of four vice
presidents, the associate vice president for finance and the President, is the
leadership team of the University. A member of the President’s staff attends
meetings of the cabinet and maintains records of actions taken. The President
may designate other members of the staff and/or faculty to attend meetings of the
cabinet, when their presence will facilitate deliberations on particular agenda
items. The President’s Cabinet reviews and recommends actions on University
policies and processes, programs, budgets, and budget development. The Cabinet
advises the President on campus development and the improvement of campus
facilities. It addresses a wide range of issues from the recruitment of students and
personnel to campus safety and security. It establishes the parameters that are to
guide annual budget planning and initiates the planning of new facilities and/or
the renovation of existing ones.

The Cabinet may review any program or unit at the University. Overall, the
cabinet aids the President in strategically using the resources of the University to
pursue effectively and efficiently its mission. The President’s Cabinet meets
weekly, usually on Tuesday morning at 8:30 a.m. Individuals may petition
through their respective vice presidents to have the Cabinet address issues of
concern.

Position descriptions for the President and the vice presidents are presented in Appendix B.

2. Council of Academic Deans — Advisory to the Provost and Vice President for

Academic Affairs on academic issues, policies, and programs. The Council of
Academic Deans is composed of the Deans of the Colleges, the Dean of the
School of Graduate Studies and Research, the Executive Director of Enrollment
Management, the Director of Planning and Institutional Research, the Director of
the Library and Learning Resources Center, and the Department Head of Military
Science.

The Graduate Council — Advisory to the Dean of the School of Graduate Studies
and Research. The Graduate Council reviews and evaluates graduate programs,
proposals for changes in graduate programs, and proposals for new programs. All
proposals that are approved are sent to the University Curriculum Committee.
The Council also reviews policies that affect the operation of the School of
Graduate Studies. The Council evaluates and recommends, as appropriate,
applicants for Graduate Faculty Status. The Council receives and evaluates
appeals from graduate students related to academic standards and policies.




College Responsibilities

Each college shall have at least three committees elected by its faculty:
1. A Curriculum Committee
2. A Search Committee
3. A Promotion and Tenure Committee

The period of service on these committees is a college decision. Each year, prior to the end of
August, the dean shall inform the Provost and Vice President for Academic Affairs of the
membership of these three committees. These committees mirror the functions of the
departmental committees with same titles. These committees assist the dean in carrying out
curriculum reviews, faculty searches, and promotion and tenure evaluations and
recommendations. College faculty meetings should be held monthly. Meetings of department
heads should also take place monthly. Deans are expected to interpret, explain, and enforce
academic policies, standards and meet all reporting requirements issued by the Provost and Vice
President for Academic Affairs.

The position descriptions for deans, associate deans, and assistant deans are presented in
Appendix B.

Departmental Responsibilities

These responsibilities are in addition to those described in the position descriptions of the
department head. Each department shall have at least three committees elected by its faculty:

1. A curriculum committee to review and prepare curriculum and program
changes and engage in program assessment;

2. A search committee to assist in the review and selection of applicants to
recommend for faculty appointments in the given departments; and

3. A promotion and tenure committee composed of at least three tenured full
professors to review applications and portfolios from faculty members in the
department for promotion and/or tenure. In the event that a department does
not have enough tenured full professors, the dean of the college will appoint
tenured full professors from a related discipline.

The period of service on these committees is a departmental decision. Each year, prior to the end
of August, the department head shall inform the appropriate dean of the membership of these
three committees. The Provost and Vice President for Academic Affairs will be copied on the
communication from the department heads to their respective deans.

When a vacancy occurs in a department, the department head shall obtain the approval of his/her
dean to begin a search. Once the approval is obtained, the department head prepares and submits




to the dean a Pre-Appointment Form, the advertisement and the position description that is to be
posted on the University website and placed in the publications recommended.

If the dean approves the material submitted by the department head, it is sent for final approval
to the Provost and Vice President for Academic Affairs. The Office of the Provost will place the
advertisement in the approved publications and process the Pre-Appointment Form so that the
position can be posted on the University website.

In the review and interview of applicants, the search committee shall select and recommend three
candidates for each vacant position when the applicant pool is of sufficient size. The candidates
may be ranked if the committee chooses. Minutes of the meetings should be maintained and
available in the department head’s office. In all cases only candidates who meet the
qualifications should be recommended.

If the committee members disagree about the qualifications of a candidate, the department head
should be informed. The department head and dean should review the credentials of the
candidate and inform the committee of their position on the candidate’s qualifications. If the
dean and department head do not both agree that the individual is qualified, then the individual is
excluded from further consideration.

If the dean and department head agree that the individual is qualified by virtue of his/her body of
outstanding work and record of leadership in the particular field, then the candidate may be
recommended. When such a candidate is submitted to the Provost, he/she will have the
credentials reviewed by the Dean of the School of Graduate Studies and Research who has been
designated to carry out this function.

If this dean agrees that the individual is qualified, the Provost and President make a final review
of the preparation of the candidate and determine if the University will extend an offer. Prior to
completion of the employment process a background/credentials verification process is
conducted by the Office of Human Resources on each person extended an offer of employment.

All candidates are informed that the employment process involves a final background and
credentials verification process conducted by the Office of Human Resources and that the
process is not complete until a clearance has been given by the Office of Human Resources.

Once a candidate has accepted the offer of employment and the background and credential
verification process has been completed then the department head prepares a Personnel Action
Form. Personnel Action Forms are signed by new employees in the Office of Human Resources
once the form has been properly signed by required administrators.

If a department desires to create a new position, then the department head must seek written
approval of the dean. If the dean approves the request to establish a new position, the
department head must prepare a Board Prior Approval Form. Along with the form, the
department head must prepare and submit the following items:

10




3.

A position (job) description

Organizational Charts depicting the place of the requested position in the
department and in the college

A justification for the position

For positions below that of a dean, the Board Prior Approval Form is approved on campus.
Once the President has approved the request for a new position a search may be initiated by
following the same process for filling an existing vacancy. The position description for a
department head is presented in Appendix B.

Other key administrative positions in the Division of Academic Affairs are listed:

1.

2.

8.

9.

Executive Director of Enrollment Management
Director of Admissions and Recruitment

Director of Financial Aid and Scholarships

Director of Records and Registration — The Registrar
Director of Retention and the High Ability Program
Director of the Quality Enhancement Plan

Director of the Library and Learning Resources Center
Director of the Center for Academic Assessment

Director of Distance Learning

10. Director of the Office of Sponsored Programs

Position descriptions for these directors are found in Appendix B of this handbook.

11




CHAPTER III

FACULTY PERSONNEL POLICIES

All faculty members should become familiar with and abide by the policies outlined in this
chapter. When a University policy is contrary to the University of Louisiana System (ULS)
Board of Supervisors or Board of Regents policies, the policy of the ULS or the Board of
Regents takes precedence.

Definition of Terms

Academic Faculty shall be members of the instructional staff of each college, school, and library
having the rank of instructor or higher and persons engaged in artistic, research and investigative
positions of equal dignity. The head of each college or university and its academic officers shall
be members of the faculty. (Adapted from the Louisiana Revised Statutes 17:3304)

"Academic year" shall mean that period of time encompassed by fall and spring semesters.

"Class day" shall mean any day during which classes are scheduled.

“Extra services” shall be defined as duties and responsibilities performed by faculty and other
unclassified faculty members outside the stated job description.

"Fiscal year" shall mean July | to the following June 30.

"Calendar year" shall mean January 1 through December 31.

"Official Personnel File" refers to all faculty files, inclusive of all locations, whether residing in
the Department of Human Resources, the office of the Department Head or the office of the
Dean.

"Overload" shall be defined as teaching in excess of the regular teaching assignment.
"Working day" shall mean any Monday, Tuesday, Wednesday, Thursday, or Friday during the
calendar year that the University is officially open; however, in accordance with University
guidelines, "working day" may also include the other days of the week.

"Years," with respect to teaching experience, shall mean full-time teaching for a full academic
year. In exceptional cases, professional experience may be substituted for full-time ranked

teaching experience in determining rank qualifications. The President and the Provost and Vice
President for Academic Aftairs shall determine equivalencies or exceptions to any qualifications

12




Qualifications for Academic Faculty

Earned terminal degrees of appointees to the academic faculty must be in the discipline or field
of primary contract responsibility or in one of the appropriate cognate areas for interdisciplinary
studies. The President and the Provost and Vice President for Academic Affairs, in consultation
with the appropriate Dean, Department Head, and faculty in the degree of program area, shall
have the responsibility for determining the appropriateness of the degree field to a program area
assignment.

The "terminal degree" refers to the earned doctorate in all program areas except those for which
disciplinary or regional accrediting agencies make different provision or those for which doctoral
programs are rarely or not at all available. The President and the Provost and Vice President for
Academic Affairs, in consultation with the deans, shall have the responsibility for determining
the appropriateness of a terminal degree for a faculty appointment.

In all cases, the University shall be guided by standards of the regional accrediting body,
professional accrediting associations, and best practices in higher education.

Academic Faculty Ranks

The assignment of academic rank recognizes progressive levels of achievement and stature
within the profession. The levels of academic rank, which include library faculty rank, divide
into non-tenure track, and tenure-track, or tenured ranks. The non-tenure track academic ranks
are Instructor, Lecturer I, Lecturer II, and Lecturer III. The tenure-track or tenured academic
ranks are Assistant Professor, Associate Professor, and Professor.

The President may approve academic rank within a discipline for academic and administrative
faculty based upon the recommendation of the Provost and Vice President for Academic Affairs,
who must have consulted with deans, department heads, and faculty in the degree or program
areas of the appointees. The President and the Provost and Vice President for Academic Affairs
shall determine satisfaction of degree and experiential requirements. Degrees and teaching
experience must be from regionally accredited post-secondary institutions unless otherwise
determined by the President and the Provost and Vice President for Academic Affairs.

Designation of rank shall include identification of the faculty member’s program area, for
example, Instructor of Library Science, Professor of English, or Assistant Professor of Nursing.
Academic faculty appointed to the ranks of Assistant Professor, and Associate Professor must
display evidence of potential for promotion. Conferring of rank and the awarding of tenure to
academic and administrative faculty shall be separate and distinct decisions.

Only academic faculty ranked as assistant, associate, and full professor, on regular appointment,
shall be employed on "tenure-earning" or "tenure" contracts. Instructors, lecturers, adjunct
faculty, and visiting faculty shall be employed under "term" contracts (e.g., semester term to
semester term, or fall term through spring term, etc.) and notified that they are not eligible to
receive or earn tenure.
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The University provides for the appointment of individuals to non-tenure earning academic ranks
of Instructor, Lecturer I, Lecturer II, and Lecturer III. Academic faculty ranked as Lecturer I, II,
and III perform regular duties of teaching, advisement, and service. Scholarship is expected but
not required.

Faculty members may be given administrative responsibility at the University by the President.
Such appointments are at-will and serve at the pleasure of the University President and the Board
of Supervisors.

Instructor

Although the terminal degree is desired, the minimum degree qualification for appointment to
the rank of Instructor is a master’s degree in the assigned teaching area or a master’s degree with
at least 18 graduate semester hours from a regionally accredited university of higher education in
a subject matter field appropriate to the faculty member’s academic assignment.

Lecturer I

The individual shall possess a master’s degree in teaching discipline from a regionally accredited
university of higher education and at least three (3) years of college level teaching (work as a
graduate assistant is appropriate). Commitments to the academic achievement of a diverse
student population, to teaching, and to the successful development of majors in the department,
as well as an excellent academic record, are desirable. The individual shall teach courses in the
department and contribute to the academic enhancement of the department by assisting the
department head in curriculum reviews and in maintaining viable major programs. The
individual shall also assist in the intellectual and ethical growth and development of students
who study in the department.

Lecturer 11

The individual shall possess a doctorate in the teaching discipline from a regionally accredited
university of higher education and at least six (6) years of teaching experience at the college
level or a master’s degree in the teaching discipline and a record of accomplishment as a faculty
member that is recognized as outstanding by a majority of colleagues in the same academic
discipline at the University. Commitments to the academic achievement of a diverse student
population, to teaching, and to the successful development of majors in the department, as well
as an excellent academic record, are desirable. The individual shall teach courses in the
department and contribute to the academic enhancement of the department by assisting the
department head in curriculum reviews and in maintaining viable major programs. The
individual shall also assist in the intellectual and ethical growth and development of students
who study in the department.

Lecturer 111

The individual shall possess a doctorate in the teaching discipline from a regionally accredited
university of higher education and at least ten (10) years of teaching experience at the college
level. Commitments to the academic achievement of a diverse student population, to teaching,
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and to the successful development of majors in the department, as well as an excellent academic
record, are desirable. The individual shall teach courses in the department and contribute to the
academic enhancement of the department by assisting the department head in curriculum reviews
and in maintaining viable major programs. The individual shall also assist in the intellectual and
ethical growth and development of students who study in the department.

Assistant Professor

The individual shall possess the appropriate terminal degree in his/her teaching or research area
from a regionally accredited institution of higher education. University-level teaching experience
is desirable. The individual should demonstrate the potential for research to support instruction
and add to the body of knowledge in the specific area of appointment.

Associate Professor

The individual shall possess the appropriate terminal degree in his/her teaching or research area
from a regionally accredited college or university of higher education. The individual shall have
a minimum of six (6) years of teaching experience at a regionally accredited institution of higher
education and documentation of body of research to support instruction and add to the body of
knowledge in the specific area of appointment.

Professor

The individual shall possess the appropriate terminal degree in his/her teaching or research area
from a regionally accredited university of higher education. The individual shall have a
minimum of ten (10) years of teaching experience at a regionally accredited institution of higher
education and documentation of a substantial body of research to support instruction and add to
the body of knowledge in the specific area of appointment.

Exceptions to the usual minimum qualifications for appointment to a faculty rank may be granted
by the President and the Provost and Vice President for Academic Affairs based on an
individual’s significant accomplishments and contributions to the field as recommended by the
appropriate Department Head and Dean.

Graduate Faculty Criteria

The Dean of the School of Graduate Studies and the Graduate Council consider an applicant for
graduate faculty status once s/he has been recommended by the appropriate college or school. If
approved, the applicant is granted graduate faculty status in one of four categories: full graduate
faculty status, associate graduate faculty status, special graduate faculty status, and probationary
graduate faculty status. The eligibility criteria for graduate faculty appointments are included in
the table below.
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Graduate Faculty Criteria

Credential/Rank Documentation of | Responsibilities/ Review
Research/Scholarly | Duties Cycle
Activities*
Full Graduate -Terminal degree in the academic | -2 within a review -Teach graduate 3 years
Faculty Status area of appointment or a closely | cycle (3 years) courses
related area ** -Advise graduate
-Faculty appointment of assistant students
professor level or above -Chair doctoral
-Faculty responsibility in an dissertation
academic program that offers committees
graduate degrees -Chair master’s
thesis committees
-Serve on the
Graduate Council
Associate -Terminal degree in the academic | -2 within a review -Serve on doctoral | 3 years
Graduate area of appointment or a closely | cycle (3 years) dissertation
Faculty Status | related area ** committees
-Faculty appointment of assistant -Serve on master’s
professor level or above thesis committees
-Faculty responsibility in an -Teach graduate
academic program that does courses
NOT offer graduate degrees
Special -First professional degree (MD, -1 within a review -Serve on doctoral | 1 year
Appointment JD, DVM, etc.) cycle (1 year) dissertation
-Master’s degree in the academic committees
content area -Serve on master’s
-Demonstrated outstanding thesis committees
contribution to the academic
area of appointment as
determined by the Graduate
Council and the Provost and Vice
President for Academic Affairs
Probationary -Faculty member meets all - Must provide a -Teach graduate 3 years
Appointment credential/rank criteria professional courses
- Current graduate faculty development plan -Advise graduate
member approved by the students
- Must demonstrate additional department head and | -Serve on doctoral
scholarly activity dean dissertation
committees

-Serve on master’s
thesis committees

*Research/Scholarly Activity defined as follows:

e Research articles published in refereed journal
e Books, book chapters, monographs published by a trade publisher or learned

society
e Refereed presentations at professional conferences
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e Invited presentations at international, national, or regional professional
conferences

e Invited presentations, workshops, etc. at an accredited higher education
institution other than Grambling State University

e Products of creative scholarly activity such as plays, music, paintings,
sculpture, choreography, etc., staged by a recognized production company,
orchestra, gallery, or dance company

e Grants written and submitted for external funding: funded

e QGrants written and submitted for external funding: unfunded

**A master’s degree in the academic content area and demonstrated outstanding scholarly
contributions to the academic area of appointment as determined by the Graduate Council and
the Provost and Vice President for Academic Affairs

Faculty Appointments
Academic Faculty to Administrative Faculty

Academic faculty members who accept full-time administrative appointments move
automatically to administrative faculty appointments at the same academic rank. Tenured
academic faculty members retain tenure within their specified disciplines while holding
administrative at-will appointments. At such time as the administrative appointment ceases, the
faculty member’s original faculty status continues.

Faculty Appointments

Faculty appointment categories are "term," "tenure track,” and "tenured." Within the faculty
appointment categories, the following types of appointments are defined: regular appointment,
joint appointment, summer appointment, part-time, and reappointment of retired faculty.

A full-time faculty appointment is designated as one full-time equivalent (1.0 FTE) faculty in
accordance with the policies of the Board of Supervisors. A full-time faculty member’s primary
duties include teaching, research, and service.

Part-time faculty appointments are those designated as less than 1.0 FTE faculty. A part-time
faculty member’s responsibilities are less comprehensive than those of a full-time faculty
member and are determined by the department head. Part-time faculty members must meet the
same requirements for professional, experiential, and scholarly preparation as their full-time
counterparts teaching in the same disciplines. The duration of appointment of part-time faculty
shall generally be for one semester. Part-time faculty shall be provided appropriate orientation
and supervision for work assignments, office space, and shall maintain office hours approved by
their department head. Part-time appointments carry no assurance of reappointment. All part-
time faculty members shall be evaluated by students, faculty, and the department head.
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Term Appointments

Term appointments (whether full-time or part-time) are for designated periods and automatically
expire at the end of those periods. Re-employment of faculty members after expiration of term
appointments is solely within the discretion of the University.

Lecturers: The title of "lecturer" may be given to a person who teaches a limited number of
courses in a specific area of expertise. Lecturers receive term appointments.

Adjunct Faculty: The title of "Adjunct Faculty" may be given to a person who possesses the
credentials and/or experience to hold rank but whose primary employment relationship is
generally outside the University. All adjunct positions are term appointments.

Visiting Professor: The title of "Visiting Professor" may be given to a person who has a
temporary or permanent association at another institution of higher education and is associated
with the University while on leave from such other institution or who is otherwise hired to fill a
faculty position on a temporary basis. Visiting Professor positions are term appointments that are
filled by individuals who possess outstanding credentials. Visiting professor positions are term
appointments for a specified period of time.

Tenure Track Appointments

A full-time tenure-track appointment is for a designated period not to exceed one fiscal year and
may be continued for up to a maximum number of years depending on rank and subject to non-
reappointment requirements of the Board of Supervisors.

Assistant Professor: Six Years
Associate Professor: Four Years
Professor: Four Years

Full-time tenure-track appointments shall only be issued to faculty members holding the rank of
Assistant Professor or higher. A tenure-track appointment carries no assurance of reappointment,
promotion, or tenure. If a faculty member’s tenure-track appointment is not to be renewed, the
faculty member shall be notified in advance of the expiration of the appointment as follows:

e Not later than March 1% of the first academic year of service.
Not later than December 15 of the second academic year of service.
At least 12 months before the expiration of an appointment after two or more
years of uninterrupted service at the University.

A scholarly leave of absence, with pay, for one year or less may count as part of the tenure-
earning period if the faculty member and the University agree in writing to this provision at the
time the leave is granted.

The faculty member shall be advised by the appropriate academic head of the substantive
standards and procedures generally employed in decisions affecting renewal and tenure at the
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time of initial appointment. Any special standards adopted by the faculty member’s department,
school, or program shall also be brought to the faculty member’s attention.

The faculty member shall be advised of the time when decisions affecting renewal or tenure are
ordinarily made and shall be given the opportunity to submit material which the faculty member
believes would be helpful for an adequate consideration of his/her circumstances.

Regardless of the stated terms or provisions of any appointment, written notice of continuation
shall be given to the faculty member in advance of the expiration of the appointment, as
specified above and upon approval of the University President and the Board of Supervisors.

Tenured Appointments

A full-time tenured appointment gives the faculty member the right to continuous appointments
until the faculty member resigns, retires, is dismissed for adequate cause, or is terminated
pursuant to a reduction in force resulting from a bona fide financial exigency (a state of monetary
emergency declared by the Louisiana Board of Supervisors), or from the formal discontinuance
of a degree or program area.

Regular Appointments

The term "regular appointment" refers to a full-time appointment (the equivalent of 12 credit
hours per semester) to the rank of assistant professor, associate professor, or professor with a
tenure-track or tenure contract. It also applies to non tenure appointments to the rank of
instructor, lecturer I, lecturer II, and lecturer III. The regular appointment qualifies the faculty
member for University benefits.

Joint Appointment

A "joint appointment" is a regular appointment which designates that the faculty members teach
and conduct research in more than one program area. For the purposes of salary determination,
promotion, tenure, performance assessment, and other personnel matters, individuals holding
joint appointments shall be assigned by the President, upon recommendation of the Provost and
Vice President for Academic Affairs and the appropriate deans and department heads, to a
program area as determined by the percentage of workload or level of responsibility.

Summer Appointment

A faculty member who wishes to teach in a summer session should request consideration for
appointment in writing and submit the request to the Department Head. Consideration is given to
the instructional needs for the summer session, faculty rank, and seniority. The President of the
University shall submit to the Board of Supervisors a list of faculty members who are scheduled
to teach in summer school by the April meeting each year. The University also submits to the
Board for the April meeting, a plan for the compensation of faculty who teach in summer school.
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Part-Time Appointment

A “part-time appointment” is a faculty appointment with academic rank and with an assigned
work load that does not exceed two courses in a semester. Part-time appointments are non-tenure
track and do not qualify for University benefits.

Re-Appointment of Retired Faculty

The reemployment of state retirees shall be governed by the rules of the applicable State
retirement systems and ULS Board Rules (University of Louisiana System Board Bylaws &
Rules Chapter III, Section II, Paragraph G).

Employment Appointment Information
Letters of Appointment
Letters of Appointment shall include the following information:

(a) type of appointment (non-tenure, tenure track, tenured);

(b) salary amount;

(c) designation of program area(s);

(d) designation of academic rank, academic title, or special academic status;
(e) duration of contract; and

(f) special conditions (if any).

Duration of Appointments

Unless specifically defined otherwise in an individual letter of appointment, appointments for the
academic year shall normally commence not more than six (6) teaching days prior to the
scheduled beginning of classes and end by 5:00 p.m. (CST) on the day of the spring
commencement. Unless otherwise specifically defined in an individual letter of appointment,
appointments for the fiscal year shall commence on July 1 and end on the following June 30.

Transcript and Licensing Requirements for Academic Appointments

Academic appointments are contingent upon receipt of the official transcripts or licenses, which
establish the credentials of the faculty. Each faculty member shall have an earned advanced
degree (at least a master’s) in a field appropriate to the position for which he or she is being
hired. Exceptions shall be based on documentation of achievement and confirmed by the
Provost and Vice President for Academic Affairs.

Tenure and Promotion

Tenure and Promotion policies and procedures at Grambling State University are consistent with
those mandated by the Rules (Bylaws, Policies and Procedures) of the Board of Supervisors for
the University of Louisiana System, State of Louisiana, 2008). These tenure and promotion
policies shall supersede all existing policies, with the following exceptions: (1) All persons
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holding tenure on the effective date of these policies shall retain their tenure; (2) any person in
the employment of the University on the effective date of these policies shall be eligible to earn
tenure under the terms and conditions of the policy in force and in effect at the time of that
person’s employment at the University; and (3) these policies shall in no way affect any rights
acquired by any person employed by the University prior to the effective date of these policies.
All applicants for tenure, however, must use the outline, instructions (Appendix C), and forms
(Appendix D) included in this Handbook.

Tenure Definition

“Indeterminate tenure, hereafter referred to as tenure, is intended to ensure and enhance faculty
members’ academic freedom and job effectiveness. Tenure assures the faculty member that
employment in the academic discipline at the University will be renewed annually until the
faculty member resigns, retires, is dismissed for adequate cause, or is terminated for cause or
financial exigency or from the formal discontinuance of a degree or program area.” (University
of Louisiana System Board Rules Chapter 111, Section XI, 12) (http://www.ulsystem.net)

Eligibility for Tenure

Faculty Member initially
appointed as fulltime

Eligibility Criteria

Remarks

Assistant professor

-Completed 5 years in a
tenure-earning appointment
and serving in the 6" year
-Holds a terminal degree in
the area of academic
appointment or closely
related area

-Demonstrates outstanding
contributions to the
academic unit in teaching,
research and service

If a faculty member chooses not to apply for tenure in his/her
final (6th) probationary year, the contract for the faculty
member will automatically be “non-renewed” at the end of the
final (6th) probationary year.

Associate Professor

-A minimum of six years of
university teaching

-Holds a terminal degree in
the area of academic
appointment or closely
related area

-Demonstrates outstanding
contributions to the
academic unit in teaching,
research and service

-A minimum probationary period of 1 year

-A maximum probationary period of four (4) years

-If a non-tenured faculty member at this rank chooses not to
apply for tenure in his/her fourth ) probationary year, the
contract for the faculty member will automatically become non-
renewed at the end of the final (4™) probationary year.

Professor

-A minimum of 10 years of
university teaching

-Holds a terminal degree in
the area of academic
appointment or closely
related area

-Demonstrates outstanding
contributions to the
academic unit in teaching,
research and service

-At the discretion of the University, may be required to serve a
probation period not to exceed four (4) years.

- The probationary period regulation for a non-tenured faculty
member at this rank is the same as previously described for a
non-tenured faculty member at the rank of associate professor.
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Tenure Policies

A.

Tenure shall be granted and held only within an academic discipline that is
offered at the University and assures renewed appointments only within that
discipline.

Tenure shall be limited to persons in the faculty ranks of Assistant Professor,
Associate Professor, and Professor. Administrators shall not earn tenure
except as members of an academic discipline.

In exceptional cases, the University may award tenure to faculty members of
extraordinarily high merit prior to the end of the probationary period. Any
academic unit’s recommendation, with faculty input whenever possible, to
award tenure before the end of the usual probationary period shall be
accompanied by documentation of compelling reasons for this action.

Credit may be given toward the probationary period for prior service at other
institutions with the consent of the Provost and Vice President for Academic
Affairs and the President.

Each recommendation by the University to grant tenure to a faculty member
shall be submitted to the Board of Supervisors at a time designated by the
System President, which shall be no later than the date to submit annual
budgets for approval.

Final authority for granting or denying tenure rests with the Board of
Supervisors. Under no circumstances shall tenure status be achieved without
specific sanction of the Board of Supervisors. At the end of the tenure
application process, the result of the evaluation of the faculty member’s tenure
application shall be provided to the faculty member.

The University President shall inform the faculty member in writing of the
decision of the Board of Supervisors. If tenure is awarded, it becomes
effective on the date of the action taken by the Board of Supervisors.

If the decision is made not to grant tenure, the faculty member shall be so
notified, in writing, prior to the beginning of the next academic year.
Independent of whether the probationary period has been exhausted, the next
academic year of employment for the faculty member who was denied tenure
shall be a terminal appointment. The notice of the terminal appointment shall
be made at least twelve (12) months prior to the effective date of termination.

Faculty members who are denied tenure may appeal the decision if and only if

the appeal is based on a failure of the University to follow its published
process.
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J. A faculty member can apply only once for tenure. Exceptions to this policy
can be made if recommended in the appeals process and/or if approved by the
President. It should be noted that a faculty member who receives positive or
satisfactory annual evaluation by his/her department head and peers is not
guaranteed to be awarded tenure.

Tenure and Rank for Administrative Appointees

Academic administrators at the level of Dean or higher are frequently appointed with academic
rank (typically Associate Professor or Professor) and tenure in a specific discipline. A request to
offer tenure with appointment must have prior approval by the System President. In the
employment of certain academic administrators such as department heads, directors, or deans
where the offer of employment does not include immediate tenure, it should be stipulated in
writing that a tenure review shall be performed within one (1) to three (3) years through the
University’s tenure procedure.

Administrators (vice presidents, deans, directors) in non-academic areas (finance, student affairs,
institutional advancement, and others) shall not be appointed with academic rank or tenure.
Exceptions to this rule may include individuals appointed to such positions after having acquired
rank and tenure in an academic discipline within the University or in other exceptional cases who
are approved by the Board of Supervisors.

Promotion in Rank

Promotion is a means of rewarding those faculty members who have demonstrated (a) high
ability within their academic field, (b) a commitment to the academic advancement of the
University and its students, and (c) varied strengths in terms of academic scholarship; recruiting,
retaining, educating, and motivating students; promoting high academic standards across the
disciplines; and advancing the academic mission of the University. The University recognizes
that hard work that reflects achievement within the academic profession which is of a
significantly higher caliber than what would be termed “adequate” should be rewarded.

In keeping with Board policy, the University exercises special care in assigning faculty rank to
new appointments and in making promotions from year to year. The following table provides
guidelines on assignments of rank within the University:

Academic Rank Typical Range Maximum Range
Professor 20-30% 35%
Associate Professor 25-35% 35%

Minimum Qualifications for Promotion in Rank

The “Faculty Classification” section of this chapter describes the general qualifications one must
have to attain faculty rank at the University. However, these University-wide minimum
qualifications for appointment to each rank should not be interpreted to replace higher (but not
lower) standards set within a college, school, or the library. In consultation with its faculty
members, each academic Dean may draw up a written description of the minimum qualifications
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for appointment to each rank. Those qualifications may be higher (but not lower) than the
standards described earlier in this chapter for initial appointment, rank, and tenure. Such
qualifications may be based on standards and recommendations of accrediting agencies or
professional boards in the appropriate disciplines.

Applicants may not skip a rank (e.g., an Assistant Professor can only be promoted to the rank of
Associate Professor).

The University also recognizes that effective faculty members have successful experiences in
many arenas other than academe; in fact, some potential faculty may have valuable field and
“real world” experiences that are clearly pertinent to educating, advising, and counseling
students. Therefore, it should be noted that valid experience within the profession, such as work
in the field, but which is not actually teaching in an academic environment, may still be
considered as part of a “valid and valuable background.” Faculty members are advised not to
wait until the year in which they are applying for promotion and/or tenure before having their
“other work experiences” evaluated. After consultation with, and upon recommendation of, the
faculty member’s peers, Department/Unit Head, and Dean, the Provost and Vice President for
Academic Affairs shall determine whether or not credit for work experience will be given to the
faculty member.

Part-time teaching, whether at the University or elsewhere, shall not be included in determining
the years of full-time teaching experience. This includes, but is not limited to, adjunct teaching,
teaching overloads, and teaching during summer sessions. Teaching as a graduate assistant
while pursuing an advanced degree may be used in determining teaching experience in order to
qualify for an initial faculty appointment.

Promotion Rank Academic Qualifications* Minimum Teaching Experience**
From ---- To
Instructor to Assistant Terminal degree in the Teaching | Three (3) years at a regionally accredited institution
Professor Area of higher education
Assistant Professor to Terminal degree in the Teaching | Six (6)years at a regionally accredited institution of
Associate Professor Area higher education
Associate Professor to Full Terminal degree in the Teaching | Ten (10) years at a regionally accredited institution
Professor Area of higher education ***

* Such qualifications must be acceptable by the standards of the relevant accrediting agency, if such an

agency exists. In all cases, the University shall be guided by criteria published by the Southern Association of
Colleges and Schools (SACS) and other appropriate accrediting bodies.

*ok This teaching experience should be certified by the Provost and Vice President for Academic Affairs after
consultation with, and upon recommendation of, the faculty member’s peers, Department/Unit Head, and Dean.

*oxok Consistent with the University of Louisiana System Board of Supervisors policy, “... very few persons who
do not hold the doctorate will be promoted to the rank of full professor.”

If promotion is awarded, the affected faculty member shall be informed in writing and promotion

will be effective on the date the action was taken by the Board of Supervisors. If promotion is
not awarded, the faculty member shall be informed in writing.
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Evaluation

Faculty members shall be evaluated annually by comparing expectations with performance.
Supporting documentation, submitted by the faculty member, along with an annual planned
objectives report, shall also be utilized as part of the evaluation process by the faculty member’s
immediate academic unit head (i.e., department head or dean of college/school, or library). The
criteria used for teaching faculty shall include teaching, advisement and mentoring, scholarly
work, professional activities, and service.

The criteria used for library faculty shall be based on librarianship (including teaching-
related activities), professional activities, and service. In addition, library faculty shall also be
evaluated by their immediate head within the library by means of the "Unclassified Faculty
Member Performance Appraisal" form, which allows the library faculty member’s immediate
supervisor to utilize a S5-point scale for rating the library faculty member's (1) job
accomplishments, (2) general job skills, (3) management traits, and (4) supervisory traits. The
form also allows the library faculty member's head to note major areas of weakness, to make
suggestions for improvement, to note major areas of strength, to make suggestions for effective
use of the strengths, and to recommend for or against merit, promotion, and continued
employment.

Faculty Compensation
The University offers competitive salaries based on qualifications, achievement, market factors,
and extant program needs. The average salaries for the teaching faculty by college are shown for

the 2008-09 academic year.

TENURED AND TENURE TRACK

College Professor Associate Professor | Assistant Professor
Arts and Sciences 71,239 59,695 50,202
Business 77,677 65,124 64,863
Education 69,250 56,644 55,011
Professional Studies 69,253 60,406 52,068

NON- TENURE TRACK

College Instructor | Assistant Professor | Lecturer I | Lecturer Il
Arts and Sciences 37,809 46,367 37,286
Business 52,737 66,300 48,500
Education 37,291 44,000 58,013
Professional Studies 43,691 46,871 55,649

Note: 12-Month salaries are converted to 9-Month
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The University strives to reward faculty achievement with salary increases. Salary increases
usually take into account inflation, merit, and recommended adjustments based on market
changes, equity, or changes in assigned responsibilities. Faculty members are also compensated
for providing extra services, and for teaching overload courses.

Faculty members may also be compensated for providing extra services, usually associated with
a grant or contract, and for teaching overload courses. Faculty member may, in lieu of direct
compensation, receive release time in order to carry out the scope of work in a grant or contract.

Extra Services

The purpose of the "Extra Services Compensation Policy" is to compensate faculty for
performing additional duties or assuming responsibilities funded by external grants or special
campus projects. The University encourages its faculty to undertake research and other projects
to enrich their scholarly competence and the programs offered to graduate or undergraduate
students. These projects are further encouraged as a means of providing valuable public services.
It is the general policy of the University that sponsored projects are undertaken on a release-time
basis. The extra services contract is an option in those instances where it is not possible for an
individual to be released from his/her regular University duties.

Extra services compensation shall range from zero to 20 percent of the faculty member’s salary
over the period that the work is performed in accord with the conditions specified in the grant,
contract, or sponsored project. The maximum compensation paid to a faculty member in any
month for a single grant, contract, or sponsored project shall not exceed 20 percent of the
monthly salary.

If a faculty member is required or approved to work on two or more grants, contracts, or
sponsored projects, the extra services compensation shall range from zero to 30 percent of the
faculty member’s salary. The maximum compensation paid to a faculty member in any month
for work on two or more grants, contracts, sponsored projects, or some combination shall not
exceed 30 percent of the monthly salary. Extra services paid to a faculty member are limited to
the time period of the grant, contract or sponsored project unless altered by agreement of the
funding source and the University.

Extra services contracts shall be approved and documented by the appropriate University
officials. Extra services compensation shall not begin prior to the signature of all individuals
listed on the extra services contract. The contracts shall be issued pending the availability of
funds.

Procedures to Implement Compensation for Extra Services

An "extra services contract" shall be completed and submitted in order for a faculty member to
receive "extra compensation." The head of the budget unit for which the work is to be performed
shall initiate an "extra services contract" form and ensure the accuracy of data provided.
Additionally, this person must secure the approval signature of the head of the faculty member’s
academic unit. The Office of Contracts and Grants or the Office of Budget and Planning shall not
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honor any other form for any type of overload salary payment. After all required persons have
signed the form, copies shall be made for distribution to all persons whose signatures appear on
the form.

Once the "extra services contract" has been approved, the unit head/faculty member for which
the work is to be performed shall submit monthly time sheets. "Attendance and Leave Record"
remuneration shall be calculated on a time basis for sponsored grant or research programs when
required by the sponsoring organization. Additionally, when the sponsoring organization sets a
fixed monthly payment or a one-time payment the "extra services contract" form shall be
required.

Compensation for Teaching an Overload

Faculty members teaching credit courses on an overload basis, whether on or off campus, shall
receive extra compensation. The overload must be recommended by the head of the academic
unit and approved by the faculty member’s dean and the Provost and Vice President for
Academic Affairs prior to the start of the teaching assignment. The compensation for teaching a
three-hour credit course on an overload basis shall be as shown in the table.

Professor $3750

Associate Professor | $3250

Assistant Professor | $2750

Instructor $2250

The compensation shall be prorated accordingly for courses other than three credit hours.
Compensation shall be based on enrollment and shall follow the scale used for summer school.

Teaching a continuing education course is not regarded as an overload. The compensation paid
for teaching a continuing education course is dependent on the tuition charged and the
enrollment. It varies from college to college and shall be determined by the dean of each
academic unit and approved by the Provost and Vice President for Academic Affairs.

Release Time

A teaching faculty member who seeks a reduced instructional load must submit a written request
for release time outlining instructional, research, administrative, service, and/or professional
expectations to the head of his/her academic unit (department, school, or division). The
University must be compensated for the release time in order to pay for the individual who will
replace the released faculty member. The head of the academic unit, the dean and the Provost
and Vice President for Academic Affairs must approve the request. The faculty member’s annual
evaluation shall provide an accountability record by comparing expectations with performance.

A library faculty member assigned, or requesting, reduced responsibilities from his/her job
description must submit to his/her immediate supervisor as well as to the Director of the Library
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a "Request for Release Time" form outlining the reason (librarianship, research, administrative
work, or service) and professional expectations. The form should be submitted six weeks prior to
the semester for which release time is sought. The library faculty member’s immediate
supervisor as well as the Director of the Library must approve the request. The faculty member’s

annual evaluation shall provide an accountability record by comparing expectations with
performance.

When a teaching faculty member or a library faculty member undertakes sponsored projects,
such as grants, on a release-time basis, the regular load shall be reduced proportionately,
provided no additional compensation is received from the project.

Summer School Compensation
The University offers two five-week sessions of summer school. Faculty members are

compensated for each course taught based on academic rank, enrollment and level of course
(undergraduate or graduate). The compensation for teaching summer school is described in the

tables shown below. Compensation is adjusted proportionately for courses involving more or

less than three hours.

3 HOUR COURSE

COMPENSATION TABLES FOR
UNDERGRADUATE COURSES

Enrollment Professor Associate Assistant Instructor
Professor Professor

15 and above 3750 3250 2750 2250
12 to 14 3000 2600 2200 1800
9to 11 2250 1950 1650 1350
6to8 1500 1300 1100 900
3toS 750 650 550 450
2 500 433 365 300
1 250 217 183 150

4 HOUR COURSE

Enrollment Professor Associate Assistant Instructor
Professor Professor

15 and above 5000 4333 3667 3000
12 to 14 4000 3467 2933 2400
9to 11 3000 2600 2200 1800
6to 8 2000 1733 1467 1200
3toS 1000 867 733 600
2 667 577 487 400
1 333 289 244 200
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COMPENSATION TABLES FOR
GRADUATE COURSES

3 HOUR COURSE

Enrollment Professor ASsOciate Asslstant Instructor
Professor Professor
12 and above 3750 3250 2750 2250
9to 11 3000 2600 2200 1800
6to 8 2250 1950 1650 1350
3toS 1500 1300 1100 900
2 750 650 550 450
Enrollment Professor Associate Assistant Instructor
Professor Professor
12 and above 5000 4333 3667 3000
9to 11 4000 3467 2933 2400
6to 8 3000 2600 2200 1800
3toS 2000 1733 1467 1200
2 1000 867 733 600

Awards

To recognize and encourage excellence in teaching, research and service the University
established at the end of the 2005-06 academic year the Faculty Awards Program. Through this
program faculty members who have made significant contributions and/or achievements will
receive awards at the annual Faculty Appreciation Dinner, which is usually held late in the spring
semester. Only one award will be given in each area (teaching, research, service) and a given
faculty member can only receive recognition for achievement in one area. The award for
excellence in each of the three areas is $5,000.

The metrics that will be used to determine outstanding teaching will involve student evaluations,
student performance, and peer reviews. They may also involve the development of teaching
materials such as textbooks, laboratory manuals, monographs, software, demonstrations,
innovative teaching methods, publications in refereed journals on teaching innovations, etc.

The metrics that will be used to determine outstanding research will involve peer reviews of how
the research contributes to the advancement of knowledge in a given field, publications in
refereed journals which are cited, published books and monographs, grant and contract support,
etc.

The measurement of outstanding service will involve peer reviews of the service with analyses of

distinguishing features, the impact of the service (the number of people/organizations who
benefit), and the consistency of the service with the mission of the University.
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Eligibility and Nominations

Only full-time tenured or tenure-track faculty members who have completed three years of
employment as faculty members prior to the year in which the application is submitted can
compete for one of the awards. This includes department heads and program coordinators but
excludes assistant deans, associate deans, deans and vice presidents. In the fall semester prior to
October 15, nominations of faculty members for the excellence in teaching, excellence in
research, or the excellence in service award may be made to the Office of the Provost and Vice
President for Academic Affairs. The nominations must be written in a letter format to the
Provost and Vice President for Academic Affairs and may be made by any full-time faculty
member or full-time student at the University. The letter of nomination should set forth the
significant contribution/achievement of the individual nominated. The letter of nomination will
become a part of the dossier on a given candidate. Only one person can be nominated by a full-
time faculty member or full-time student at the University.

The Provost and Vice President for Academic Affairs will inform faculty members who have
been nominated for an award by October 31. All nominees will be invited to submit portfolios in
support of their respective nominations. A nominee may decline formally or may elect not to
submit any materials in support of the nomination. The portfolio to support a nominee must be
submitted by the nominee by 5:00 p.m. the last day of the fall semester. An award recipient will
be ineligible to re-nomination in the area for which an award was received for a period of three
years. An award recipient is eligible for nomination in a different award area in the next
academic year.

The Review Process

The Provost and Vice President for Academic Affairs will annually choose three panels to
review dossiers and make selections. Each panel will consist of five persons, three faculty
members and two administrators. A faculty member will be designated as chair. An individual
can serve on only one panel. Each year the panels will be reconstituted.

An individual can serve a maximum of two consecutive years on any panel. An individual who
has served two consecutive years on a panel can serve again after a one-year absence from the
panels. The Provost and Vice President will install the panels during the second week of classes
in the second semester. The panels will select the award winners by March 31. In case a panel
finds that the nominees are not deserving, then no award will be given in that particular area.

Teaching Award Criteria

o Evidence that students in courses taught by nominee perform well on national
examinations.

o Evidence that students taught and mentored by the nominee attend
graduate/professional school.

o Evidence of effective pedagogical skills such as student evaluations and
student testimony.

o Pedagogical innovations that have been recognized through publications,
invited talks and funded grants.
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Evidence that peers have found the teaching skills of the nominee outstanding.
Evidence of scholarship that impacts teaching such as authorship of textbooks,
laboratory manuals, and monographs.

Articles on approaches to topics covered in courses taught that are published
in refereed journals.

Development of demonstrations and/or notable approaches to teaching which
have been shown to be effective.

Research Award Criteria

Significance of the research for the advancement of knowledge.

Originality of the research.

Evidence that peers have found the research meaningful. Citations might be
used.

Evidence that the research has resulted in publications in refereed journals.
Evidence that the research has obtained grant support and that the amount of
support attests to the relevance of the research.

Evidence that students have benefited from the nominee’s research through
direct participation or through the incorporation of research findings into
course materials.

Evidence of derivatives from the research that will benefit others such as
patents, new products and new procedures.

Publication of books, monographs, and book chapters on the research
conducted.

Service Award Criteria

Evidence that the service rendered benefited directly an identifiable segment
of the community.

Evidence that the service rendered did not involve compensation or an
immediate personal benefit to the nominee.

Evidence that the service rendered addressed a significant problem and that
the service resolved the problem or lessened its magnitude.

Evidence that the nominee has made a contribution which benefits the larger
society or his/her profession.

Evidence that the nominee’s work and contributions meet high ethical
standards.

A voluminous number of services to professional, community and civic
organizations that stand above the ordinary.

Portfolios/Dossiers

Nominees who elect to respond should submit portfolios which at a minimum contain the

following items:

Cover Letter: In the cover letter the nominee should set forth the reasons that
he/she should receive the respective award.
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o Curriculum Vita: Limit to ten pages and make prominent those elements
which directly support the nominee’s pursuit of the particular award.

o Summary of Accomplishments: Succinctly state what the nominee has
accomplished and note the evidence which is attached or cited.

o Samples: Not to exceed five pages. These items document the summary of
accomplishments (Abstracts, Sections of syllabi ...). In all cases, provide
documentation of where supporting materials may be found.

The Provost and Vice President for Academic Affairs will review the Faculty Awards Program
periodically and in consultation with the Council of Academic Deans recommend changes to the
President.

Separations
Definitions Pertaining to Separations
Terms pertinent to separations are defined below:

Separation refers to all actions, whether initiated by the University or by the faculty member that
result in the end of the employment of the faculty member.

Termination refers to any action by which the University ends the employment of the faculty
member.

Non-reappointment is a method of termination wherein the University ends the employment of
probationary or term contract faculty at the end of a contract period but always in compliance
with Board of Supervisors policies.

Dismissal is a method of termination wherein the University with adequate cause ends the
employment of tenure contract faculty or term or contract faculty who are in mid-contract.

Suspension is an action by the University causing the faculty member to cease performance of
any and all contractual duties while awaiting due process. This term is described in detail below.

Demotion is an action by the University short of dismissal, following due process, whereby a
faculty member loses earned rank, title, or tenure.

Financial exigency is a state of monetary emergency declared by the Board of Supervisors.
Financial exigency may lead to termination of University faculty members. Tenured faculty
members who are terminated as a result of financial exigency lose tenure.

Retrenchment 1s a group of actions by the Board of Supervisors and/or by the University which
result in a reorganization of the academic and administrative structure of the University, to
include restructuring and/or eliminating programs and degrees. Retrenchment may lead to
termination of University faculty members. Tenured faculty members who are terminated as a
result of retrenchment lose tenure.

Reductions in Force (RIF) are those terminations that result from financial exigency or
retrenchment.
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Resignation

Any faculty member who intends to resign his/her appointment should submit a written letter of
resignation to the President at the earliest opportunity. Copies should be provided to the
department head, dean, the Provost and Vice President for Academic Affairs, and the
Department of Human Resources.

In consideration for the welfare of the students, faculty members should not voluntarily sever
their employment with the University other than at the end of their contract period.

Retirement

Detailed information concerning retirement, disability, survivor’s benefits, and specific
application of the teacher retirement law to individual cases can be obtained from the
Department of Human Resources.

Non-reappointment

Non-reappointment is a means of separation by which the University ends its employment
relationship with probationary or term contract faculty at the end of a contract period. The
decision not to reappoint probationary contract faculty rests with the President and is based on
recommendations of the Provost and Vice President for Academic Affairs, deans, and
department heads. The following Board of Supervisors policy concerns non-reappointment of
probationary faculty:

"An appointment carries no assurance of reappointment, promotion, or tenure.
Reappointments are made solely at the discretion of the institution. The non-
reappointment of a faculty member does not necessarily reflect on the faculty
member's work record or behavior. The determination to reappoint or not to
reappoint should be based upon a review of the specific conditions relating to the
position."

Reasons for Non-reappointment

Non-reappointment is not a dismissal for cause, and probationary or term contract faculty have
no contractual right to employment beyond the expiration of their contracts. The Board of
Supervisors provides guidelines for non-reappointment that include, but are not necessarily
limited to, the following reasons:

formal discontinuance of a degree or program area;

declining enrollment;

declared financial exigency;

overstaffing with respect to administrative, staff, or faculty employees; and

failure to meet the expectations of basic responsibilities of employment, as documented
in the annual performance review.
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Notification of Termination

Unless an appointment is of a temporary nature or for a fixed term, notice shall be given to the
faculty member in writing by the appropriate academic administrator in advance of the
expiration of the appointment as follows:

1. No later than March I of the first academic year of service if the appointment
expires at the end of that academic year, or if a one-year appointment
terminates during an academic year, at least three months in advance of its
termination,

2. No later than December 15 of the second academic year of service if the
appointment expires at the end of that academic year or at least six months in
advance of its termination; and

3. At least 12 months before the expiration of an appointment after two or more
years of continuous service at the University.

Dismissal
Definitions Pertaining to Dismissal

Dismissal is a severance action by which the University, for adequate cause, terminates the
employment of tenure contract faculty, or term, or probationary contract faculty, in mid-
contract.

Adequate cause for dismissal is grounds for termination that is directly and substantially related
to the performance of the faculty member.

The Board of Supervisors policy regarding dismissal of tenured academic staff is as follows:

"Cause for discharge, termination of contract or demotion in rank shall consist of
conduct seriously prejudicial to the college or university system such as
infraction of law or commonly accepted standards of morality, failure to follow
orders, violation of institutional or Board rules and regulations, willful
neglect of duty, inefficiency, or incompetence. The foregoing enumeration of
causes shall not be deemed exclusive; however, action to discharge, terminate, or
demote shall not be arbitrary or capricious nor shall it infringe upon academic
freedom.

"The president of each institution shall appoint a committee of faculty members

who shall hear charges against the accused and forward their findings and
recommendations to the chief executive who shall make a final determination."
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Reasons for Dismissal

Dismissal may be based on the following non-exclusive reasons:

e professional incompetence;

e continued neglect of duties or responsibilities in spite of two or more written warnings
from the dean,

e conviction of a felony; or

e deliberate and grave violation of the rights of others.

Preliminary Dismissal Proceedings

The preliminary proceedings for dismissal (with adequate cause) shall take place as follows:

e Initial Discussion and Recommendation. When a department head and dean have
reason to consider a decision to dismiss a tenured faculty member, they shall
discuss the matter with that faculty member privately. After the discussion,
if the decision of the Department Head and Dean is to recommend dismissal, they
shall prepare a statement of the grounds constituting the cause for dismissal
(including specific details such as time(s), place(s), and date(s) of occurrence
when applicable) and forward it to the Provost and Vice President for Academic
Affairs, with a copy also going to the faculty member and the President.

e Informal Hearing. The faculty member who chooses to challenge the grounds for
his/her dismissal must submit in writing the request for a hearing within ten (10)
work days of receiving notice from the Department Head and Dean. If the faculty
member requests a hearing, within five calendar days after receipt of the written
request, an Informal Hearing Committee comprised of five tenured faculty
appointed by the Provost and Vice President for Academic Affairs shall meet to
make an inquiry into the situation and to recommend an adjustment, if possible.
The Informal Hearing Committee shall allow all parties involved to be heard and
to present documentation in support of statements made. If no settlement is
reached, the Informal Hearing Committee shall recommend whether, in its view,
formal proceedings should be instituted to consider the individual's dismissal, and
it shall notify the individual concerned, the Provost and Vice President for
Academic Affairs, and the President of its recommendation.

e President’s Review of Recommendation. The President shall review all records
and recommendations. Based on the findings, a settlement may be effected or a
formal proceeding shall be initiated. If a formal proceeding is initiated, action
shall be commenced according to the procedures outlined.

Formal Hearing Procedures

e [nitial Written Notice from the President to the faculty member. The formal
proceedings shall be initiated by a written communication addressed to the
individual by the President informing him/her of the dismissal and the specific
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grounds for it. If the faculty member so requests, a formal hearing will be
conducted to recommend whether the individual’s employment by the University
shall be terminated on the grounds stated. A faculty committee, constituted as
described below, will specify the time and place of the hearing.

Notification of Faculty Member of Procedural Rights. Sufficient time shall be
allowed to permit the individual to prepare a defense. The individual shall be
informed in detail or by reference to published regulations of the procedural rights
to which he/she is entitled, including the right to counsel.

Faculty Member’s Written Reply to President. The individual shall indicate
whether he/she wishes a formal hearing, and, if so, shall file an answer in
writing with the President within two weeks of the date of the mailing of
the communication by the President.

Cessation of Proceedings. If the individual does not request a hearing, the
dismissal shall take place as set forth in the communication from the President. If
the faculty member agrees with the dismissal, proceedings cease. Similarly, the
administration can drop dismissal proceedings at any stage.

Formal Hearing Committee

Creation of Formal Hearing Committee. The President shall appoint one at-large
faculty member as chairperson, who must be a full professor and tenured. The
President shall prepare a list (for the chairperson) of 12 tenured faculty (four from
Arts & Sciences; two from Education; three from Professional Studies with one
from Nursing and one from Social Work; two from the College of Business, and
one from the Library) to be considered to serve as committee members. The
committee chairperson shall then recommend to the President six of those listed,
with the provision that at least one must be from each college, to serve on the
Formal Hearing Committee.

President’s Charge to the Committee. The President shall send in writing a copy
of the statement of grounds for dismissal, accompanied by the faculty member’s
answer, to the Chairman of the Formal Hearing Committee. The committee shall
then conduct hearings and recommend a course of action as provided below.

Rules of Conduct for the Hearing. The Formal Hearing Committee is authorized
to prepare specific rules for the conduct of the hearing.

Formal Hearing Committee Proceedings

Formal Hearing Committee’s Initial Consideration. The committee shall proceed
by considering, before the time of the hearing, the statement of grounds for
dismissal already formulated and the faculty member’s written response.

Access to Committee Hearing. The only people hearing the case for dismissal
shall be the following: the members of the committee, the faculty member whose
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dismissal is being challenged, that faculty member’s representative, the President
or the President's designee, the President's representative, and witnesses called
by the committee. The proceedings shall be recorded on tape and copies of the
tape shall be made available to appropriate parties.

Supplementary Charges. Charges contained in the initially formulated statement
of grounds for dismissal may be supplemented at the hearing by evidence of new
events occurring after the initial communication to the faculty member when said
events constitute new or additional cause for dismissal. If such supplementary
charges are brought forth, the committee shall provide the faculty member with
sufficient time to prepare a defense.

President’s Attendance at Committee Hearing. The President shall have the
option to attend the hearing. The President may designate a substitute as well as a
counsel to assist in developing and presenting the case.

Order of Proof and Witnesses. The committee shall determine the order of proof
and shall supervise the questioning and sequestering of witnesses.

Faculty Member’s Right to Confront Witnesses. The faculty member or his/her
representative and the President or the President's representative shall have the
right within reasonable limits to question all witnesses who testify orally.

Disclosure of Witness List and Their Testimonies to Interested Parties. The
committee shall use its best efforts to provide an opportunity for those
involved to confront all witnesses, but where this cannot be achieved despite the
efforts of the hearing committee, the identity of such non-appearing witnesses,
and any written evidence they may furnish, shall be disclosed to all interested
parties before the hearing.

Reporting of Written Statements of Witnesses. Subject to the safeguards stipulated
above, written statements may, when necessary, be taken outside the hearing and
reported at the hearing. All of the evidence shall be duly reported as part of
hearing proceedings. Formal rules of court need not be followed, but the
committee shall make reasonable efforts to protect the rights of the parties in the
presentation of evidence.

Considerations by the Formal Hearing Committee

Privacy of Formal Hearing Committee’s Deliberations. The committee shall
formulate its recommendation in private, solely on the basis of the hearing. Before
doing so, it will give an opportunity to the faculty member and the President or
the President's designee to make oral statements. If written arguments are
desired, the committee may request them.
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Formal Hearing Committee’s Consideration and Findings of Case. The
committee can proceed directly to its recommendation without having the record
transcribed when it feels that a just decision can be reached by this means. Or the
committee may review the tape of the proceedings, or the committee may await
the availability of a transcript based on the tape of the hearing. The committee
shall make explicit findings with respect to each of the grounds for dismissal
presented.

Presentation of Formal Hearing Committee’s Recommendations to President. A
copy of the record of the hearing and the recommendations of the Formal Hearing
Committee shall be furnished to the President of the University for his/her
decision.

Presentation of Proceedings and Recommendations to Faculty Member. A copy
of the record of the proceedings and recommendations shall be furnished to the
faculty member upon request only after the President has made a decision.

Presidential Action and Notification

President’s Recommendation to the Board of Supervisor. The President shall
make the recommendation known to the Board of Supervisors within ten days
following the receipt of the formal hearing committee’s recommendation.

President’s Notice to Faculty Member. Written notice of the President's
recommendation must be sent from the President to the faculty member by
registered mail or hand-delivered to the faculty member with a witness present.
This notice must include reasons for and the evidence supporting the
recommendation. The faculty member shall be informed of his/her right to a
review hearing by the Board of Supervisors.

Cessation of Salary and Benefits. Salary and benefits shall cease on the effective
date of dismissal. Such action shall become effective upon the date of final
determination by the Board of Supervisors.

Board of Supervisors Review Hearing

Grounds for Board of Supervisors Review of Case. Review of dismissal for term,
probationary, or tenure-contract faculty can be made on grounds of academic
freedom or an injury resulting from arbitrary or capricious application of the
provisions of this Faculty Handbook. Requests for review of dismissal must be
made directly to the Board of Supervisors in accordance with its policies. The
faculty member who has exhausted due process procedures at the institutional
level may petition the Board within 30 days for a review. No official action shall
be taken by the institution until a final determination is made by the Board.
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e Review of Case by Board of Supervisors. In the case of a review, the President
will transmit to the Board of Supervisors the full report of the hearing committee,
stating its recommendation and the President's own decision. The review shall be
based on the record of the previous hearing, accompanied by the opportunity for
argument, oral or written or both, by the principals at the hearing or by their
representative. The decision of the Board of Supervisors on review shall be final.
It will be communicated to the President and to the person involved by registered
mail.

Suspension

A faculty member may be summarily suspended for a period not to exceed 30 calendar days
while the dismissal process is underway upon a finding of the President that there is good cause
to believe either of the following:

e The continued presence on the grounds of the University would endanger the
safety or the well-being of the faculty member or other members of the University
community; or

e the continued functioning of the faculty member in the position would
substantially impair or substantially disrupt the normal functions of the
University.

Salary and benefits shall remain in force during the term of any suspension.

A faculty member may be suspended administratively when the President determines that the
faculty member’s presence poses a threat to the normal operation of the University or to the
faculty member. An administrative suspension allows the faculty member to receive salary and
benefits. It is used to protect all parties and to provide the administration time to take appropriate
action and to afford due process to the faculty member. The administrative suspension may be
extended longer than thirty days for well documented reasons.

"Reduction in Force" Terminations

Definitions Pertaining to '"Reduction in Force"
Definition of terms applicable to "Reduction in Force" are as follows:

e Reduction in force: termination resulting from a borna fide financial exigency
or the formal discontinuance of a degree or program area.

e A state of bona fide financial exigency exists when the financial resources of
the University's educational and general budget are judged by the Board of
Supervisors to be inadequate to maintain the fiscal solvency of University
operation.
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Formal discontinuance: the elimination of a degree or program area through
action initiated by the University, the Board of Supervisors, or the Board of
Regents.

Degree: any Associate, Baccalaureate, Master, Specialist or Doctoral Degree
awarded by the University.

Program: curriculum area or service/support area.

Curriculum area: a cluster or a group of courses in the same academic
discipline designated by a common and approved course prefix.

Service/support areas: all those units of the University not directly involved
in delivery of instruction that generate credit hours. Examples are student
services, physical plant, and the University Library non-professional staff.
Program reductions in non-academic areas are not governed by this Faculty
Handbook but by pertinent Board of Supervisors regulations and internal
administrative policies and procedures.

Priorities for "Reduction in Force'" Terminations

In the event of a bona fide financial exigency or the formal discontinuance of a degree or
program area, the retention of viable academic programs and the protection of tenure are of
primary importance. Therefore, when reasonable means for coping with bona fide financial
exigency or formal discontinuance of degree or program areas have been exhausted with the
exception of reduction in the force of faculty members, terminations of faculty appointments
will be made by the President, based on recommendations of the Provost and Vice President
for Academic Affairs, academic deans, and the Faculty Senate in accordance with the following

priorities:

Attrition resulting from resignation, non-reappointment, early retirement, or
other severance actions;

termination of term contract faculty appointments by seniority without regard
to degree or program area, prior to termination of probationary or tenure
contract appointment; and

termination of probationary or tenure contract faculty appointments with
regard to the criteria specified in the following sections.

Criteria for "Reduction in Force" Terminations

"Continuous service" as used in this Faculty Handbook shall include time spent on sabbatical
leave with pay, sick leave, and annual leave. Resignations for any period of time shall constitute
a break in continuous service. In making decisions about reductions in force, the following

criteria shall be considered:
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e protection of tenure contract faculty;
e protection of highest ranked academic faculty;

e within rank, seniority in the degree or program area, as determined
exclusively by length of continuous service at the University;
e impact of terminations on students enrolled in degree or program areas; and

e Board of Supervisors policies on program discontinuance and program review.

Plan for Termination for ""Reduction in Force' for Financial Exigency

The plan for terminations due to reduction in force for financial exigency is as follows:

e President’s Declaration of Financial Exigency. Within five work days (Monday
through Friday) of a declaration of bona fide financial exigency, the President
shall notify the President's Cabinet and the Council of Academic Deans and
charge them to prepare a list of degree or program areas to reduce or eliminate
within a maximum of 21 calendar days of receipt of such notice. If the Cabinet
and the Council of Academic Deans do not submit a plan, the President, in
consultation with the Provost and Vice President for Academic Affairs and the
Vice President for Finance, shall exercise sole discretion in responding to the
financial exigency.

o Seeking of Information and Recommendations for Reduction in Force. At any
time during the course of deliberations, the President, the Cabinet, and the
Council of Academic Deans may seek information or recommendations from
departments, department heads, deans, college or departmental committees,
individual faculty members, and other appropriate sources such as student
organizations and regional and community advisory councils.

e President’s Plan Submitted to Board of Supervisors. The President shall forward
to the ULS Board of Supervisors the list of faculty positions to be terminated.
The President shall also forward to the Board of Supervisors a timetable for
implementation of the recommended separations.

e President’s Notification to Affected Faculty Members. Once the plan is approved
by the ULS Board of Supervisors, the President shall communicate the
University’s status to its constituents. The President shall notify faculty members
whose positions are to be terminated. This notification shall be sent by certified
mail. Affected faculty members shall also be notified of their right to a hearing
within ten teaching days of receipt of the President's notice.

41




Plan for Termination for '""Reduction in Force" for Formal Discontinuance of a Degree
or Program Area Initiated by the University

The plan for terminations for "Reduction in Force" for formal discontinuance of a degree or
program area that is initiated by the University is as follows:

e Report of Academic Programs. The Provost and Vice President for Academic
Affairs, with assistance from the appropriate deans and department heads, shall
develop a report of academic programs. The report shall focus on enrollment
patterns, numbers of graduates in affected degree or program areas, faculty
productivity, and the need for the program. This report shall give particular
attention to programs in a state of decline. This report shall also contain specific
recommendations and shall reflect the stated mission and goals of the University.
The report shall be submitted to the President.

e Program Reviews. Program reviews shall be conducted in accordance with the
properly adopted policies and procedures of the University, the ULS Board of
Supervisors, and the Board of Regents.

e President’s Notification to Faculty. The President's recommendation, along with
any other pertinent records, shall be forwarded to the Council of Academic Deans
and the President of the Faculty Senate.

e Discontinuance of Programs That Do Not Require Reduction in Force. If formal
discontinuance of an existing degree or program area initiated from within the
University does not require reduction in force, the President shall submit the
proposal to discontinue, together with appropriate recommendations, to the ULS
Board of Supervisors for its action.

e Discontinuance of Programs That Do Require Reduction in Force. 1If formal
discontinuance from within does require reduction in force, the plan outlined shall
be followed.

Plan for Termination for '""Reduction in Force" for Formal Discontinuance of a Degree
or Program Area Initiated by the Board of Supervisors

The plan for termination for "Reduction in Force” for formal discontinuance of a degree or
program area that is initiated by the ULS Board of Supervisors is as follows:

e Board of Supervisors Consultation with University. Formal discontinuance of
existing degree or program areas initiated by action of the Board of
Supervisors or the Board of Regents shall occur only after the Board of
Supervisors consults with the President, who shall, in turn, consult with the
Provost and Vice President for Academic Affairs, the Council of Academic
Deans, the Vice President for Finance, and the Faculty Senate President.
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e President’s Discontinuance of Degree or Program Areas That Do Not Require
Reduction in Force. If formal discontinuance initiated by the Board of
Supervisors or the Board of Regents does not require reduction in force, the
President shall accomplish the discontinuance as directed.

e President’s Discontinuance of Degree or Program Areas That Do Require
Reduction in Force. If formal discontinuance initiated by the Board of
Supervisors or the Board of Regents does require reduction in force, the plan as
outlined below will be followed.

Notifications for "Reduction in Force"

Notification of termination for reduction in force must be sent to faculty by certified mail with
return receipt requested and must specify the reasons for the termination, the effective date of
termination, and the faculty member’s right to a review by the University President.

Notice of termination for reduction in force due to financial exigency may be given at any time
and may take effect before expiration of academic or fiscal year contracts, provided that a
minimum of 90 calendar days expires between the date of notification and the effective
date of termination, unless otherwise directed by the Board of Regents or the Board of
Supervisors.

Notice of termination for reduction in force due to formal discontinuance of degree or program
areas must be given not later than one calendar year in advance of its effective date, unless
otherwise directed by the Board of Regents or the Board of Supervisors.

Board of Supervisors Review

Affected persons may petition the ULS Board of Supervisors within thirty days for a review,
after all due process has been exhausted at the University level. A review of termination for
reduction in force is possible for tenure contract faculty only on the following grounds:

e illegal discriminatory practices,
e violations of academic freedom, or

e injury resulting from arbitrary or capricious application of the Personnel Policies section
of this Faculty Handbook.

Review is also available on these grounds for probationary and term contract faculty terminated
before the end of the contract period.
Requests for review of termination for reduction in force must be made directly to the Board of
Supervisors.

Reemployment Provisions

If tenure-contract faculty members are terminated for reduction in force, they shall receive notice
at the address on file in the Department of Human Resources of all faculty vacancies advertised
within a three-year period of the effective date of termination. The vacancy notice shall be sent
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from the Equal Employment Opportunity Officer. It shall be the duty of the terminated faculty
to maintain a current address in the Department of Human Resources. If terminated, tenure-track
faculty members seek reemployment and believe they are qualified for the vacancy, they will
have the right to request reemployment from the President.

If, in the judgment of the President, who must consult with the Provost and Vice President for
Academic Affairs, and the appropriate dean and department head, and the Vice President for
Finance, faculty members who seek reemployment meet or exceed qualifications for the vacancy
as stated in the position announcement, they shall be reemployed in the announced position at the
salary and rank in accordance with the announced position.

Faculty Reassignment and Other Assistance

In the event of scheduled terminations of tenure-contract faculty, the University shall, to the
extent of available resources, in the period between notification and the effective date, assist
faculty members to prepare for assignment to other degree or program areas where vacancies
exist.

Assistance may include, but need not be limited to, awarding of a development or enhancement
leave or participation in other faculty development programs; provision of  outplacement
seminars dealing with employment search strategies, career changes, and the like; use of
University resources, as approved by the Provost and Vice President for Academic Affairs, in the
employment search; and other appropriate services offered through the Office of Human
Resources for a period of six months from the effective date of termination.

Exit Interview

Whenever a faculty member leaves the employment of Grambling State University, he/she will
report to the Department of Human Resources for an exit interview to fill out forms that are
required by the state and federal governments. A faculty member must complete an
Authorization for Issuance of Final Paycheck form and an Inventory Clearance Form. It is
the responsibility of the separating faculty member to turn in all University property, such as
keys and identification cards. The faculty member shall also complete necessary forms
concerning the continuation of insurance coverage and the retirement system. Exit documents
will be provided to the faculty member upon receipt of an official notice of separation.
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CHAPTER IV

FACULTY RESPONSIBILITIES
Basic Responsibilities of Faculty

As stated in Board of Supervisors policy, "It is a basic principle that every member of the
academic staff, of whatever rank, shall at all times be held responsible for competent and
effective performance of his duties." The policy also states that faculty members are "expected
to be devoted to the accomplishment of the purposes for which the System exists: instruction,
research, and public service. Those members of the academic staff who comprise the faculty of
the System are charged to determine the educational policy of the System through deliberative
action in their respective units and divisions."

Academic Freedom

The University is committed to the principle of academic freedom. This principle acknowledges
the right of a teacher to explore fully within the field of his/her subject as he/she believes to
represent the truth. The principle also includes the right of a member of the academic staff of the
University to exercise in speaking, writing, and action outside the University the ordinary rights
of the American citizen, but it does not decrease the responsibility and accountability that the
member of the academic staff bears to the University, the state, and the nation. Among the many
implicit responsibilities that must be assumed by those enjoying the privileges of academic
freedom shall be that of refraining from insisting upon the adoption by students or others of any
particular point of view as authoritative in controversial issues (Adapted from the University of
Louisiana System Bylaws & Rules, Chapter III, Section I, Paragraph A).

Ethics

The University assumes ethical behavior on the part of the faculty and endorses the definitions of
professional ethics pertaining to teaching faculty, as provided in the "Statement on Professional
Ethics" of the American Association of University Professors. The University also endorses the
ethical principles set forth by the American Library Association "Code of Ethics” for library
faculty.

Right to Hold Public Office

The University acknowledges that academic faculty members have the constitutional right to
seek and hold public office. Faculty members who do so must (a) notify the President of their
intention prior to the date of qualification, and (b) continue normal workload (including
teaching) and all other duties and office hours required by the institution. However, faculty
members must take leave for the appropriate period of time in accordance with the leave rules of
the Board if they are unable to meet condition (b) of continuing required normal workload,
duties, and office hours. This leave must be approved by the President in advance. Faculty
members shall be accurate in their statements and make every effort to indicate that they are not
spokespersons for the institution (Adapted from the University of Louisiana System Bylaws &
Rules, Chapter III, Section VIII, 2008).
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Teaching
Faculty Workload

The regular undergraduate teaching load at the University is equivalent to 12 credit hours per
semester. A faculty member’s specific load may vary depending upon assigned responsibilities
in the areas of teaching, research, and service. Variation in responsibilities shall be related to the
mission of the faculty member’s academic unit and the role that the faculty member assumes
within the academic unit (e.g. program coordinator, department head, dean, etc.). A full-time
library assignment for a tenure-track or tenure contract library faculty member shall be a
minimum of 40 hours per week.

A part-time teaching assignment for a term or temporary/adjunct faculty contract faculty member
shall, in general, not exceed two courses in a semester.

A part-time library assignment for a term or temporary contract library faculty member shall
involve less than 32 hours per week.

The responsibilities of a faculty member include teaching, research or creative activities,
professional activities, university service, and community service. Library faculty responsibilities
include instructional support, research, professional activities, University service, and
community service. The head of the academic unit (department, school, division, or library), with
the approval of the dean, is responsible for determining the workload of each faculty member.

Because the number of student contact hours and special requirements of the discipline may vary
from academic unit to unit, each academic unit head (department, school, or the Library) shall
define for the approval of the dean and the Provost and Vice President for Academic Affairs the
equivalence of the 12 credit-hour load per discipline. Rationales for equivalence must be logical
and compelling.

Combined Undergraduate/Graduate Load

When a faculty member teaches a combination of typical undergraduate and graduate lecture
courses, a full workload shall, in general, not total more than 3 separate courses in any semester
(a) two undergraduate courses and one graduate course, or (b) one undergraduate course and two
graduate courses. When a faculty member teaches only graduate courses over fall and spring
semesters (during one academic year), a full workload shall, in general, not total to more than 5
graduate courses (three graduate courses in the fall and two graduate courses in the spring, or
vice versa).

Load Factors

Factors to be considered in determining workloads of faculty members include, but are not
necessarily limited to the following: (1) nature of the discipline, (2) nature of courses taught
(undergraduate, graduate, or combination), (3) number of course preparations per semester, (4)
number of contact hours per semester hour, (5) number of students taught per semester, (6)
course format such as practica and field experiences, (7) accrediting agency standards, (8)
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research or creative activities, (9) special department, college, school, division, or university
assignments, (10) number of directed theses or dissertations, (11) student advising load, and (12)
contracted release time for research. Deans and department heads are responsible for significant
administrative responsibilities that restrict their opportunities to teach full loads. The teaching
load expectation for deans shall be one course per semester; the teaching load expectation for
department heads shall be two courses per semester.

Faculty members (including library faculty) asked to assume duties that require intensive and/or
long-term additional responsibilities, such as writing detailed and/or specialized reports, or
compiling portfolios for accrediting bodies may be given a load reduction from academic,
regular, and/or other committee work. When a load reduction cannot be accomplished, faculty
members may be compensated for professional duties assigned or performed in addition to their
regular assignment through overload/extra services compensation if funding is available.

Teaching additional classes in addition to what is considered to be the “full class load” for the
faculty member’s unit shall be regarded as overload and eligible for extra compensation. All
agreements for overload/extra compensation shall be in writing and signed by all parties before
work commences. An overload shall be limited to one additional course.

Office Hours

At least ten (10) conference hours a week shall be scheduled and posted each semester by each
full-time faculty member who generates semester credit hours. These 10 hours shall be
distributed throughout the workweek.

A part-time faculty member shall schedule weekly conference hours proportionate to the number
of semester credit hours taught; in general, this shall equate to 2.5 hours of conference per three
credit hour course.

Syllabi

The course syllabus is a major tool of instruction at Grambling State University. It identifies the
course objectives, expected learning outcomes, textbook, references, assignments, and the
grading schemata for the course. The syllabus will also contain important information about key
course policy issues such as academic dishonesty, make-up work, make-up examinations, and
extra work assignments. For a syllabus template, see Appendix G.

Grading and Recordkeeping
The unit of credit is the semester hour. Three semester hours of credit can be earned in a course
meeting three times per week (50 minutes per session) for approximately fifteen weeks or some

other equivalent configuration (~2,250 minutes). The University assigns quality points for
grades earned as shown:
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Letter | Description Quality
Grade Points per
Credit Hour
A Superior 4
B Above Average 3
C Average 2
D Below Average 1
F Fail 0
| Incomplete 0*
IP | In Progress Not Computed
IX Incomplete, Extended 0
P Pass Not Computed
NC | No Credit Not Computed
W Withdrawal Not Computed
W Administrative Withdrawal Not Computed
AU | Audit
Z Approved Course Work Pending | Not Computed

*Graduate students whose work is incomplete are assigned the grade of “l.” This grade must be
removed in one calendar year or it becomes an “F.”

The total number of quality points earned for each course is determined by multiplying the
number of quality points for each grade by the number of hours the course carries. A student’s
grade point average is computed by adding the total quality points for all courses for which
quality point values may be computed, then dividing by the number of GPA hours (divisor). The
grade of “P” (Pass) will be awarded for nontraditional credit and non-credit courses only.
Courses so credited will not be used in computing the grade point average.

The grade of “I” (Incomplete) means that some relatively small part of the session’s work
remains undone because of illness or other unavoidable reason. This mark is given in exceptional
cases when the student has been passing and gives evidence of ability to pass the course if
granted an opportunity to complete an assignment which was not completed by the end of the
course. Prior to awarding a grade of “L,” the instructor must submit an Incomplete Assignment
Form to the department head. The department head, academic dean, and the Provost and Vice
President for Academic Affairs must approve the Grade Change Form. The grade of “I” carries
zero quality points and is calculated in the grade point average for undergraduate students. The
grade of “T” becomes “F” on the academic transcript if it is not changed by the deadline.

The grade of “W” indicates withdrawal of the student from a course prior to a specified date
following mid-term. This date will be published in the university calendar. After this date, a
student may not withdraw or drop classes. In extraordinary cases, the Provost and Vice President
for Academic Affairs may approve an administrative withdrawal (“W”). A major medical
emergency, an extended illness, or some event that incapacitates the student would justify
seeking an administrative withdrawal. A student must present the request in writing with
supporting documentation to the Director of Counseling. The Director of Counseling confirms
that an administrative withdrawal is justified and sends a recommendation to the Provost and
Vice President for Academic Affairs. The instructor cannot change a “W” grade.
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The grade of “AU” indicates that the course has been audited. No credit is awarded for courses
taken on an audit basis.

When applicable, an “IP” (In Progress) is awarded to students enrolled in courses such as
practica, internships, and others in which course requirements are normally not completed within
one term. The “IP” grade is assigned to the entire class and will remain until course requirements
have been completed by the entire class unless there are students who have been recommended
for graduation. At that time a regular grade will be awarded. No credit will be given until the
“IP” is converted to a regular grade.

The grade “Z” is for certain approved courses such as a 12-hour course for student teaching.
When all work is completed, a Grade Change Form must be processed.

Faculty members must submit mid-term and final grades electronically through the Banner
system. They are responsible for maintaining documentation of students’ class attendance in the
Banner system and maintaining documentation of students’ performance on course assignments.

Research

Special requirements must be met for research proposals involving animal welfare and human
subjects. Prior to the submission of a research proposal, every proposal involving animal or
human subjects must be reviewed by the Institutional Review Board, which shall issue a “Letter
of Approval” that must be kept on file by the Program Director/Principal Investigator of the
proposal.

Faculty who are considering writing a research proposal that involves animal or human
subjects should keep in mind that the review process by the Institutional Review Board is
time-consuming and can lead to significant changes in the proposal. Faculty members are
advised to consult with the Institutional Review Board member in their respective
unit/college/school at least two months before the deadline for the proposal.

The Office of Human Research Protection, under the U.S. Department of Health and Human
Services, issues and enforces guidelines for the protection of animal and human subjects in
biomedical and behavioral research. The office mandates that before funds are awarded,
investigators must provide a description of education completed in the protection of human
subjects for each individual identified as “Key Personnel” in the proposed research. Key
personnel include all individuals responsible for the design and implementation of the study.
Guidelines issued by the Office of Human Research Protection, and information on tutorials for
the protection of human subjects, shall be available from the chairperson of the university’s
Human Subjects Committee (Institutional Review Board) and the Office of the Provost and Vice
President for Academic Affairs.

Proposal Development and Submission

Adherence to the policy described herein is required for the submission of all grant and contract
proposals. Failure to follow this policy will result in disapproval of the proposal.
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e A faculty or staff member who desires to submit a proposal must complete and
submit to his/her supervisor a “Request to Develop a Grant/Contract Proposal”
form.

e If the supervisor approves the request form, it is then submitted as information to
the appropriate Dean or Associate Vice President, or Vice President, and the
Assistant Comptroller and the Director of Grants Administration. It is also sent
by the supervisor to the Dean of Graduate Studies and Research. The Dean will
review the “Request” and determine if it should be approved.

e If the request form is approved then the proposal may be developed. The final
proposal must be submitted at least ten working days prior to the deadline date.
When the request is approved, the Dean of the Graduate School assigns the
project a proposal control number. If the final proposal is written by a faculty
member, it should be submitted to the department head and dean of the college for
review and approval before it is submitted to the Office of Contracts and Grants
for submission to the funding agency.

e The approved “Request” form must accompany the final proposal when it is
submitted to the Office of Contracts and Grants.

Research Misconduct

Willful misconduct in the pursuit of basic, clinical or applied research at Grambling State
University is not acceptable. It is the direct responsibility of all university faculty members to
maintain the highest standards of ethics and professional integrity in the performance of and in
the reporting of research activities whether such research is funded by private, state or federal
agencies. Allegations of misconduct will be investigated and appropriate actions will be taken, in
accordance with the University and funding agency guidelines, against anyone found guilty of
violating this policy. Grambling State University specifically and fully subscribes to Federal
Regulations for dealing with possible misconduct in research.

Grambling State University considers an allegation of misconduct to be a very serious charge, so
it is expected that any allegations made will have a substantial element of truth. While the
University recognizes the value of good faith allegations of possible misconduct in the interest of
science, the University and public good at large, frivolous accusations made with reckless
disregard for or willful ignorance of facts will not be tolerated and will be grounds for
disciplinary action. Specific procedures regarding the investigation process provided in the
Grambling State University Policies and Procedures for Responding to Allegations of Research
Misconduct.

Intellectual Property

Grambling State University recognizes the need for and the desirability of encouraging the broad
utilization of the results of academic research by bringing innovative findings to practical
application. The primary purpose of the University’s adherence to the University of Louisiana
System Policy and Procedures Memorandum for Intellectual Property and Shared Royallties is to
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provide the necessary protections and incentives to encourage both the discovery and
development of new knowledge and its transfer for the public benefit. The secondary purpose of
University’s adherence to the above-cited policy is to enhance the generation of revenue for the
University and its faculty members

Service

Faculty service is one of the key elements in the triumvirate of faculty responsibility which
consists of teaching, research, and service. The defining concept in faculty service rests in the
faculty member’s application of his/her knowledge and expertise to address issues and problems
of the university, the community, and the profession.

University Service

The faculty member is expected to be an active participant in the University through the
contribution of his/her service. University service may include, but is not limited to, the
following: (a) serving on inter-institutional committees, such as the Louisiana Educational
Consortium; (b) serving on consortia boards; (c) serving on Governor’s commissions; (d)
serving on standing committees at the department/unit, college/school, or university level; (e)
serving on other committees as chairperson or as member; (f) organizing or actively
participating in seminars, workshops, or study sessions sponsored by the department/unit,
school/college, or university for the benefit of students, faculty, or community groups; (g)
writing or editing detailed, specialized, or investigative reports at the bequest of the
University or one of its subdivisions; (h) compiling detailed or specialized portfolios or
reports for accrediting bodies; (i) other special assignments; and so forth.

Community Service

Community service involves the faculty member’s application of knowledge and skills to
improve social or economic conditions in the community external to the University. The faculty
member might also work to develop greater appreciation of educational and cultural events, and
improve better relations between the University and the local community. For example,
serving as a judge at local, state, or regional competitions, in the faculty member’s academic
field.

Professional Service

Professional service involves the faculty member’s participation in professional organizations
and related activities at the local, regional, national, and international levels. Such service may
include, but is not limited to, committee service, leadership roles, participation on review teams,
and participation on state and national commissions.
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CHAPTER V
ACADEMIC SUPPORT

The University provides support to facilitate the academic work of students, staff, and faculty
members. Some support units such as the Foster-Johnson Health Center, Career Services, and
Student Counseling Services are found in the Division of Student Affairs. Since these units are
likely to be of interest to the faculty, they are periodically highlighted at Faculty Institutes.
Brochures describing their services are available by contacting the respective units. Notably, the
Office of Student Counseling Services verifies the documentation presented by students seeking
an excused absence in order to make-up an assignment missed because of an absence (See the
University Catalog).

In this chapter, support units in the Division of Academic Affairs that serve students are outlined.
Center for Academic Assessment

This office is responsible for administering the Rising Junior Examination, an examination that is
used to measure the effectiveness of the General Education Program, and one which students
must pass in order to meet one of the qualifications for graduation. The Center provides
preparation materials for major examinations such as the GRE, GMAT, MCAT and many others.
The Center offers seminars, and workshops to assist students in preparation for the Rising Junior
Examination. The Center also administers surveys and the ACT examination. This administrative
office and the Center are located in Adams Hall, Rooms 318 and 322 respectively.

Distance Learning

This office provides the opportunity for faculty members to use technology in the delivery of
instruction and to enhance both teaching and learning. A number of courses outside the General
Education Program are offered via distance learning. The systems used are Blackboard and
Moodle. The Office of Distance Learning periodically provides training to students and faculty
members to aid them in the use of the internet, and compressed video in delivering instruction.
Some programs use online courses extensively. The Office of Distance Learning is located in
The Nursing Building, Room 108.

Living and Learning

A Living and Learning Program has been offered on an experimental basis at the University for
several years. In this program, freshman students, with select majors form communities that
share the same living and learning environments. The program fosters networking and
encourages students to support each other in the pursuit of their educational goals. Students
attend the same classes and bond not only from living together but by working together on major
class assignments and by studying together. Seminars of interest are given in the residence halls.
The program attempts to develop the students into resources for themselves. The major
academic disciplines which have been involved in the program are Psychology/Sociology,
Biology and Business Administration.
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Retention

The Office of Retention seeks, through strategically designed programs, to maximize the
retention of all students; however, its primary target is first-time, full-time freshman students.
The Office sponsors and supports tutorials, supplemental instruction, and operates an academic
skills center. The Office works closely with the First Year Experience Program in assisting
students with adjustment to the demands of University life. The Office accepts referrals from the
faculty and encourages faculty members to have their students utilize the services available.
These include mentoring, study sessions, assistance in finding the appropriate tutorial program,
and special scheduled use of the academic skills center. The Office is located in Brown Hall,
Room 108.

High Ability Program

The High Ability Program is a five-week summer program for high school students who have
completed the eleventh grade with a grade point average above 3.00. The program entails
intensive college-level course work in English and Calculus. Work in these courses is
augmented by required evening tutorials and homework assignments. Students also take the
First Year Experience course which allows them to understand the demands of the freshman year
in college. A music course and program are available for students with interest. Scholarships
are available on a competitive basis for this residential program. Information on the program is
available on the University website (http://www.gram.edu).

Trio Program

Funded by the U.S. Department of Education under Title IV of the Higher Education Act of 1965
amended, the program addresses access and success for college students who are first generation,
low income, and/or have disabilities. The program seeks to increase the retention and graduation
of its participants.

Students in the program receive academic advising, tutoring, mentoring, and career counseling.
The program works in cooperation with Student Counseling Services to provide needed
academic support for students with disabilities. All participants are supported by a book loan
program and a computer laboratory designed to enhance study skills.

A summer program for prefreshmen that focuses on easing the transition from high school to
college serves twenty students each year. The only Trio Program currently active at the
University is Project Rescue. Qualified University students serve as tutors and mentors in
Project Rescue. The program strives to improve the academic performance of participants and to
insure their graduation. Project Rescue is housed in Brown Hall, Room 14C.

The Writing Laboratory

Significant among the many departmentally sponsored academic support programs in the
Writing Laboratory located in Woodson Hall, Room 232. The Writing Laboratory is under the
direction of the Department of English and is open to all students enrolled at the University. The
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laboratory offers assistance to students with writing assignments. Students should be
recommended to use this valuable resource which exploits technology in assisting students to
improve their writing.
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CHAPTER VI

THE FACULTY’S ROLE IN GOVERNANCE

The Faculty of Grambling State University contribute to the effective governance of the
University by participating in organized meetings scheduled or called by the President or the
Provost and Vice President for Academic Affairs, serving on standing committees of the faculty,
serving on standing or ad hoc committees of the University, and serving on University
administrative councils. The Faculty addresses through formal meetings and faculty standing
committees the affairs of the faculty. These include instruction, research, the curriculum, the
general education program, the Library and Learning Resources Center, faculty welfare, the
quality of academic and student life, academic standards, financial resources, grievances and
appeals of certain employment related decisions.

Faculty Meetings

The Faculty meets at least four times per academic year:

1. The Beginning of the Academic Year Meeting
Usually a part of the Fall Faculty Institute — Thursday prior to the start of classes

2. The Close of the Fall Semester Meeting
Tuesday of December - Commencement Week

3. The Beginning of the Spring Semester Meeting
Thursday prior to the week that classes begin, usually a part of the Spring Faculty
Institute, “State of the University Address” by the President

4. The Close of the Academic Year Meeting
Thursday of May — Commencement Week

Standing Committees of the Faculty
There are seven standing committees of the faculty:

Faculty Appeals Committee

Faculty Grievance Committee

Faculty Senate

General Education Committee

Library and Learning Resources Committee
Promotion and Tenure Committee
University Curriculum Committee

NounkEWwD -~

In this chapter, the function and membership of the faculty standing committees are described.
Numerous other committees are a part of the life of the University, but they function outside of
the direct purview of Academic Affairs, and thus, are not detailed in this chapter.
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Committee Operating Procedures

Unless otherwise noted in this chapter, committee term limits shall be for a three-year period on
a revolving basis, so that no more than one-third of a committee rotates off in any given
academic year. Committee members can, however, serve for two consecutive terms. Members
of the faculty standing committees shall be elected unless appointment is specified.

By April 1st, deans shall call for nominations of faculty members from their departments to be
placed on the ballots for standing committee elections. Faculty members shall be encouraged to
submit their own names for consideration. The elections shall be held no later than April 30™.
Deans shall report the standing committee election results to the Provost and Vice President for
Academic Affairs in writing as soon as the election results are available.

Persons serving as chairpersons shall distribute announcements of committee meetings,
including agendas, to each committee member as well as to any administrative staff position that
may be affected by an item on the agenda. Unless specified otherwise under the committees
below, persons serving as chairpersons shall send copies of the minutes of each meeting to the
Provost and Vice President for Academic Affairs, all committee members, and other key
stakeholders who are affected by the work of the committee. Reports from the faculty standing
committees are usually made at the Faculty meeting in May.

The Provost and Vice President for Academic Affairs shall make certain that by the fourth week
of each academic year that all standing committees are fully constituted and operational. The
meetings of the Faculty Appeals Committee, the Faculty Grievance Committee and the
Promotion and Tenure Committee are closed. All other committee meetings are open to all
members of the Faculty.

Ad Hoc Committees

The Provost and Vice President for Academic Affairs shall periodically designate ad hoc
committees for specific academic purposes (i.e. catalog, faculty handbook, etc.). The ad hoc
committees shall receive their charges from the Provost and Vice President for Academic Affairs
and continue to serve until their purposes are accomplished.

University Committees

These are committees whose scopes of work involve units and programs other than those found
in Academic Affairs. Faculty, staff, and students are recommended for appointment to these
committees by the vice presidents and approved by the President. A list of University
Committees is found in Appendix I of this handbook. There are both ad-hoc and standing
University Committees.

Faculty Appeals Committee

The Faculty Appeals Committee (FAC) is a standing committee of the faculty whose purpose is
to review and evaluate all appeals by tenured and tenure-track faculty members involving denial
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of promotion, denial of tenure, or non-renewal of appointment. The basis for an appeal is limited
to one or some combination of the three reasons set forth in the Faculty Appeal Policy.

The Faculty Appeals Committee shall be comprised of six tenured, full professors who shall be
elected as follows:

e Two from the College of Arts and Sciences,

e One each from the College of Business, the College of Education, and the
College of Professional Studies; and

¢ One from the School of Graduate Studies and Research.

The members serve staggered terms of three years. The Committee Chair is appointed from the
elected members by the Provost and Vice President for Academic Affairs.

The Committee is initially convened by the Provost after an appeal is received. The Provost will
convene the FAC within ten working days of the receipt of an appeal. The Provost does not
participate in the deliberations of the Committee; however, the Provost is available to the
Committee for consultation. The Committee completes the evaluation of an appeal and renders
findings within the ten working-day period that begins when the appeal is received by the
Provost. On completion of the work of the FAC, the Committee Chair submits the findings
directly to the President of the University.

Faculty Appeal Policy

The appeal process is available to all tenured and tenure-track faculty members on the subjects of
denial of promotion, denial of tenure, or non-renewal of appointment when the denial of
promotion, denial of tenure, or the non-renewal is alleged to involve one of the following:

e Violation of University and/or University of Louisiana System policies and
procedures

e Violation of academic freedom

e Discrimination based on age, national origin, race, religion, sex, sexual
orientation, or disability.

Untenured faculty members are at-will faculty members. At-will faculty members are not
guaranteed continuous employment and their termination is not a negative statement about their
work performance.

The aggrieved party must file the appeal within ten (10) working days of the receipt of
notification of denial of promotion, denial of tenure, or non-renewal of a faculty appointment.
Failure to file an appeal within the ten-working-day period will constitute waiver of the right to
file an appeal. An individual who elects to file an appeal must submit a letter addressed to the
Provost and Vice President for Academic Affairs which sets forth the basis for the appeal. The
basis for the appeal cannot be the substitution of the judgment of one committee for the judgment
of another committee.
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Any and all supporting documentation should be attached to the letter and cannot be submitted
separately. An appeal and all supporting documentation will be examined and evaluated by the
Faculty Appeals Committee (FAC). The Faculty Appeals Committee is not the Promotion and
Tenure Committee and does not engage in substituting its judgment for that of the Promotion and
Tenure Committee.

The basis of the appeal must be one or some combination of the previously stated reasons.

The FAC will meet within ten working days of the receipt of an appeal and submit its findings
within the ten-working day period to the President of the University. The President will review
the findings of the FAC and accept or reject the recommendations of the Committee. The
President will inform the Provost and Vice President for Academic Affairs of the decision on the
appeal and the Provost and Vice President sends the formal response to the aggrieved party
setting forth the final decision from the FAC and the President.

The decision rendered is final and ends the appeal process within the University.
Faculty Grievance Committee

The purpose of the Faculty Grievance Committee shall be to review grievances that are not
related to promotion and tenure and have been forwarded to the committee by the Provost and
Vice President for Academic Affairs. The review process shall include conducting hearings and
mediating differences. The University has a grievance procedure that is available to all
employees including faculty members. A faculty member may use the faculty grievance
procedure or the University grievance procedure, but not both. A faculty member with a
grievance who selects one of the procedures is not free to change and then use the other one.

The Faculty Grievance Committee shall consist of seven members, one of whom shall serve as
the chairperson. The colleges and the library shall each appoint one faculty representative and an
alternate to serve on the committee. In addition, the Provost and Vice President for Academic
Affairs shall appoint two members at large from the faculty. A majority of the faculty
representatives shall hold tenure. The chairperson is appointed from the committee members by
the Provost and Vice President for Academic Affairs.

The term of appointment shall be for three years beginning on September 1 and ending on
August 30. If a member of the Faculty Grievance Committee is unable to finish a term, the
Provost and Vice President for Academic Affairs shall appoint a replacement for the
remainder of the term. No person on the Faculty Grievance Committee shall serve more than
two consecutive (three-year) terms as either a member or as chairperson.

It shall be the function of the chairperson to (a) receive and forward communications as needed,;
(b) preside at meetings; (c) maintain a file of all cases that are brought to the committee; (d)
question each committee member, for each case being heard, to determine if any prior
relationship with the grievant might make it difficult for the member to remain impartial; and (e)
receive from each member an oath of confidentiality. Should the chairperson determine that a
committee member cannot maintain his/her impartiality, the chairperson officer shall inform the
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Provost and Vice President for Academic Affairs of the name of the committee member, who
will not be allowed to participate in that particular hearing.

If the removal of a committee member will result in less than 51% tenured faculty among the
faculty representatives appointed by the colleges or library, then the alternate from the affected
college or library shall serve instead during the particular hearing. If the alternate is not
tenured, then the Provost and Vice President for Academic Affairs shall appoint a tenured faculty
member from the affected college or library to serve during that particular hearing.

If the removal of a committee member will not result in less than 51% tenured faculty among the
faculty representatives appointed by the colleges or library, no alternate shall be required to
serve.

In all formal proceedings, the grievant may be represented by legal counsel. The legal counsel
may advise the grievant but shall not address the committee.

The chairperson, on behalf of the Faculty Grievance Committee, shall present the committee
findings and recommendations in writing to the Provost and Vice President for Academic
Affairs. After reviewing the committee findings and recommendations, the Provost and Vice
President for Academic Affairs shall render a decision and so notify the grievant as to whether or
not the committee findings and recommendations are upheld or overturned. The nature of the
business of the Faculty Grievance Committee is such that records and recommendations shall be
submitted only to the Provost and Vice President for Academic Affairs.

Grievance Procedure

The grievance procedure described below allows a faculty member who has a grievance
(unrelated to promotion, tenure, non-renewal of contract, termination, or performance
evaluation) to seek redress regarding his/her concern. The following grievance procedure
applies only to those grievances for which the University has sole authority to redress an alleged
misconduct.

e Any member of the University faculty who has a grievance shall first attempt to
address the issue through his/her department head within fourteen (14) calendar
days of the event/ action or situation which is the basis for the grievance.
The grievance must be submitted in writing. The department head shall attempt to
resolve the grievance and respond within seven calendar days after receiving the
written grievance. When the faculty member has a grievance with the department
head, the faculty member must submit the grievance to the dean.

e If the grievance is not settled at the department level, the faculty member may file
the grievance with his/her college dean within seven calendar days after receiving
the unit administrator’s written response. The dean shall convene a committee
composed of five senior, tenured faculty members from the college of the
aggrieved faculty member to hear the grievance. The dean shall designate one of
the committee members as chair. This committee will render a decision and
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appropriate recommendations within fourteen calendar days of the receipt of the
grievance by the dean. If the faculty member is satisfied, then the issue is settled
at this stage. If the faculty member is still dissatisfied, then the faculty member
may appeal to the Faculty Grievance Committee, within seven calendar days after
receiving the decision from the dean. When the dean is focus of the grievance, the
Provost and Vice President for Academic Affairs receives the appeal and sends it
to the Faculty Grievance Committee for action.

e The Faculty Grievance Committee shall meet with the faculty member and any
other concerned parties and respond to the grievance within fourteen calendar
days after receiving the appeal. The Committee shall communicate its findings
and recommendation(s) to the Provost and Vice President for Academic Affairs.
After reviewing the committee findings and recommendations, the Provost and
Vice President for Academic Affairs shall render a decision and so notify the
grievant in writing.

In this process, all proposed actions and recommendations shall be consistent with University
and ULS policies. Grievances, responses, decision, and recommendations must be in writing.
Failure by the aggrieved faculty member to meet the time limit at any stage of the process shall
end the process at the last completed stage. All proposed actions are to be filed with the Provost
and Vice President for Academic Affairs for review and approval prior to implementation. A
recommendation which is in conflict with University System policies shall be returned to the
committee for revision.

Faculty Senate

The Faculty Senate is an advisory body to the faculty and the administration. It is the
organizational unit through which the faculty makes its major contribution to the governance of
the University. The quality of academic and student life, academic standards, and financial
resources are representative of the broad range of topics that the Senate may consider. It is
primarily concerned with faculty welfare and seeks though its deliberations, reports, and
recommendations to enhance the work and working conditions for the faculty. The Senate acts
as a liaison between the faculty and the administration and seeks to foster cooperation between
the various units of the University. It conducts studies recommended by the faculty, sponsors
programs and activities that are of interest to the faculty. In all of its work, the Senate strives to
contribute to the achievement of the University’s mission. Information on the Senate and the
election of Senators is found in the Senate’s Constitution and Bylaws (see Appendix J).

General Education Committee

The General Education Committee is a standing committee of the faculty which monitors,
reviews, and evaluates the effectiveness of the University’s General Education Program. The
General Education Committee is concerned with both the quality of instruction and the
assessment of learning in the General Education Program. This committee examines the
management of the program and assists the University in achieving the goals of the General
Education Program. It reviews all proposed changes in general education and prepares
recommendations on the changes which are then sent to the University Curriculum Committee.
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It reviews the performance of students on the Rising Junior Examination and reports on this
review annually to the Faculty and the Administration. Reports by this Committee shall be made
at either the May or August meetings of the Faculty.

The General Education Committee shall be composed of nine faculty members with six members
elected from the College of Arts and Sciences and one member elected from each of the other
three colleges. The members shall serve staggered three year terms. The chairperson of the
Committee shall be elected annually at the August meeting from among the members. Service
on the Committee shall be limited to two consecutive terms. After two consecutive terms of
serving on this committee, a faculty member shall not be eligible to serve again for a period of
three years.

Library and Learning Resources Committee

The purpose of the Library and Learning Resources Committee shall be to advise the department
heads, deans, the Provost and Vice President for Academic Affairs and the Director of Library
Services on the following matters: (1) general library policy and collection development policy;
(2) development of library resources; (3) library personnel and budget needs; (4) library physical
facilities; and (5) optimization of library resources and services in support of the academic
programs.

The Library and Learning Resources Committee shall periodically review the library’s mission
and goals; advise the Director of Library Services about curriculum and research materials
needed to support academic programs and accreditation; evaluate library services; advise the
Director of Library Services on the need for new or expanded library services; and assist the
Director of the Library Services with projects approved by the Provost and Vice President for
Academic Affairs. This committee meets at least twice per semester.

The Library and Learning Resources Committee shall be comprised of ten full-time faculty
members who shall be elected annually each April for service that begins with the fall term and
terminates with the end of the spring term. Each college will be represented: four faculty
members from Arts and Sciences, two from Business, one from Education and two from
Professional Studies, and one from the library. At the initial meeting in August, the committee
shall elect a chairperson. The Director of Library Services shall attend meetings of the committee
and serve as a resource to aid the deliberations of the committee.

Promotion and Tenure Committee

The purpose of the Promotion and Tenure Committee is to review faculty applications for tenure
and promotion and to send its recommendations to the Provost and Vice President for Academic
Affairs. The Committee shall be comprised of thirteen tenured faculty members at the academic
rank of associate professor or higher. The members are elected from the colleges and the library:
three from each college and one from the library. The Chairperson of the Committee is appointed
from the committee membership for a three-year term by the Provost and Vice President for
Academic Affairs. This committee usually meets weekly from late November through the end of
March. Work on the committee is demanding and service on it is a significant contribution to
University.
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University Curriculum Committee

The purpose of the University Curriculum Committee shall be to evaluate and recommend
proposals for new programs, program modifications, program eliminations, and other curricular
changes, both undergraduate and graduate. This Committee shall monitor and examine academic
standards and policies. It shall review and recommend, as appropriate, proposed changes in
academic standards and policies received from the Provost and Vice President for Academic
Affairs. The Committee may submit its recommendations to the Faculty Senate for advisement
prior to submitting its final report to the Provost and Vice President for Academic Affairs. The
Committee shall be elected as specified below.

The elections for each academic college and school shall be the responsibility of the dean. No
later than April 1% of each year, the dean shall call for nominees from the faculty within the
college. The names of these nominees shall appear on the election ballot. The election shall be
held no later than April 30™. The nominee receiving the majority vote will serve on the
University Curriculum Committee. The elected faculty member will serve as a liaison to all
department heads within his/her college and present all curriculum changes from his/her college
to the Committee. The chairperson of the University Curriculum Committee shall be appointed
from the elected committee membership by the Provost and Vice President for Academic
Affairs.

The Committee shall be convened by the Chairperson monthly and may be called to meet more
often if needed. Membership of the Committee shall be comprised as follows:

¢ One faculty member to be elected by each academic college and school: College
of Arts and Sciences, College of Business, College of Education, College of
Professional Studies, and the School of Graduate Studies and Research.

e One faculty member from each academic college and one member of the Faculty
Senate to be appointed by the Provost and Vice President for Academic Affairs
from nominations submitted by the respective deans and the Faculty Senate
President.

¢ One library faculty member (non-voting) to be recommended by the Director of
Library Services to the Provost and Vice President for Academic Affairs.

e One representative (ex-officio, non-voting) from the Office of Enrollment

Management, to be recommended by the Executive Director for Enrollment
Management to the Provost and Vice President for Academic Affairs.

¢ One representative from the Council of Academic Deans, to be appointed by the
Provost and Vice President for Academic Affairs (ex-officio, non-voting).
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CHAPTER VII
EMPLOYMENT BENEFITS

The most current faculty benefits information is available at the Office of Human Resources
website (http://gsunet/hr).

Group Health Insurance
Eligibility for Coverage

All full-time probationary and tenured faculty members who work 30 or more hours per week
(full- time for insurance purposes) are eligible for hospitalization coverage. In addition, faculty
members on temporary appointments which will last more than 120 days are eligible as of the
121st day of full-time employment.

Effective Dates

The coverage for faculty members who enroll in the insurance program will become effective on
the first of the month, following the completion of 30 days of employment.

In the event that a faculty member does not enroll within 30 days of his effective date of
employment, the effective date shall be determined by the State Employees’ Group Benefits
Program, and proof of insurability will be required. The cost to provide this benefit is shared by
the University and the faculty member.

Group Term Life Insurance

A regular University faculty member is eligible for coverage under a group term life insurance
plan. The face value is based on the faculty member’s annual salary and age, not to exceed a
maximum of $50,000 in coverage. This is an optional plan, with the University and the faculty
member sharing in the cost of the life insurance. The faculty member is totally responsible for
the premiums on dependent life insurance coverage. In the event that a faculty member does not
enroll within 30 days of his/her effective date of employment, the effective date is determined by
the State Employees Group Benefits Program and proof of insurability will be required.

On July 1 of the year that a faculty member attains ages 65 and 70, the value of the insurance
reduces from the original face amount: 25% at age 65 and 50% at age 70. Refer to plan booklet
for details.

Supplemental Group Term Life Insurance
A regular University faculty member is eligible for supplemental group term life insurance in

amounts up to $100,000 guaranteed issue with no medical information needed if enrolled within
31 days from the effective date of employment.
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Long-Term Disability (Salary Continuation)

Long-term disability coverage is optional for full-time (32 hours per week or equivalent)
faculty members. Coverage provides up to sixty percent of the faculty member’s salary for total
disability. Faculty members who are eligible must elect to purchase the insurance within 31 days
of the date they become eligible, or else proof of good health will be required.

Flexible Fringe Benefits Plan

Commonly referred to as a "cafeteria plan," faculty are allowed to tax shelter payroll
contributions to a fringe benefits plan under Section 125 of the Internal Revenue Code.
Participation in this program results in a reduction of taxable income, which increases spendable
(net) income.

Other Insurance Benefit Plans

Group dental and cancer plans through payroll deduction are available for full-time faculty
members. These programs are ones in which the faculty/staff member pays the full insurance
premium.

Workman’s Compensation/Leave

To provide for payment of medical expenses and for partial salary continuation in the event of a
work-related accident or illness, faculty members are covered by Workman’s Compensation
insurance. The amount of the benefits payable and the duration of payment depend on the nature
of the injury or illness, and the faculty member's salary. In general, all usual and customary
medical expenses incurred in connection with an injury or illnesses are paid and partial salary
payments are provided beginning after the 7-day waiting period.

If a faculty member is injured or becomes ill while on the job, a report must immediately be filed
on such injury or illness with the faculty member’s immediate supervisor or academic unit head
(department, college, school or library) and with the Office of Safety and Risk Management.
This ensures that the University can assist in obtaining appropriate medical treatment and

payment.

Faculty members are entitled to all necessary and reasonable medical expenses associated with
the injury as provided by Louisiana Workman’s Compensation Law. The faculty member
becomes eligible for temporary total benefits after the doctor certifies the faculty member as
being unable to work and the faculty member has been out for 7 days following the injury.
Workman’s Compensation is computed at 66% or 2/3 of the faculty member’s average weekly
earnings or a maximum which is determined by the state (subject to change). Wages lost during
the first 7 days after the injury are not replaced unless the faculty member is off the job for more
than 42 days. Typically, the faculty member uses accrued sick leave and stays in full pay status
with the University. The check for the faculty member's Temporary Total Benefits is sent to the
Department of Human Resources and at that time the faculty member is asked to sign the check
over to the University. The check is to be presented to the Cashier in the Accounting Office. The
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check stub and the original receipt are given to the faculty member. The amount of leave that the
check will buy back is determined by dividing the faculty member’s hourly rate of pay at the
time of the accident into the amount of the check. The amount of the check then converts to
leave time and that amount of time is added back to the faculty member’s existing leave
balances. If the faculty member does not have a sufficient amount of leave to use, then the
faculty member may receive the Workman’s Compensation check. For additional information,
faculty members should contact the Office of Safety and Risk Management.

Note: The faculty member cannot simultaneously receive the Workman’s Compensation check
and a full payroll check.

Retirement
Teachers’ Retirement System of Louisiana (TRSL)

Most faculty and unclassified faculty members are members of the Teachers' Retirement System
of Louisiana (TRSL). However, not all faculty and unclassified faculty members are eligible for
this retirement system.

Faculty members are eligible for membership if they have an appointment of one full year or
more at 50% or greater full-time employment. An unclassified staff member with an
appointment of one full year or more at 51% full-time employment or greater is also eligible for
membership. Nonresident aliens (J or F Visa) are not eligible for membership in a retirement
plan.

Deferred Retirement Option Plan (DROP)

The Deferred Retirement Option Plan (DROP) is an optional program in which a member of
the TRSL chooses to freeze his/her regular monthly retirement benefit and to have this benefit
deposited each month in a special account at TRSL while he/she continues to work and draw a
salary from the University.

A member must specify the consecutive period of time he/she plans to participate in DROP (any
period of time up to two or three years, depending on eligibility).

Once this participation period begins, the decision to participate is irrevocable and the period of
participation cannot be extended. The participation period may only be shortened by the
termination of employment or death.

During DROP, a member's pay may increase because neither member nor employer makes
retirement contributions to TRSL.

At the end of DROP, the member may either (1) terminate employment and begin regular
retirement or (2) continue working and contribute to TRSL.

65




If the member retires, he/she may begin withdrawing funds from the DROP account. If the
member continues working, he/she cannot make withdrawals from the DROP account during
continued employment, and the contributions of the faculty member and the employer to TRSL
must resume. The member earns additional service credit to the period of continued employment.
Members who terminate DROP early do not lose funds already deposited in their DROP
accounts.

There are strict regulations for returning to work as a DROP participant who has actually retired.
Prior clearance must be granted from the TRSL. For information on eligibility for DROP and
making DROP application, faculty members should contact the Department of Human
Resources.

Optional Retirement Plan (ORP)
The Optional Retirement Plan (ORP) is an alternative retirement plan available to faculty

members of public institutions of higher education. The ORP allows portability of retirement
contributions because the retirement benefit plan is provided by a private carrier.

Faculty members who choose to participate in an ORP do not contribute to TRSL and waive all
rights to TRSL retirement, survivor, and/or disability benefits otherwise provided by LA. R.S.
11:726 and 11:926(B).
University Leave Policies

Faculty Leave
Faculty leave is leave granted to faculty members employed on the nine or ten-month (academic
year) basis in lieu of annual leave and is comprised of the days between terms and at holiday
periods when students are not in classes.

Annual Leave
Annual leave is leave with pay granted ONLY to 12-month faculty members for the purpose of
rehabilitation, restoration, maintenance of work efficiency, or attention to other personal
concerns.

Sick Leave
Sick leave is leave with pay granted to faculty members who are suffering with a

disability which prevents them from performing their usual duties and responsibilities or who
require medical, dental, or optical consultation or treatment.

Compensatory Leave

Compensatory leave is leave accrued and used by unclassified employees for work and duties
performed in excess of the normal 40-hour work week. Compensatory leave shall not be earned

66




by the following University personnel: president, vice presidents, associate vice presidents,
deans, associate deans, assistant deans, executive directors, associate directors, assistant
directors, department heads, executive assistants, academic program coordinators, athletic
coaches, and faculty members.

Leave Records for Faculty
Attendance and leave records shall be maintained for all faculty.
Full-time Faculty
For purposes of leave, the workweek is 40 hours per week for full-time faculty members.
The purpose of establishing the 40-hour week is to provide a system of accounting for the taking
of leave. It is understood that some faculty work is done outside the classroom and office, such
as in the library, laboratories, as well as off-campus sites.

Part-time Faculty

For purposes of leave, the workweek for part-time faculty is proportionate to the provisions of
the previous paragraph for full-time faculty members.

Annual Leave for 12-Month Faculty

Annual leave earned shall be based on the number of years of full-time state service and shall be
credited at the end of each calendar month in accordance with the following general schedule:

Days of Annual Leave Earned Per Month By 12-month Faculty

Years of Less 3 to Less 5 to Less 10 to Less 15 and

Service Than 3 Than 5 Than 10 Than 15 over
Days Earned Per 1 1% 1'% 1% 2
Month (hours) (8 hours) | (10 hours) (12 hours) (14 hours) | (16 hours)

No 12-month faculty member shall be credited with annual leave for any calendar month until
completion of that calendar month; or during which the faculty member was on leave without
pay for ten or more working days; or while serving in the military.

Accrued unused annual leave earned by a twelve-month faculty member shall be carried forward
to succeeding years without limitation.

When a faculty member changes position from one state agency to another, the faculty
member's accumulated annual leave shall be forwarded to the new agency and shall be
credited to the faculty member.

Legal holidays, state-designated holidays, days of local conditions, celebrations, similar periods

67




when designated, announced, and observed by the University, shall not be charged to annual
leave.

Annual leave shall be applied for in advance by the faculty member and may be taken only when
approved by the immediate supervisor. The appointing authority (unit head) must approve the
leave form prior to the leave being taken. Requirements concerning the use of annual leave
include the following:

e An appointing authority may require a faculty member who has sufficient annual
leave to take annual leave whenever the authority feels that is best for the faculty
member or the appointing authority.

e Except when given special advance approval for absence from duty, a
faculty member must be engaged in teaching, research, or service, or other
University related work.

¢ Upon resignation, retirement, death, removal, or other termination of employment
of a faculty member, annual leave up to a maximum of 300 hours and properly
accrued shall be computed and the value thereof shall be paid to the faculty
member or the heirs, provided that the annual leave has been accrued under
established leave regulations and attendance records have been maintained for the
faculty member by the appointing authority. Such pay shall be computed at the
faculty member's base rate of pay at the time of termination.

Sick Leave for Faculty

Sick leave for faculty members shall be earned by those who have a regular full-time
appointment. The earning of such leave shall be based on the number of years of full-time state
service and shall be credited at the end of the calendar month, in accordance with the following
general schedule:

Days of Sick Leave Earned Per Month By Faculty

Years of Less 3 to Less 5 to Less 10 to Less 15 and

Service Than 3 Than 5 Than 10 Than 15 over
Days Earned Per 1 1Y% 1'% 1% 2
Month (hours) (8 hours) | (10 hours) (12 hours) (14 hours)  |(16 hours)

e Exceptions to Earning of Sick Leave. No faculty member shall be credited with
sick leave for any calendar month until completion of that calendar month as a
faculty member. Nine-month faculty employed during the summer shall accrue
sick leave prorated according to the period of employment; for example, a faculty
member employed for nine weeks in the summer and who has less than 3 years of
service shall be credited with 2.25 days.

e Accrued Sick Leave. Accrued unused sick leave earned by a faculty member shall
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be carried forward to the succeeding years without limitation.

e Change of Employment within State Agencies. When a faculty member changes
position from one state agency to another, the faculty member’s accumulated sick
leave shall be forwarded to the new agency and shall be credited to the faculty
member.

e Required Approval. The supervisor of the faculty member’s academic unit
(department, division, school or library) must sign the appropriate leave form to
ensure that the sick leave request is approved.

e Sick Leave Utilization. Sick leave with pay may be taken by a faculty member
with sufficient leave to his/her credit for the following reasons: (1) illness or
injury which prevents performance of work duties; or (2) medical, dental, or
optical consultation or treatment.

e Charging of Sick Leave. Sick leave shall be charged on an hourly basis.

e Maternity Use of Sick Leave. A faculty member may use sick leave for maternity
purposes when her postnatal or prenatal condition prevents the performance of
usual duties, provided the faculty member has sufficient sick leave credit. The
time limit for the use of sick leave for a prenatal or postnatal condition shall be six
weeks unless a physician certifies the faculty member's inability to work.

e Limitation on Monetary Benefits of Unused Sick Leave. Upon death or retirement
of a faculty member, sick leave accrued to his or her credit shall be computed and
the value thereof shall be paid to the faculty member or his/her heirs, provided
that the sick leave has been accrued under established leave regulations and a
daily attendance record has been maintained for the faculty member by the faculty
member’s supervisor. The payment shall not exceed the value of 25 teaching
days and the rate of pay shall be computed using the base rate the faculty member
is receiving at the time of retirement or death.

Leave for Civil and National Service
A faculty member shall be given time off without loss of pay, annual, or sick leave for civil and
national services. The following are recognized by the Board of Supervisors as appropriate
reasons:

e Performance of jury duty;

e A summons to appear as a witness before a court, grand jury, or other public body
or commission;

Performance of emergency civilian duty in relation to national defense;
Voting in a primary, general, or special election during the faculty member’s
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scheduled work day, provided that not more than two hours of leave shall be
allowed a faculty member to vote in the parish where he/she is employed, and not
more than one day to vote in a parish other than the one where he/she is
employed,;

e The appointing authority determines that faculty members are prevented from
performing their duties by a natural disaster; and

e The appointing authority determines that local conditions or celebrations make it
impracticable for faculty members to work.

Family and Medical Leave Act (FMLA) of 1993

Grambling State University faculty members who have been employed for at least 12 months
and have actually worked at least 1,250 hours in the preceding 12-month period shall be
eligible to take up to twelve (12) weeks a year of unpaid job-protected leave for certain family
and medical reasons:

For incapacity due to pregnancy, prenatal medical care or child birth;
To care for the faculty member’s child after birth, or placement for
adoption or foster care;

e To care for the faculty member’s spouse, son or daughter, or parent, who
has a serious health condition; or

e For a serious health condition that makes the faculty member unable to
perform normal teaching duties.

Military Family Leave Entitlements

Faculty members with a spouse, son, daughter, or parent on active military duty or called to
active duty may use FMLA for certain qualifying exigencies (see Office of Human Resources for
details). FMLA also allows a leave of up to 26 weeks to care for a covered service member
during a single 12-month period (see Office of Human Resource Policy Manual or the University
website for details).

When a faculty member has accumulated unused sick and annual leave and requires leave for the
faculty member’s own medical condition, the faculty member shall take the paid leave prior to
going on Leave Without Pay (LWOP). When a faculty member has accumulated annual leave
and requires leave for a qualifying event other than the faculty member’s own medical condition,
the faculty member shall take the paid leave.

Funeral Leave

Faculty may be granted time off without loss of pay, annual leave, or sick leave when attending
the funeral or burial rites of a spouse, parent, step parent, child, step child, brother, step brother,
sister, step sister, mother-in-law, father-in-law, grandparent, step grandparent, or grandchild,
provided that such time off shall not exceed two days on any one occasion.
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Maternity Leave

Any faculty may request leave for maternity purposes, provided such a request is supported by a
medical statement from the attending physician which specifies the date that the faculty member
shall cease work, the anticipated date of delivery, and the date of return to work. Sick leave shall
be used for this purpose when postnatal and prenatal conditions prevent the performance of usual
duties if the faculty member has sufficient sick leave credit. The maximum time allowed to use
sick leave for maternity reasons is twelve weeks, unless a physician certifies that the faculty
member is unable to return to work. This process also requires the processing of the Family
Medical Leave Act (FMLA) form instead of the regular leave forms.

A faculty member who has exhausted available sick leave may elect to use other leave that s/he
might have available and may be given leave without pay for the remainder of the time needed
for recuperation prior to return to work. A faculty member will not be granted leave without pay
until all other types of leave available for this purpose have been exhausted.

Military Leave

Faculty members who are members of a reserve component of the armed forces of the United
States or the National Guard shall be granted leaves of absence from their positions without loss
of pay, time, or annual or sick leave when ordered to active duty for field training or training
authorized in lieu of field training when the individual is given credit for such training and when
such training does not exceed 15 working days per calendar year.

Faculty members who are inducted or ordered to active military duty to fulfill reserve obligations
or who are ordered to active duty in connection with reserve activities for indefinite periods or
for periods in excess of their annual field training shall be ineligible for leave with pay. These
faculty members have the right to return to their positions once military service has been
completed.

Other Categories of Leave
The University also recognizes the following other categories of leave for its faculty members:

o Disabilities under Workmen’s Compensation. When a faculty member is absent
from work due to disabilities for which he/she is entitled to Workmen's
Compensation, the faculty member may, at his/her option, use sick or annual
leave or any appropriate combination of sick and annual leave (not to exceed the
amount necessary) to receive total payment for leave and Workmen's
Compensation in accordance with law.

e Personal Emergencies. On the recommendation of the Provost and Vice
President for Academic Affairs, the President may grant a full-time faculty
member leave with pay to attend to personal emergency. Such time may be
charged against an accrued sick leave balance of the faculty member.

71




Leaves of Absence

The University of Louisiana System Board of Supervisors policy relative to leaves of absence is
presented below.

Application Procedure

A faculty member requesting a leave of absence shall make application at the institution and,
with the recommendation of the institution president; it shall be forwarded to the System
President for Board consideration approval.

Length of Leaves

Leaves of absence, other than for military leave, shall not exceed one year at a time. Faculty
personnel on military leave (or special leave for war-connected services) from the institution
shall be re-employed by the institution at the beginning of the next semester (or quarter) after the
date on which the institution head shall receive written notification that such person wishes to
return to his/her position, provided that such notification shall be given within 40 days after
honorable discharge or termination of assignment from the armed forces.

Sabbatical Leave

Provision for leave with pay for the purpose of professional improvement, or for the purpose of
renewal, is a well-established administrative device intended to improve the quality of higher
education professional service. The Board recognizes that such a policy is justifiable and
desirable and, therefore provides for leaves of absence for full-time members of the faculty under
the conditions specified below.

"Faculty" is defined in LSA-R.S. 17:3304 as follows: "Members of the instructional staff of
each college and university having the rank of instructor or higher and persons engaged in
library, artistic, research, and investigative positions of equal dignity, shall constitute the faculty
of each college and university. The Head of each college or university and its academic officers
shall be members of the faculty."

e For the purpose of professional or cultural improvement, or renewal, this leave
may be granted for two semesters (52 weeks for 12-month faculty members). It
may be granted following any six or more consecutive fiscal years of active
service in the institution where such individual is employed. An individual may
not accumulate time in an attempt to qualify for more than one consecutive year
of such leave. Leave also may be granted for one semester (26 weeks for12-month
faculty members) following three or more consecutive years of such service
by an individual, provided that absence due to sick leave shall not be deemed to
interrupt the active service provided for herein. A sabbatical leave taken during a
summer session shall be considered a semester for leave purposes.

72




The compensation from the state for the period of leave approved shall be at the
rate of not more than 75 percent of the salary the individual will receive during
the current fiscal year for the period of time the leave is applied for and granted.
The University and the faculty member shall contribute to the retirement system
on the basis of the full annual salary rate. Compensation payable to persons on
leave shall be paid at the times at which salaries of the other members of the
teaching staff are paid and in the same manner.

In those cases where the faculty member or administrator receives outside
compensation, such payment is to be approved in writing and in advance by the
president as supportive of the purposes of the leave. If outside compensation
plus paid leave would exceed the regular salary, the leave pay will be reduced
so that the institution will pay no leave if the outside compensation equals
or exceeds the regular pay.

After each leave period is completed, evidence as determined by the institution
must be submitted to the appropriate supervisor to verify that the purpose for
which the leave was granted has been achieved.

At no time during any semester of an academic year shall the number of persons
on leave with pay (except sick leave) exceed 5 percent of the total faculty.

In accepting a leave of absence with pay, the faculty member shall be
understood to assume a legal obligation as listed in Acts 1991, 858 (R.S.

17:3328) to return to the institution for at least one year of further service.

Individuals accepting sabbatical leave (with pay) are cautioned about prohibitions
against dual appointments or dual employment as described in LSA-R.S.42:63.

Sabbatical leave shall be granted only with prior Board approval. (ULS Board
Policy Number FS-IIL.V.D.-1)

Leave without Pay

Leave without pay may be granted to faculty for good cause for a period up to but not exceeding
one year providing the reasons are acceptable to the University and the operations of the granting
department are not seriously affected. Requests for extended
approval of the Department Head, Dean, Provost and Vice President for Academic Affairs,

President, and the University of Louisiana System Board of Supervisors.

After each leave period is completed, evidence as determined by the University must be
submitted to the appropriate supervisor of the faculty member’s academic unit (e.g., department,
school, division, or Library) to indicate that the purpose for which the leave was granted has

been achieved.
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Forfeiture of Tenure or Employment

Refusal by a faculty member or administrator to comply with the provision of this leave and
sabbatical leave policy may result in the forfeiture of tenure and/or employment.

Requests for Leave with Pay
The following procedure describes the handling of requests for leave with pay:

1. A faculty member desiring leave for a given period of time will initiate the
request by submitting the required leave form with an attached statement that
details the following: (a) his/her desire and plan, (b) his/her qualifications, and
(c) any other data deemed pertinent. Those attending summer institutes (or other
short period arrangements) and receiving stipends should contact their Dean
regarding the leave. When the academic year leave requested is to be without pay,
the faculty member shall indicate this.

2. The leave plan attached to the leave form should be addressed to the
Provost and Vice President for Academic Affairs but should be forwarded
through the faculty member’s Department Head and Dean.

3. The Department Head and Dean will note "approved” or "disapproved," date the
notation, initial the notation, and forward the request without undue delay. If
additional comments relative to the approval or disapproval are deemed
important, the Department Head and Dean should attach a memorandum before
forwarding the request to the Provost.

4. Those whose leave applications are not accepted will be notified immediately not
to expect leave for the period requested.

5. After each leave period is completed, evidence as determined by the

Department Head and Dean must be submitted to the Department Head to verify
that the purpose for which the leave was granted has been achieved.
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CHAPTER VIII
UNIVERSITY POLICIES APPLICABLE TO FACULTY

As part of a newly appointed faculty member’s orientation, s/he shall be referred to the latest
versions of the Faculty Handbook and University catalog on the university website. Pertinent
Board of Supervisors policies shall be distributed or made available to faculty members in
obvious places such as the library and the University website.

Oath of Allegiance

The Louisiana Revised Statutes (42:52) require all academic faculty members to sign an Oath of
Allegiance at the time of initial appointment.

Disruption of the Educational Process

The University is committed to the solution of problems and controversies by the method of
rational discussion. Acts of physical force or disruptive behavior which interfere with University
activities, freedom of movement on the campus, freedom of listening or hearing, or freedom
for students to pursue their studies are the antithesis of academic freedom and responsibility,
as are acts which in effect deny freedom of speech, freedom to be heard, or freedom to pursue
research of their own choosing to members of the faculty or invited guests of the University.

In 1969, the Louisiana Legislature authorized the use of force (Act 58) with “all means available
to the governor" in order to prevent any person (including faculty members) from disrupting the
educational process or damaging University property. As found in the Louisiana Revised
Statutes (17:3101 et al.), faculty members are subject to immediate dismissal if they willfully
interfere with or disrupt the normal educational process or administration of the University.

Consulting/External Employment

The University of Louisiana System policy, outlined below, relates to employment directly
undertaken by faculty members of System institutions (such as Grambling State University) with
outside employers or to self-employment (including consulting) and does not relate to
employment in which arrangements are made officially through the University by contracts with
or grants to the University.

Outside Employment

Full-time faculty members may engage in outside activities, paid or unpaid, which do not
conflict, delay or in any manner interfere with instructional, scholarly, or other services they
must render in the nature of their college or university employment. Full-time faculty members
who are presently engaged, or who plan to engage, in such activities outside of their broad
institutional responsibilities, during any period of full-time employment by the institution, shall
report to their department head and dean, in writing the nature and extent of such activities, and
the amount of time the work will require. In all such instances, the department head and dean
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shall forward the report to the Provost and Vice President for Academic Affairs who will submit
it to the President.

No full-time faculty member shall engage in such outside employment (or continue such
employment if already so engaged) without the written approval of the department head
and dean. In the event that either the Department Head or the Dean believes that such outside
employment involves, or may involve, a matter of public interest or interfere with duties to the
institution, the matter shall be referred through the appropriate channels to the President or
his or her designee for approval. It is the responsibility of faculty members to make clear to
any outside employer that in accepting such employment they do so as individuals independent
of their capacity as members of the University. This might best be accomplished by providing
the outside employer with a written statement to the effect that the views expressed by the
faculty member while working for the outside employer are those of the faculty member and do
not necessarily reflect the views of Grambling State University.

In no case should the faculty member concerned use the name of the institution, college, or
university title officially, or in any way, in support of any position taken. The institution
recognizes the fact that faculty members qualify as experts because of training and experience.
Therefore, biographical data, including a statement of employment by the college or university,
may be included as introductory material to written reports (but not incorporated in the body of
the written report) by the outside employer, or orally in the case of expert witness, by way of
establishing the writer, a qualified expert. Institutional resources shall not be used for personal
gain. No college or university personnel, laboratories, services or equipment are to be used
without administrative authorization in connection with outside employment of college or
university faculty members.

A comprehensive policy regarding procedures on "Outside Employment of University Faculty
Members" may be found in Appendix K.

Dual Employment

University faculty are prohibited by the State of Louisiana Dual Employment Law (199LA R.S.
42:63) as follows:

e No person holding an elective office, appointive office, or employment in any of
the branches of state government or of a political subdivision thereof shall at the
same time hold another elective office, appointive office, or employment in the
government of a foreign country, in the government of the United States or in
the government of another state. However, a person holding employment in the
government of the United States and at the same time holding an appointive office
in a political subdivision of the state shall not be in violation of this Subsection,
unless the particular nature of his employment in combination with the duties and
interests of his appointive office in a political subdivision of this state is otherwise
prohibited by this Part or is found to be adverse to the public interest as set forth
inR.S. 42:61.
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Except as otherwise provided by the Louisiana constitution, no person holding
office or employment in one branch of state government shall at the same time
hold another office or employment in any other branch of the state government.

No person holding an elective office in the government of this state shall at the
same time hold another elective office, a full-time appointive office or
employment in the government of this state or in the government of a political
subdivision thereof.

No person holding elective office in a political subdivision of this state shall at the
same time hold another elective office or full-time appointive office in the
government of this state or in the government of a political subdivision
thereof. No such person shall hold at the same time employment in the
government of this state, or in the same political subdivision in which he holds an
elective office. In addition, no sheriff, assessor, or clerk of court shall hold any
office or employment under a parish governing authority or school board, nor
shall any member of any parish governing authority or school board hold any
office or employment with any sheriff, assessor, or clerk of court.

No person holding a full-time appointive office or full-time employment in the
government of this state or of a political subdivision thereof shall at the same time
hold another full-time appointive office or full-time employment in the
government of the state of Louisiana, in the government of a political subdivision
thereof, or in a combination of these.

No person holding an elective office in any branch of state government shall
contract, on a full-time basis, to provide health or health-related services for
any agency of state government. No person engaged in a contract on a full-time
basis with any agency of state government to provide health or health-related
services shall hold an elective office in any branch of state government.

University faculty are further prohibited, by the State of Louisiana Dual Employment Law
(1993 LA R.S. 42:63), from holding two full-time appointive or employment positions in state
or local government, but anything less would generally be permissible. (Op. Atty. Gen., No.
87-241, May 15, 987). Faculty members should note that, according to the State of Louisiana
Dual Employment Law (1993 LA R.S.42:66), nothing in this part shall be construed to prevent a
school teacher or person employed in a professional educational capacity in a grade school, high
school, other educational institution, parish or city school board from holding at the same time an

elective or appointive office.

Sexual Harassment

The policy of the University has always been that all faculty members should be able to enjoy a

working environment free from all forms of discrimination, including sexual harassment.
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Sexual harassment is a form of misconduct which undermines the integrity of the employment
relationship. No faculty member, male or female, should be subjected to unsolicited and
unwelcomed sexual overtures or conduct, either verbal or physical.

Sexual harassment does not refer to occasional compliments of a socially acceptable nature. It
refers to behavior which is unwelcomed, is unwanted, is personally offensive, and debilitating.
Such behavior creates an intimidating, hostile or offensive working environment which interferes
with work effectiveness.

Such unwelcomed conduct, whether committed by a faculty member, student, or third party, is
specifically prohibited by this policy. Violation of the Sexual Harassment Policy includes, but is
not limited; to repeated offensive sexual flirtations, unwanted and unwelcomed sexual advances
or propositions; continued or repeated verbal abuse of a sexual nature; graphic or degrading
verbal comments of a sexual nature about an individual or his or her appearance; or the display
of sexually suggestive objects or pictures.

Unwelcome sexual advances, requests for sexual favors, and other physical, verbal or visual
conduct based on sex constitute sexual harassment when (1) submission to the conduct is an
explicit or implicit term or condition of employment; (2) submission to or rejection of the
conduct is used as the basis for an employment decision; or (3) the conduct unreasonably
interferes with an individual’s work performance or creates an intimidating, hostile, or offensive
working environment.

Sexual harassment is threatening, demeaning, and humiliating, ridiculing, conduct. It
unreasonably interferes with a person’s ability to perform academically or on the job.

No one should imply or directly convey that the cooperation of a student, staff member or faculty
member with a sexual advance (or refusal thereof) will have any effect on the individual’s
academic pursuits, employment, assignment, compensation, advancement, career development,
or any other condition of employment.

If it is determined that a violation of this policy has occurred, appropriate disciplinary action up
to and including termination may be taken.

The University discourages any type of sexual relationship between supervisors and their
subordinates or between faculty and students.

Members of the University community who make false and malicious complaints of sexual
harassment will be subject to disciplinary action.

Retaliation against any complainant making a good faith complaint under this policy or
retaliation against witnesses assisting in an investigation of a complaint is expressly
prohibited by this policy. Retaliatory words or behavior that punish or threaten to punish a
complainant for making a complaint of sexual harassment under this policy or that punish or
threaten to punish witnesses assisting in the investigation of a complaint are strictly prohibited.
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Faculty should address any questions regarding either this policy or a specific factual situation to
the appropriate supervisor or to the University Equal Employment Opportunity/Wage and Salary
Officer.

Americans with Disabilities Act

The Americans with Disabilities Act (ADA) forbids discrimination based on disability in the
areas of employment, public accommodations, government services, transportation, and
communications. Qualified individuals are those with a disability who, with or without
reasonable accommodations, can perform the essential functions of the employment position
that such individuals hold or desire. Those protected by the ADA include, but are not limited to,
persons with such conditions as the following: hearing, speech and visual impairments,
paraplegia and epilepsy, past alcohol use, past drug use, and AIDS if there is no direct threat to
the health and safety of others.

The University will take affirmative action to ensure that the provisions of the ADA are
implemented at all levels of administration. An individual with a disability under the ADA is a
person who has a physical or mental impairment that substantially limits one or more "major
life activities," who has a record of such impairment, or who is regarded as having such
impairment. "Major life activities” are those that an average person can perform with little or no
difficulty, such as walking, breathing, seeing, hearing, speaking, and working.

A faculty member or a faculty-member applicant with a disability is someone who satisfies skill,
experience, education, and other job-related requirements of the position held or desired, and
who, with or without reasonable accommodation, can perform the essential functions of that
position.

"Reasonable accommodation" may include, but is not limited to, making existing facilities used
by faculty members readily accessible to and usable by persons with disabilities; job
restructuring; modification of work schedules; providing additional unpaid leave; reassignment
to a vacant position; acquiring or modifying equipment or devices; adjusting or modifying
examinations, training materials, or policies; and providing qualified readers or interpreters.
Reasonable accommodation may be necessary to apply for a job, to perform job functions, or
to enjoy the benefits and privileges of employment that are enjoyed by people without
disabilities. The University is not required to lower academic or production standards to make
an accommodation, nor is it, in general, obligated to provide personal use items such as
eyeglasses or hearing aids.

The University shall make a reasonable accommodation to an individual whose disability
"qualifies" according to the ADA, unless doing so would impose an "undue hardship” on the
operation of business. "Undue hardship" means an action that requires significant difficulty or
expense when considered in relation to factors such as the size, financial resources, nature, and
structure of the University's operation.

Before making an offer of employment, no University faculty member shall ask a job applicant

79




about the existence, nature, or severity of a disability. Applicants may be asked about their
ability to perform job functions. A job offer may be conditioned on the results of a medical
examination but only if the examination is required for all entering faculty members in the same
job category. Requiring medical examinations of University faculty members must be job-
related and consistent with business necessity.

Faculty members and applicants currently engaging in the illegal use of drugs are not protected
by the ADA. Tests for illegal use of drugs are not considered to be medical examinations and,
therefore, are not subject to the ADA restrictions on medical examinations. The University shall
hold individuals who are illegally using drugs or who are using alcohol to the same standards of
performance that are applied to other faculty members.

The University provides equal opportunity and access for persons with disabilities. Students with
disabilities participate in curricular and non-curricular activities. Additional information can be
obtained from the Equal Employment Opportunity Office and the University web site.

Family Education Rights and Privacy Act

In accordance with the Family Education Rights and Privacy Act of 1974 (P.L. 93-380, Section
513, amending the General Education Provisions Act, Section 438), students enrolled at the
University have the right to access their official records as described in the Act.

The Family Education Rights and Privacy Act defines the term "directory information" to
include the following categories of information: the student’s name, address, telephone listing,
date and place of birth, major field of study, participation in officially recognized activities and
sports, weight and height of members of athletic teams, dates of attendance, degrees and awards
received, and the most recent previous educational agency or institution attended by the
student.

Faculty members should be aware that access to and release of the student’s academic record is
restricted to the student concerned, to others with the student’s written consent, to officials
within the school, or to a court of law.

Drug-Free Workplace Policy

In order to ensure compliance with the Drug-Free Workplace Act of 1988, faculty members are
urged to give immediate attention to the following statement of policy on the prohibition of
unlawful controlled substances and the penalties for violation of this policy: "The unlawful
manufacture, distribution, dispensation, possession, consumption, or use of a controlled
substance is prohibited while on property owned or leased by the University. Faculty members
are prohibited from reporting to work under the influence of non-prescribed controlled (illegal)
substances."

Failure to adhere to this policy may result in disciplinary action, up to and including termination.
Because Grambling State University is concerned with the well-being of students, faculty and
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staff, with the successful accomplishment of the University’s mission and goals, and with the
need to maintain faculty member productivity, the University is committed to achieving a
drug-free workplace by demonstrating to faculty members who are drug users and potential drug
users that illegal drugs will not be tolerated in the workplace. At the same time, the institution
conditionally supports the efforts of faculty member drug users who voluntarily seek
rehabilitation through the University’s Faculty member Assistance Program.

Supervisors are charged with the responsibility of making each and every person under their
supervision aware of the foregoing policy statement. Supervisors are further charged to be alert
to any possible violation of this policy and to take the appropriate steps to enforce it within their
area and the larger campus community.

To educate faculty members on the dangers of drug abuse, the University has established a drug-
free awareness program. Periodically, faculty members will be required to attend training
sessions at which the dangers of drug abuse, University policy regarding drugs, the availability
of counseling, and the Faculty Member Assistance program will be discussed. Faculty members
convicted of controlled substance-related violations in the workplace (including pleas of nolo
contendere, i.e., no contest) must inform the University within five days of such conviction of
pleas. Faculty members who violate any aspect of this policy may be subject to disciplinary
action up to and including termination.

No-Smoking Policy

It is the policy of the University to comply with Louisiana Revised Statutes 40:1300.21-
1300.26 and to provide a safe learning and working environment for students and faculty
members. It is recognized that smoke from cigarettes, pipes and cigars is hazardous to health.
Therefore, it is the goal of the University to offer a smoke-free environment to the greatest extent
practicable. Smoking is prohibited in all University buildings. Smoking is only permitted outside
University buildings as long as faculty members who are smoking do not block a public access
doorway or deface University property.

Human Immunodeficiency Virus (AIDS)
A faculty member who has tested positive for the AIDS virus, but is medically certified as able

to function and meet the demands of academic work as a university professor, is to be given the
same considerations available to any other faculty member.
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POSITION DESCRIPTIONS

President

Provost and Vice President for Academic Affairs
Vice President for Finance

Vice President for Student Affairs

Vice President for Advancement

Deans

Associate Dean

Assistant Dean

Department Head

10. Executive Director of Enrollment Management

11. Director of Admissions and Recruitment

12. Director of Financial Aid and Scholarships

13. Director of Records and Registration — The Registrar
14. Director of the Library and Learning Resources Center
15. Director of Retention and High Ability Program

16. Director of the Center for Academic Assessment

17. Director of Distance Learning

18. Director of the Office of Sponsored Programs

19. Director of the Quality Enhancement Plan
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Position descriptions for all University employees are available in the Office of Human
Resources.







POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: University President

Division: Office of the President

Reports Directly To: Dr. Randy Moffett

Title: President of the University of Louisiana System

L. PURPOSE OF POSITION

The President, as chief executive officer of the University, reports directly to the President of the
University of Louisiana System who, in term reports directly to a sixteen member Board of
Supervisors. The President has the delegated authority for the management of the University.
The President works to advance the mission of the University and articulates a vision for the
University that inspires its varied constituencies to contribute to the University’s growth and
development. The President should be an experienced and successful leader who has a
distinguished record of executive leadership, teaching, community engagement, and service.

I1. QUALIFICATIONS/REQUIREMENTS

An earned doctorate from a regionally accredited university.

A record of achievement as either a scholar, teacher, or administrator.

At least fifteen years of experience in leadership positions in higher education.

A history of working with diverse groups.

A history of successful development work in higher education.

A history of community engagement activities that resulted in benefits to the community.
An overall record of outstanding leadership.

1. DUTIES AND RESPONSIBILITIES

Leadership & Vision

e  Work with the System President to represent the University as its chief spokesperson
with key constituencies including local, state, and federal legislators and agencies to build
community support and good will;

¢ Foster an environment that will support the development of academic and service
programs with a global focus;

e Engage in activities that build a strong pipeline of resources to sustain the University in
its efforts to serve the people of the State of Louisiana;

e Strengthen partnerships in the community to increase opportunities for students and
faculty to participate in civic engagement;

e Encourage an entrepreneurial, creative, strategic spirit of leadership as a practiced
approach of University leadership; and

e Display knowledge of and experience with issues regarding diversity, equity, and
inclusion. Demonstrate active leadership in the development, implementation, and




maintenance of diversity initiatives in regard to faculty, staff, students and programs;
serve as the driving force behind change which translates into a significantly positive
impact on an institution.

Management

Identify, hire, delegate and mentor an executive team to help achieve the vision and
mission of the University;

Provide leadership on strategic approaches to recruitment and retention efforts to
maintain the University as an employer of choice;

Implement and maintain, from the Office of the President, a collegial process of clear and
timely communications, transparency in data-driven decision-making, and a climate of
responsiveness at all levels among administrators, faculty, staff, and students;

Develop and maintain appropriate administrative, policy-making, business and
management infrastructures for the most efficient and effective use of institutional
resources and advancement of the University;

Have knowledge of current trends and initiatives in higher education and be able
implement new approaches when applicable;

Promote and facilitate the effective use and application of technology in the classroom to
facilitate the teaching and learning experience and advance the overall academic structure
of the University;

Have a proven record of hiring, mentoring and retention of talented and diverse
administrators, faculty, and staff and encouraging their professional development;
Oversee the development of consistent internal and external messages to concisely and
effectively tell the University’s story;

Develop a team atmosphere of collegiality, shared inquiry, shared responsibility, and
collective accomplishment; and

Develop, assess, and modify the organization; reorganize existing programs and
structures and implement new programs and structures that are relevant to the demands of
the 21% Century and are responsive to regional, national, and global needs.

Resource Development

IV.

Provide effective leadership and management of fiscal responsibilities in fund raising,
marketing, and public relations, and in strategic planning to fully utilize the human and
physical resources of the University with specific attention to the recruitment, retention,
and advancement of quality staff, students and faculty;

Provide the infrastructure and motivation to increase grants and contracts coming to the
University; and

Facilitate an environment that produces students prepared for regional, national, and
global job markets.

SUPERVISORY OVERSIGHT AND RESPONSIBILITY

All units within the University




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Provost and Vice President for Academic Affairs
Division: Academic Affairs

Reports Directly to: Dr. Horace A. Judson

Title: President

L PURPOSE OF POSITION

The Provost and Vice President for Academic Affairs is the leader of the faculty and the
academic program. The Provost and Vice President for Academic Affairs maintains the
academic standards of the University and insures that all programs are operated consistent with
the policies of the ULS Board and the Louisiana Board of Regents. The Provost is second in
command and assists the President in the administration of the University.

II. QUALIFICATIONS/REQUIREMENTS

The Provost must possess an earned doctorate from a regionally accredited university/college in
an academic discipline taught at the University. The Provost must have a record of significant
achievements and contributions in teaching and scholarship sufficient to justify the appointment
to the academic rank of full professor. A minimum of fifteen years of progressively responsible
experience in higher education is required. The Provost must also possess excellent oral and
written communication skills.

III.  DUTIES AND RESPONSIBILITIES

The successful candidate will be expected to:

A.  Work effectively with the deans of the colleges in managing the faculty and the
academic program.

B. Employ a planning and evaluation process in guiding the development of the academic
program and the academic support units.

C. Recruit and employ capable and academically well prepared faculty and staff.

D. Insure that the curriculum is viable, current, and provides students with preparation for
graduate study and career opportunities.

E. Insure that enrollment management operates effectively to meet the needs of students.

F.  Review periodically all systems and programs in academic affairs.




IV.

Maintain program and institutional accreditations.

Insure that all academic programs operate consistent with best practices and at a
minimum according to SACS standards and requirements.

Assist the President in the development of the University.

Work eftectively with the ULS staff and the staff of the Board of Regents in advancing
the interests of the University.

Assist the President in the development of the annual budget.
Work effectively with all standing committees of the faculty.

Maintain high academic standards and insure integrity in the operation of the academic
program.

Promote scholarship and research and to aid the faculty in the pursuit of externally
funded grants and contracts.

Plan and implement convocation programs that complement the academic program and
are consistent with the mission.

Insure that documents and publications describing academic programs and policies and
procedures in academic affairs are accurate, periodically reviewed and revised, and

made available to students, staff, faculty, and other appropriate parties.

Advance the mission of the University by insuring the effective and efficient use of
resources.

Improve continuously all systems in the Division of Academic Affairs.

Foster through style, approach, and philosophy the cooperation of the faculty, staff, and
students in the operation of the University.

Substitute for the President and carry out other duties assigned by the President.

SUPERVISORY OVERSIGHT AND RESPONSIBILITY

All colleges, schools, and units within the Division of Academic Affairs.




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Vice President for Finance
Division: Finance

Reports Directly to: Dr. Horace A. Judson
Title: President

L. PURPOSE OF POSITION

This individual is one of four Vice Presidents in the President’s Cabinet and is responsible for all
fiscal units within the Division.

II. QUALIFICATIONS/REQUIREMENTS

The successful candidate must possess an advanced degree from an accredited university/college,
preferably in accounting, business, finance or a related field. A minimum of ten years of
progressively responsible experience in higher education finance/business management; and
strong oral and written communication skills are preferred. Desirable attributes include a
demonstrated commitment to the teaching mission and functions of the University, a
commitment to openness of information, and the application of high ethical practices. C.P.A.
designation preferred. Experience with BANNER Software a Plus.

I1I. DUTIES AND RESPONSIBILITIES
The successful candidate will be expected to:

A. Provide strategic leadership for the financial and administrative systems that support
the university and its educational mission.

B. Demonstrate in-depth knowledge of GAAP, FASB, GASB and other principles and
knowledge of federal and state financial regulations related to higher education

accounting and financial aid.

C. Coordinate financial planning and reporting systems, and oversee all financial
functions.

D. Facilitate the financial accounting, budgeting, control, and reporting principles,
methods, techniques, and standards as applied within an academic environment.

E. Develop policy and procedures for accurate financial documentation.

F.  Hire, supervise and train staff, including organizing, prioritizing, and scheduling work
assignments.




G. Develop and implement strategic business and operating plans.

H. Have knowledge of database and accounting computer application systems to supply
the most accurate financial information.

[.  Analyze and interpret financial data and prepare financial reports, statements and/or
projections.

J. Demonstrate strong interpersonal and communication skills with the ability to work
effectively with a wide range of constituencies in a diverse community.

K. Ability to foster a cooperative work environment.
L. Execute other duties as assigned by the President.
IV.  SUPERVISORY OVERSIGHT AND RESPONSIBILITY

All Associate Vice Presidents, the Controller, Directors and the Assistant Director and Staff
within the Division.




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Vice President for Student Affairs
Division: Student Affairs

Reports Directly to: Dr. Horace A. Judson

Title: President

L PURPOSE OF POSITION

To plan, develop, implement, and assess all student support service programs that contribute to
the academic mission of the University.

II. QUALIFICATIONS/REQUIREMENTS

An earned doctorate from an accredited institution of higher education. Extensive experience in
management and senior administrative positions in higher education. Demonstrated record of
commitment to student achievement, retention, development, and matriculation. Experience in
planning, coordinating, and implementing programs/activities which support the educational
administration; a comprehensive understanding of the issues facing higher education, positive
role model; demonstrated experience in budget development and resource development; ability
to work effectively with campus and system administrators and diverse campus constituencies;
commitment to the appointment and retention of student affairs personnel with strong
credentials/qualifications, possess excellent written, oral, and analytical skills, and a commitment
to a welcoming, diverse and inclusive environment. Prefer experience in higher education
teaching and related research.

[II.  DUTIES AND RESPONSIBILITIES
A. Assist and support the University’s core academic mission by promoting an
environment that enables students to engage in their intellectual work with a

minimum of bureaucratic obstacles.

B. Provide attention to the kind of service that will enrich the students of the
University.

C. Ensure the implementation of goals and objectives which promote student
development in areas such as holistic health, diversity, leadership, etc.

D. Collaborate with appropriate institutional officers to improve technology to better
deliver services.

E. Ensure students are provided a safe and clean environment.




IV.

F. Promote learning communities within the residence halls.

G. Work collaboratively to ensure students are provided with student employment
opportunities that enhance their learning experience and also provide service to
the larger community.

H. Oversee student programs which develop student leadership and chart the
professional development of students as they graduate and transition into careers.

I. Create a work environment for staff which promotes teamwork, and collaborative
and personal initiative.

J. Ensure staff members receive technology support training and learning
opportunities to perform effectively.

K. Serve as a principal collaborative decision-maker involving University-wide
strategic planning, facilities master planning, and budget development.

L. Carry out other duties as assigned by the President.

SUPERVISORY OVERSIGHT AND RESPONSIBILITY

All units that report to the Division of Student Affairs (i.e. Foster-Johnson Health
Center, Favrot Student Union, Spirit Groups, Campus Ministry, Student Counseling
Center, Student Judicial Affairs, Recreation and Intramural Sports, Student
Government Association, and Student Clubs and Organizations)




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Vice President for Institutional Advancement
Division: President’s Office

Reports Directly to: Dr. Horace A. Judson

Title: President

L PURPOSE OF POSITION

This individual is one of four Vice Presidents in the President’s Cabinet and is responsible for all
fundraising and strategic planning for fundraising campaigns. This Vice President will supervise
the Director of Development, the Director of Alumni Affairs, and the Director of Community
Relations and Public Affairs.

II. QUALIFICATIONS/REQUIREMENTS

A Bachelors degree is required and an advanced degree is preferred. At least ten years of
experience in fundraising in a higher education environment, with at least five years of
experience in a senior administrative position. A record of significant career achievements and
effective interpersonal, organizational and communication skills are also required. The desired
candidate must have the ability to work effectively with campus and system administrators and
diverse campus constituencies. A strong commitment to a welcoming, diverse, and inclusive
environment is required. We are seeking an outstanding professional, with personal integrity and
a proven demonstration of teamwork.

III.  DUTIES AND RESPONSIBILITIES
The successful candidate will be expected to:

A. Provide management of all fundraising activities and to lead in the development of
strategic plans for fundraising

B. Manage development programs, public and media relations, and alumni events and
programs

C. Supervise directors and staff members in the Office of University Advancement
D. Develop and manage an annual Alumni Giving Program
E. Prepare, implement, and manage plans for fundraising initiatives assigned

F. Develop strategic plans for capital campaigns and assist in achieving the goals of these
plans




G. Evaluate annually all fundraising programs and submit to the President a report on these
programs

H. Arrange meetings for the President with potential donors and contributors to the
University

I. Attend convocations, commencements, University faculty and staff meetings and other
official meetings of the University

J.  Engage in prospect research and cultivate donors to achieve the University's fundraising
objectives

K. Carry out other duties as assigned by the President
IV. SUPERVISORY OVERSIGHT AND RESPONSIBILITY

The Advancement, Alumni Relations, and Public/Media Relations staff.




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Dean of the College

Division: Academic Affairs

College:

Reports Directly To: Robert M. Dixon

Title: Provost and Vice President for Academic Affairs

L PURPOSE OF POSITION

To provide administrative and academic leadership for the students, faculty and programs in the
College

II. QUALIFICATIONS/REQUIREMENTS

A Ph.D. in one of the academic disciplines offered in the College from an accredited institution
of higher education is required. At least nine (9) years of teaching experience at the university
level, and at least four (4) years of experience as a department head (chair) are also required.
Evidence of past success in grant and contract research is required. The ability to work
effectively with University administrators and diverse campus constituencies. The Dean must
possess excellent written and oral communication skills; outstanding analytical skills; and a
commitment to working in a diverse and inclusive environment.

[II.  DUTIES AND RESPONSIBILITIES
A. Supervise department heads, faculty, and staff in the College
B. Review systemically all academic programs in the College on a quadrennial basis

C. Develop new programs consistent with the mission of the University that are
viable and that have market potential

D. Increase the number of significant scholarly contributions and publications by the
faculty in the field

E. Schedule and assign faculty to teach courses

F. Certify the completion of program requirements for candidates for graduation in

one or more of the major academic disciplines offered by the College

G. Create an environment that fosters excellence in teaching, research, and service




H. Attend meetings of the Council of Deans, convocations, commencements, faculty
meetings and other official events of the University

L. Maintain the accreditations

J. Carry out other duties as assigned by the Provost and Vice President for
Academic Affairs

IV.  SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Associate and Assistant Deans, Department Heads and Faculty, Directors and support staff in the
College




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Associate Dean
Division: Academic Affairs
College:

Department:

Reports Directly To: College Dean

L PURPOSE OF POSITION

To assist the Dean of the College with the administration of programs and personnel in the
College.

II. QUALIFICATIONS/REQUIREMENTS

A Ph.D. in an academic discipline from an accredited institution of higher education is required.
At least five (5) years of teaching experience at the university level. Evidence of past success in
grant and contract research is required. The ability to work effectively with University
administrators and diverse campus constituencies. The Associate Dean must possess excellent
written and oral communication skills; outstanding analytical skills; and a commitment to
working in a diverse and inclusive environment.

II. DUTIES AND RESPONSIBILITIES

Supervise program coordinators and staff in the School

Review systematically all programs in the School on a quadrennial basis
Develop new programs consistent with the mission of the University that are
viable and that have market potential

Increase the number of significant scholarly contributions and publications in
the School

Create an environment that fosters excellence in research and service

Attend convocations, commencements, and other official events of the
University

G. Carry out other duties as assigned by the Dean
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IV. SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Program Coordinators, faculty and support staff in the College







POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Assistant Dean
Division: Academic Affairs
College: Dean of the College
Reports Directly to: Dean

L PURPOSE OF POSITION

To work collaboratively with the Dean to provide administrative and academic leadership for the
students, faculty and programs in the College.

I1. QUALIFICATIONS/REQUIREMENTS

A Ph.D. in an academic discipline from an accredited institution of higher education is required.
At least five (5) years of teaching experience at the university level is also required. The
Assistant Dean must possess excellent written and oral communication skills; outstanding
analytical skills; and a commitment to working in a diverse and inclusive environment.

II1. DUTIES AND RESPONSIBILITIES

A. Provide leadership to the faculty, staff, and students of the college in
implementing the mission and vision of the College and University.

B. Assist in developing and directing programs in the College as requested by the
Dean.

C. Assist in the preparation for major projects, reports, events as requested by the
Dean

D. Represent the college and coordinate effectively with other divisions of the
University.

E. Attend convocations, commencements, and other official events of the University.

F. Carry out other duties as assigned by the Dean.

IV. SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Positions to be designated.







POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Department Head
Division: Academic Affairs
College:

Department:

Reports Directly To: Dean, of the College

L PURPOSE OF POSITION

To provide leadership and supervision of faculty and staff in the department and to give direction
to academic programs and students in the department. To assist the Dean of the College in the
conduction of the administration of the College in the pursuit of the mission and goals of the
University.

II. QUALIFICATIONS/REQUIREMENTS

A Ph.D. in an appropriate academic discipline and at least five (5) years of teaching experience
at the University level. Experience and achievement to warrant a faculty appointment at the rank
of Associate Professor or Professor. A record of scholarly contributions and effective
interpersonal, organizational and communication skills (written and oral).

A commitment to the educational achievement of all students in the field. A history of
achievement in teaching, a positive role model to inspire students and a desire to achieve
excellence in leading this department.

III. DUTIES AND RESPONSIBILITIES

A. Manage the staff and faculty in the department in accord with the policies and
procedures of the University and the University of Louisiana System.

B. Supervise the conduction of departmental programs to achieve the goals and mission
of the University.

C. Review the departmental curricula and proposes changes as appropriate to maintain
program viability and currency.

D. Schedule courses and assign teaching responsibilities to the faculty in the department.

E. Participate in budget planning and manage allocated resources efficiently to achieve
departmental and College objectives.




F. Teach and makes scholarly contributions to his/her discipline.

G. Maintain a minimum number of majors to insure the continuation of all programs in
the department.

H. Create an environment in the department which fosters excellent teaching and
outstanding research.

[. Attend all University and College faculty meetings, convocations, commencements,
and official functions of the University.

J. Complete all other tasks that may be assigned by the Dean or by the Provost and Vice
President for Academic Affairs.

IV. SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Faculty and Staff in the Department




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title:

Executive Director of Enrollment Management

Division: Academic Affairs
Reports Directly To: Robert M. Dixon
Title: Provost and Vice President for Academic Affairs

L PURPOSE OF POSITION

To provide overall management and leadership of the Offices of Admissions and Recruitment,
and Registration

II. QUALIFICATIONS/REQUIREMENTS

A Bachelor’s degree in an academic discipline from an accredited institution of higher education
is required. A master’s degree is preferred. At least seven (7) years of experience in a leadership
position is also required. Executive Director must have the ability to work effectively with
University administrators and diverse campus constituencies. The Executive Director must
possess excellent written and oral communication skills; outstanding analytical skills; and a
commitment to working in a diverse and inclusive environment.

I1. DUTIES AND RESPONSIBILITIES

A.

B.

Supervise directors and staff to achieve the goals of the Office.

Review and improve annually plans for recruitment, retention and registration.
Achieve the annual objectives for recruitment of undergraduate students.

Achieve the annual objectives for the retention of first-time, full time freshmen.
Achieve the annual objectives for fall, spring and summer registration.

Maintain the integrity of the institution by making certain that policies are
followed, records are properly handled, and that applications for graduation are

reviewed and certified.

Create an environment that fosters excellence in the administration of the Offices
of Admission and Registration.

Attend meetings of the Council of Deans, convocations, commencements, faculty
meetings and other official events of the University. Properly record grades and




provide students with grade reports and transcripts in accord with University
policy.

L. Carry out other duties as assigned by the Provost and Vice President for
Academic Affairs.

IV. SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Staff in the Office of Enrollment Management




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Director of Admissions and Recruitment
Division: Academic Affairs

Reports Directly To:

Title: Executive Director of Enrollment Management
I. PURPOSE OF POSITION

To provide overall management and leadership in the Office of Admissions and Recruitment
II. QUALIFICATIONS/REQUIREMENTS

A Masters degree in Administration or a related field is required. Five years of experience in
higher education, (Student Affairs or a related area) is also required. The successful candidate
must have a demonstrated record of supervisory, leadership and excellent communicative skills.

I1. DUTIES AND RESPONSIBILITIES

A. Provide administration and supervision of services to meet university and
departmental goals for admissions, recruitment, etc.

B. Plan, organize and administer the activities of the Office of
Admissions/Recruitment in keeping with established university policies and
procedures.

C. Supervise the receipt and processing of all applications for admission.

D. Evaluate prospective student’s transfer credits for admission status, in cooperation

with the Executive Director for Enrollment Management.

E. Prepare reports of admission and recruitment data for university officials.

F. Assist in the development of general brochures for the university.

G. Plan workshops and seminars for the staff’s professional development.

H. Develop surveys and prepare various reports for Louisiana Department of Health,

Education and Welfare, and affiliated offices of accreditation.

L. Attend and participate in workshops, seminars or conferences of a professional
nature.

J. Prepare the annual budget and all reports for the office.




IV.

K. Counsel students and their parents concerning admissions.

L. Possess strong, effective computer-technology skills to include facility with

Electronic Reporting Processing Systems-Banner preferred.

M. Provide the educational community with appropriate materials/information in

support of academic counseling of incoming students.

N. Other duties as assigned by the Executive Director of Enrollment Management.

SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Staff in the Office of Admissions and Recruitment




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Director, Office of Financial Aid and Scholarships
Division: Academic Affairs

Reports Directly to:

Title: Executive Director of Enrollment Management

L PURPOSE OF POSITION

To administer and supervise the implementation of all university financial aid policies, office
procedures, and funding programs.

II. QUALIFICATIONS/REQUIREMENTS

A master’s degree is required with five years of experience at a supervisory level within a
university financial aid program. The desired candidate must possess a working knowledge of
federal, state, institutional, and local sources of financial aid. Computer-technology skills,
including Electronic Reporting Processing Systems-Banner preferred. A commitment to a
welcoming, diverse, and inclusive environment is required.

III.  DUTIES AND RESPONSIBILITIES
A. Plan, organize and supervise the operational functions of the Financial Aid Office

B. Counsel students, faculty, parents, alumni and staff regarding financial aid
programs.

C. Prepare and complete required reports and applications for Federal, State, and
local funds and grants.

D. Attend and assist with meetings and workshops on financial aid.
E. Prepare and maintain operating budget.
F. Prepare student cost-of-attendance budget.

G. Act as liaison between university, students, parents, faculty and community to
insure positive relations and encourage enrollment.

H. Visit area high schools, community college, clubs and other organizations to
present informational programs on behalf of the University.

I. Disseminate financial aid information to staff, students, other university
constituents, and community organizations.




IV.

J. Insure security, confidentiality, and safety of financial aid records, promissory
notes, etc.

K. Supervise the development of publications, forms, and mailings.

L. Abide by federal regulations and stay abreast of new developments in Title [V
programs.

M. Carry out other duties as assigned.
SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Staff in the Office of Financial Aid and Scholarships




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Registrar

Division: Academic Affairs

Reports Directly To:

Title: Executive Director for Enrollment Management

L PURPOSE OF POSITION

To develop and provide services to meet the goals and academic needs of Grambling
State University.

II. QUALIFICATIONS/REQUIREMENTS

A minimum of a bachelor’s degree in administration or a related field; a minimum of five
years experience in higher education; demonstrated record of supervisory, administrative,
leadership and excellent communicative skills.

II. DUTIES AND RESPONSIBILITIES

A. Manages and oversees employees and all functions of the Registrar's Office

B. Plans, organizes, and supervises registration procedures

C. Ensures that all graduates meet graduation requirements

D. Supervises management of records' activities pertaining to the course master file,

preparation of class schedules, class rolls, and grade reports
E. Coordinates Commencement Exercises

F. Prepares statistical reports regarding educational activities/students for university
officials and local, state, and national agencies

G. Functions as an active member of many university committees
H. Evaluates international credentials

L. Prepares academic calendars




J. Plans, organizes and administers the activities of the Registrar's Office in keeping
with established university policies and procedures

K. Directly supervises the receiving and processing of all grades
L. Plans workshops and seminars for the staff's professional development
M. Counsels with students and their parents

Develops and participates in the continuing development of a computerized

system
0. Verifies GPA and earned hours for candidates for graduation
P. Guides students to a better understanding of their problems and potentialities by

utilizing modern psychological principles and methods

Q. Assists in various other projects as they arise.
R. Carry out other duties as assigned by the Executive Director of Enrollment
Management

IV. SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Staff in the Office of the Registrar




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Director of the Library

Division: Academic Affairs

Department: University Library

Reports Directly to: Dr. Robert M. Dixon

Title: Provost and Vice President for Academic Affairs

L PURPOSE OF POSITION

To support and enrich the University’s mission and goals through library resources and services,
and to provide library support for educational, public service, and continuing education
opportunities.

II. QUALIFICATIONS/REQUIREMENTS

The doctorate in Library Science is preferred. Minimum requirements include a master’s degree
in Library Science or ten years of experience in a university library or large library.

[II.  DUTIES AND RESPONSIBILITIES
A. General administration and leadership of library services

B. Determines information requirements of the University’s instructional programs
in consultation with the faculty and administration

C. Makes the assignment of library personnel

D. Makes recommendation to the Provost and Vice President for Academic Affairs
and the President on matters pertaining to the status, promotion, changes in or
creation of positions, and dismissal of members of the library staff

E. Coordinates the development of systematic programs of library instruction,
ranging from freshman orientation to specialized instruction in using research
tools

F. Maintains an awareness of state-of-the-art library services, such as computerized
bibliographic networks, automated acquisition and circulation systems, computer-
assisted instruction, cooperative acquisitions and storage plans, and trends in
library management




G. Guides the development of library acquisition through the implementation of
continuous planning and evaluation of library resources as they relate to the
criteria of accrediting and related agencies

H. Defines policies, goals, and priorities for the library program of bibliographic
instruction and assistance

I. Defines collection policies, goals, and priorities

J. Evaluates the breadth of the collection to ensure that it includes selected materials
not specifically related to the curricula, but which reflect contemporary thought,
problems, and concerns

K. Develops programs to insure the security of the collection against theft and
physical deterioration. Maintains liaison with campus police and maintenance

directors to insure the security of the collections, resources, and buildings

L. Coordinates long-range and short-range planning for the development of the
library

M. Prepares the budget for the library
N. Supervises and controls the allocation and expenditure of library funds

O. Initiates and/or reviews library services and makes applications for additional
funds, such as grants and special government appropriations

P. Prepares annually the Academic Library Survey, and University reports

Q. Works with local, state, regional, and national library agencies in planning and
implementing effective and economical library services

R. Represents library on university, local, state, and national committees

S. Carries out other duties as assigned by the Provost and Vice President for
Academic Affairs

IV. SUPERVISORY OVERSIGHT RESPONSIBILITY

Library Staff




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title:

Director of Retention, the High Ability Program and Student
Support Services

Division: Academic Affairs
Reports Directly To:
Title: Associate Vice President for Academic Support and
Special Programs
L PURPOSE OF POSITION

To manage and coordinate all retention activities, projects and programs at the University and to
direct the summer High Ability Program.

II. QUALIFICATIONS/REQUIREMENTS

A master’s degree in an academic discipline from an accredited institution of higher education is
required. At least five years of teaching experience and experience of working with students in
extra-curricular activities are also required. The Director must have the ability to work
effectively with students and faculty, and with high school teachers, counselors, and principals.
The Director must possess excellent written and oral communication skills and a commitment to
working in a diverse and inclusive environment.

II. DUTIES AND RESPONSIBILITIES

A. Supervise the assigned staff to achieve the goals for retention and the High
Ability Program.

B. Implement the currently approved Recruitment Plan developed by the Office
of the Provost and Vice President for Academic Affairs.

C. Work with faculty and staff in the conduction of all retention activities.

D. Achieve the annual objectives for the retention of first-time, full-time
freshmen.

E. Evaluate annually the Retention Program and submit a report to the Executive
Director of Enrollment Management that will include recommendations for
program improvement.

F. Recruit and select high school students of outstanding ability who have

completed three years of high school for participation in the High Ability
Program.




G. Work with department heads and other staff members to plans, conduct, and
evaluate the summer High Ability Program.

H. Attend meetings of the President’s Council, convocations, commencements,
faculty meetings and other official events of the University.

L. Carry out other duties as assigned by the Associate Vice President for
Academic Support and Special Programs/or the Provost.
IV.  SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Staff, graduate assistants, and work-study students assigned to the Office of Retention, the High
Ability Program and Student Support Services.




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title:

Director of the Center for Academic Assessment (CAA)

Division: Academic Affairs
Reports Directly To:
Title: Associate Vice President for Academic Support and

Special Programs

L. PURPOSE OF POSITION

To provide management and leadership for the Center of Academic Assessment.

II. QUALIFICATIONS/REQUIREMENTS

A master’s degree in psychometrics, public administration, business administration or a field
requiring familiarity with statistical analysis. At least five years experience in higher education
in either teaching or management. A high level of competency in using computer software and
the ability to master the modules in BANNER. The successful candidate must have a
demonstrated record of achievement in a previous position and posses excellent communication

skills.

II1. DUTIES AND RESPONSIBILITIES

A.

Provide administration and supervision of services to meet University
objectives in testing and program evaluation.

Administer surveys and examinations, including the Rising Junior
Examination, to students as required by the University.

Offer preparation for national examinations such as ACT, SAT, GRE, GMAT,
LSAT, MCAT and others to meet the needs of Grambling.

Collect data on the performance of students or selected instruments and share
that data with the Office of Planning and Institutional Research.

Assist departments with administering of examinations/surveys that aid in
program evaluation.

Develop brochures, flyers, general announcements and website information
about the scope of examinations and services available in the Center for

Academic Assessment.

Offer periodic workshops on effective test-taking skills.




H. Prepare an annual report on the operations of the Center. The annual report
will be submitted to the Provost by July 15.

L. Possess strong, effective computer skills to include facility with Electronic
Reporting Processing Systems — BANNER preferred.

J. Carry out other duties as assigned by the Associate Vice President for
Academic Support and Special Programs/or the Provost

IV.  SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Staff in the Center for Academic Assessment




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Director, Office of Distance Learning

Division: Academic Affairs

Reports Directly to:

Title: Associate Vice President for Academic Support and

Special Programs
L PURPOSE OF POSITION

To manage the volume of activity associated with the delivery of instruction via videotape,
satellite, compressed video, and the World Wide Web, as well as consortia arrangements with
other institutions and organizations.

II. QUALIFICATIONS/REQUIREMENTS

A master’s degree in Educational Technology or a closely related field. Superb communication
and organizational skills, and experience with distance education and/or electronic corporate
training required. Track record of grantsmanship a plus.

II1. DUTIES AND RESPONSIBILITIES

A. Activity Coordinator for Title III, Activity III, Component E and generate/draft all
Title III proposals, reports, documents, as well as represent the university’s
Technology Advancement Program.

B. Act as chief liaison to critical campus units, (e.g. Admissions, Registrar,
Accounting/Comptroller, Academic departments, ITC-Computer Center &
Network Operations).

C. Act as chief liaison to the BoR Council of e-Learning Practitioners as well as the
BoR Video Network Action Team.

D. Act as the co-coordinator of the Faculty Development Lab and conduct various e-
learning workshops covering but not limited to: Blackboard, Moodle, Camtasia,
PowerPoint, etc.

E. Coordinate activities of nearly a dozen vendors that include instructional
courseware developers, telecommunications providers and equipment suppliers.

F. Provide quarterly, mid-year and annual reports for the Office of Distance
Learning.




G. Carry out other duties as assigned by the Associate Vice President for Academic
Support and Special Programs/or the Provost

IV. SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Programming Coordinator and Internet Systems Manager




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Director, Office of Sponsored Programs
Division: Academic Affairs

Reports Directly to: Dr. Robert M. Dixon

Title: Provost and Vice President for Academic Affairs

L PURPOSE OF POSITION

To direct activities and programs in the Office of Sponsored Programs to meet the objectives of
the University in obtaining funded grants and contracts from federal agencies and funded grants
from foundations.

II. QUALIFICATIONS/REQUIREMENTS
A master’s degree in an academic discipline is required; however, a doctorate is preferred.
Experience in proposal development and managing federally funded projects are required. At
least seven years experience in higher education.

II1. DUTIES AND RESPONSIBILITIES

A. Implement the yearly plan to increase the funding received from grants and
contracts.

B. Annually revise the plan to increase the number and the funding of grants and
contracts received by the University.

C. Inform the Provost through monthly progress reports of work accomplished in the
Office.

D. Operate the Office in accord with policies of the University and the University of
Louisiana System.

E. Develop and update annually a Capabilities Statement describing the expertise of
the faculty.

F. Market the University faculty to federal agencies, corporations, and foundations.

G. Develop working relationships with program officers at federal agencies, national
laboratories, and foundations.

H. Represent the University at conferences and meetings dealing with grants and
contracts.




I. Operate the Office to provide assistance and encouragement to faculty attempting
to write proposals.

J. Carry out other duties related to the purpose of the Office as assigned by the
Provost.
Iv. SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Assistant Director, Coordinator, and Administrative Assistant in the Office of
Sponsored Programs.




POSITION DESCRIPTION

ORGANIZATION INFORMATION

Position Title: Director of the Quality Enhancement Plan
Division: Academic Affairs

College: N/A

Department: Office of the Quality Enhancement Plan (QEP)
Reports Directly to: Robert M. Dixon, Ph.D.

Title: Provost and Vice President for Academic Affairs

L PURPOSE OF POSITION
To provide overall management and leadership in the Office of the Quality Enhancement Plan
(QEP) and to execute the QEP. The Quality Enhancement Plan is required by the Southern
Association of Colleges and Schools (SACS).
II. QUALIFICATIONS/REQUIREMENTS
A Master’s degree in social sciences, natural sciences, or engineering is required. Four years of
experience in higher education is also required. The successful candidate must have a
demonstrated record of supervisory leadership and excellent communication skills.
III.  DUTIES AND RESPONSIBILITIES

A. Assist the Provost and faculty in the development of the QEP

B. Collect, analyze, and summarize data to be used in the QEP

C. Coordinate the work of the faculty on the QEP

D. Develop, organize, and administer the activities of the QEP in keeping with
established university policies and procedures

E. Work closely with the Office of Planning and Institutional Research to collect
data after the QEP has been implemented.

F. Prepare an annual evaluation on the QEP
G. Conduct workshops and seminars for faculty on all dimensions of the QEP

H. Develop content material for the QEP homepage




I. Attend and participate in workshops, seminars, or conferences of a professional
nature

J. Prepare the annual budget and all reports for the office
K. Other duties as assigned by the Provost
IV.  SUPERVISORY OVERSIGHT AND RESPONSIBILITY

Staff in the Office of the QEP




APPENDIX C

PROCEDURES FOR TENURE AND/OR PROMOTION







Applying for Tenure and/or Promotion in Rank

Faculty seeking tenure and/or promotion shall make formal application using the forms available
for download on the University web site (www.gram.edu). The application forms, Formal Tenure
and/or Promotion Portfolio(s), and other Supporting Documentation must be submitted by the
faculty member to his/her Department/Unit Head in accordance with the timetable listed below
in order to be considered for tenure and/or promotion in the subsequent academic year.

It is the responsibility of the applicant to ascertain that all deadline dates are met. In order for the
applicant to realistically assume this responsibility, the Department/Unit Head, the
College/School Dean, and the Chair of the University’s Promotion and Tenure Committee,
acting as the designee for the Vice President for Academic Affairs, shall acknowledge in writing
to the applicant the timely receipt in their respective offices of the applicant’s Formal Tenure
and/or Promotion Portfolio(s). Applicants who fail to receive timely notice of the receipt of their
portfolios from the Department/Unit Head, Dean, or Chair of the University’s Promotion and
Tenure Committee must promptly follow-up with the appropriate person(s). Failure to meet
deadline dates disrupts the integrity of the tenure and/or promotion review process, disallows the
time needed for evaluations of portfolios and Supporting Documentation by the respective
parties, and, thus, precludes any recommendation for awarding tenure and/or promotion.

In the Formal Portfolio and Supporting Documentation, faculty applying for tenure should
include information/documentation only from the last five (5) years. Faculty applying for
promotion should include information only from the last five (5) years or since the date of their
last promotion, whichever is less.

The Tenure and/or Promotion Review Process

The tenure and/or promotion review process begins with the timely receipt of the faculty
member’s “Application for Tenure” and/or “Application for Promotion” with Supporting
Documentation (including but not limited to the Formal Tenure and/or Promotion Portfolio) by
the appropriate Department or Unit Head. Once the tenure and/or promotion process has been
properly initiated by the applicant, only the applicant can withdraw his/her application. In order
to withdraw from the review process, the applicant must provide written notification to the Vice
President for Academic Affairs. Department/unit review teams, heads, deans (and, if applicable,
college/school-level tenure and promotion review committees), and the University’s Promotion
and Tenure Committee have no authority to halt or hinder the review process.

Faculty applying for tenure, shall first be evaluated by the Department/Unit Head and a
departmental-level promotion and tenure committee consisting of at least three tenured full
professors. In the event that a department does not have enough tenured full professors, the dean
of the college will appoint tenured full professors from a related discipline. The departmental-
level promotion and tenure committee shall have complete access to the applicant’s Formal
Tenure Portfolio and all other supporting materials submitted to the Head by the applicant by the
specified deadline date. The recommendations of the department/unit promotion and tenure
committee shall become a part of the applicant’s Formal Tenure Portfolio.




Faculty applying for promotion shall first be evaluated by the Department/Unit Head and a
departmental-level promotion review committee consisting of all department/unit faculty
members who are at or above the rank to which the applicant is seeking promotion. In the event
that there are no faculty members in the department/unit at or above the rank to which the
applicant is applying, the department/unit review committee shall consist of tenured and non-
tenured faculty members holding the same academic rank as the applicant. Should neither of
these be possible, the departmental promotion review committee shall consist of all tenured
faculty members, irrespective of academic rank. In the rare event that none of the preceding is
possible, the departmental review committee shall consist of all tenure-track, full-time faculty
who have been employed within the department for at least the preceding two (2) years. The
departmental promotion review committee shall have complete access to the applicant’s Formal
Promotion Portfolio and all other supporting materials (see below) submitted to the Head by the
applicant by the specified deadline date. The department/unit promotion review committee and
their recommendations shall become a part of the applicant’s Formal Promotion Portfolio.

A non-tenured Assistant Professor simultaneously applying for tenure and promotion must
submit both (1) the Application for Tenure and (2) the Application for Promotion. Additionally,
the applicant is to be evaluated separately by both the department/unit-level tenure review and
the departmental or unit-level promotion review because the membership of those review teams
may differ. The Department/Unit Head will make two separate recommendations — for/against
tenure and for/against promotion. Likewise, deans, college/school Promotion and Tenure
Committees (if applicable), the University’s Promotion and Tenure Committee, the Vice
President for Academic Affairs, and the President will review such applications in a bifurcated
manner. A non-tenured Assistant Professor may be awarded tenure but denied promotion. To be
considered for both tenure and promotion, the faculty member must apply for both.

The Formal Tenure and Promotion Portfolios shall then be submitted to the appropriate Dean
who may seek the advice and counsel of a college/school-level promotion and tenure committee.
The Dean’s recommendation shall be incorporated into the Formal Tenure and Promotion
Portfolio and then forwarded to the Office of the Vice President for Academic Affairs. From the
Vice President’s office, the University’s Promotion and Tenure Committee shall evaluate the
Formal Tenure and Promotion Portfolios. Recommendations from the University’s Promotion
and Tenure Committee shall be submitted to the Vice President for Academic Affairs who, in
turn, shall make his/her own evaluation and recommendation, and submit the Formal Tenure and
Promotion Portfolio to the President for review and final recommendation. The University
President shall then submit his/her recommendation to the President of the University Of
Louisiana System Board Of Supervisors. Final authority for granting or denying tenure and/or
promotion cannot be achieved without specific action of the Board of Supervisors.

Timeline for the Tenure and Promotion Process

The following dates shall be followed in the application and review process. If the dates fall on a
Saturday, Sunday, or holiday, the first business day after the date listed below will become the
effective due date. Department/unit heads and deans shall not waive the published deadline dates
for an applicant to submit his/her letter of intent to apply for promotion and/or tenure and
submission of Formal Tenure and/or Promotion Portfolio and Supporting Documentation.
Neither shall they accept such materials that have been “back-dated.” Once submitted, no




additional materials can be added to the Formal Tenure and/or Promotion Portfolio or Supporting
Documentation except in response to a request from a review team or other functionary of the
promotion and tenure review process.

By September 15, a faculty member shall submit a letter of intent to apply for tenure/promotion
to his/her Department and Dean. The Department/Unit Head shall promptly notify the
appropriate departmental-level tenure and/or promotion review teams (the composition of which
is described above) and, if necessary, arrange for the applicant’s teaching effectiveness (or, for
library faculty, librarianship effectiveness) to be evaluated by the appropriate department/unit
tenure and/or promotion review committee(s).

By October 15, the applicant’s complete Formal Tenure and/or Promotion Portfolio and
Supporting Documentation shall be submitted to the Department/Unit Head and the appropriate
department/unit promotion and/or tenure review committee(s) for evaluation and
recommendations. Also, the Department/Unit Head shall acknowledge to the applicant in writing
the timely receipt of the applicant’s portfolio.

By October 22, the applicant’s Formal Tenure and/or Promotion Portfolio--including the
evaluations and recommendations from the departmental/unit review team(s) and Head shall be
passed on to the college/school Dean and, at the Dean’s discretion, the college/school’s
promotion and tenure committee. Also, the Dean shall immediately acknowledge in writing to
the applicant that his/her Formal Tenure and/or Promotion Portfolio has been received.

From October 23 to November 21, the college/school Dean and, if applicable, its promotion and
tenure committee, shall review the portfolio and make their findings/recommendations.

On or before November 22, the Formal Tenure and/or Promotion Portfolio and all related
reviews shall be submitted by the Dean to the Office of the Vice President for Academic Affairs
for evaluation by the University’s Promotion and Tenure Committee. The Chair of the
University’s Promotion and Tenure Committee shall immediately acknowledge in writing to the
applicant that his/her Formal Tenure and/or Promotion Portfolio has been received in the Office
of the Vice President for Academic Affairs.

From November 23 to March 1, the University’s Promotion and Tenure Committee shall review
the Formal Tenure and/or Promotion Portfolio and submit its recommendation to the Vice
President for Academic Affairs by March 1.

From March 2 to March 31, the Vice President for Academic Affairs shall review the Formal
Tenure and/or Promotion Portfolio and submit his/her recommendation to the President.

By April 30, the President shall have notified by postmark his/her recommendation pertaining to
the faculty member’s application. During some years, the faculty member may not receive the
letter from the University President until the University’s fiscal budget has been approved by the
Board of Supervisors in August. In such cases of delayed response, the President shall notify the
faculty member by letter about the delay, and that the faculty member can expect notification
within one week of the approval of the University budget by the Board of Supervisors.




Regardless of the President’s recommendation (for or against tenure or promotion) to the Board
of Supervisors, however, the faculty member shall wait for notification of approval or denial by
the Board of Supervisors regarding the outcome of the tenure or promotion application to be
final.

Factors Considered in Evaluating an Application for Tenure and Promotion

All parties reviewing a faculty member’s application for tenure and/or promotion shall consider a
number of factors in evaluating an applicant’s Formal Tenure and/or Promotion Portfolio and
Supporting Documentation. As mandated by the University Of Louisiana System Board Of
Supervisors, the University has established a policy that sets forth the criteria for faculty tenure
and/or promotion. All applicants for tenure and/or promotion in faculty rank must demonstrate
excellence, innovation, and/or best practice in their areas of expertise, primarily as they relate to
teaching and research. Those factors are listed below.

Criteria for Teaching and Research Faculty

Factors for teaching and research faculty include (1) teaching excellence, advisement, and
counseling weighted at 50 %; (2) research, professional activities, and creative work, weighted at
30 %; (3) university service weighted at 10 %; and (4) community and social service weighted at
10 %.

Teaching Excellence, Advisement, Counseling, and Other Student-Impact Activities (Weight
50%): The teacher’s effectiveness shall be evaluated in terms of professional competence and
relationships with students, administrators, and peers. Consideration shall be given to students’
evaluations of the teaching effectiveness of the applicant. Educational preparation and
experience shall be considered.

Evaluations by the applicant’s Department/Unit Head, department/unit review committee, and
students for the preceding three years, along with documentation, should focus on (1) teaching
excellence, (2) advisement and counseling, and (3) any other factors/activities that impact
student activities and learning experiences.

The following activities and competencies are not all-inclusive but are intended as suggestions to
applicants as to how to demonstrate and document competence and exemplary teaching,
counseling, and other student-impact activities and practices that are pertinent to promotion in
rank and tenure.

Teaching Excellence: Course syllabi shall reveal an initial clear and detailed design and
subsequent revisions, if needed, that maximize learning. Additionally, the amount of work
indicated in the activities, competencies, objectives, and requirements shall reflect not only the
course level (i.e., 100, 200, 300, 400, or graduate) but also a design which prepares students for
the next course level(s) and for future employment or study. Evaluations shall reveal the
following traits about the applicant: (a) ability to motivate students to achieve and to participate;
(b) ability to convey the subject matter clearly and in standard English; (c¢) passion for the subject
matter through animation and excitement; (d) elicitation of questions from the class; (e) positive




and appropriate response to students’ questions; (f) use of assignments and questions of students
to gauge the need for re-teaching; (g) organization and content of class delivery in a clear and
logical manner; (h) use of technology and other activities, when appropriate, to enhance
students’ learning; (i) revision and updating of syllabi that conform to University-approved
SACS guidelines; (j) organization and supervision of field experiences, internships, and other
off-campus experiences that benefit students’ educational experiences and post-graduation
marketability; (k) demonstrable interest in students as individuals; (1) grading and evaluation of
student performance as fair and unbiased; (m) effective classroom management without
appearance of coercion; (n) punctuality in meeting and in dismissing classes—from the first
session of the semester through the end of the term—and in keeping regularly scheduled office
hours; (o) ability to create assignments and activities that reflect stated behavioral objectives,
competencies, and requirements as specified in course syllabi; (p) ability to select outside
readings that enhance learning and broaden the students’ knowledge base; (q) use of questions
and assignments that encourage students to comprehend, critically analyze, and evaluate the
textbook(s), reference materials, and assignments; and so forth.

Advisement and counseling: Evaluations shall reveal the applicant’s activities in student
advisement and counseling as follows: (a) ongoing academic advisement of graduate and/or
undergraduate students; (b) outlines or workshop materials used in special sessions for students
pertaining to the job search process and/or continued education to the post-baccalaureate level;
(c) sponsorship/organization of “job opportunity”” workshops for students; and so forth.

Other student-impact activities. Evaluations shall reveal the applicant’s activities in student
activities outside the normal classroom and in advisement/counseling settings, as follows: (a)
advisement,  sponsorship, or involvement with student or  student-oriented
organizations/committees; (b) arrangement and/or accompaniment of students to professional
conferences and to other related-academic activities including field trips; and so forth.

Research, Professional Activities, and Creative Work (Weight 30%): All research shall be
regarded as falling into three main categories: theoretical, experimental, and applied. Research
relevant to the University and creative efforts of a broader scope are appropriate. Although
faculty members are encouraged to publish books and articles in professional and scholarly
journals, certain types of intellectual and creative efforts may be accepted in lieu of published
research. Examples include musical compositions, concert performances, acting or theatre work,
works of art, art exhibitions, or participation in art residencies or master classes. Credit shall not
be given for projects completed in an effort to meet requirements for a degree.

Research and/or scholarly publications: Examples of research and scholarship include the
following: (a) articles in periodicals, magazines, journals, or other kinds of serials (refereed or
non-refereed); (b) edited publications (e.g., on the editorial board of a publication or sole editor
of a publication) as evidenced by at least one (1) issue or copy of the publication displaying the
applicant’s editorial role; (c) books or monographs which make a significant contribution to the
knowledge base within the applicant’s subject field (as sole author, co-author, contributor, or
editor) as evidenced by at least one (1) copy of the publication displaying the applicant’s role and
authorship; (d) articles in symposia; (e) curriculum guides or related materials created for
regional or national accreditation agencies.




Creative activities: All parties participating in the promotion and tenure review process shall
have the right to review all materials noted by calling for evidence in the forms of slides, scores,
scripts, films, videotapes, or manuscripts. The following examples of creative activities are for
applicants in the fine arts or literature: paintings, sculptures, prints, drawings, watercolors,
photographs, pottery or ceramics, designs, musical compositions and/or arrangements, scripts or
screenplays, films or videos, documentaries, choreographies, poetry, novels, short stories, and
plays etc.

Grants and contracts: Grants and contracts written, both funded and unfunded, and submitted to
the University or to an outside source, shall be considered research and scholarly activity.
Examples include those for which the applicant served in the following kinds of capacities:
principal investigator; co-investigator, grant-writer or contract writer; grant report writer or
contract report writer; project director, administrator, or coordinator; assistant project director,
administrator, or coordinator.

Professional development: Examples of professional development include activities in which the
applicant served in capacities such as: (a) presenter of papers at professional meetings in the
applicant’s academic field; (b) participant in panel discussions or symposia sponsored by
professional organizations in the applicant’s academic field; (c¢) program chairperson for local,
state, regional, national, or international professional organizations in the applicant’s academic
field; (d) officer in local, state, regional, national, or international professional organizations in
the applicant’s academic field; (e) attendee at professional and scholarly organizations and
meetings with subsequent presentations for colleagues and associations in the department or unit
of the applicant; (f) member of master’s- or doctoral-level graduate committees (i.e., thesis or
dissertation) for students enrolled at universities other than Grambling State University; (g)
resident in creative programs in the applicant’s academic field, such as fine arts, design, film,
literature, and so forth; (h) performer at local, state, regional, national, or international recitals in
the applicant’s academic field; (i) exhibitor/artist at local, state, regional, national, or
international galleries or museums related to the applicant’s academic field; (j) active member of
professional organizations or learned societies at the local, state, regional, national or
international levels in the applicant’s academic field; (k) director of creative programs or
performances at local, state, regional, national, or international competitions in the applicant’s
academic field; (1) participation in workshops and seminars, at the University or elsewhere,
designed to improve the faculty member’s skills relating to teaching, research, and/or University
service.

University Service (Weight 10%): The faculty member is expected to be an active participant in
University operations. Examples include serving on standing committees, recruitment of
students, and other special assignments. Additionally, although University officials are expected
to perform most administrative services, there are times when faculty members may be asked to
assume some administrative responsibilities. Chairpersonship and membership on committees
are important ways in which faculty members participate in the operation and administration of
the University. The applicant should specify his/her role (e.g., as chairperson or as member) for
any activity and the dates of those activities. University service may include, but is not limited
to, the following: (a) serving on inter-institutional committees, such as the Louisiana Educational




Consortium; (b) serving on consortia boards; (c¢) serving on Governor’s commissions; (d) serving
on standing committees (the applicant should specify the level, i.e., department/unit,
college/school, or university); (e) serving on other committees specifying his/her role as
chairperson or as member; (f) organizing or actively participating in seminars, workshops, or
study sessions sponsored by the department/unit/school/college/university for the benefit of
students, faculty, or community groups; (g) writing or editing detailed, specialized, or
investigative reports at the bequest of the University or one of its subdivisions; (h) compiling
detailed or specialized portfolios or reports for accrediting bodies; and other special assignments.

Community and Social Service (Weight 10%): Public and community service shall be evaluated
in terms of the kind of public service rendered and the extent to which the activity tended to
improve social or economic conditions, develop greater appreciation of educational and cultural
events, and improve better relations between the University and the local community. Annual
events may be given special consideration for their enrichment of the community, for example,
serving as a judge or juror of local, state, or regional competitions, contests in the applicant’s
academic field (e.g., poetry contests, science fairs, and the like), serving as scout master, little
league baseball coach, or volunteering services at such agencies as D.A.R.T. and H.E.L.P.







Criteria for Library Faculty

Factors for library faculty members include: (1) excellence in librarianship, weighted at 50
percent; (2) professional activities, weighted at 20 percent; and (3) service (including university
and community service), weighted at 30 percent.

Librarianship (Weight 50%)

The library faculty member’s effectiveness shall be evaluated in terms of professional
competence and relationships with students, faculty, administrators, and peers. Consideration
shall be given to the evaluation of the effectiveness of the applicant's instructional techniques
and educational resource management. Educational preparation and experience shall also be
considered.

Evaluations by the applicant’s immediate Head/Supervisor, the Director of Library Services,
library review committee, and by students and faculty outside the library, for the preceding three
years, along with documentation, should focus on (1) effective application of instructional
techniques, (2) effective application of educational resource management, and (3) any other
factors/activities that impact student activities and learning experiences.

The following activities and competencies are not all-inclusive but are intended as suggestions to
applicants as to how to demonstrate and document competence and exemplary instructional
techniques, educational resource management, and other student impact activities and practices
that are pertinent to promotion in rank and tenure.

Effective application of instructional techniques: Outlines for group instruction (undergraduate,
graduate, or faculty) shall reveal an initial clear and detailed design and subsequent revisions, if
needed, that maximize learning. Additionally, the requirements shall reflect not only the learning
level of the learner (i.e., undergraduate or graduate) but also a design which prepares students for
specific library assignments, for future employment or lifelong study, or which prepares faculty
members for incorporating appropriate library resource materials into their teaching. Evaluations
shall reveal the following traits about the applicant: (a) ability to advise students and faculty at
reference desks, during in-depth research consultations, during individualized or group
instruction in traditional or electronic settings; (b) ability to convey the subject matter clearly and
in standard English; (c) passion for the subject matter; (d) elicitation of questions from the group;
(e) positive and appropriate response to students’ or faculty members’ questions; (f) use of
questions of students or faculty to gauge the need for re-teaching; (g) organization and content of
instructional delivery in a clear, logical manner; (h) use of technology and other activities
(including displays and exhibits), when appropriate, to enhance students’ or faculty members’
learning; (i) revision and updating of instruction, orientations, tutorials, pathfinders, or point-of-
use instruction that conform to guidelines published by the American Library Association,
Association of College and Research Libraries (ACRL); (j) organization and supervision of
student or faculty experiences that benefit students’ or faculty members’ educational experiences
and, for students, that benefit their post-graduation marketability; (k) demonstrable interest in
students and faculty as individuals; (1) evaluation of student or faculty performance as fair and
unbiased; (m) effective group instruction management without appearance of coercion; (n)
punctuality in meeting and in dismissing group instruction and in keeping publicly posted work




schedules; (o) ability to create group instruction activities that reflect stated behavioral
objectives, competencies, and requirements as specified in group instruction outlines; (p) ability
to create bibliographies that enhance learning and broaden the students’ or faculty members’
knowledge base; (q) use of questions and activities that encourage students or faculty to
comprehend, critically analyze, evaluate educational resources.

Effective application of educational resource management. Evaluations shall reveal the
applicant’s activities in providing varied, authoritative, and up-to-date resources that support the
library’s mission and the needs of students and faculty, as follows: (a) participation in collection
development (e.g., recommending resources for purchase, working with faculty to build library
collections in support of curriculum needs, working with vendors to order resources or gain
access to  resources, gathering  statistics on use of library resources,
weeding/discarding/withdrawing of resources that do not support current curriculum); (b)
development of new and innovative services; (¢) participation in the timely and orderly provision
of access to library resources, according to national bibliographic standards (e.g., cataloging,
interlibrary loan, courier delivery, electronic transmissions, document delivery, consortial
borrowing, setting up and maintaining access to electronic resources, facilitating communication
with vendors, providing access to resources for distance/remote learners, provision of reliable
networking).

Professional Activities (Weight 20%): Professional activities shall include (1) research and
publications, and (2) professional development.

Research and Publications: Library faculty members are encouraged to publish books and
articles in professional and scholarly journals. Credit shall not be given for projects completed in
an effort to meet requirements for a degree. Examples of research and scholarship include the
following: (a) articles in periodicals, magazines, journals, or other kinds of serials (refereed or
non-refereed); (b) edited publications (e.g., on the editorial board of a publication or sole editor
of a publication) as evidenced by at least one issue or copy of the publication displaying the
applicant’s editorial role; (c) books or monographs which make a significant contribution to the
knowledge base within the applicant’s subject field (as sole author, co-author, contributor, or
editor) as evidenced by at least one copy of the publication displaying the applicant’s role and
authorship; (d) articles in symposia; (e) bibliographies or related materials created for regional or
national accreditation agencies or library associations/organizations; and so forth. Grants and
contracts written, both funded and unfunded, and submitted to the University or to an outside
source, shall be considered research and scholarly activity. Examples include those for which the
applicant served in the following kinds of capacities: principal investigator; co-investigator;
grant-writer or contract writer; grant report writer or contract report writer; project director,
administrator, or coordinator; assistant project director, administrator, or coordinator; and so
forth.

Professional development: Examples of professional development include activities in which the
applicant served in capacities such as: (a) presenter of papers at professional library meetings; (b)
participant in panel discussions or symposia sponsored by professional organizations in the field
of librarianship; (c) program chairperson, officer, or member in local, state, regional, national, or
international professional library organizations; (d) attendee at professional and scholarly




organizations and meetings with subsequent presentations for colleagues and associations in the
library; (e) participation in workshops and seminars, at the University or elsewhere, designed to
improve the applicant’s skills relating to librarianship, research, or University service; and so
forth.

Service (Weight 30%). Service shall be of two kinds: (1) University and (2) community.

University Service: The library faculty member is expected to be an active participant in
University operations. Examples include serving on standing committees, recruitment of
students, and undertaking special assignments. Additionally, although University officials are
expected to perform most administrative services, there are times when library faculty members
may be asked to assume some administrative responsibilities. Chairpersonship and membership
on committees are important ways in which library faculty members participate in the operation
and administration of the University. The applicant should specify his/her role (e.g., as
chairperson or as member) for any activity and the dates of those activities. University service
may include, but is not limited to, the following: (a) serving on inter-institutional committees,
such as the Louisiana Academic Library Information Network Consortium (LALINC)
committees; (b) serving on consortia boards, such as LOUIS: The Louisiana Network; (c)
serving on Governor’s commissions; (d) serving on standing committees or councils (the
applicant should specify the level, i.e., library or University); (e) serving on other committees
(the applicant should specify the level, i.e., library or University); (f) organizing or actively
participating in University, college, school, or library-sponsored seminars, workshops, or study
sessions for students, faculty, or community groups; (g) advising campus student organizations,
as evidenced by material that reveals the applicant’s role, presence, and participation and the
outcomes of the organization, such as the Library Club fundraisers, scholarships, and so forth;
(h) writing or editing detailed, specialized portfolios or reports at the request of the University or
one of its subdivisions; (i) compiling detailed or specialized portfolios or reports for accrediting
bodies; (j) other special assignments; and so forth.

Community Service: Community service shall be evaluated in terms of the kind of public service
rendered and the extent to which the activity tended to improve social or economic conditions,
develop greater appreciation of education and culture, and improve better relations between the
University and the local community. Participation in annual events may be given special
consideration for their enrichment of the community. For example, hosting or sponsoring special
events to which the community is invited (e.g., National Library Week activities, lectures, and
seminars), creating special library displays (e.g., Black History Month), participating in special
book reviews or presentations in the community (e.g., story hours for young children, lecturing
during Black History Month).

The Formal Tenure and/or Promotion Portfolio and Supporting Documentation

Applicants must document their achievements and activities clearly. This documentation shall
consist of (1) the Formal Tenure and/or Promotion Portfolio and (2) Supporting Documentation.

The Formal Tenure and/or Promotion Portfolio and Supporting Documentation shall be
presented in the form of organized portfolios, preferably 3-ring binders, with the subsections




clearly labeled and, for the Formal Tenure and/or Promotion Portfolio, in the sequence outlined
below. The use of clear vinyl protectors is not encouraged unless the documentation cannot be
held in a binder (as in the case of books, manuals, or creative efforts in the arts). Faculty who
need additional assistance in developing their Formal Tenure and/or Promotion Portfolio and
Supporting Documentation should attend the Promotion and Tenure seminar held once each year
and sponsored by the Faculty Senate. Documentation shall follow the guidelines listed in the
section above, “Factors Considered in Evaluating an Application for Tenure and Promotion,” and
close attention shall be paid to the relative weights given.

All the work a faculty member submits shall represent the faculty member’s own efforts and not
that of others. All reviewing parties shall have the right to interview or investigate sources which
can verify or clarify portfolio information submitted. If tenure and/or promotion is granted on the
basis of fraudulent evidence submitted by a faculty member in his/her portfolio, the University
shall have the right to appeal to the Board of Supervisors to have the faculty member’s tenure
and/or promotion revoked.

Examples in the criteria presented above in the section, “Factors Considered in Evaluating an
Application for Tenure and Promotion,” are examples only and shall not be considered as
comprehensive. Even though a faculty member may submit documents similar to all examples
and may submit documents under each set of criteria, the documentation may still be deemed
insufficient or inadequate for the purpose of awarding tenure and/or promotion.

Note: At any time from October 15 through March 20, any of the various reviewers (e.g.,
department/unit heads, deans, and promotion and tenure committees at the department/unit,
college/school, and university levels) may each ask an applicant to provide clarification,
explanation, or additional documentation of portfolio contents. These requests shall be made in
writing to the applicant who must respond to the requests within 5 working days. The reviewers
shall not issue requests for clarification or further documentation after March 20.

In addition to the contents of the Formal Tenure and/or Promotion Portfolio listed below,
“Supporting Documentation” (such as course syllabi, examinations, handouts, and so forth) shall
be included in the documentation submitted to the Department/Unit Head and the departmental
promotion review and/or tenure review team(s) as previously described. The Supporting
Documentation shall remain available in the Department/Unit Head’s office and returned to the
applicant only after the tenure and/or promotion review process has been completed and the
decision(s) made. All documentation, however, including documentation that remains in the
Department/Unit Head’s office, shall be available for review by all relevant parties to the
promotion and tenure process.

Only the Formal Tenure and/or Promotion Portfolio—excluding the Supporting
Documentation—shall be forwarded to the Dean and automatically forwarded through the rest of
the tenure and/or promotion process. The contents of the Formal Tenure and/or Promotion
Portfolio follow.




The Formal Tenure and/or Promotion Portfolio

The Formal Tenure and/or Promotion Portfolio (which is forwarded to the Dean and subsequent
review parties) shall consist of the following:

L. Copy of Letter to Department Head and Dean of Intent to Apply for Promotion and/or
Tenure.

I1. Appropriate Application Form(s) and Essential Documentation:
a. Tenure and/or Promotion, as applicable.
b. Letters of Appointment, Tenure, and/or Promotion, as applicable.
c. If applicable, “Letter of Appropriateness of Applicant’s Degree” to the
department, college/school, and University as validated, after

consultation with departmental faculty members, by the Head, the
Dean, and the Vice President for Academic Affairs.

d. If applicable, “Letter Validating the Substitution of Years of ‘Non-
teaching Experience” for “teaching’ Experience,” after consultation
with departmental faculty members, by the Head, the Dean, and the
Vice President for Academic Affairs.

e. Copies of all graduate and undergraduate transcripts (because many
non-U.S. schools do not have academic transcripts per se, applicants
who have graduated from such schools must submit verification from a
recognized independent agency that equates foreign schools’ curricula
and degrees with those found in the U.S.)

1. Current Vitae - Vitae must clearly and completely cite that which follows;
additionally, all information included in vitae must be documented in remainder of
portfolio.

a. Name

b. Educational Background: Institution; Location of Institution; Degree;
Discipline in which Degree was Earned; Date Degree Was Conferred;
Major area(s) of specialization while in graduate school (e.g., specific
areas in which exit examinations were taken); Title of Dissertation;
and Post-graduate Fellowships and Studies.

c. Full-time (Paid) Professional Experience:
e Academic—Ranks, Departments, Institutions, Locations, Dates
e Non-academic—Positions/Titles, Employers/Facilities,
Locations, Dates—If not self-evident, include a brief job
description




e Other—Describe

d. Part-time (Paid) Professional Experience:
e Adjunct Faculty
e Graduate Teaching/Research Experience
e Other—Describe

e. Other (Non-Paid) Professional Work Experience
f. Courses Taught

g. Publications and Presentations:

e Publications: complete title; all co-authors (by seniority);
publisher; publisher’s location; date of publication; type of
publication if not self apparent, e.g., book, journal (refereed v.
non-refereed) article, monograph, book chapter, encyclopedia
entry, book review, and so forth.

e Presentations/Symposia/Panels/Sessions (note that
presentations to community groups shall be listed in Section
VIII, below): complete title of session/presentation; all co-
authors (if applicable and by seniority); specify role (e.g.,
presenter, organizer, discussant, moderator, etc.); name of
professional organization; location; and date of presentation.

a. Grants and Proposals: complete title; all co-authors (by seniority and
role); name of agency/organization to which the grant/proposal was
submitted; date of submission; amount (if applicable) of funding
requested; and status of grant/proposal (e.g., funded, not-funded).

b. Miscellaneous Professional Activities (not covered in the above)

c. Professional Memberships:

e Active Memberships Related to Academic Discipline

e Inactive Memberships Related to Academic Discipline—
optional, include dates if possible
Memberships in Academically-Related Honor Societies
Active Memberships Related to Non-Academic Discipline
(e.g., unions, political action groups, etc.)—optional, include
dates if possible

d. Honors and Awards: type or title of honor/award; presenting
agency/body; location where honor or award was presented to
applicant; and date of presentation.




e. University Service (include activities that cannot be adequately
described on the Tenure or Promotion Application Form--see Item IL.A
above).

f. Community Involvement (include only documented activities; include

activities that cannot be adequately described on the Tenure or
Promotion Application Form--see Item II.A above)

e Community Service (i.e., related to the applicant’s area of academic
expertise): description of service; agency; and dates of service

e Social Service (i.e., not related to the applicant’s area of academic
expertise): description of service; agency; and dates of service

IV. Current Evaluations Specific to the Application for Tenure and/or Promotion

a. Department/Unit Review Team(s) Evaluation and Recommendations
(to be added by Head)

b. Department/Unit Head’s Evaluation and Recommendations (to be
added by Head)

c. Dean’s Evaluation and Recommendation (to be added by Dean)

V. Student "Teaching Evaluations" (for last 3 years), with semester and year clearly
marked; or, for library faculty, Library Instruction Evaluations

V1.  Professional Work Experience* (include documentation for activities cited in vitae)

VIL.  University Service Experience* (include documentation for activities cited in vitae or
listed on the Tenure or Promotion Application Form

VIII. Community and Social Service Experience* (include documentation for activities cited
in vitae or listed on the Tenure or Promotion Application Form

*Note: for promotion purposes, documentation should include only activities within the last 5
years or since the date of last promotion, whichever is less)







APPENDIX D

TENURE APPLICATION FORMS







A.

Tenure Application Packet for Teaching Faculty







General Instructions for Faculty Applying for Tenure and/or Promotion

These “general instructions” constitute an attempt to concisely describe the tenure and/or
promotion process; this document is meant as a supplement to, rather than replacement for, what
is presented in the Faculty Handbook.

Initial Timetable

Become thoroughly familiar with the requirements and procedures for applying for promotion
and/or tenure as described in the Faculty Handbook.

No later than September 15™ (or the next regular business day, if applicable), submit a “Letter of
Intent” to apply for promotion and/or tenure to your department/unit Head; also, send a copy of
that letter to your academic Dean; include a copy of your "Letter of Intent" in your Formal
Portfolio (described below and in the Faculty Handbook).

No later than October 15" (or the next regular business day, if applicable), submit your Formal
Portfolio and Supporting Documentation (described below and in the Faculty Handbook) to your
department/unit Head. If you do not promptly receive written confirmation that your materials
have been received in a timely manner, contact the Head.

No later than October 22™ (or the next regular business day, if applicable), your Formal Portfolio
should have been received by your academic Dean. If you do not promptly receive written
confirmation that your materials have been received in a timely manner, contact the Dean.

No later than November 22" (or the next regular business day, if applicable), your Formal
Portfolio should have been received in the Office of the Vice President for Academic Affairs. If
you do not promptly receive written confirmation from the Chair of the University’s Promotion
and Tenure Committee that your materials have been received in a timely manner, contact the
Chair or Vice President for Academic Affairs.

The Application

There are separate application forms for promotion and tenure; be sure to complete the
appropriate one and include it in the Formal Portfolio.

Some faculty may apply simultaneously for promotion and tenure. Because the composition of
the departmental/unit promotion and tenure review committees varies, applicants should
completely fill out both forms even though much of the information is redundant.

Application forms are available for downloading on the University’s web site (go to
www.gram.edu and click on “GSU Information,” then on “Administration,” then on “Tenure
Application Packet” or “Promotion Application Packet” and print the packets you need).
Applicants should download the .pdf version(s) if they will use a typewriter but the Microsoft
Word version(s) if they wish to use a computer to complete the forms rather than a typewriter.




Applicants unfamiliar with Microsoft Word may need to seek either training or assistance from
someone who can use the program.

The Formal Portfolio

The Formal Portfolio should be neatly and systematically organized in (a) 3-ring binder(s) with
the major subdivisions (i.e., Letter of Intent to Apply for Promotion and/or Tenure; Appropriate
Application Form(s) and Essential Documentation; Current Vitae; Current Evaluations by Peers,
Head, and Dean; Teaching Evaluations (by Students) or, for library faculty, Library Instruction
Evaluations; Professional Work Experience; University Service Experience; and
Community/Social Service Experience) clearly marked. Verification of credentials (copies of
transcripts, etc.) and professional work experience (Personnel Action forms, University budget
pages showing years of experience, etc.) should be included in the Formal Portfolio as part of the
Essential Documentation. The use of clear vinyl protectors is not encouraged unless the
documentation cannot be held in a binder (as in the case of books, manuals, etc.)

Only the Formal Portfolio will automatically be forwarded from the Head’s office; the
Supporting Documentation file shall remain in the Head's office or in a secure place to be
specified by the Head.

Applicants for tenure should include information/documentation only from the last five (5) years
in the Formal Portfolio (and Supporting Documentation). Applicants for promotion in rank who
already have been tenured should include in the Formal Portfolio (and Supporting
Documentation) only accomplishments and documentation from the last five (5) years or since
the date of the last promotion (whichever is less).

All information included on the application and vitae should be adequately documented in the
Formal Portfolio. It is helpful, too, to clearly identify relevant information on documentation
(e.g., memoranda, minutes of meetings, presentations at meetings, etc.) by using a highlighter
pen to indicate your name, committee name, paper title, etc.

Pay very close attention to your vitae. All information should be fully but concisely described.
Supporting Documentation

A “second” portfolio (“Supporting Documentation”) may be compiled in any manner you
choose. The Supporting Documentation should consist of such material as described in the
Faculty Handbook section, “Factors Considered in Evaluating an Application for Tenure and
Promotion”, and especially the “Teaching Excellence, Advisement, Counseling, and Other
Student-Impact Activities” subsection.

The contents of the Supporting Documentation portfolio are likely best evaluated by members of
the department/unit’s promotion and tenure review committees rather than deans, the University
Promotion and Tenure Committee, the Vice President for Academic Affairs, and the President of
the University. Additionally, this should assist in expediting the promotion and tenure review
process at and beyond the Dean’s level by reducing the volume of material submitted for review.




The Supporting Documentation shall be available for review by all persons involved in the
promotion and/or tenure process but will remain in the department/unit Head’s office (or in a
secure place specified by the Head) until a final decision has been reached by the President and
the University of Louisiana System Board of Supervisors.

Final Advice

Make certain that your vita is up-to-date, complete, and accurate, as it is one of the single most
important documents in your Formal Portfolio.

Never include originals in either the Formal Portfolio or the Supporting Documentation; keep the
originals in your possession.

Feel free to contact your Faculty Senator to direct you to a faculty member who can offer
guidance and advice; also, the members of the University’s Promotion and Tenure Committee
may likewise be consulted.

Pay close attention to the fact that teaching and research are the most heavily weighted factors
that enter into the decision to grant or deny promotion and/or tenure—document relevant
activities and accomplishments appropriately.

If your highest degree is not obviously in your current teaching field/academic department, be
sure to fully explain how your degree is appropriate for tenure and/or promotion purposes in that
field (note: this is generally problematic only for interdisciplinary or multidisciplinary academic
areas). Effective Fall 2000, a faculty member who pursues an advanced degree that may later be
included among credentials submitted with promotion and/or tenure applications must first
receive written agreement from the department/unit Head (after consultation with departmental
faculty) and Dean that acknowledges the appropriateness of the degree to the needs and missions
of the Department/Unit and University. If you have such a letter, include a copy of it in your
Formal Portfolio, as described in the Faculty Handbook.







Application for Tenure

Grambling State University

(To be completed by applicant; attach additional pages if necessary)

Name: Date:
First Middle Last
Department/Unit: College/School:
Present Rank: Are you simultaneously applying for promotion in rank?  Yes No

Primary Teaching Responsibilities at the University Within Last 5 Years (1dentify by catalog number and title those courses routinely taught). [Use
additional pages if necessary.)]

Academic Preparation (Begin with most recently earned degree). [Use additional pages if necessary.]

Degree Academic Discipline Major Area(s) of Study Institution Year

Full-Time College-Level Teaching Experience (Do not include summer, overload, adjunct, or graduate assistant teaching). [Use additional pages if
necessary.]

Rank Academic Discipline, Institution Month/Year Month/Year No. of
Department, or Program Employment Began | Employment Ended Years at
Institution




Other Related Full-Time Professional Experience (Non-college level teaching should be included here, if relevant). [Use additional pages if necessary.]

Title/Position Employing Agency Month/Year Month/Year Number
Employment Employment of Years
Began Ended Experience

Research and Grant Activities Within Last 5 Years.
conceptualization stage, gathering data stage, data analysis completed, grant written and under review, etc.). [Use additional pages if necessary.]

Briefly describe each significant research activity and note its current status (e.g., in

Publications, Presentations at Professional Meetings, and Other Academically or Artistically Relevant Creative Efforts Within Last 5 Years. [Note: Be

certain that full citations are listed in vitae that is to be included in the Formal Tenure Portfolio. Use additional pages if necessary.]




Professional Meetings, Workshops, and Other Activities Attended Within Last 5 Years. Include no activities that are not directly related to one’s
academic position at the University. [Use additional pages if necessary.]

Meeting/Workshop/Activity Location Date(s)

Memberships in Professional Organizations and Academic Honor Societies Within Last 5 Years. Include no memberships in organizations that are not
directly related to one’s academic position at the University. [Use additional pages if necessary.]

Organization/Honor Society (include brief description if not self-evident) Dates of Membership

Administrative Services, Committees, and/or Other Responsibilities at the University Within Last 5 Years. [Use additional pages if necessary.]

Level of Service Title or Role Performed Type of Administrative Service, Name of Committees, Description of Other Dates of

(Departmental, (e.g., Chair, Member) University Responsibilities Service

College/School, (Semesters /
University) Years)

Social Service and Community Involvement Activities Within Last 5 Years. [Use additional pages if necessary.]




Description of Activity Location Dates of
(e.g. role played, name of organization, etc.) Service

Please use this space or additional pages to add additional items or clarifications that you would like those reviewing this application to know. For
example, if your terminal degree and/or major area(s) of study is/are not obviously related to the academic discipline in which you teach at the
University, explain how your academic preparation qualifies you to be tenured in this department/unit. [For example, suppose you are a faculty member
in the Criminal Justice Dept. and have a Ph.D. in Sociology with a specialization in research methods but no specific expertise in traditional areas of
Criminal Justice—crime, delinquency, police, courts, or prisons. Because research methods are required in both undergraduate and graduate programs
in Criminal Justice at GSU and those are the courses you teach, you are qualified to receive tenure.]

Further Instructions: Submit this completed application along with the Formal Tenure Portfolio and Supporting Documentation to the department/unit
Head by the deadline date published in the Faculty Handbook. The Head shall make copies of this application, distribute one to each member of the
department/unit’s Tenure Review Committee, and make arrangements for members of the Committee to review the Portfolio and Supporting
Documentation in a private and secure environment. By affixing his/her signature (below), the applicant attests that s/he is familiar with and
understands the Promotion and Tenure process as outlined in the Faculty Handbook. The applicant further attests that all information contained in this
application, the Formal Tenure Portfolio, and Supporting Documentation, are complete and accurate.

Signature of Applicant Date




Instructions to Department/Unit Head Regarding
Faculty Member’s Application for Tenure in Rank

Immediately upon the timely receipt of a faculty member’s Letter of Intent to Apply for Tenure,
compose a Departmental Tenure Review Committee. The Committee is to be composed of all
tenured faculty members. In the event that there are no tenured faculty members in the
department/unit, the departmental-level tenure review committee shall consist of all tenure-track,
full-time faculty employed within the department for at least the preceding two (2) years.

By September 15™ (or the next regular business day, if applicable), the Head shall have received
a faculty member’s Letter of Intent to Apply for Tenure; immediately thereafter, the Head shall
notify members of the Tenure Review Committee by sending each a copy, or facsimile, of the
“Memorandum—Composition of Departmental Tenure Review Committee.”

By October 15 (or the next regular business day, if applicable), the faculty member seeking
tenure must have submitted his/her (1) Formal Tenure Portfolio (including Application) and (2)
Supporting Documentation to the Head. The Head shall send each member of the Departmental
Tenure Review Committee a copy, or facsimile, of the “Memorandum—Availability for Review
of Tenure Materials” and the "Peer Evaluation of Applicant for Tenure in Rank." These
materials shall be made available to committee members only in a secured location (e.g., the
Head’s office).

Immediately after receiving the Formal Tenure Portfolio (which includes the application) and
Supporting Documentation, the Head shall acknowledge in writing to the applicant that the
tenure-related materials were received in a timely fashion.

By October 22™ (or the next regular business day, if applicable), the Head shall conduct his own
evaluation (by utilizing the attached form, "Department Head's Evaluation of Applicant for
Tenure"), collect the evaluations/recommendations of the Tenure Review Committee members,
and add them to Section IV of the Formal Portfolio before promptly sending the Formal Tenure
Portfolio to the Dean. Any Supporting Documentation is to be kept in a secure place (e.g., the
Head’s office) and returned to the applicant after a final decision on tenure has been reached by
the President of the University and the University of Louisiana System Board of Supervisors.







Memorandum—Composition of Departmental Tenure Review Committee

To: Members of the Departmental Tenure Review Committee for
Applicant’s Name
From:
Department Head
Date:
Re: EVALUATION OF APPLICANT FOR TENURE IN RANK

I have received from our colleague his/her Letter of Intent to Apply for Tenure in rank. As
specified in the Faculty Handbook, the following faculty members shall constitute the
Departmental Tenure Review Committee for this applicant.

Please thoroughly review the requirements for tenure as outlined in the Faculty Handbook.
As soon as I receive the Formal Tenure Portfolio, which will include the application, and
Supporting Documentation, I shall notify you and you shall have only a short period of time in

which to review them before completing your evaluation and making your recommendation.

In the meantime, please make arrangements with our colleague to evaluate his/her classroom
teaching if you are not already intimately familiar with it.

Thank you for your cooperation.







Memorandum—Availability for Review of Tenure Materials

To: Members of the Departmental Tenure Review Committee for
Applicant’s Name
From:
Department Head
Date:
Re: EVALUATION OF APPLICANT’S TENURE PORTFOLIO AND SUPPORTING DOCUMENTATION

I have received our colleague’s Formal Tenure Portfolio and Supporting Documentation. I have
attached a copy of his/her Application for Tenure to this memorandum as well as a Peer
Evaluation for Tenure form. As I must forward these materials to the Dean by the October 22™
deadline, please contact me as soon as possible so that you can review these materials and submit
your recommendations in a timely fashion.

Thank you for your prompt attention to this matter.







PEER EVALUATION OF APPLICANT FOR TENURE IN RANK

Applicant’s Name:

Evaluator’s Name: Rank:

Before completing this evaluation and recommendation, please review the relevant sections on tenure in the Faculty Handbook as well as more
stringent standards that may be mandatory by discipline-related accrediting agencies. Then, based upon your experience within the profession,
please assess the applicant’s qualifications and performance on each of the following:

1. Are the applicant’s academic credentials appropriate for tenure? Yes No Questionable
If “No” or “Questionable”, please comment:

2. Has the applicant completed at least five (5) years of full-time
teaching at the college level (note: do not count teaching as an
adjunct, summers, overloads, or as a graduate assistant)? Yes No Questionable
If “No” or “Questionable”, please comment:

3. Please evaluate the applicant’s overall performance during his/her employment at the University in each of the categories that follow.
Please refer to the Faculty Handbook for examples of the types of activities to be taken into consideration.

Neither
Agree nor
Strongly Disagree Strongly
Agree Agree 3) Disagree Disagree
(&) @ @ (@]

The Applicant’s Academic Training and Teaching Effectiveness are
exceptionally good.

The Applicant’s Research, Publications, Professional Activities, and
Creative Efforts are exceptionally good.

The Applicant’s Service to the University, College, Department, and
Students is exceptionally good.

The Applicant’s Social Service and Community Involvement is
exceptionally good.

The Applicant clearly deserves to receive tenure.

4. Please feel free to add additional comments and recommendations (use separate sheet if necessary).

Signature of Evaluator Date







DEPARTMENT HEAD’S EVALUATION OF APPLICANT FOR TENURE

Applicant’s Name:

1. List by name and rank, all members in the Department who are tenured. [Use additional pages if necessary.]
Name Rank Name Rank
2. Did all of the faculty listed in #1 (above) participate in evaluating
the applicant for purposes of tenure? Yes No

If “No”, please explain:

3. Do you personally attest that the applicant’s academic credentials
are appropriate for tenure? Yes No Questionable
If “No” or “Questionable”, please explain:

4. Has the applicant completed at least five (5) years of full-time
teaching at the college level (note: do not count teaching as an
adjunct, summers, overloads, or as a graduate assistant)? Yes No Questionable
If “No” or “Questionable”, please comment:




5.

Please evaluate the applicant’s overall performance during his/her employment as a faculty member at the University in each of the
categories that follow. Please refer to the Faculty Handbook for examples of the types of activities to be taken into consideration.

Neither
Strongly Agree nor Strongly
Agree Agree Disagree Disagree Disagree
®) () 3) @ @

The Applicant’s Academic Training and Teaching Effectiveness are
exceptionally good.

The Applicant’s Research, Publications, Professional Activities, and
Creative Efforts are exceptionally good.

The Applicant’s Service to the University, College, Department, and
Students is exceptionally good.

The Applicant’s Social Service and Community Involvement is
exceptionally good.

The Applicant clearly deserves to receive tenure.

The average of the scores submitted by the Department/Unit Review Committee is

In narrative form, provide additional comments about the applicant’s qualifications, work performance, standing in the profession, service
to the University, and/or service to the community. In your assessment, describe the function or role the applicant performs or plays in
your Department; in other words, describe the applicant’s greatest strengths and weaknesses as they relate specifically to your Department,
its operations, its faculty, and its students. [Use additional pages if necessary.]

Signature of Department/Unit Head

Date




Instructions to Dean Regarding

Faculty Member’s Application for Tenure

By September 15™ (or the next regular business day, if applicable), the Dean shall have received
a copy of a faculty member’s Letter of Intent to Apply for Tenure.

By October 22™ (or the next regular business day, if applicable), the Formal Tenure Portfolio
shall have been delivered to the Dean; immediately notify the applicant in writing upon the
timely receipt of those materials.

Between October 22" and November 21%, please review the application and accompanying
documents, complete the “Dean’s Evaluation of Applicant for Tenure in Rank™ form, and add it
to the appropriate Portfolio in Section IV. At your discretion, you may seek the advice, counsel,
and recommendations of faculty from your college/school in assisting you in the evaluation and
decision-making process.

By November 22, submit the Formal Tenure Portfolio to the Office of the Vice President for
Academic Affairs.







DEAN’S EVALUATION OF APPLICANT FOR TENURE IN RANK

Applicant’s Name: Rank:

Having reviewed the applicant’s Formal Portfolio for Tenure, the Department Head’s evaluation and recommendation, the evaluations and
recommendations of members of the Departmental Tenure Review Committee, and, if applicable, the evaluations and recommendations of the
College/School Promotion and Tenure Review Committee, it is my judgment that:

1. The applicant’s academic credentials are appropriate
to receive tenure. Yes No Questionable

2. The applicant meets or exceeds the requisite number of years of
professional experience (either full-time collegiate-level teaching
or in combination with other professionally-related work experience)
to receive tenure. Yes No Questionable

3. It is my conclusion and recommendation that the applicant
is an exceptionally strong candidate and definitely should be tenured.
is a strong candidate and should be tenured.

should not be tenured at this time.

Other Comments?

The average of the scores submitted by the academic unit Tenure Review Committee is

Signature of Dean Date







Tenure Application Packet for Library Faculty







General Instructions for Library Faculty Applying for Tenure and/or Promotion

These “general instructions” constitute an attempt to concisely describe the tenure and/or
promotion process; this document is meant as a supplement to, rather than replacement for, what
is presented in the Faculty Handbook.

Initial Timetable

Become thoroughly familiar with the requirements and procedures for applying for promotion
and/or tenure as described in the Faculty Handbook.

No later than September 15™, submit a “Letter of Intent” to apply for promotion and/or tenure to
the Director of Library Services; also, send a copy of that letter to your immediate
head/supervisor; include a copy of your "Letter of Intent" in your Formal Portfolio (described
below and in the Faculty Handbook).

No later than October 15", submit your Formal Portfolio and Supporting Documentation
(described below and in the Faculty Handbook) to the Director of Library Services. If you do
not promptly receive written confirmation that your materials have been received in a timely
manner, contact the Director of Library Services.

No later than November 22™, your Formal Portfolio should have been received in the Office of
the Provost and Vice President for Academic Affairs. If you do not promptly receive written
confirmation from the Chair of the University’s Promotion and Tenure Committee that your
materials have been received in a timely manner, contact the Chair or Provost and Vice President
for Academic Affairs.

The Application

There are separate application forms for promotion and tenure; be sure to complete the
appropriate one and include it in the Formal Portfolio.

Some faculty may apply simultaneously for promotion and tenure. Because the composition of
the library promotion and tenure review committees varies, applicants should completely fill out
both forms even though much of the information is redundant.

Application forms are available for downloading on the University’s web site (go to
www.gram.edu and click on “GSU Information,” then on “Administration,” then on “Tenure
Application Packet” or “Promotion Application Packet” and print the packets you need).
Applicants should download the .pdf version(s) if they will use a typewriter but the Microsoft
Word version(s) if they wish to use a computer to complete the forms rather than a typewriter.
Applicants unfamiliar with Microsoft Word may need to seek either training or assistance from
someone who can use the program.







The Formal Portfolio

The Formal Portfolio should be neatly and systematically organized in (a) 3-ring binder(s) with
the major subdivisions (i.e., Letter of Intent to Apply for Promotion and/or Tenure; Appropriate
Application Form(s) and Essential Documentation; Current Vitae; Current Evaluations by Peers,
Head (immediate supervisor), and the Director of Library Services; Evaluations of your library
instruction by students or faculty who were instructed by you,; Professional Work Experience;
Service (University and Community) clearly marked. Verification of credentials (copies of
transcripts, etc.) and professional work experience (Personnel Action forms, University budget
pages showing years of experience, etc.) should be included in the Formal Portfolio as part of
Essential Documentation. The use of clear vinyl protectors is not encouraged unless the
documentation cannot be held in a binder (as in the case of books, manuals, etc.)

Only the Formal Portfolio will automatically be forwarded from the Director of Library Services;
the Supporting Documentation file will normally remain in the Director's office or in a secure
place to be specified by the Director.

Applicants for tenure should include information/documentation only from the last five (5) years
in the Formal Portfolio (and Supporting Documentation). Applicants for promotion in rank who
already have been tenured should include in the Formal Portfolio (and Supporting
Documentation) only accomplishments and documentation from the last five (5) years or since
the date of the last promotion (whichever is less).

All information included on the application and vitae should be adequately documented in the
Formal Portfolio. It is helpful, too, to clearly identify relevant information on documentation
(e.g., memoranda, minutes of meetings, presentations at meetings, etc.) by using a highlighter
pen to indicate your name, committee name, paper title, etc.

Pay very close attention to your vitae. All information should be fully but concisely described.
Supporting Documentation

A “second” portfolio (“Supporting Documentation”) may be compiled in any manner you
choose. The Supporting Documentation should consist of such material as described in the
Faculty Handbook section, “Factors Considered in Evaluating an Application for Tenure and
Promotion”, and especially the “Librarianship” subsection pertaining to the effectiveness of your
instructional techniques and educational resource management.

The contents of the Supporting Documentation portfolio are likely best evaluated by members of
the library's promotion and tenure review committees and the Director of Library Services, rather
than the University Promotion and Tenure Committee, the Provost and Vice President for
Academic Affairs, and the President of the University. Additionally, this should assist in
expediting the promotion and tenure review process beyond the Dean’s level by reducing the
volume of material submitted for review.




The Supporting Documentation shall be available for review by all persons involved in the
promotion and/or tenure process but will remain in the Dean of Library Services' office until a
final decision has been reached by the President and the University of Louisiana System Board
of Supervisors.

Final Advice

Make certain that your vitae is up-to-date, complete, and accurate, as it is one of the single most
important documents in your Formal Portfolio.

Never include originals in either the Formal Portfolio or the Supporting Documentation; keep the
originals in your possession.

Feel free to contact your Faculty Senator to direct you to a faculty member who can offer
guidance and advice; also, the members of the University’s Promotion and Tenure Committee
may likewise be consulted.

Pay close attention to the fact that, according to the Faculty Handbook, librarianship (50%) and
service (30%) are the most heavily weighted factors that enter into the decision to grant or deny
promotion and/or tenure—document relevant activities and accomplishments appropriately.

If your highest degree is not a master's degree from a program accredited by the American
Library Association (ALA), be sure to fully explain how your degree is appropriate for tenure
and/or promotion purposes. (Note: Because Library Science is an interdisciplinary or
multidisciplinary academic area, you should explain how a non-library-science degree relates to
your job responsibilities.) If you held a second graduate degree before joining the GSU Library
Faculty, explain how it supports your tenure and/or promotion application. Effective Fall 2000,
a faculty member who pursues an advanced degree that may later be included among credentials
submitted with promotion and/or tenure applications must first receive written agreement from
the Dean of Library Services (after consultation with library faculty) that acknowledges the
appropriateness of the degree to the needs and missions of the library and University. If you
have such a letter, include a copy of it in your Formal Portfolio, as described in the Faculty
Handbook.




Application for Tenure

Grambling State University

(To be completed by Library Faculty applicant; attach additional pages if necessary)

Name: Date:

First Middle Last
Unit: Library Check your department: Public Services Technical Services
Present Rank: Are you simultaneously applying for promotion in rank?  Yes No

Primary Librarianship Responsibilities at the University Within Last 5 Years (Enter your Job Title and place an "X" under Public Services or Technical
Services to indicate your major area of responsibility.) (Attach a copy of your Job Description.)

Job Title Public Services Technical Services
Responsibilities are related to Instruction Responsibilities are related to Educational
(Reference, Circulation, Microtext & Resources Management
Media, African-American Center) (Acquisitions, Serials, Cataloging)

Academic Preparation (Begin with most recently earned degree). [Use additional pages if necessary.]

Degree Academic Discipline Major Area(s) of Study Institution Year

Full-Time College-Level Teaching and/or Librarianship Experience (Do not include summer, overload, adjunct, or graduate assistant teaching). [Use
additional pages if necessary.]

Rank Academic Discipline, Institution Month/Y ear Month/Year No. of
Department, or Program Employment Began | Employment Ended Years at
Institution

Other Related Full-Time Professional Experience (Non-college level teaching or librarianship should be included here, if relevant). [Use additional
pages if necessary.]




Title/Position Employing Agency Month/Year Month/Year Number
Employment Employment of Years
Began Ended Experience

Research and Grant Activities Within Last 5 Years.

conceptualization stage, gathering data stage, data analysis completed, grant written and under review, etc.). [Use additional pages if necessary.]

Briefly describe each significant research activity and note its current status (e.g., in

Publications, Presentations at Professional Meetings, and Other Academically Relevant Efforts Within Last 5 Years.

are listed in vitae that is to be included in the Formal Tenure Portfolio. Use additional pages if necessary.]

[Note: Be certain that full citations




Professional Meetings, Workshops, and Other Activities Attended Within Last 5 Years. Include no activities that are not directly related to one’s
academic position at the University. [Use additional pages if necessary.]

Meeting/Workshop/Activity Location Date(s)

Memberships in Professional Organizations and Academic Honor Societies Within Last 5 Years. Include no memberships in organizations that are not
directly related to one’s academic position at the University. [Use additional pages if necessary.]

Organization/Honor Society (include brief description if not self-evident) Dates of Membership

Administrative Services, Committees, and/or Other Responsibilities at the University Within Last 5 Years. [Use additional pages if necessary.]

Level of Service Title or Role Performed Type of Administrative Service, Name of Committees, Description of Other Dates of
(Library or (e.g., Chair, Member) University Responsibilities Service
University) (Semesters /

Years)




Community Involvement Activities Within Last 5 Years. [Use additional pages if necessary.]

Description of Activity
(e.g. role played, name of organization, etc.)

Location

Dates of
Service

Please use this space or additional pages to add additional items or clarifications that you would like those reviewing this application to know. For
example, if your 2" master’s degree and/or major area(s) of study is/are not a master’s degree from a program accredited by the American Library
Association (ALA), explain how your academic preparation qualifies you to be tenured. [For example, suppose you have a 2"! master’s degree in
Education with a specialization in school librarianship but no specific coursework in traditional areas of academic librarianship—subject bibliography or
cataloging, for example. Because the University offers both undergraduate and graduate programs in Education, and those are the programs for which
you provide collection development and reference services, your degree strongly supports your tenure application.]

Further Instructions: Submit this completed application along with the Formal Tenure Portfolio and Supporting Documentation to the Dean of Library
Services by the deadline date published in the Faculty Handbook. The Dean shall make copies of this application, distribute one to each member of the
Library Tenure Review Committee, and make arrangements for members of the Committee to review the Portfolio and Supporting Documentation in a
private and secure environment. By affixing his/her signature (below), the applicant attests that s/he is familiar with and understands the Promotion and
Tenure process as outlined in the Faculty Handbook. The applicant further attests that all information contained in this application, the Formal Tenure

Portfolio, and Supporting Documentation, are complete and accurate.

Signature of Applicant

Date




Instructions to Director of Library Services Regarding
Faculty Member’s Application for Tenure in Rank

Immediately upon the timely receipt of a faculty member’s Letter of Intent to Apply for Tenure,
compose a Library Tenure Review Committee. The Committee is to be composed of all tenured
faculty members. In the event that there are no tenured faculty members in the library, the
Library Tenure Review Committee shall consist of all tenure-track, full-time faculty employed
within the library for at least the preceding two (2) years.

By September 15™ (or the next regular business day, if applicable), the Dean shall have received
a faculty member’s Letter of Intent to Apply for Tenure; immediately thereafter, the Dean shall
notify members of the Library Tenure Review Committee by sending each a copy, or facsimile,
of the “Memorandum—Composition of Library Tenure Review Committee.”

By October 15™ (or the next regular business day, if applicable), the faculty member seeking
tenure must have submitted his/her (1) Formal Tenure Portfolio (including Application) and (2)
Supporting Documentation to the Dean of Library Services. The Dean shall send each member
of the Library Tenure Review Committee a copy, or facsimile, of the “Memorandum—
Availability for Review of Tenure Materials” and the "Peer Evaluation of Applicant for Tenure
in Rank." These materials shall be made available to committee members only in a secured
location (to be specified by the Dean).

Immediately after receiving the Formal Tenure Portfolio (which includes the application) and
Supporting Documentation, the Dean shall acknowledge in writing to the applicant that the
tenure-related materials were received in a timely fashion.

By November 22™ (or the next regular business day, if applicable), the Dean shall conduct
his/her own evaluation (by utilizing the attached form, "Dean of Library Service's Evaluation of
Applicant for Tenure"), collect the evaluations/recommendations of the Tenure Review
Committee members, and add them to Section IV of the Formal Portfolio before promptly
sending the Formal Tenure Portfolio to the Vice President for Academic Affairs. Any
Supporting Documentation is to be kept in a secure place (to be specified by the Dean) and
returned to the applicant after a final decision on tenure has been reached by the President of the
University and the University of Louisiana System Board of Supervisors.







Memorandum—Composition of Library Tenure Review Committee

To: Members of the Library Tenure Review Committee for

Applicant’s Name

From:

Dean of Library Services

Date:

Re: EVALUATION OF APPLICANT FOR TENURE IN RANK

I have received from our colleague his/her Letter of Intent to Apply for Tenure in rank. As
specified in the Faculty Handbook, the following faculty members shall constitute the Library
Tenure Review Committee for this applicant.

Please thoroughly review the requirements for tenure as outlined in the Faculty Handbook.
As soon as I receive the Formal Tenure Portfolio, which will include the application, and
Supporting Documentation, I shall notify you and you shall have only a short period of time in

which to review them before completing your evaluation and making your recommendation.

In the meantime, please make arrangements with our colleague to evaluate his/her group
instruction if you are not already intimately familiar with it.

Thank you for your cooperation.







Memorandum—Availability for Review of Tenure Materials

To: Members of the Library Tenure Review Committee for

Applicant’s Name

From:

Dean of Library Services

Date:

Re: EVALUATION OF APPLICANT’S TENURE PORTFOLIO AND SUPPORTING DOCUMENTATION

I have received our colleague’s Formal Tenure Portfolio and Supporting Documentation. I have
attached a copy of his/her Application for Tenure to this memorandum as well as a "Peer
Evaluation of Applicant for Tenure in Rank" form. As I must forward these materials to the
Vice President for Academic Affairs by the November 22" deadline, please contact me as soon
as possible so that you can review these materials and submit your recommendations in a timely
fashion.

Thank you for your prompt attention to this matter.







PEER EVALUATION OF APPLICANT FOR TENURE IN RANK

Applicant’s Name:

Evaluator’s Name: Rank

Before completing this evaluation and recommendation, please review the relevant sections on tenure in the Faculty Handbook as well as more
stringent standards that may be mandatory by discipline-related accrediting agencies. Then, based upon your experience within the profession,
please assess the applicant’s qualifications and performance on each of the following:

1. Are the applicant’s academic credentials appropriate for tenure? Yes No Questionable
If “No” or “Questionable”, please comment:

2. Has the applicant completed at least five (5) years of full-time
teaching or librarianship at the college level? (note: do not count
teaching as an adjunct, summers, overloads, or as a graduate
assistant) Yes No Questionable
If “No” or “Questionable”, please comment:

3. Please evaluate the applicant’s overall performance during his/her employment at the University in each of the categories that follow.
Please refer to the Faculty Handbook for examples of the types of activities to be taken into consideration.

Neither
Agree nor
Strongly Disagree Strongly
Agree Agree A3) Disagree Disagree
(&) “ (0] Q)]

The Applicant’s Academic Training and Effectiveness of Instructional
Techniques and/or Educational Resource Management are exceptionally
good.

The Applicant’s Research, Publications, and Professional Activities are
exceptionally good.

The Applicant’s Service to the University, Library, Students and non-
Library Faculty and/or Community Involvement are exceptionally good.
The Applicant clearly deserves to receive tenure.

4. Please feel free to add additional comments and recommendations (use separate sheet if necessary).

Signature of Evaluator Date







DIRECTOR OF LIBRARY SERVICES' EVALUATION OF APPLICANT FOR TENURE

Applicant’s Name:

1. List by name and rank, all members in the Library who are tenured. [Use additional pages if necessary.]
Name Rank Name Rank
2. Did all of the faculty listed in #1 (above) participate in evaluating
the applicant for purposes of tenure? Yes No

If “No”, please explain:

3. Do you personally attest that the applicant’s academic credentials
are appropriate for tenure? Yes No Questionable
If “No” or “Questionable”, please explain:

4. Has the applicant completed at least five (5) years of full-time
teaching and/or librarianship at the college level? (note: do not
count teaching as an adjunct, summers, overloads, or as a
graduate assistant)? Yes No Questionable
If “No” or “Questionable”, please comment:




5. Please evaluate the applicant’s overall performance during his/her employment at the University in each of the categories that follow.
Please refer to the Faculty Handbook for examples of the types of activities to be taken into consideration.

Neither
Strongly Agree nor Strongly
Agree Agree Disagree Disagree Disagree
O) ) ®) @ [0)
The Applicant’s Academic Training and Effectiveness of Instructional
Techniques and/or Educational Resource Management are exceptionally
good.
The Applicant’s Research, Publications, and Professional Activities are
exceptionally good.
The Applicant’s Service to the University, Library, Students and non-
Library Faculty and Community Involvement are exceptionally good.
The Applicant clearly deserves to receive tenure.
6. In narrative form, provide additional comments about the applicant’s qualifications, work performance, standing in the profession, service

to the University, and/or service to the community. In your assessment, describe the function or role the applicant performs or plays in the
Library; in other words, describe the applicant’s greatest strengths and weaknesses as they relate specifically to the Library, its operations,
the library faculty, and to students and non-library faculty. [Use additional pages if necessary.]

The average of the scores submitted by the Library Review Committee is

Signature of Dean of Library Services Date
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Promotion Application Packet for Teaching Faculty







General Instructions for Faculty Applying for Tenure and/or Promotion

These “general instructions” constitute an attempt to concisely describe the tenure and/or
promotion process; this document is meant as a supplement to, rather than replacement for, what
is presented in the Faculty Handbook.

Initial Timetable

Become thoroughly familiar with the requirements and procedures for applying for promotion
and/or tenure as described in the Faculty Handbook.

No later than September 15 (or the next regular business day, if applicable), submit a “Letter of
Intent” to apply for promotion and/or tenure to your department/unit Head; also, send a copy of
that letter to your academic Dean; include a copy of your "Letter of Intent" in your Formal
Portfolio (described below and in the Faculty Handbook).

No later than October 15™ (or the next regular business day, if applicable), submit your Formal
Portfolio and Supporting Documentation (described below and in the Faculty Handbook) to your
department/unit Head. If you do not promptly receive written confirmation that your materials
have been received in a timely manner, contact the Head.

No later than October 22™ (or the next regular business day, if applicable), your Formal Portfolio
should have been received by your academic Dean. If you do not promptly receive written
confirmation that your materials have been received in a timely manner, contact the Dean.

No later than November 22" (or the next regular business day, if applicable), your Formal
Portfolio should have been received in the Office of the Vice President for Academic Affairs. If
you do not promptly receive written confirmation from the Chair of the University’s Promotion
and Tenure Committee that your materials have been received in a timely manner, contact the
Chair or Vice President for Academic Affairs.

The Application

There are separate application forms for promotion and tenure; be sure to complete the
appropriate one and include it in the Formal Portfolio.

Some faculty may apply simultaneously for promotion and tenure. Because the composition of
the departmental/unit promotion and tenure review committees varies, applicants should
completely fill out both forms even though much of the information is redundant.

Application forms are available for downloading on the University’s web site (go to
www.gram.edu and click on “GSU Information,” then on “Administration,” then on “Tenure
Application Packet” or “Promotion Application Packet” and print the packets you need).
Applicants should download the .pdf version(s) if they will use a typewriter but the Microsoft
Word version(s) if they wish to use a computer to complete the forms rather than a typewriter.




Applicants unfamiliar with Microsoft Word may need to seek either training or assistance from
someone who can use the program.

The Formal Portfolio

The Formal Portfolio should be neatly and systematically organized in (a) 3-ring binder(s) with
the major subdivisions (i.e., Letter of Intent to Apply for Promotion and/or Tenure; Appropriate
Application Form(s) and Essential Documentation; Current Vitae; Current Evaluations by Peers,
Head, and Dean; Teaching Evaluations (by Students) or, for library faculty, Library Instruction
Evaluations; Professional Work Experience; University Service Experience; and
Community/Social Service Experience) clearly marked. Verification of credentials (copies of
transcripts, etc.) and professional work experience (Personnel Action forms, University budget
pages showing years of experience, etc.) should be included in the Formal Portfolio as part of the
Essential Documentation. The use of clear vinyl protectors is not encouraged unless the
documentation cannot be held in a binder (as in the case of books, manuals, etc.)

Only the Formal Portfolio will automatically be forwarded from the Head’s office; the
Supporting Documentation file shall remain in the Head's office or in a secure place to be
specified by the Head.

Applicants for tenure should include information/documentation only from the last five (5) years
in the Formal Portfolio (and Supporting Documentation). Applicants for promotion in rank who
already have been tenured should include in the Formal Portfolio (and Supporting
Documentation) only accomplishments and documentation from the last five (5) years or since
the date of the last promotion (whichever is less).

All information included on the application and vitae should be adequately documented in the
Formal Portfolio. It is helpful, too, to clearly identify relevant information on documentation
(e.g., memoranda, minutes of meetings, presentations at meetings, etc.) by using a highlighter
pen to indicate your name, committee name, paper title, etc.

Pay very close attention to your vitae. All information should be fully but concisely described.
Supporting Documentation

A “second” portfolio (“Supporting Documentation”) may be compiled in any manner you
choose. The Supporting Documentation should consist of such material as described in the
Faculty Handbook section, “Factors Considered in Evaluating an Application for Tenure and
Promotion”, and especially the “Teaching Excellence, Advisement, Counseling, and Other
Student-Impact Activities” subsection.

The contents of the Supporting Documentation portfolio are likely best evaluated by members of
the department/unit’s promotion and tenure review committees rather than deans, the University
Promotion and Tenure Committee, the Vice President for Academic Affairs, and the President of
the University. Additionally, this should assist in expediting the promotion and tenure review
process at and beyond the Dean’s level by reducing the volume of material submitted for review.




The Supporting Documentation shall be available for review by all persons involved in the
promotion and/or tenure process but will remain in the department/unit Head’s office (or in a
secure place specified by the Head) until a final decision has been reached by the President and
the University of Louisiana System Board of Supervisors.

Final Advice

Make certain that your vitae is up-to-date, complete, and accurate, as it is one of the single most
important documents in your Formal Portfolio.

Never include originals in either the Formal Portfolio or the Supporting Documentation; keep the
originals in your possession.

Feel free to contact your Faculty Senator to direct you to a faculty member who can offer
guidance and advice; also, the members of the University’s Promotion and Tenure Committee
may likewise be consulted.

Pay close attention to the fact that teaching and research are the most heavily weighted factors
that enter into the decision to grant or deny promotion and/or tenure—document relevant
activities and accomplishments appropriately.

If your highest degree is not obviously in your current teaching field/academic department, be
sure to fully explain how your degree is appropriate for tenure and/or promotion purposes in that
field (note: this is generally problematic only for interdisciplinary or multidisciplinary academic
areas). Effective Fall 2000, a faculty member who pursues an advanced degree that may later be
included among credentials submitted with promotion and/or tenure applications must first
receive written agreement from the department/unit Head (after consultation with departmental
faculty) and Dean that acknowledges the appropriateness of the degree to the needs and missions
of the Department/Unit and University. If you have such a letter, include a copy of it in your
Formal Portfolio, as described in the Faculty Handbook.







Application for Promotion in Rank
Grambling State University

(To be completed by applicant; attach additional pages if necessary)

Name: Date:
First Middle Last
Department/Unit: College/School:
Present Rank: Years in Present Rank: ~ Rank Requested:

Primary Teaching Responsibilities at the University Within Last 5 Years or since date of last promotion (whichever is less) (Identify by catalog number
and title those courses routinely taught). [Use additional pages if necessary.]

Academic Preparation (Begin with most recently earned degree). [Use additional pages if necessary. ]

Degree Academic Discipline Major Area(s) of Study Institution Year

Full-Time College-Level Teaching Experience (Do not include summer, overload, adjunct, or graduate assistant teaching). [Use additional pages if
necessary. ]

Rank Academic Discipline, Institution Month/Year Month/Year No. of
Department, or Program Employment Began | Employment Ended Years at
Institution




Other Related Full-Time Professional Experience (Non-college level teaching should be included here, if relevant). [Use additional pages if necessary.]

Title/Position Employing Agency Month/Year Month/Year Number
Employment Employment of Years
Began Ended Experience

Research and Grant Activities Within Last 5 Years or since date of last promotion (whichever is less). Briefly describe each significant research activity

and note its current status (e.g., in conceptualization stage, gathering data stage, data analysis completed, grant written and under review, etc.). [Use

additional pages if necessary.]

Publications, Presentations at Professional Meetings, and Other Academically or Artistically Relevant Creative Efforts Within Last 5 Years or since date
of last promotion (whichever is less). [Note: Be certain that full citations are listed in vitae that is to be included in the Formal Promotion Portfolio. Use

additional pages if necessary.]




Professional Meetings, Workshops, and Other Activities Attended Within Last 5 Years or since date of last promotion (whichever is less). Include no
activities that are not directly related to one’s academic position at the University. [Use additional pages if necessary.)

Meeting/Workshop/Activity Location Date(s)

Memberships in Professional Organizations and Academic Honor Societies Within Last 5 Years or since date of last promotion (whichever is less)).
Include no memberships in organizations that are not directly related to one’s academic position at the University. [Use additional pages if necessary.]

Organization/Honor Society (include brief description if not self-evident) Dates of Membership

Administrative Services, Committees, and/or Other Responsibilities at the University Within Last 5 Years or since date of last promotion (whichever is
less). [Use additional pages if necessary.]

Level of Service Title or Role Performed Type of Administrative Service, Name of Committees, Description of Other Dates of
(Departmental, (e.g., Chair, Member) University Responsibilities Service
College/School, (Semesters /

University) Years)




Social Service and Community Involvement Activities Within Last 5 Years or since date of last promotion (whichever is less). [Use additional pages if
necessary. ]

Description of Activity Location Dates of
(e.g. role played, name of organization, etc.) Service

Please use this space or additional pages to add additional items or clarifications that you would like those reviewing this application to know.

Further Instructions: Submit this completed application along with the Formal Promotion Portfolio and Supporting Documentation to the
department/unit Head by the deadline date published in the Faculty Handbook. The Head shall make copies of this application, distribute one to each
member of the department/unit’s Promotion Review Committee, and make arrangements for members of the Committee to review the Portfolio and
Supporting Documentation in a private and secure environment. By affixing his/her signature (below), the applicant attests that s/he is familiar with and
understands the Promotion and Tenure process as outlined in the Faculty Handbook. The applicant further attests that all information contained in this
application, the Formal Promotion Portfolio, and Supporting Documentation, are complete and accurate.

Signature of Applicant Date




Instructions to Department/Unit Head Regarding

Faculty Member’s Application for Promotion in Rank

Immediately upon the timely receipt of a faculty member’s Letter of Intent to Apply for Promotion, compose a Departmental Promotion
Review Committee. The Committee is to be composed of all faculty members (regardless of tenure status) who are at or above the rank
to which the applicant is applying. [n the event that there are no faculty members in the department/unit at or above the rank to which the
applicant is applying, the Departmental Review Committee shall consist of tenured and non-tenured faculty members holding the same
academic rank as the applicant. Should neither of these be possible, the Departmental Promotion Review Committee shall consist of all
tenured faculty irrespective of academic rank. In the rare event that none of the preceding is possible, the Departmental Promotion
Review Committee shall consist of all tenure-track, full-time faculty who have been employed within the department for at least the
preceding two (2) years. Composition of the Departmental Promotion Review Committee may vary with different applicants.

By September 15" (or the next regular business day, if applicable), the Head shall have received a faculty member’s Letter of Intent to
Apply for Promotion; immediately thereafter, the Head shall notify members of the Promotion Review Committee by sending each a
copy, or facsimile, of the “Memorandum—Composition of Departmental Promotion Review Committee.”

By October 15" (or the next regular business day, if applicable), the faculty member seeking promotion must have submitted his/her (1)
Formal Promotion Portfolio (including Application) and (2) Supporting Documentation to the Head. The Head shall send each member
of the Departmental Promotion Review Committee a copy, or facsimile, of the “Memorandum—Availability for Review of Promotion
Materials” and the "Peer Evaluation of Applicant for Promotion in Rank." These materials shall be made available to committee
members only in a secured location (e.g., the Head’s office).

Immediately after receiving the Formal Promotion Portfolio (which includes the application) and Supporting Documentation, the Head
shall acknowledge in writing to the applicant that the promotion-related materials were received in a timely fashion.

By October 22" (or the next regular business day, if applicable), the Head shall conduct his own evaluation (utilizing the attached form,
"Department Head's Evaluation of Applicant for Promotion in Rank"), collect the evaluations/recommendations of the Promotion Review
Committee members, and add them to Section IV of the Formal Portfolio before promptly sending the Formal Promotion Portfolio to the
Dean. Any Supporting Documentation is to be kept in a secure place (e.g., the Head’s office) and returned to the applicant after a final
decision on promotion has been reached by the President of the University and the University of Louisiana System Board of Supervisors.







Memorandum—Composition of Departmental Promotion Review Committee

To: Members of the Departmental Promotion Review Committee for
Applicant’s Name
From:
Department Head
Date:
Re: EVALUATION OF APPLICANT FOR PROMOTION IN RANK

I have received from our colleague his/her Letter of Intent to Apply for Promotion in rank. As
specified in the Faculty Handbook, the following faculty members shall constitute the
Departmental Promotion Review Committee for this applicant.

Please thoroughly review the requirements for promotion as outlined in the Faculty Handbook.
As soon as I receive the Formal Promotion Portfolio, which will include the application, and
Supporting Documentation, I shall notify you and you shall have only a short period of time in

which to review them before completing your evaluation and making your recommendation.

In the meantime, please make arrangements with our colleague to evaluate his/her classroom
teaching if you are not already intimately familiar with it.

Thank you for your cooperation.




Memorandum—Availability for Review of Promotion Materials

To: Members of the Departmental Promotion Review Committee for
Applicant’s Name
From:
Department Head
Date:
Re: EVALUATION OF APPLICANT’S PROMOTION PORTFOLIO AND SUPPORTING DOCUMENTATION

I have received our colleague’s Formal Promotion Portfolio and Supporting Documentation. I
have attached a copy of his/her Application for Promotion to this memorandum as well as a Peer
Evaluation for Promotion form. As I must forward these materials to the Dean by the October
22" deadline, please contact me as soon as possible so that you can review these materials and
submit your recommendations in a timely fashion.

Thank you for your prompt attention to this matter.




PEER EVALUATION OF APPLICANT FOR PROMOTION IN RANK

Applicant’s Name:

Evaluator’s Name: Rank:

Before completing this evaluation and recommendation, please review the relevant sections on promotion in the Faculty Handbook as well as
more stringent standards that may be mandatory by discipline-related accrediting agencies. Then, based upon your experience within the
profession, please assess the applicant’s qualifications and performance on each of the following:

1. Are the applicant’s academic credentials appropriate for promotion? Yes No Questionable
If “No” or “Questionable”, please comment:

2. Does the applicant meet or exceed the years of experience
(full-time collegiate-level teaching and/or “other” related)
to satisfy the requirements for this promotion? Yes No Questionable
If “No” or “Questionable”, please comment:

3. Please evaluate the applicant’s overall performance during the last 5 years or since date of last promotion (whichever is less) in each of the
categories that follow. Please refer to the Faculty Handbook for examples of the types of activities to be taken into consideration.

Neither
Strongly Agree nor Strongly
Agree Agree Disagree Disagree Disagree
() (C)) 3) @ @

The Applicant’s Academic Training and Teaching Effectiveness are
exceptionally good.

The Applicant’s Research, Publications, Professional Activities, and
Creative Efforts are exceptionally good.

The Applicant’s Service to the University, College, Department, and
Students is exceptionally good.

The Applicant’s Social Service and Community Involvement is
exceptionally good.

The Applicant clearly deserves promotion to the next academic rank.

4. Please feel free to add additional comments and recommendations (use separate sheet if necessary).

Signature of Evaluator Date







DEPARTMENT HEAD’S EVALUATION OF APPLICANT FOR

PROMOTION IN RANK

Applicant’s Name: Rank Sought:

1. List by name and rank, all members in the Department who are at or above the rank to which the applicant seeks promotion. [Use

additional pages if necessary.]

Name Rank

Name

Rank

2. Did all of the faculty listed in #1 (above) participate in evaluating
the applicant for purposes of promotion in rank? Yes

If “No”, please explain:

3. Do you personally attest that the applicant’s academic credentials
are appropriate for this promotion? Yes
If “No” or “Questionable”, please explain:

4. Does the applicant meet or exceed the years of experience
(full-time collegiate-level teaching)?
If “No” or “Questionable”, please explain in detail Yes
what other Professional experience is being used to
qualify the applicant for promotion.

No Questionable

No Questionable




5. Please evaluate the applicant’s overall performance during the last 5 years or since date of last promotion (whichever is less) in each of the

categories that follow. Please refer to the Faculty Handbook for examples of the types of activities to be taken into consideration.

Neither
Strongly Agree nor Strongly
Agree Agree Disagree Disagree Disagree
)] “ 3) @ @
The Applicant’s Academic Training and Teaching Effectiveness are
exceptionally good.
The Applicant’s Research, Publications, Professional Activities, and
Creative Efforts are exceptionally good.
The Applicant’s Service to the University, College, Department, and
Students is exceptionally good.
The Applicant’s Social Service and Community Involvement is
exceptionally good.
The Applicant clearly deserves promotion to the next academic rank.
6. In narrative form, provide additional comments about the applicant’s qualifications, work performance, standing in the profession, service

to the University, and/or service to the community. In your assessment, describe the function or role the applicant performs or plays in
your Department; in other words, describe the applicant’s greatest strengths and weaknesses as they relate specifically to your Department,
its operations, its faculty, and its students. [Use additional pages if necessary.]

The average of the scores submitted by the Department/Unit Review Committee is

Signature of Department/Unit Head

Date




Instructions to Dean Regarding

Faculty Member’s Application for Promotion in Rank

By September 15™ (or the next regular business day, if applicable), the Dean shall have received
a copy of a faculty member’s Letter of Intent to Apply for Promotion.

By October 22™ (or the next regular business day, if applicable), the Formal Promotion Portfolio
shall have been delivered to the Dean; immediately notify the applicant in writing upon the
timely receipt of those materials.

Between October 22" and November 21%, please review the application and accompanying
documents, complete the “Dean’s Evaluation of Applicant for Promotion in Rank” form, and add
it to the appropriate Portfolio in Section IV. At your discretion, you may seek the advice,
counsel, and recommendations of faculty from your college/school in assisting you in the
evaluation and decision-making process.

By November 22, submit the Formal Promotion Portfolio to the Office of the Vice President for
Academic Affairs.







DEAN’S EVALUATION OF APPLICANT FOR PROMOTION IN RANK

Applicant’s Name: Rank:

Having reviewed the applicant’s Formal Portfolio for Promotion, the Department Head’s evaluation and recommendation, the evaluations and
recommendations of members of the Departmental Promotion Review Committee, and, if applicable, the evaluations and recommendations of the

College/School Promotion and Tenure Review Committee, it is my judgment that:

1. The applicant’s academic credentials are appropriate for
this promotion. Yes No

2. The applicant meets or exceeds the requisite number of years of
professional experience (either full-time collegiate-level teaching
or in combination with other professionally-related work experience). Yes No

3. It is my conclusion and recommendation that the applicant
is an exceptionally strong candidate and definitely should be promoted.
is a strong candidate and should be promoted.

should not be promoted at this time.

Other Comments?

The average of the scores submitted by the academic unit Promotion Review Committee is

Questionable

Questionable

Signature of Dean Date







Promotion Application Packet for Library Faculty







General Instructions for Library Faculty Applying for Tenure and/or Promotion

These “general instructions” constitute an attempt to concisely describe the tenure and/or promotion process; this document is meant as a
supplement to, rather than replacement for, what is presented in the Faculty Handbook.

Initial Timetable

1.

Become thoroughly familiar with the requirements and procedures for applying for promotion and/or tenure as described in the Faculty
Handbook.

No later than September 15", submit a “Letter of Intent” to apply for promotion and/or tenure to the Dean of Library Services; also, send a
copy of that letter to your immediate head/supervisor; include a copy of your "Letter of Intent" in your Formal Portfolio (described below
and in the Faculty Handbook).

No later than October 15", submit your Formal Portfolio and Supporting Documentation (described below and in the Faculty Handbook) to
the Dean of Library Services. If you do not promptly receive written confirmation that your materials have been received in a timely
manner, contact the Dean of Library Services.

No later than November 22", your Formal Portfolio should have been received in the Office of the Vice President for Academic Affairs. If
you do not promptly receive written confirmation from the Chair of the University’s Promotion and Tenure Committee that your materials
have been received in a timely manner, contact the Chair or Vice President for Academic Affairs.

The Application:

1.

There are separate application forms for promotion and tenure; be sure to complete the appropriate one and include it in the Formal
Portfolio.

Some faculty may apply simultaneously for promotion and tenure. Because the composition of the library promotion and tenure review
committees varies, applicants should completely fill out both forms even though much of the information is redundant.

Application forms are available for downloading on the University’s web site (go to www.gram.edu and click on “GSU Information,” then
on “Administration,” then on “Tenure Application Packet” or “Promotion Application Packet” and print the packets you need). Applicants
should download the .pdf version(s) if they will use a typewriter but the Microsoft Word version(s) if they wish to use a computer to
complete the forms rather than a typewriter. Applicants unfamiliar with Microsoft Word may need to seek either training or assistance from
someone who can use the program.

The Formal Portfolio:

1.

The Formal Portfolio should be neatly and systematically organized in (a) 3-ring binder(s) with the major subdivisions (i.e., Letter of Intent
to Apply for Promotion and/or Tenure; Appropriate Application Form(s) and Essential Documentation; Current Vitae; Current Evaluations
by Peers, Head (immediate supervisor), and the Dean of Library Services; Evaluations of your library instruction by students or faculty who
were instructed by you; Professional Work Experience; Service (University and Community) clearly marked. Verification of credentials
(copies of transcripts, etc.) and professional work experience (Personnel Action forms, University budget pages showing years of
experience, etc.) should be included in the Formal Portfolio as part of Essential Documentation. The use of clear vinyl protectors is not
encouraged unless the documentation cannot be held in a binder (as in the case of books, manuals, etc.)

Only the Formal Portfolio will automatically be forwarded from the Dean of Library Services; the Supporting Documentation file will
normally remain in the Dean's office or in a secure place to be specified by the Dean.

Applicants for tenure should include information/documentation only from the last five (5) years in the Formal Portfolio (and Supporting
Documentation). Applicants for promotion in rank who already have been tenured should include in the Formal Portfolio (and Supporting
Documentation) only accomplishments and documentation from the last five (5) years or since the date of the last promotion (whichever is
less).




4.  All information included on the application and vitae should be adequately documented in the Formal Portfolio. It is helpful, too, to clearly
identify relevant information on documentation (e.g., memoranda, minutes of meetings, presentations at meetings, etc.) by using a
highlighter pen to indicate your name, committee name, paper title, etc.

5. Pay very close attention to your vitae. All information should be fully but concisely described.

Supporting Documentation

A “second” portfolio (“Supporting Documentation”) may be compiled in any manner you choose. The Supporting Documentation should consist
of such material as described in the Faculty Handbook section, “Factors Considered in Evaluating an Application for Tenure and Promotion”, and
especially the “Librarianship” subsection pertaining to the effectiveness of your instructional techniques and educational resource management.

The contents of the Supporting Documentation portfolio are likely best evaluated by members of the library's promotion and tenure review
committees and the Dean of Library Services, rather than the University Promotion and Tenure Committee, the Vice President for Academic
Affairs, and the President of the University. Additionally, this should assist in expediting the promotion and tenure review process beyond the
Dean’s level by reducing the volume of material submitted for review.

The Supporting Documentation shall be available for review by all persons involved in the promotion and/or tenure process but will remain in the
Dean of Library Services' office until a final decision has been reached by the President and the University of Louisiana System Board of
Supervisors.

Final Advice

1. Make certain that your vitae is up-to-date, complete, and accurate, as it is one of the single most important documents in your Formal
Portfolio.

2. Never include originals in either the Formal Portfolio or the Supporting Documentation; keep the originals in your possession.

3. Feel free to contact your Faculty Senator to direct you to a faculty member who can offer guidance and advice; also, the members of the
University’s Promotion and Tenure Committee may likewise be consulted.

4.  Pay close attention to the fact that, according to the Faculty Handbook, librarianship (50%) and service (30%) are the most heavily weighted
factors that enter into the decision to grant or deny promotion and/or tenure—document relevant activities and accomplishments
appropriately.

5. If your highest degree is not a master's degree from a program accredited by the American Library Association (ALA), be sure to fully
explain how your degree is appropriate for tenure and/or promotion purposes. (Note: Because Library Science is an interdisciplinary or
multidisciplinary academic area, you should explain how a non-library-science degree relates to your job responsibilities.) If you held a
second graduate degree before joining the GSU Library Faculty, explain how it supports your tenure and/or promotion application.
Effective Fall 2000, a faculty member who pursues an advanced degree that may later be included among credentials submitted with
promotion and/or tenure applications must first receive written agreement from the Dean of Library Services (after consultation with library
faculty) that acknowledges the appropriateness of the degree to the needs and missions of the library and University. If you have such a
letter, include a copy of it in your Formal Portfolio, as described in the Fuculty Handbook.




Application for Promotion in Rank
Grambling State University

(To be completed by Library Faculty applicant; attach additional pages if necessary)

Name: Date:

First Middle Last
Unit: Library  Check your department: Public Services Technical Services
Present Rank: Years in Present Rank: Rank Requested:

Primary Librarianship Responsibilities at the University Within Last 5 Years or since date of last promotion (whichever is less). (Enter your Job Title
and place an "X" under Public Services or Technical Services to indicate your major area of responsibility.) (Attach a copy of your Job Description.)

Job Title Public Services

Technical Services

(Reference, Circulation, Microtext &

Responsibilities are related to Instruction Responsibilities are related to Educational

Resources Management

Media, African-American Center) (Acquisitions, Serials, Cataloging)

Academic Preparation (Begin with most recently earned degree). [Use additional pages if necessary.]

Degree Academic Discipline Major Area(s) of Study Institution

Year

Full-Time College-Level Teaching and/or Librarianship Experience (Do not include summer, overload, adjunct, or graduate assistant teaching). [Use

additional pages if necessary.]

Rank Academic Discipline, Institution Month/Y ear

Month/Year

Department, or Program Employment Began | Employment Ended

No. of
Years at
Institution

Other Related Full-Time Professional Experience (Non-college level teaching or librarianship should be included here, if relevant). [Use additional

pages if necessary.]




Title/Position Employing Agency Month/Year Month/Year Number
Employment Employment of Years
Began Ended Experience

Research and Grant Activities Within Last 5 Years or since date of last promotion (whichever is less). Briefly describe each significant research activity
and note its current status (e.g., in conceptualization stage, gathering data stage, data analysis completed, grant written and under review, etc.). [Use
additional pages if necessary.]

Publications, Presentations at Professional Meetings, and Other Academically Relevant Efforts Within Last 5 Years or since date of last promotion
(whichever is less). [Note: Be certain that full citations are listed in vitae that is to be included in the Formal Promotion Portfolio. Use additional pages
if necessary.)

Professional Meetings, Workshops, and Other Activities Attended Within Last 5 Years or since date of last promotion (whichever is less). Include no
activities that are not directly related to one’s academic position at the University. [Use additional pages if necessary.]




Meeting/Workshop/Activity Location Date(s)

Memberships in Professional Organizations and Academic Honor Societies Within Last 5 Years or since date of last promotion (whichever is less).
Include no memberships in organizations that are not directly related to one’s academic position at the University. [Use additional pages if necessary.]

Organization/Honor Society (include brief description if not self-evident) Dates of Membership

Administrative Services, Committees, and/or Other Responsibilities at the University Within 5 Years or since date of last promotion (whichever is less).
[Use additional pages if necessary.]

Level of Service Title or Role Performed Type of Administrative Service, Name of Committees, Description of Other Dates of
(Library or (e.g., Chair, Member) University Responsibilities Service
University) (Semesters /

Years)

Community Involvement Activities Within Last 5 Years or since date of last promotion (whichever is less). [Use additional pages if necessary.]




Description of Activity Location
(e.g. role played, name of organization, etc.)

Dates of
Service

Please use this space or additional pages to add additional items or clarifications that you would like those reviewing this application to know.

Further Instructions: Submit this completed application along with the Formal Promotion Portfolio and Supporting Documentation to the Director of
Library Services by the deadline date published in the Faculty Handbook. The Director shall make copies of this application, distribute one to each
member of the Library Promotion Review Committee, and make arrangements for members of the Committee to review the Portfolio and Supporting
Documentation in a private and secure environment. By affixing his/her signature (below), the applicant attests that s/he is familiar with and
understands the Promotion and Tenure process as outlined in the Faculty Handbook. The applicant further attests that all information contained in this

application, the Formal Promotion Portfolio, and Supporting Documentation, are complete and accurate.

Signature of Applicant Date




Instructions to Director of Library Services Regarding

Faculty Member’s Application for Promotion in Rank

Immediately upon the timely receipt of a faculty member’s Letter of Intent to Apply for
Promotion, compose a Library Promotion Review Committee. The Committee is to be
composed of all faculty members (regardless of tenure status) who are at or above the rank to
which the applicant is applying. In the event that there are no faculty members in the library at or
above the rank to which the applicant is applying, the Library Promotion Review Committee
shall consist of tenured and non-tenured faculty members holding the same academic rank as the
applicant. Should neither of these be possible, the Library Promotion Review Committee shall
consist of all tenured faculty irrespective of academic rank. In the rare event that none of the
preceding is possible, the Library Promotion Review Committee shall consist of all tenure-track,
full-time faculty who have been employed within the library for at least the preceding two (2)
years. Composition of the Library Promotion Review Committee may vary with different
applicants.

By September 15™ (or the next regular business day, if applicable), the Director of Library
Services shall have received a faculty member’s Letter of Intent to Apply for Promotion;
immediately thereafter, the Director shall notify members of the Library Promotion Review
Committee by sending each a copy, or facsimile, of the “Memorandum—Composition of Library
Promotion Review Committee.”

By October 15" (or the next regular business day, if applicable), the faculty member seeking
promotion must have submitted his/her (1) Formal Promotion Portfolio (including Application)
and (2) Supporting Documentation to the Director. The Director shall send each member of the
Library Promotion Review Committee a copy, or facsimile, of the “Memorandum—Availability
for Review of Promotion Materials” and the "Peer Evaluation of Applicant for Promotion in
Rank." These materials shall be made available to committee members only in a secured
location (to be specified by the Director).

Immediately after receiving the Formal Promotion Portfolio (which includes the application) and
Supporting Documentation, the Director shall acknowledge in writing to the applicant that the
promotion-related materials were received in a timely fashion.

By November 22" (or the next regular business day, if applicable), the Director shall conduct
his/her own evaluation (utilizing the attached form, "Director of Library Services' Evaluation of
Applicant for Promotion in Rank"), collect the evaluations/recommendations of the Library
Promotion Review Committee members, and add them to Section IV of the Formal Portfolio
before promptly sending the Formal Promotion Portfolio to the Provost and Vice President for
Academic Affairs. Any Supporting Documentation is to be kept in a secure place (to be
specified by the Director) and returned to the applicant after a final decision on promotion has
been reached by the President of the University and the University of Louisiana System Board of
Supervisors.







Memorandum—Composition of Library Promotion Review Committee

To: Members of the Library Promotion Review Committee for

Applicant’s Name

From:

Director of Library Services

Date:

Re: EVALUATION OF APPLICANT FOR PROMOTION IN RANK

I have received from our colleague his/her Letter of Intent to Apply for Promotion in rank. As
specified in the Faculty Handbook, the following faculty members shall constitute the Library
Promotion Review Committee for this applicant.

Please thoroughly review the requirements for promotion as outlined in the Faculty Handbook.
As soon as I receive the Formal Promotion Portfolio, which will include the application, and
Supporting Documentation, I shall notify you and you shall have only a short period of time in

which to review them before completing your evaluation and making your recommendation.

In the meantime, please make arrangements with our colleague to evaluate his/her group
instruction if you are not already intimately familiar with it.

Thank you for your cooperation.







Memorandum—Availability for Review of Promotion Materials

To: Members of the Library Promotion Review Committee for

Applicant’s Name

From:

Dean of Library Services

Date:

Re: EVALUATION OF APPLICANT’S PROMOTION PORTFOLIO AND SUPPORTING DOCUMENTATION

I have received our colleague’s Formal Promotion Portfolio and Supporting Documentation. 1
have attached a copy of his/her Application for Promotion to this memorandum as well as a
"Peer Evaluation of Applicant for Promotion in Rank" form. As I must forward these materials
to the Vice President for Academic Affairs by the November 22™ deadline, please contact me as
soon as possible so that you can review these materials and submit your recommendations in a
timely fashion.

Thank you for your prompt attention to this matter.







PEER EVALUATION OF APPLICANT FOR PROMOTION IN RANK

Applicant’s Name:

Evaluator’s Name: Rank:

Before completing this evaluation and recommendation, please review the relevant sections on promotion in the Faculty Handbook as well as
more stringent standards that may be mandatory by discipline-related accrediting agencies. Then, based upon your experience within the
profession, please assess the applicant’s qualifications and performance on each of the following:

1. Are the applicant’s academic credentials appropriate for promotion? Yes No Questionable
If “No” or “Questionable”, please comment:

2. Does the applicant meet or exceed the years of experience
(full-time collegiate-level teaching and/or “other” related
experience) to satisfy the requirements for this promotion? Yes No Questionable
If “No” or “Questionable”, please comment:

3. Please evaluate the applicant’s overall performance during the last 5 years or date of last promotion (whichever is less) in each of the
categories that follow. Please refer to the Faculty Handbook for examples of the types of activities to be taken into consideration.

Neither
Agree nor
Strongly Disagree Strongly
Agree Agree 3) Disagree Disagree
(&) @ @ (@]

The Applicant’s Academic Training and Effectiveness of Instructional
Techniques and/or Educational Resource Management are exceptionally
good.

The Applicant’s Research, Publications, and Professional Activities are
exceptionally good.

The Applicant’s Service to the University, Library, Students and non-
Library Faculty and/or Community Involvement are exceptionally good.
The Applicant clearly deserves promotion to the next academic rank.

4. Please feel free to add additional comments and recommendations (use separate sheet if necessary).

Signature of Evaluator Date







DIRECTOR OF LIBRARY SERVICES' EVALUATION OF APPLICANT FOR
PROMOTION IN RANK

Applicant’s Name: Rank Sought:

1. List by name and rank, all members in the Library who are at or above the rank to which the applicant seeks promotion. [Use additional
pages if necessary.]

Name Rank Name Rank

2. Did all of the faculty listed in #1 (above) participate in evaluating
the applicant for purposes of promotion in rank? Yes No

If “No”, please explain:

3. Do you personally attest that the applicant’s academic credentials
are appropriate for this promotion? Yes No Questionable
If “No” or “Questionable”, please explain:

4. Does the applicant meet or exceed the requisite number of
years of professional experience (either full-time collegiate-level
teaching or librarianship or in combination with other
professionally related work experience) to be promoted?
If “No” or “Questionable”, please explain in detail Yes No Questionable
List "other Professional experience" that is being used to
qualify the applicant for promotion.




5. Please evaluate the applicant’s overall performance during the last 5 years or since date of last promotion (whichever is less) in each of the

categories that follow. Please refer to the Faculty Handbook for examples of the types of activities to be taken into consideration.

Neither
Strongly Agree nor Strongly
Agree Agree Disagree Disagree Disagree
O) ) ®) @ [0)
The Applicant’s Academic Training and Effectiveness of Instructional
Techniques and/or Educational Resource Management are exceptionally
good.
The Applicant’s Research, Publications, and Professional Activities are
exceptionally good.
The Applicant’s Service to the University, Library, Students and non-
Library Faculty and/or Community Involvement are exceptionally good.
The Applicant clearly deserves promotion to the next academic rank.
6. In narrative form, provide additional comments about the applicant’s qualifications, work performance, standing in the profession, service

to the University, and/or service to the community. In your assessment, describe the function or role the applicant performs or plays in the
Library; in other words, describe the applicant’s greatest strengths and weaknesses as they relate specifically to the Library, its operations,
its library faculty, and to students and non-library faculty. [Use additional pages if necessary.]

7. It is my conclusion and recommendation that the applicant

is an exceptionally strong candidate and definitely should be tenured.

is a strong candidate and should be tenured.

should not be tenured at this time.

Other Comments?

The average of the scores submitted by the Library Review Committee is

Signature of Director of Library Services

Date




APPENDIX F

FACULTY EVALUATION FORM

and

FACULTY ACTIVITY REPORT







Form GFPE

Revised 08-04-09
GENERAL FACULTY PERFORMANCE EVALUATION
(Complete in Quadruplet)
Department: Academic Year: Date
Name Rank
Teaching Specialty Highest Degree _
No. Yrs. Experience
Maximum University Evaluator’s
Criteria Points Guidelines Rating
1. TEACHING EXCELLENCE/
ADVISEMENT/COUNSELING 50
THIS YEAR
A. Chairman’s Evaluation 0-10
B. Self Evaluation 0-10 ___
C. Student Evaluation 0-10
D. Peer Evaluation 0-10
E. Student Advisement/ 0-10
Counseling
II. RESEARCH AND CREATIVE 30
WORK THIS YEAR
A. Books Published 0-10
B. Articles Published 0-10
C. Published Book Reviews 0-10
D. Creative Works
Performance 0-10
E. Research in Progress 0-10
III. UNIVERSITY SERVICES 10
THIS YEAR
A. Standing Committees 0-10
B. Sponsor Campus
Organization (s) 0-10 __
C. Consultant — University 0-10
D. Recruiting Activities 0-05 _
E. Faculty Senate or
University Ad-Hoc
Committees 0-05
F. Special Assignment 0-05 ___
G. Curriculum Development 0-05 _




PROFESSIONAL ACTIVITIES/
COMMUNITY SERVICES THIS

YEAR 10
A. Officer in National, Regional, Local

Professional Organizations 0-10

Editorial Staff Professional

Organizations
B. Presentations (Seminars, 0-10

Addresses, Recitals, etc.)

C. Other Professional
Experiences (Specify) 0-10

D. Attending and Reporting
on Professional

Meetings/Conferences 0-10
E. Community Activity
(Telethons, etc.) 0-10
TOTALS 100

No faculty member may receive more than 100 points.




Form GFPE
Revised 08-04-09

GUIDELINES FOR GFPE FORM

1. This form should be used to evaluate full-time employees with faculty status only.

2. An up-to-date job description shared with the faculty member by the chairperson should
be in the hands of the evaluator.

3. The Annual Report (form IF/SAR) of the faculty member should be in the hands of the
evaluator prior to using this instrument.

4. A faculty member should be given a copy of his final evaluation after all signatures have
been affixed.

5. If an individual disagrees with his/her evaluation, he/she may present the objections in
writing to the dean/director which will be placed in the individual’s personal file. If the
faculty member has a grievance, he may petition the Judicial Affairs Committee of the
Faculty Senate, which will respond within thirty (30) days after receipt of complaint.

6. A faculty member whose responsibilities are teaching and assignments other than
teaching should be evaluated proportionally to the teaching and other responsibilities.

SIGNATURES/COMMENTS
1.  Supervisor
(Signature)
Comments:
2. Faculty Member
(Signature)
Agree Disagree Comments:
3. Dean of College/Division
(Signature)

Approve Disapprove Comments:




4. Academic Vice President

(Signature)

Approve Disapprove Comments:




FACULTY ACTIVITY REPORT

(Attach Additional Pages As Needed)

Name College/School Department

SS# Rank Tenured [yes| [no]
Highest Degree/Discipline Discipline Terminal [yes] [no]
BOOKS

CHECK IF CO-AUTHORED

[] TITLE PUBLISHING CO.

PUBLICATION DATE

[] TITLE PUBLISHING CO.

PUBLICATION DATE

[] TITLE PUBLISHING CO.

PUBLICATION DATE

[] TITLE PUBLISHING CO.

PUBLICATION DATE

[] TITLE PUBLISHING CO.

PUBLICATION DATE

[] CHAPTER TITLE BOOK TITLE
PUBLISHING CO. PUB. DATE

[] CHAPTER TITLE BOOK TITLE
PUBLISHING CO. PUB. DATE

[] CHAPTER TITLE BOOK TITLE
PUBLISHING CO. PUB. DATE

[] CHAPTER TITLE BOOK TITLE
PUBLISHING CO. PUB. DATE

[] CHAPTER TITLE BOOK TITLE
PUBLISHING CO. PUB. DATE

REFERRED JOURNAL ARTICLES

[] TITLE JOURNAL

PUBLICATION DATE

[] TITLE JOURNAL

PUBLICATION DATE

[] TITLE JOURNAL

PUBLICATION DATE

[] TITLE JOURNAL

PUBLICATION DATE

[] TITLE JOURNAL

PUBLICATION DATE




OTHER PUBLISHED WORKS

(]
(]
[l
[l
[l

TITLE

NAME OF PUBLICATION

PUBLICATION DATE

TITLE

NAME OF PUBLIC

PUBLICATION DATE

TITLE

NAME OF PUBLICATION

PUBLICATION DATE

TITLE

NAME OF PUBLICATION

PUBLICATION DATE _

TITLE

NAME OF PUBLICATION

PUBLICATION DATE

EDITORIAL WORK

[l

[l

[l

[l

[l

PUBLICATION EDITED

DATE(S)

EDITORIAL BOARD MEMBER

DATE(S)

JOURNAL

PUBLICATION EDITED

PUB.

ADDRESS

DISCIPLINE

DATE(S)

EDITORIAL BOARD MEMBER

DATE(S)

JOURNAL

PUBLICATION EDITED

PUB.

ADDRESS

DISCIPLINE_

DATE(S)

EDITORIAL BOARD MEMBER

DATE(S)

JOURNAL

PUBLICATION EDITED

PUB.

ADDRESS

DISCIPLINE

DATE(S)

EDITORIAL BOARD MEMBER

DATE(S)

JOURNAL

PUBLICATION EDITED

PUB.

ADDRESS

DISCIPLINE

DATE(S)

EDITORIAL BOARD MEMBER

DATE(S)

JOURNAL

PUB.

ADDRESS

IPLINE

CONFERENCE/CONVENTION PAPERS AND PRESENTATIONS

(]
(]
(]
(]

TITLE

TITLE

TITLE

DATE
NAME OF ORGANIZATION

DATE
NAME OF ORGANIZATION

DATE
NAME OF ORGANIZATION

DATE

TITLE




NAME OF ORGANIZATION

[] TITLE DATE

NAME OF ORGANIZATION

RESEARCH, GRANTS AND PROJECTS

GRANT/PROJECT TITLE FUNDING/SPONSORING AGENCY AMOUNT FUNDED DATES
DISSERTATIONS / THESES
STUDENT=S NAME TITLE YEAR DISS/THESIS SUPERVISOR/COMM. MEMBER

COPYRIGHTS AND PATENTS (List)

(ITEM COPYRIGHTED) (COPYRIGHT/PATENT DATE)







PROFESSIONAL ORGANIZATIONS (List)

ORGANIZATION/LOCATION ROLE/TYPE OF SERVICE DATES
HONORS AND AWARDS
[] TITLE AWARDED BY
AWARD DATE
[] TITLE AWARDED BY
AWARD DATE
[] TITLE AWARDED BY
AWARD DATE
[] TITLE AWARDED BY
AWARD DATE
CREATIVE ENDEAVORS (ART EXHIBITS, PERFORMANCES)
[] ACTIVITY BRIEF DESCRIPTION
DATE(S)
[] ACTIVITY BRIEF DESCRIPTION
DATE(S)
[] ACTIVITY BRIEF DESCRIPTION
DATE(S)
[] ACTIVITY BRIEF DESCRIPTION
DATE(S)
PROFESSIONAL AND EDUCATIONAL ACTIVITIES
[] NAME OF ORGANIZATION LOCATION
DATE(S)
(CHECK ONE) WORKSHOP CONFERENCE SEMINAR SHORT COURSE
(CHECK ONE) ORGANIZER PRESENTER OFFICER PARTICIPANT STUDENT




[] NAME OF ORGANIZATION

LOCATION

DATE(S)
(CHECK ONE) WORKSHOP CONFERENCE SEMINAR SHORT COURSE
(CHECK ONE) ORGANIZER PRESENTER OFFICER PARTICIPANT STUDENT
[] NAME OF ORGANIZATION LOCATION

DATE(S)
(CHECK ONE) WORKSHOP CONFERENCE SEMINAR SHORT COURSE
(CHECK ONE) ORGANIZER PRESENTER OFFICER PARTICIPANT STUDENT
[] NAME OF ORGANIZATION LOCATION

DATE(S)
(CHECK ONE) WORKSHOP CONFERENCE SEMINAR SHORT COURSE
(CHECK ONE) ORGANIZER PRESENTER OFFICER PARTICIPANT STUDENT
[] NAME OF ORGANIZATION LOCATION

DATE(S)
(CHECK ONE) WORKSHOP CONFERENCE SEMINAR SHORT COURSE
(CHECK ONE) ORGANIZER PRESENTER OFFICER PARTICIPANT STUDENT
[] NAME OF ORGANIZATION LOCATION

DATE(S)
(CHECK ONE) WORKSHOP CONFERENCE SEMINAR SHORT COURSE
(CHECK ONE) ORGANIZER PRESENTER OFFICER PARTICIPANT STUDENT
UNIVERSITY COMMITTEE PARTICIPATION
Name of Committee YOUR ROLE
Membership Period
Name of Committee YOUR ROLE
Membership Period
Name of Committee YOUR ROLE

Membership Period

Name of Committee

YOUR ROLE

Membership Period

Name of Committee

YOUR ROLE

Membership Period




COMMUNITY SERVICE

Name of Activity

YOUR ROLE

Date of Activity

Name of Activity

YOUR ROLE

Date of Activity

Name of Activity

YOUR ROLE

Date of Activity

Name of Activity

YOUR ROLE

Date of Activity

Name of Activity

YOUR ROLE

Date of Activity







APPENDIX G

SYLLABUS TEMPLATE







Format for Course Syllabus
Department Name

Course Title and Number

Brief description of the course:

Objective:

Learning Outcomes: When the student completes this course he/she should be able
to: ; and understand. ..

Textbook:

References:

The textbook and references 1, 2, & 3 along with all assigned readings are available in the
University Bookstore located in the Favrot Student Union.

Reserves:

The books, articles, software, or other items listed have been placed on reserve at the A.C. Lewis
Memorial Library.

Assigned Readings:

The books and articles listed should be obtained by you. They will be assigned during the
course.

Grading: The grades in this course are based on the scores earned by you on assignments,
examinations, and the final examination.

Assignments: (30%)

Papers (4) 20%
Oral Presentation-book review 10%
Examinations (3) 36%

Final Examination 34%




Grading Scale:

91 -100 A
81-90 B
71 - 80 C
61-70 D
0-60 F

Office Hours:

Academic dishonesty includes plagiarism, cheating on an examination and using another persons
work in any form. Plagiarism involves stealing another person words or ideas and presenting
them as one’s own. Any use of another person’s words or ideas must include proper citations
and crediting of sources.

Academic Dishonesty: Academic dishonesty in any form will result in a failing grade on the
particular assignment. Two instances of academic dishonesty in a given course will result in a
grade of F for the course. A student who fails the course because of academic dishonesty shall
be reported to the dean.

Make-up Examinations Policy
Make-up examinations are given only in cases where the student has a valid documented reason
for missing the examination.

Make-up Assignments are not available. All work must be completed and submitted on time.

Extra-Work assignments are not available in this course.




Course Outline

Examination Schedule

Assignments (Homework)

Supplemental Material

Old examinations and final examinations are available in the reserve section of the Library.

Tutorials

Schedule

Other Academic Support







APPENDIX H

RESEARCH FORMS

REQUEST TO DEVELOP A GRANT/CONTRACT PROPOSAL FORM

TRANSMITTAL FORM FOR SPONSORED PROGRAM PROPOSAL APPROVAL







GRAMBLING STATE UNIVERSITY
IRB:
Human Subjects Review Application Form for New Projects

Instructions

Please fill out the form completely. The committee cannot review your project unless you
complete all sections, include a consent form, and sign where indicated. Please type this form.
Incomplete forms will be returned. Please include a copy of the proposal with this
application.

Principal Investigator School/College
Department Campus Address Phone
Co-Investigator School/College
Department Campus Address Phone

Proposal Title:

I. PROJECT DESCRIPTION

A. This proposal is

New
Duplicate submission of a previously approved project (date )
Modification of previously approved proposal (date ).

B. This research will be conducted at

II. NOTE: If this is a modification, clearly state the modified changes. Please attach a
separate sheet, if more space is needed.

III. PROJECT ABSTRACT: (Include the scientific rationale and specific objectives of the
study).

IV. USE OF DRUGS IN THE PROJECT

A. Is an FDA-approved drug to be used for a new therapeutic purpose?
Yes No

If yes, identify drug and new purpose.
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Identify all investigational drugs to be used in this study.
Drug Name IWD Number Dose Route of Administration

Sponsor (Pharmaceutical Company):

Subjects will be exposed to X-Rays? Yes No

Subjects will be exposed to radioactive drugs or other radionuclides?
Yes No

RECRUITMENT PROCEDURES

A. The following subjects will be recruited for this study:
Pregnant women Prisoners None of the above
Fetuses/abortuses Inpatients Others (Specify)
Children (Ages 0-1) Outpatients
Children (Ages 2-6) Psychiatric Patients (Hospitalized)
Children (Ages 7-17) Psychiatric Patients (Institutionalized)
Mentally disabled
Grambling State University Employees
Grambling State University Students
B. Describe how subjects will be recruited. Include a copy of any recruitment letters
or advertisements.
C. Will subjects be paid? Yes No  Amount: $
D. Describe the criteria for selection of subjects.
E. Describe the criteria for excluding subjects from the study.
BENEFITS

Describe the benefits of the individual and/or mankind.
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IX.

RISKS

A. Describe the risks and/or inconveniences to the subject. The concept of risk goes
beyond physical risks and includes psychological and social risks.

B. What precautions will be taken to minimize potential risks?

C. Describe your plans for monitoring adverse affects which may occur as a result of
this research.

CONSENT

Attach a copy of the consent form(s) to be read and signed by the subject and
informational letters directed to the subject.

A.

B.

Who will obtain consent?

Where will consent be obtained?

When and how will consent be obtained?

From whom will consent be obtained?

Subject Next to kin

Parent of the subject Court appointed representative
Family member Other (Please identify)

(Other than parent)

Explain procedures to be used to obtain consent when subjects cannot consent for
themselves.

CONFIDENTIALITY OF DATA

Describe plans for confidentiality of documents and data collected and access to such
documents and/or data. Include steps that will be taken to insure the subjects’ right to
privacy as well as plans for final disposition or destruction of data.




X. ALTERNATIVE PROCEDURES

Describe any alternative procedure(s) available to the subject.

I agree to accept responsibility for the scientific conduct of this project. I also agree to submit
any additions, corrections, and/or modifications to the full protocol and/or the consent form(s) to
the IRB for approval before implementing them. I agree to report immediately any serious
adverse reactions and/or any complications which may occur as a result of this study.

I am satisfied that this proposal and consent form(s) are ready for the IRB.

I agree not to start this study until final IRB approval has been obtained.

Signature Principal Investigator Date:
Please Indicate: Graduate Student Faculty Staff Other
Department: Campus Address

(Note: Ifyou are a student, please have your professor indicate his/her approval of this project by signing below)

Signature of Major Professor Date

Phone Fax: Email

Please submit the completed package to:
Janet A. Guyden, Ph.D.
School of Graduate Studies & Research
206 Charles P. Adams Hall
GSU Box 4239
Grambling, LA 71245
Approvals
Dr. Stacey Duhon, Chair of the Human Subjects Committee
Approve

Disapprove

Comments:




REQUEST TO DEVELOP A GRANT/CONTRACT PROPOSAL

This form should be submitted to the Associate Vice President & Dean of the Graduate School at least six weeks prior to the deadline date for submission of the
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A

proposal.

This request is made to respond to one of the following:

. RFP.

. Broad Agency Announcement.
. Unsolicited.

. Continuation of grant/contract.
. Other (Indicate and explain).

The agency/organization to which the proposal will be submitted

The proposal must be received by the agency/organization by (deadline date & time).
Are matching funds required? _YES _____NO
Does the proposal involve interdisciplinarywork? _ YES _ NO

Does the proposal involve collaboration with other universities or organizations? _ YES __ NO

If the response to item number 6 was yes, please specify the organizations and the collaborators:

Name of Organization: Address:

Names of Collaborators and their Positions:

7. If the proposal involves collaboration, which organization will be the lead institution?
8. a. The approximate first year budget is . b. The project will last for years. c. The approximate total
budget for the project is:
9. Indirect Costs: The approximate indirect cost for the first year is:
The approximate total indirect cost over the life of the project is:
10. The proposed project will obligate the University to provide the following resources: a. Funds (approximate):
b. Personnel:
c. Space:
11. Is the proposal consistent with the mission of the University? Please explain.




Approval Disapproval

Department Head/Director/Dean/Associate Vice President Department Head/Director/Dean/Associate Vice President

Dean of the Graduate School Dean of the Graduate School




GRAMBLING STATE
UNIVERSITY

Transmittal Form for Sponsored
Program Proposal Approval

Fill out this form completely.

:
Date Submitted to Grants Administration : Sponsor’s Deadline |

Address where proposal is to be mailed ’

Number of copies to be mailed Program number (CFDA#) !

Grant Title g

Grant Director: Period of Contract § to E

Funding Agency i

Type of Project Research :J if other, specifyi
V— -

Amount Requested § First Year’

Project Description

UNIVERSITY IMPLICATIONS AND OBLIGATIONS

Be especially careful to respond fully to the following items. It is imperative that
all University obligations and responsibilities both during the grant period and
afterward be clearly defined and explained.

1. Will the university from its state-allocated funds be obligated: (check all that apply)

[ Yes v
To provide space in addition to that which is now alloc_:ated to the academic unit? s j

. . | Yes v/
To purchase or acquire any equipment? ! —  — d




Y L 4
To provide building alteration, or install equipment? es

To hire new faculty or staff or to change the conditions of employment of present employees?
U ]
| Yes v

e sy

Y vl
To continue the program after the sponsor terminates support? 3 L

IF YOU ANSWERED YES TO ANY OF THE ABOVE QUESTIONS, PLEASE EXPLAIN IN FURTHER

2
]

g
: ot
. H

DETAIL:L L] R

‘ Y vi
2. Do you propose to pay extra compensation to any University employees? e

[Yes ~|
3. Does the program involve cost sharing or matching funds? ! R T yes, explain the

requirement.

Source of Iltem(s)

Amount

4. Do you propose to utilize any services from the Computer Center (main frame, system, or

H Y - {
programming help, acquisition of any hardware or software)? ! e If yes, secure the Information
Resource Center Director’s approval.

Signature Date

5. Does this proposal involve research by human or animal subjects?
approval of the Chairman of the Institutional Review Board (IRB).

If yes, secure the

Signature Date




—

Yes

SE—

6. Are any curricular changes or additions anticipated? = If yes, please explain.

{
Y v
Will Computer Equipment be Purchased? § esj
Will a Copy Machine be Purchased? ; ves «:-J

xexxr SIGNATURES ARE REQUIRED FOR THE FOLLOWING *****

PROPOSAL WRITER

| certify that the proposal submitted is an original application that is free of plagiarism. It is understood that
upon funding of this proposal, it will be administered by Grambling State University’s employees. All
programmatic records, supporting documents, statistical records, and other records that are required by
the terms of the grant will be retained at Grambling State University. It is further understood, that if
applicable, personnel costs listed in the proposed budget, will be adjusted according to institutional rate
and policy.

Proposal Writer Date

ACADEMIC UNIT APPROVAL

We certify that staff, time of individuals involved, space, equipment, facilities, alterations, in-kind cost
sharing funds, etc., required by this project are available or are a part of the direct cost requested in the
proposal. We affirm that the proposed project is consistent with the educational and professional
objectives of the Proposal Writer's academic unit.

Department Head Date

Dean Date

Provost and Vice President for Academic Affairs Date




ADMINISTRATIVE UNIT APPROVAL

Grants Administrator Date Date

Budget Officer Date

Vice President for Finance Date Date
EXECUTIVE APPROVAL

President Date

Print this form and send to:

Grants Administration
Grambling State University
Post Office Drawer 843
Long-Jones Hall, room 233
Grambling, LA 71245

BACK




APPENDIX 1

UNIVERSITY COMMITTEES

Academic Technology Committee
Black History Month Committee
Emeritus Faculty Committee

Founders Week Committee
Institutional Review Board

Intellectual Property Committee
Honors Day Committee

Lyceum Committee

Research Misconduct Committee
Satisfactory Academic Progress Committee
Scholarships and Standards Committee

University Policies and Procedures Committee

The members of the Intellectual Property Committee are appointed by the President and
Provost. The members of the University Policies and Procedures Committee are appointed
by the President. The members of the other University Standing Committees are appointed
by the Provost and Vice President for Academic Affairs.
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CONSTITUTION AND BYLAWS OF THE FACULTY SENATE







Faculty Senate

The purpose of the Faculty Senate shall be as follows: (1) to serve as an advisory body to the
University President, vice presidents, and other administrators; (2) to act as a liaison between the
faculty and the administration; (3) to develop and foster a close cooperative relationship among
the faculty, students, and administrators; and (4) to conduct studies and offer
recommendations and advisory opinions to the University President, vice presidents, and
other administrators on all matters of general University concern.







Constitution of Faculty Senate

Article I
Name

The name of the body constituted in this document shall be the Grambling State University
Faculty Senate.

Article IT

Purpose and Responsibilities

Section 1: Purpose
The purpose of the Grambling State University Faculty Senate shall be to serve as an advisory
body to the administration; to act as a liaison between the faculty and administration; to develop
and foster a close cooperative relationship among the faculty, students, and administration; and
to make recommendations on all matters of general University concern.

Section 2: Responsibilities

The Faculty Senate shall serve as a body to make studies and offer recommendations and

advisory opinions on all problems and matters, which shall include, but not be limited to, the
following:

A. Minimum standards for admission, selection, retention, and graduation of students.
B. Curricular requirements and general policies concerning academic curricula.

C. Standards in regard to faculty appointments, promotions, dismissals, tenure, leaves of
absence, and the assurance of academic freedom and freedom of expression.

D. Faculty benefits, including salaries, insurance, retirement, and leaves.

E. Standards in regard to administrative staff appointments, promotions and dismissals, and
the creation or abolition of such positions or offices.

F. The planning and utilization of the University budget.

G. Review of new academic policies or changes in current academic policies of general
University concern.

H. Student morale, conduct, and discipline.
I. Campus development and physical facilities.

J.  The planning of and adherence to the University calendar.




K. Any additional matters of general concern to the University as a whole, or to any of its
segments, such as amusements, convocations, research, and lectures. In the proper
performance of this advisory function, it is necessary that the Faculty Senate be apprised
in advance of significant prospective actions by the administration and the State Board of
Supervisors, that the Faculty Senate be actively involved by the administration, staff, and
student body in all major decisions that affect the whole University or any segment
thereof, and that the Faculty Senate President or the designee be invited on all major and
important committees of the University for deliberation, including, but not restricted to,
the Interdepartmental Council, University Budget Committee, and other policy-making
bodies or committees.

Section 3: Acceptance and Non-Acceptance of Senate Recommendations

A. If any recommendations of the Faculty Senate are acceptable to the administration, the
Senate shall be notified in writing within three weeks (following the submission of the
recommendations) of the acceptance of the plans for implementation of the
recommendations.

B. If any recommendation of the Faculty Senate is not acceptable to the administration, the
Senate shall be notified in writing within three weeks (following the submission of the
recommendation) of the reason for nonacceptance.

Article III
Membership
Section 1: Members

The Faculty Senate shall consist of the elected faculty senators, who shall have the right to vote,
and the non-voting ex-officio senators.

Section 2: Elected Faculty Senators

A. Eligibility. Any full-time faculty member of a department which has been in effect less
than two semesters shall be eligible for election as a faculty senator, without reference to
his/her rank, title, post, or number of semesters at the University.

B. Procedures for Election. Each instructional department of the University shall elect one
senator for each twelve faculty members in the department or a fractional part thereof,
provided, however, that no department shall have more than three elected senators; the
University library, laboratory elementary school, laboratory high school (including junior
high school), and ROTC (military departments) shall be, in this document, instructional
departments. Faculty in each department shall elect, by majority vote, its senator(s)
during the month of April. The department chairperson (or head of the academic unit)
shall submit the name(s) to the Senate within the month of April.




C. Term of Office. The term of office for each senator shall be two years. However, senators
may serve for as many 2-year terms [to which] . . . they are elected.

D. Disqualification. Any elected senator who is absent for two consecutive meetings of the
Faculty Senate and not represented by proxy, and offering no reasonable excuse to the
satisfaction of the Senate, shall be disqualified by the Senate; the Secretary will notify the
department [or academic unit] concerned to elect a new senator to fill the vacancy.

Section 3: Non-Voting Ex-Officio Senators

A. Administrative Personnel. The following administrative personnel by virtue of their
offices shall be the non-voting ex-officio senators: The President of the University, the
vice presidents of the University, the deans of the University, and the department heads
of the University.

B. The Student Body Representatives. Five students selected or elected by the Student
Government Association (SGA) in the beginning of the academic year shall represent the
student body as non-voting ex-officio members of the Senate for that year.

Section 4: Vacancies

A. Elections. Any unexpired term of a faculty member or student senator shall be filled by
elections as presented in sections 2 and 3 of Article III, as the case may be.

B. Timeliness for Elections. Any vacancy of whatever nature in the membership shall, if
possible, be filled prior to the next meeting of the Senate following the date of vacancy or
as soon as possible.

C. Re-election. Faculty senators filling an unexpired term shall be eligible for reelection.

Section 5: Proxy

Any senator who is unable to attend a meeting of the Senate may appoint a proxy to attend that
meeting by notifying the Secretary of the fact before the beginning of that meeting.

Article IV
Officers
Section 1: Officers

The officers of the Senate shall be a President, a Vice-President, a Secretary, an Assistant
Secretary, and a Parliamentarian.




Section 2: Term of Office, Powers, and Duties

A.

President. The President of the Senate shall preside over all sessions of the Senate and the
executive committee. He/she shall serve as ex-officio member on all occasions where
representation is required. He/she shall be responsible for submitting (before the end of
April) the budget and administering the budget for the Senate. He/she shall make an
annual report in writing to the Senate before the academic year ends. The annual report
shall include but not be limited to the following: (1) Overview of activities and
accomplishments; (2) Incomplete business and the completion of recommendations; (3)
Recommendations for future activities; (4) Recommendations to the administration; (5)

Budget report; and (6) Inventory of supplies. He/she shall be elected for a term of one
year.

Vice-President. The Vice-President of the Senate shall assume the office of President
when the President is absent. He/she shall serve as ex-officio member of all committees
and shall coordinate the activities of all committees of the Senate. He/she shall be elected
for a term of one year.

Secretary. The Secretary of the Senate shall assume the office of Vice-President when the
Vice-President is absent. He/she shall serve as the official recorder for all sessions of the
Senate. He/she shall keep proper records in order and shall make available to any faculty
member copies of the proceedings of the Senate. He/she shall distribute copies of the
minutes of the Senate meetings. He/she shall be elected for a term of one year. He/she
shall make an annual report in writing to the Senate before the academic year ends. The
Secretary shall assist the President in preparing the budget to be approved by the Faculty
Senate for submission to the appropriate administrative official. The Secretary shall
request that all files in the possession of outgoing officers be submitted to incoming
officers no later than two weeks after election of new officers.

. Assistant Secretary. The Assistant Secretary of the Senate shall assume the office of

Secretary when the Secretary is absent. He/she shall serve as the roll clerk and shall keep
an accurate record of attendance. He/she shall notify the department when its Senator is
absent. He/she shall be at all times available to the Secretary for assistance in carrying out
the duties of the Secretary. He/she shall be elected for a term of one year.

Parliamentarian. The Parliamentarian shall have the power and the duty to interpret the
constitution and bylaws of the Faculty Senate, and he/she shall see that the Senate
meetings are carried on in an orderly manner and in keeping with proper parliamentary
procedures. He/she shall be the election officer to conduct the election in the Senate
meeting, including selection of the officers of the Senate. He/she shall be elected for a
term of one year.

Re-election of Officers. Each officer may be re-elected for one year if his/her term as a
senator has not expired, except as provided for the President and Secretary in Article III,
Section 2-C.




Section 3: Disqualification and Removal from Office

A. Removal of Officers. Any officer of the Senate may be disqualified and removed from
office for failure to carry out his/her duties as described in Article IV, Section 2.

B. Calling for Cause. The Senate, by a majority vote, may call any officer(s), in a regularly
convened meeting, to show cause why said officer(s) should not be disqualified and
removed from office. The said officer shall then show cause at the next regularly
convened meeting at which two-thirds of the voting senators are present. The Senate, if
not satisfied, may disqualify and remove the officer from office by a two-thirds majority
vote. The Senate shall then elect a new officer in his/her place, from the voting senators
present at that meeting, by a majority vote.

Article V
Meetings
Section 1: Regular Meetings

The Faculty Senate shall meet on the first Tuesday of each calendar month, September through
May, at a regularly scheduled place and time. The Faculty Senate may meet also during the
months of June and July, if necessary, with the highest ranking new officer presiding.

Section 2: Special Meetings

Special meetings of the Faculty Senate may be called (1) at the direction of the President [of the
Senate], (2) at the direction of the Senate, (3) at the direction of the Judicial Affairs Committee
for reporting its decision, or (4) on written requisition made to the President [of the Senate] by at
least ten senators to call a special Senate meeting for the purpose specifically mentioned in their
requisition.

Section 3: Notice

A. Regular Senate Meetings. The Secretary shall send a written notice of a regular Senate
meeting to each senator one week in advance of the date of such regular meetings, but
delay or absence of such notice shall not invalidate any action of the Senate taken at the
regular scheduled meeting.

B. Special Senate Meetings. The Secretary shall send a written notice of a special Senate
meeting to each senator at least forty-eight (48) hours before the day of such special
meeting, stating therein the day, place, and time of such special meeting.

C. Agendas. All notices shall accompany or contain an agenda of the meeting for which the
notices are given.




Article VI
Senate Committees
The senate shall have three kinds of committees: Executive, Standing, and Special.
Section 1: Executive Committee

A. Members. The Executive Committee shall consist of the five officers of the Senate,
namely the President, the Vice-President, the Secretary, the Assistant Secretary, and the
Parliamentarian.

B. Duties. It shall be the duty and responsibility of the Executive Committee to carry on, and
have general supervision of, the affairs and/or business of the Senate between its regular
meetings and to deal with the business of the Senate in general, including preparation of
an agenda for every meeting of the Senate.

C. Authority. The Executive Committee shall have power to deal with matters which are of
general concern, make recommendations, and give advisory opinions to the Senate on all
problems and matters of general University concern which do not fall under the
jurisdiction of any standing or special committee. The Executive Committee shall serve
as a committee on committees and shall have power to consult and to require the
cooperation and coordination of any other committee(s) of the Senate.

D. Meetings. The Executive Committee shall meet at least once every month before the
Senate holds its regular meetings.

Section 2: Standing Committees
The following shall be the standing committees of the Senate:

A. Faculty Appointment, Promotion, and Tenure Committee. This committee shall have the
power and duty to make studies concerning the appointment, promotion, and/or tenure of
faculty members and to make recommendations and give advisory opinions in that
connection to the Senate.

B. Administration Affairs Committee. This committee shall have the power and the duty to
apprise the Faculty Senate of administrative policies and actions that affect the entire
University in general and the student and faculty bodies in particular and to make
recommendations and give advisory opinions in that connection to the Senate.

C. Curriculum and Academic Affairs Committee. This committee shall have the power and
the duty to make studies of the curriculum and academic affairs, including, but not
restricted to, the requirements for graduation, curricula and other programs of study,
courses of instruction, workshops, work-study programs, other matters closely related to




academic affairs and ceremonies, and to make recommendations and give advisory
opinions in those regards to the Senate.

D. Student Affairs Committee. This committee shall have the power and the duty to make
studies on student affairs, including, but not restricted to, student complaints, admission,
discipline, advisement, financial aid, housing and food services, health and welfare,
organizations, publications, scholarships, honors and awards, and to make
recommendations and give opinions in those regards to the Senate.

E. Faculty Affairs Committee. This committee shall have the power and the duty to deal
with matters of general concern to the faculty member, including, but not restricted to,
facilitation of teaching and research, teaching load, leaves of absence, freedom of
expression and academic freedom, faculty conduct and discipline, professional ethics,
professional growth, salary, health and insurance, and retirement and to make
recommendations and give opinions to the Faculty Senate in those regards.

F. Judicial Affairs Committee. This committee shall have the power and the duty to meet
only when called upon by the Senate President, the Senate Executive Committee, or the
Senate body, to conduct an inquiry into a faculty member’s grievances and/or dismissal
and to report its decision and/or recommendations to the Senate.

Section 3: Special Committees

Special committees may be appointed by the Faculty Senate from time to time in order to deal
with any matter not falling within the jurisdiction of any of the standing committees. Committees
shall have the power and the duty to make studies and to investigate the matter assigned to them
by the Senate, and to make recommendations and give opinions to the Senate in that regard.

Section 4: Powers and Authority

All Senate committees shall have the power and authority to make inquiries and investigations
concerning any matters within their respective jurisdictions and, for that purpose, to approach or
call any member or members of the administration, faculty, staff, and/or student body for any
record, data, information, suggestion, or any other item the committee deems fit and proper.

Section 5: Appointment

All committees of the Senate, except the Judicial Affairs Committee, which shall consist of at
least five voting senators, shall consist of no less than three voting senators. The President [of the
Senate] shall appoint an SGA representative to each standing or special committee. Each voting
senator shall serve on at least two committees. No SGA representatives shall be appointed to the
Judicial Affairs Committee.




Section 6: Reports
[Reporting by standing committees and special committees shall be as follows:]

A. Interim Reports of Standing Committees. Standing committees shall present interim
reports if requested by the Senate and may also present such reports at their own instance.

B. Written Reports of Standing Committees. Each standing committee chairperson shall
submit a written report in the April meeting.

C. Special Committee Written Reports. A special committee shall make a written report to the
Senate upon the completion of its assignment.

Article VII
Amendment of the Constitution
The constitution may be amended by the following procedure:

A. Initial Presentation of Proposed Amendment. Any faculty member or ex-officio senator
shall present the proposed amendment in writing to the senator from her/his department
and/or to the President of the Senate, who shall forward the same to the Secretary. The
voting senator may present a proposed amendment in writing to the Senate at a regularly
convened meeting before the agenda for that meeting is adopted.

B. Consideration of Proposed Amendment by the Senate. The proposed amendment shall be
read to the Senate in its regular meeting for its consideration and adoption. The
amendment must be passed by at least a two-thirds majority vote and thereafter circulated
to each member of the faculty.

C. Approval of Proposed Amendment. The proposed amendment must then be passed by a
majority vote of the entire faculty on campus.

Article VIII
Effective Date
The earlier Constitution of the Faculty Senate shall cease to operate as soon as the votes are

verified by the Senate and shall be repealed by this document. The provisions of this document
shall become effective as of the Spring 2001.




Bylaws of the Faculty Senate
Article I
Meetings

Section 1: Hour and Place

The meeting of the Faculty Senate shall be held at the hour and place designated by the President
of the Senate.

Section 2: Change of Date
The President of the Senate shall have the power and authority to change the regular meeting
date, as provided by the Constitution, when such meeting date falls on a holiday, or during a
vacation period, or when a meeting involving the entire faculty is called by the administration.

Section 3: Quorum
Fifty percent of the voting members of the Senate shall constitute a quorum.

Section 4: Regular Meetings
The regular meetings of the Faculty Senate shall be open to all faculty members.

Article IT

Rules of Order

The latest edition of Robert's Rules of Order shall be the official reference for all matters
pertaining to procedure, and the same shall prevail in the conduct of meetings and the business of
the Senate except as otherwise provided by the Constitution or by these bylaws.

Article HI

Order of Business
The order of business to be followed at the meetings of the Faculty Senate shall be as follows:

1. Roll Call

2. Reading and Adoption of Agenda
3. Reading and Adoption of Minutes
4. FAC Report

5. Unfinished Business

6. Reports of Committees

7. New Business




8. Announcements
9. Adjournment

Article IV

Voting

[Voting shall be in accordance with the latest edition of] . . . Robert’s Rules of Order.
Article V

Election of the Officers

Section 1: Time of Election

The officers of the Senate shall be elected in a regular meeting of the Senate held in the month of
May and shall assume office immediately.

Section 2: Re-election

All of the officers are eligible for re-election for any post, provided, however, that the President
and the Secretary shall not be eligible for re-election if they have failed to present their
respective annual reports in writing to the Senate, as required under the Constitution.

Section 3: Nominees

The Executive Committee shall select five senators for the post of officers and recommend their
names, as candidates for the respective officers, to the Senate at its regularly convened meeting
in the month of May. Any voting senator also may present himself/herself or any other senator
present in said meeting, from the floor, as a candidate for any of the five posts. The
Parliamentarian shall then conduct an election of all of the nominees for all five posts, by secret
ballot, and declare the results.

Article VI
Amendments of Bylaws

These bylaws, or any one of them, may be altered, amended, or repealed in the following
manner:

A. Presentation of Proposed Amendments to Senate. The proposal to alter, amend, or repeal
the bylaws must be made in writing at the regular meeting of the Senate for its
consideration and adoption.




B. Approval of Proposed Amendments by Senate. A two-thirds majority vote of the senators
present and voting in the regular meeting in which the proposal for amendment is made
shall be necessary to alter, amend, or repeal these bylaws or any one.

Article VII
Faculty Advisory Council

The Faculty Senate shall select, before the first of all meetings of the Faculty Advisory Council,
a representative and an alternate to attend Faculty Advisory Council meetings. The Faculty
Advisory Council representatives may or may not be members of the Faculty Senate. The
Faculty Advisory Council representative and/or alternate shall attend the regularly scheduled
Faculty Advisory Council meetings and present a verbal or written report of the proceedings at
the next Faculty Senate meeting.
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Bylaws, Policies and Procedures of the
Board of Supervisors for the University of Louisiana System

C-lll Section VIl. OUTSIDE EMPLOYMENT OF COLLEGE AND UNIVERSITY EMPLOYEES

This policy relates to employment directly undertaken by employees of System institutions with outside
employers or to self-employment (including consulting) and does not relate to employment in which
arrangements are made officially through the institution by contract with or grants to the institution. This policy
outlined below relating to outside employment should be brought to the attention of all employees.

A. Statement of Policy on Outside Employment

1. A member of the faculty or staff may engage in outside activities, paid or unpaid, which do not
conflict, delay or in any manner interfere with instructional, scholarly, and/or other services he
must render in the nature of his college or university employment.

2. A full-time member of the facuity or staff who is presently engaged, or who plans to engage, in
such activities outside of his broad institutional responsibilities, during any period of full-time
employment by the institution, shall report to the chairman or head of his department in writing
the nature and extent of such activities, and the amount of time the work will require. In all such
instances, the department head or chairman shall forward the report to the employee’s
administrative superior who will make complete disclosure of these facts to the campus head or
his designee. A simple procedure shall be followed by deans in reporting to their vice-
presidents in reporting to their president.

3. No full-time member of the faculty or staff shall engage in such outside employment (or continue
such employment if already so engaged) without the written approval of the department head
and dean. In the event that either the department head or the dean believes that such outside
employment involves, or may involve, a matter of public interest or interfere with duties to the
institution, the matter shall be referred through the appropriate channels to the president of the
college or university or his designee for the approval.

4, It is the responsibility of the employee to make clear to any outside employer that in accepting
such employment he does so as an individual independent of his capacity as a member of the
staff of the college or university. This might best be accomplished by providing with oral
testimony or written report a statement to the effect that the views expressed are those of the
employee and do not necessarily reflect the views of the institution. In no case should the
individual concerned use the name of the institution or his college or university title officially, or
in any way, in support of any position he may take.

5. The institution recognizes the fact that a person qualifies as an expert because of histraining
and experience. Therefore, biographical data, including a statement of employment by the
college or university, may be included as introductory material to written reports (but not
incorporated in the body of the wriften report) by the outside employer, or orally in the case of
expert witness, by way of establishing the writer as a qualified expert.

6. Institutional resources shall not be used for personal gain. No college or university personnel,

laboratories, services or equipment are to be used without administrative authorization in
connection with outside employment of college or university employees.

B. Reporting Procedures

Each year the appropriate vice president(s) shall submit a report of employee activities to the
campus president.






GRAMBLING STATE UNIVERSITY
Disclosure of Outside/Dual Employment

In accordance with Louisiana Revised Statutes and policies of the University of Louisiana System, each
full-time employee of Grambling State University must report any outside or dual employment for which a
salary, retainer, fee, or other form of remuneration is paid. A separate disclosure form is required for each
outside employment activity reported. Should an additional outside employment activity be initiated
subsequent to the annual disclosure date, a separate form must be submitted at that time. If no outside
employment, fill in your name, department and title; check the appropriate box; sign and date the form; and
return the form to the Office of Internal Audit at Campus Box 4209. If you DO have outside or dual
employment, complete items 1 through 5 in addition to the items mentioned in the previous
sentence and forward the completed form to your department head.

Employee Disclosure:

NAME:

(Please type or print the following information & sign on the last page)

DEPARTMENT: JOB TITLE:

I do NOT have outside employment. I DO have outside employment

Name and address of outside employer of business:

Time Commitment Inclusive Dates
Required: of Activity:
(Hours per day/days of week) (Effective date of outside employment thru 06/30/08)
1. Describe the nature of the outside employment:
2. Will this outside employment, combined with any other outside employment previously
approved, prevent or infringe upon the performance or regularly assigned full-time duties?
YES NO

if yes, please explain:

3. Will this outside employment entail the utilization of University facilities, equipment,
materials, or involve other University employees or students: YES NO

If yes, please explain:




4. Will this outside employment involve an entity currently doing or actively seeking to do
business with your University department or administrative unit?  YES NO

If yes, please explain:

5. Will this outside employment involve any other governmental entity (local, state, federal)?
YES NO

If yes, please explain:

It is further understood that you have familiarized yourself with the provisions of Louisiana Revised
Statutes 42:1101 et seq. relative to outside employment, Louisiana Revised Statutes 42:61 et seq.
relative to dual office holding and the University Policy/Procedure on Outside Employment of
University Employees of Grambling State University. Copies of these documents are available for
review in the University Library, the Human Resources Office, the Office of Internal Audit, or on the
University’'s web page. Copies of the Board policies and procedures related to outside
employment may be found at www.uls.state.la.us.

Employee
Signature: Date:

Department Head: Date:

Recommend approval: Disapproval:

Comments:

Dean: Date:

Recommend approval: Disapproval:

Comments:

To be forwarded by the Office of Internal Audit:

Vice President: Date:

Recommend approval: Disapproval:

Comments:
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Constitution of Faculty Senate

Article I

Name

The name of the body constituted in this document shall be the Grambling State University
Faculty Senate.

Article IT
Purpose and Responsibilities

Section 1: Purpose
The purpose of the Grambling State University Faculty Senate shall be to serve as an advisory
body to the administration; to act as a liaison between the faculty and administration; to develop
and foster a close cooperative relationship among the faculty, students, and administration; and
to make recommendations on all matters of general University concern.

Section 2: Responsibilities
The Faculty Senate shall serve as a body to make studies and offer recommendations and

advisory opinions on all problems and matters, which shall include, but not be limited to, the
following:

A. Minimum standards for admission, selection, retention, and graduation of students.
B. Curricular requirements and general policies concerning academic curricula.

C. Standards in regard to faculty appointments, promotions, dismissals, tenure, leaves of
absence, and the assurance of academic freedom and freedom of expression.

D. Faculty benefits, including salaries, insurance, retirement, and leaves.

E. Standards in regard to administrative staff appointments, promotions and dismissals, and
the creation or abolition of such positions or offices.

F. The planning and utilization of the University budget.

G. Review of new academic policies or changes in current academic policies of general
University concern.

H. Student morale, conduct, and discipline.
I. Campus development and physical facilities.

J.  The planning of and adherence to the University calendar.




K. Any additional matters of general concern to the University as a whole, or to any of its
segments, such as amusements, convocations, research, and lectures. In the proper
performance of this advisory function, it is necessary that the Faculty Senate be apprised
in advance of significant prospective actions by the administration and the State Board of
Supervisors, that the Faculty Senate be actively involved by the administration, staff, and
student body in all major decisions that affect the whole University or any segment
thereof, and that the Faculty Senate President or the designee be invited on all major and
important committees of the University for deliberation, including, but not restricted to,
the Interdepartmental Council, University Budget Committee, and other policy-making
bodies or committees.

Section 3: Acceptance and Non-Acceptance of Senate Recommendations

A. If any recommendations of the Faculty Senate are acceptable to the administration, the
Senate shall be notified in writing within three weeks (following the submission of the
recommendations) of the acceptance of the plans for implementation of the
recommendations.

B. If any recommendation of the Faculty Senate is not acceptable to the administration, the
Senate shall be notified in writing within three weeks (following the submission of the
recommendation) of the reason for nonacceptance.

Article III
Membership
Section 1: Members

The Faculty Senate shall consist of the elected faculty senators, who shall have the right to vote,
and the non-voting ex-officio senators.

Section 2: Elected Faculty Senators

A. Eligibility. Any full-time faculty member of a department which has been in effect less
than two semesters shall be eligible for election as a faculty senator, without reference to
his/her rank, title, post, or number of semesters at the University.

B. Procedures for Election. Each instructional department of the University shall elect one
senator for each twelve faculty members in the department or a fractional part thereof,
provided, however, that no department shall have more than three elected senators; the
University library, laboratory elementary school, laboratory high school (including junior
high school), and ROTC (military departments) shall be, in this document, instructional
departments. Faculty in each department shall elect, by majority vote, its senator(s)
during the month of April. The department chairperson (or head of the academic unit)
shall submit the name(s) to the Senate within the month of April.




C. Term of Office. The term of office for each senator shall be two years. However, senators
may serve for as many 2-year terms [to which] . . . they are elected.

D. Disqualification. Any elected senator who is absent for two consecutive meetings of the
Faculty Senate and not represented by proxy, and offering no reasonable excuse to the
satisfaction of the Senate, shall be disqualified by the Senate; the Secretary will notify the
department [or academic unit] concerned to elect a new senator to fill the vacancy.

Section 3: Non-Voting Ex-Officio Senators

A. Administrative Personnel. The following administrative personnel by virtue of their
offices shall be the non-voting ex-officio senators: The President of the University, the
vice presidents of the University, the deans of the University, and the department heads
of the University.

B. The Student Body Representatives. Five students selected or elected by the Student
Government Association (SGA) in the beginning of the academic year shall represent the

student body as non-voting ex-officio members of the Senate for that year.

Section 4: Vacancies

A. Elections. Any unexpired term of a faculty member or student senator shall be filled by
elections as presented in sections 2 and 3 of Article III, as the case may be.

B. Timeliness for Elections. Any vacancy of whatever nature in the membership shall, if
possible, be filled prior to the next meeting of the Senate following the date of vacancy or
as soon as possible.

C. Re-election. Faculty senators filling an unexpired term shall be eligible for reelection.

Section 5: Proxy

Any senator who is unable to attend a meeting of the Senate may appoint a proxy to attend that
meeting by notifying the Secretary of the fact before the beginning of that meeting.

Article IV
Officers
Section 1: Officers

The officers of the Senate shall be a President, a Vice-President, a Secretary, an Assistant
Secretary, and a Parliamentarian.




Section 2: Term of Office, Powers, and Duties

A.

President. The President of the Senate shall preside over all sessions of the Senate and the
executive committee. He/she shall serve as ex-officio member on all occasions where
representation is required. He/she shall be responsible for submitting (before the end of
April) the budget and administering the budget for the Senate. He/she shall make an
annual report in writing to the Senate before the academic year ends. The annual report
shall include but not be limited to the following: (1) Overview of activities and
accomplishments; (2) Incomplete business and the completion of recommendations; (3)
Recommendations for future activities; (4) Recommendations to the administration; (5)
Budget report; and (6) Inventory of supplies. He/she shall be elected for a term of one
year.

Vice-President. The Vice-President of the Senate shall assume the office of President
when the President is absent. He/she shall serve as ex-officio member of all committees
and shall coordinate the activities of all committees of the Senate. He/she shall be elected
for a term of one year.

Secretary. The Secretary of the Senate shall assume the office of Vice-President when the
Vice-President is absent. He/she shall serve as the official recorder for all sessions of the
Senate. He/she shall keep proper records in order and shall make available to any faculty
member copies of the proceedings of the Senate. He/she shall distribute copies of the
minutes of the Senate meetings. He/she shall be elected for a term of one year. He/she
shall make an annual report in writing to the Senate before the academic year ends. The
Secretary shall assist the President in preparing the budget to be approved by the Faculty
Senate for submission to the appropriate administrative official. The Secretary shall
request that all files in the possession of outgoing officers be submitted to incoming
officers no later than two weeks after election of new officers.

. Assistant Secretary. The Assistant Secretary of the Senate shall assume the office of

Secretary when the Secretary is absent. He/she shall serve as the roll clerk and shall keep
an accurate record of attendance. He/she shall notify the department when its Senator is
absent. He/she shall be at all times available to the Secretary for assistance in carrying out
the duties of the Secretary. He/she shall be elected for a term of one year.

Parliamentarian. The Parliamentarian shall have the power and the duty to interpret the
constitution and bylaws of the Faculty Senate, and he/she shall see that the Senate
meetings are carried on in an orderly manner and in keeping with proper parliamentary
procedures. He/she shall be the election officer to conduct the election in the Senate
meeting, including selection of the officers of the Senate. He/she shall be elected for a
term of one year.

Re-election of Officers. Each officer may be re-elected for one year if his/her term as a
senator has not expired, except as provided for the President and Secretary in Article III,
Section 2-C.




Section 3: Disqualification and Removal from Office

A. Removal of Officers. Any officer of the Senate may be disqualified and removed from
office for failure to carry out his/her duties as described in Article IV, Section 2.

B. Calling for Cause. The Senate, by a majority vote, may call any officer(s), in a regularly
convened meeting, to show cause why said officer(s) should not be disqualified and
removed from office. The said officer shall then show cause at the next regularly
convened meeting at which two-thirds of the voting senators are present. The Senate, if
not satisfied, may disqualify and remove the officer from office by a two-thirds majority
vote. The Senate shall then elect a new officer in his/her place, from the voting senators
present at that meeting, by a majority vote.

Article V
Meetings
Section 1: Regular Meetings

The Faculty Senate shall meet on the first Tuesday of each calendar month, September through
May, at a regularly scheduled place and time. The Faculty Senate may meet also during the
months of June and July, if necessary, with the highest ranking new officer presiding.

Section 2: Special Meetings

Special meetings of the Faculty Senate may be called (1) at the direction of the President [of the
Senate], (2) at the direction of the Senate, (3) at the direction of the Judicial Affairs Committee
for reporting its decision, or (4) on written requisition made to the President [of the Senate] by at
least ten senators to call a special Senate meeting for the purpose specifically mentioned in their
requisition.

Section 3: Notice

A. Regular Senate Meetings. The Secretary shall send a written notice of a regular Senate
meeting to each senator one week in advance of the date of such regular meetings, but
delay or absence of such notice shall not invalidate any action of the Senate taken at the
regular scheduled meeting.

B. Special Senate Meetings. The Secretary shall send a written notice of a special Senate
meeting to each senator at least forty-eight (48) hours before the day of such special
meeting, stating therein the day, place, and time of such special meeting.

C. Agendas. All notices shall accompany or contain an agenda of the meeting for which the
notices are given.




Article VI
Senate Committees
The senate shall have three kinds of committees: Executive, Standing, and Special.
Section 1: Executive Committee

A. Members. The Executive Committee shall consist of the five officers of the Senate,
namely the President, the Vice-President, the Secretary, the Assistant Secretary, and the
Parliamentarian.

B. Duties. It shall be the duty and responsibility of the Executive Committee to carry on, and
have general supervision of, the affairs and/or business of the Senate between its regular
meetings and to deal with the business of the Senate in general, including preparation of
an agenda for every meeting of the Senate.

C. Authority. The Executive Committee shall have power to deal with matters which are of
general concern, make recommendations, and give advisory opinions to the Senate on all
problems and matters of general University concern which do not fall under the
jurisdiction of any standing or special committee. The Executive Committee shall serve
as a committee on committees and shall have power to consult and to require the
cooperation and coordination of any other committee(s) of the Senate.

D. Meetings. The Executive Committee shall meet at least once every month before the
Senate holds its regular meetings.

Section 2: Standing Committees
The following shall be the standing committees of the Senate:

A. Faculty Appointment, Promotion, and Tenure Committee. This committee shall have the
power and duty to make studies concerning the appointment, promotion, and/or tenure of
faculty members and to make recommendations and give advisory opinions in that
connection to the Senate.

B. Administration Affairs Committee. This committee shall have the power and the duty to
apprise the Faculty Senate of administrative policies and actions that affect the entire
University in general and the student and faculty bodies in particular and to make
recommendations and give advisory opinions in that connection to the Senate.

C. Curriculum and Academic Affairs Committee. This committee shall have the power and
the duty to make studies of the curriculum and academic affairs, including, but not
restricted to, the requirements for graduation, curricula and other programs of study,
courses of instruction, workshops, work-study programs, other matters closely related to




academic affairs and ceremonies, and to make recommendations and give advisory
opinions in those regards to the Senate.

D. Student Affairs Committee. This committee shall have the power and the duty to make
studies on student affairs, including, but not restricted to, student complaints, admission,
discipline, advisement, financial aid, housing and food services, health and welfare,
organizations, publications, scholarships, honors and awards, and to make
recommendations and give opinions in those regards to the Senate.

E. Faculty Affairs Committee. This committee shall have the power and the duty to deal
with matters of general concern to the faculty member, including, but not restricted to,
facilitation of teaching and research, teaching load, leaves of absence, freedom of
expression and academic freedom, faculty conduct and discipline, professional ethics,
professional growth, salary, health and insurance, and retirement and to make
recommendations and give opinions to the Faculty Senate in those regards.

F. Judicial Affairs Committee. This committee shall have the power and the duty to meet
only when called upon by the Senate President, the Senate Executive Committee, or the
Senate body, to conduct an inquiry into a faculty member’s grievances and/or dismissal
and to report its decision and/or recommendations to the Senate.

Section 3: Special Committees

Special committees may be appointed by the Faculty Senate from time to time in order to deal
with any matter not falling within the jurisdiction of any of the standing committees. Committees
shall have the power and the duty to make studies and to investigate the matter assigned to them
by the Senate, and to make recommendations and give opinions to the Senate in that regard.

Section 4: Powers and Authority

All Senate committees shall have the power and authority to make inquiries and investigations
concerning any matters within their respective jurisdictions and, for that purpose, to approach or
call any member or members of the administration, faculty, staff, and/or student body for any
record, data, information, suggestion, or any other item the committee deems fit and proper.

Section 5: Appointment

All committees of the Senate, except the Judicial Affairs Committee, which shall consist of at
least five voting senators, shall consist of no less than three voting senators. The President [of the
Senate] shall appoint an SGA representative to each standing or special committee. Each voting
senator shall serve on at least two committees. No SGA representatives shall be appointed to the
Judicial Affairs Committee.




Section 6: Reports
[Reporting by standing committees and special committees shall be as follows:]

A. Interim Reports of Standing Committees. Standing committees shall present interim
reports if requested by the Senate and may also present such reports at their own instance.

B. Written Reports of Standing Committees. Each standing committee chairperson shall
submit a written report in the April meeting.

C. Special Committee Written Reports. A special committee shall make a written report to the
Senate upon the completion of its assignment.

Article VII
Amendment of the Constitution
The constitution may be amended by the following procedure:

A. Initial Presentation of Proposed Amendment. Any faculty member or ex-officio senator
shall present the proposed amendment in writing to the senator from her/his department
and/or to the President of the Senate, who shall forward the same to the Secretary. The
voting senator may present a proposed amendment in writing to the Senate at a regularly
convened meeting before the agenda for that meeting is adopted.

B. Consideration of Proposed Amendment by the Senate. The proposed amendment shall be
read to the Senate in its regular meeting for its consideration and adoption. The
amendment must be passed by at least a two-thirds majority vote and thereafter circulated
to each member of the faculty.

C. Approval of Proposed Amendment. The proposed amendment must then be passed by a
majority vote of the entire faculty on campus.

Article VIII
Effective Date
The earlier Constitution of the Faculty Senate shall cease to operate as soon as the votes are

verified by the Senate and shall be repealed by this document. The provisions of this document
shall become effective as of the Spring 2001.




Bylaws of the Faculty Senate
Article I
Meetings

Section 1: Hour and Place

The meeting of the Faculty Senate shall be held at the hour and place designated by the President
of the Senate.

Section 2: Change of Date
The President of the Senate shall have the power and authority to change the regular meeting
date, as provided by the Constitution, when such meeting date falls on a holiday, or during a
vacation period, or when a meeting involving the entire faculty is called by the administration.
Section 3: Quorum
Fifty percent of the voting members of the Senate shall constitute a quorum.
Section 4: Regular Meetings
The regular meetings of the Faculty Senate shall be open to all faculty members.

Article 11

Rules of Order

The latest edition of Robert's Rules of Order shall be the official reference for all matters
pertaining to procedure, and the same shall prevail in the conduct of meetings and the business of
the Senate except as otherwise provided by the Constitution or by these bylaws.

Article III

Order of Business

The order of business to be followed at the meetings of the Faculty Senate shall be as follows:

1. Roll Call

2. Reading and Adoption of Agenda
3. Reading and Adoption of Minutes
4. FAC Report

5. Unfinished Business

6. Reports of Committees

7. New Business




8. Announcements
9. Adjournment

Article IV

Voting

[Voting shall be in accordance with the latest edition of] . . . Robert’s Rules of Order.
Article V

Election of the Officers

Section 1: Time of Election

The officers of the Senate shall be elected in a regular meeting of the Senate held in the month of
May and shall assume office immediately.

Section 2: Re-election

All of the officers are eligible for re-election for any post, provided, however, that the President
and the Secretary shall not be eligible for re-election if they have failed to present their
respective annual reports in writing to the Senate, as required under the Constitution.

Section 3: Nominees

The Executive Committee shall select five senators for the post of officers and recommend their
names, as candidates for the respective officers, to the Senate at its regularly convened meeting
in the month of May. Any voting senator also may present himself/herself or any other senator
present in said meeting, from the floor, as a candidate for any of the five posts. The
Parliamentarian shall then conduct an election of all of the nominees for all five posts, by secret
ballot, and declare the results.

Article VI
Amendments of Bylaws

These bylaws, or any one of them, may be altered, amended, or repealed in the following
manner:

A. Presentation of Proposed Amendments to Senate. The proposal to alter, amend, or repeal
the bylaws must be made in writing at the regular meeting of the Senate for its
consideration and adoption.




B. Approval of Proposed Amendments by Senate. A two-thirds majority vote of the senators
present and voting in the regular meeting in which the proposal for amendment is made
shall be necessary to alter, amend, or repeal these bylaws or any one.

Article VII
Faculty Advisory Council

The Faculty Senate shall select, before the first of all meetings of the Faculty Advisory Council,
a representative and an alternate to attend Faculty Advisory Council meetings. The Faculty
Advisory Council representatives may or may not be members of the Faculty Senate. The
Faculty Advisory Council representative and/or alternate shall attend the regularly scheduled
Faculty Advisory Council meetings and present a verbal or written report of the proceedings at
the next Faculty Senate meeting.







1940 Statement of Principles on
Academic Freedom and Tenure
with 1970 Interpretive Comments

In 1940, following a series of joint conferences begun in 1934, representatives of the American Association
of University Professors and of the Association of American Colleges (now the Association of American
Colleges and Universities) agreed upon a restatement of principles set forth in the 1925 Conference
Statement on Academic Freedom and Tenure. This restatement is known to the profession as the
1940 Statement of Principles on Academic Freedom and Tenure.

The 1940 Statement is printed below, followed by Interpretive Comments as developed by representatives
of the American Association of University Professors and the Association of American Colleges in 1969.
The governing bodies of the two associations, meeting respectively in November 1989 and January 1990,
adopted several changes in language in order to remove gender-specific references from the original text.

demic freedom and tenure and agreement upon procedures to ensure them in colleges

and universities. Institutions of higher education are conducted for the common good
and not to further the interest of either the individual teacher or the institution as a whole.' The
common good depends upon the free search for truth and its free exposition.

Academic freedom is essential to these purposes and applies to both teaching and research.
Freedom in research is fundamental to the advancement of truth. Academic freedom in its
teaching aspect is fundamental for the protection of the rights of the teacher in teaching and of
the student to freedom in learning. It carries with it duties correlative with rights.[1]*

Tenure is a means to certain ends; specifically: (1) freedom of teaching and research and of
extramural activities, and (2) a sufficient degree of economic security to make the profession
attractive to men and women of ability. Freedom and economic security, hence, tenure, are indis-
pensable to the success of an institution in fulfilling its obligations to its students and to society.

The purpose of this statement is to promote public understanding and support of aca-

Academic Freedom
1. Teachers are entitled to full freedom in research and in the publication of the results, sub-
ject to the adequate performance of their other academic duties; but research for pecuniary
return should be based upon an understanding with the authorities of the institution.

2. Teachers are entitled to freedom in the classroom in discussing their subject, but they
should be careful not to introduce into their teaching controversial matter which has no
relation to their subject.[2] Limitations of academic freedom because of religious or other
aims of the institution should be clearly stated in writing at the time of the appointment.[3]

3. College and university teachers are citizens, members of a learned profession, and officers of
an educational institution. When they speak or write as citizens, they should be free from
institutional censorship or discipline, but their special position in the community imposes
special obligations. As scholars and educational officers, they should remember that the
public may judge their profession and their institution by their utterances. Hence they

1. The word “teacher” as used in this document is understood to include the investigator who is
attached to an academic institution without teaching duties.
2. Boldface numbers in brackets refer to Interpretive Comments that follow.




should at all times be accurate, should exercise appropriate restraint, should show respect
for the opinions of others, and should make every effort to indicate that they are not
speaking for the institution.[4]

Academic Tenure

After the expiration of a probationary period, teachers or investigators should have permanent or

continuous tenure, and their service should be terminated only for adequate cause, except in the

case of retirement for age, or under extraordinary circumstances because of financial exigencies.
In the interpretation of this principle it is understood that the following represents accept-

able academic practice:

1.

2.

The precise terms and conditions of every appointment should be stated in writing and be
in the possession of both institution and teacher before the appointment is consummated.

Beginning with appointment to the rank of full-time instructor or a higher rank,[5] the pro-
bationary period should not exceed seven years, including within this period full-time ser-
vice in all institutions of higher education; but subject to the proviso that when, after a term
of probationary service of more than three years in one or more institutions, a teacher is called
to another institution, it may be agreed in writing that the new appointment is for a proba-
tionary period of not more than four years, even though thereby the person’s total proba-
tionary period in the academic profession is extended beyond the normal maximum of seven
years.[6] Notice should be given at least one year prior to the expiration of the probationary
period if the teacher is not to be continued in service after the expiration of that period.[7]

During the probationary period a teacher should have the academic freedom that all
other members of the faculty have.[8]

Termination for cause of a continuous appointment, or the dismissal for cause of a teach-
er previous to the expiration of a term appointment, should, if possible, be considered by
both a faculty committee and the governing board of the institution. In all cases where
the facts are in dispute, the accused teacher should be informed before the hearing in
writing of the charges and should have the opportunity to be heard in his or her own
defense by all bodies that pass judgment upon the case. The teacher should be permitted
to be accompanied by an advisor of his or her own choosing who may act as counsel.
There should be a full stenographic record of the hearing available to the parties con-
cerned. In the hearing of charges of incompetence the testimony should include that of
teachers and other scholars, either from the teacher’s own or from other institutions.
Teachers on continuous appointment who are dismissed for reasons not involving moral
turpitude should receive their salaries for at least a year from the date of notification of
dismissal whether or not they are continued in their duties at the institution.[9]

Termination of a continuous appointment because of financial exigency should be
demonstrably bona fide.

1940 Interpretations

At the conference of representatives of the American Association of University Professors and
of the Association of American Colleges on November 7-8, 1940, the following interpretations
of the 1940 Statement of Principles on Academic Freedom and Tenure were agreed upon:

1.
2.

That its operation should not be retroactive.

That all tenure claims of teachers appointed prior to the endorsement should be deter-
mined in accordance with the principles set forth in the 1925 Conference Statement on
Academic Freedom and Tenure.

If the administration of a college or university feels that a teacher has not observed the admo-
nitions of paragraph 3 of the section on Academic Freedom and believes that the extramural
utterances of the teacher have been such as to raise grave doubts concerning the teacher’s fit-
ness for his or her position, it may proceed to file charges under paragraph 4 of the section
on Academic Tenure. In pressing such charges, the administration should remember that



teachers are citizens and should be accorded the freedom of citizens. In such cases the
administration must assume full responsibility, and the American Association of University
Professors and the Association of American Colleges are free to make an investigation.

1970 Interpretive Comments
Following extensive discussions on the 1940 Statement of Principles on Academic Freedom and Tenure
with leading educational associations and with individual faculty members and administrators, a joint com-
mittee of the AAUP and the Association of American Colleges met during 1969 to reevaluate this key policy
statement. On the basis of the comments received, and the discussions that ensued, the joint committee felt the
preferable approach was to formulate interpretations of the Statement in terms of the experience gained in
implementing and applying the Statement for over thirty years and of adapting it to current needs.

The committee submitted to the two associations for their consideration the following “Interpretive
Comments.” These interpretations were adopted by the Council of the American Association of Univer-
sity Professors in April 1970 and endorsed by the Fifty-sixth Annual Meeting as Association policy.

In the thirty years since their promulgation, the principles of the 1940 Statement of Principles
on Academic Freedom and Tenure have undergone a substantial amount of refinement. This has
evolved through a variety of processes, including customary acceptance, understandings
mutually arrived at between institutions and professors or their representatives, investigations
and reports by the American Association of University Professors, and formulations of state-
ments by that association either alone or in conjunction with the Association of American Col-
leges. These comments represent the attempt of the two associations, as the original sponsors
of the 1940 Statement, to formulate the most important of these refinements. Their incorpora-
tion here as Interpretive Comments is based upon the premise that the 1940 Statement is not a
static code but a fundamental document designed to set a framework of norms to guide adap-
tations to changing times and circumstances.

Also, there have been relevant developments in the law itself reflecting a growing insistence
by the courts on due process within the academic community which parallels the essential con-
cepts of the 1940 Statement; particularly relevant is the identification by the Supreme Court of
academic freedom as a right protected by the First Amendment. As the Supreme Court said in
Keyishian v. Board of Regents, 385 U.S. 589 (1967), “Our Nation is deeply committed to safe-
guarding academic freedom, which is of transcendent value to all of us and not merely to the
teachers concerned. That freedom is therefore a special concern of the First Amendment, which
does not tolerate laws that cast a pall of orthodoxy over the classroom.”

The numbers refer to the designated portion of the 1940 Statement on which interpretive
comment is made.

1. The Association of American Colleges and the American Association of University Profes-
sors have long recognized that membership in the academic profession carries with it spe-
cial responsibilities. Both associations either separately or jointly have consistently affirmed
these responsibilities in major policy statements, providing guidance to professors in their
utterances as citizens, in the exercise of their responsibilities to the institution and to stu-
dents, and in their conduct when resigning from their institution or when undertaking gov-
ernment-sponsored research. Of particular relevance is the Statement on Professional Ethics,
adopted in 1966 as Association policy. (A revision, adopted in 1987, may be found in AAUP,
Policy Documents and Reports, 10th ed. [Washington, D.C., 2006], 171-72.)

2. The intent of this statement is not to discourage what is “controversial.” Controversy is
at the heart of the free academic inquiry which the entire statement is designed to foster.
The passage serves to underscore the need for teachers to avoid persistently intruding
material which has no relation to their subject.

3. Most church-related institutions no longer need or desire the departure from the principle
of academic freedom implied in the 1940 Statement, and we do not now endorse such a
departure.




4. This paragraph is the subject of an interpretation adopted by the sponsors of the 1940
Statement immediately following its endorsement which reads as follows:

If the administration of a college or university feels that a teacher has not observed
the admonitions of paragraph 3 of the section on Academic Freedom and believes
that the extramural utterances of the teacher have been such as to raise grave
doubts concerning the teacher’s fitness for his or her position, it may proceed to file
charges under paragraph 4 of the section on Academic Tenure. In pressing such
charges, the administration should remember that teachers are citizens and should
be accorded the freedom of citizens. In such cases the administration must assume
full responsibility, and the American Association of University Professors and the
Association of American Colleges are free to make an investigation.

Paragraph 3 of the section on Academic Freedom in the 1940 Statement should also be
interpreted in keeping with the 1964 Committee A Statement on Extramural Utterances,
which states inter alia: “The controlling principle is that a faculty member’s expression
of opinion as a citizen cannot constitute grounds for dismissal unless it clearly demon-
strates the faculty member’s unfitness for his or her position. Extramural utterances
rarely bear upon the faculty member’s fitness for the position. Moreover, a final decision
should take into account the faculty member’s entire record as a teacher and scholar.”

Paragraph 5 of the Statement on Professional Ethics also deals with the nature of the
“special obligations” of the teacher. The paragraph reads as follows:

As members of their community, professors have the rights and obligations of
other citizens. Professors measure the urgency of these obligations in the light of
their responsibilities to their subject, to their students, to their profession, and to
their institution. When they speak or act as private persons, they avoid creating the
impression of speaking or acting for their college or university. As citizens engaged
in a profession that depends upon freedom for its health and integrity, professors
have a particular obligation to promote conditions of free inquiry and to further
public understanding of academic freedom.

Both the protection of academic freedom and the requirements of academic responsi-
bility apply not only to the full-time probationary and the tenured teacher, but also to all
others, such as part-time faculty and teaching assistants, who exercise teaching responsi-
bilities.

5. The concept of “rank of full-time instructor or a higher rank” is intended to include any
person who teaches a full-time load regardless of the teacher’s specific title.’

6. In calling for an agreement “in writing” on the amount of credit given for a faculty mem-
ber’s prior service at other institutions, the Statement furthers the general policy of full
understanding by the professor of the terms and conditions of the appointment. 1t does
not necessarily follow that a professor’s tenure rights have been violated because of the
absence of a written agreement on this matter. Nonetheless, especially because of the vari-
ation in permissible institutional practices, a written understanding concerning these mat-
ters at the time of appointment is particularly appropriate and advantageous to both the
individual and the institution.*

7. The effect of this subparagraph is that a decision on tenure, favorable or unfavorable,
must be made at least twelve months prior to the completion of the probationary period.
If the decision is negative, the appointment for the following year becomes a terminal
one. If the decision is affirmative, the provisions in the 1940 Statement with respect to the
termination of service of teachers or investigators after the expiration of a probationary
period should apply from the date when the favorable decision is made.

3. For a discussion of this question, see the “Report of the Special Committee on Academic Personnel
Ineligible for Tenure,” Policy Documents and Reports, 9th ed. (Washington, D.C., 2001), 88-91.

4. For a more detailed statement on this question, see “On Crediting Prior Service Elsewhere as Part of
the Probationary Period,” Policy Documents and Reports, 10th ed. (Washington, D.C., 2006), 55-56.



The general principle of notice contained in this paragraph is developed with greater
specificity in the Standards for Notice of Nonreappointment, endorsed by the Fiftieth Annual
Meeting of the American Association of University Professors (1964). These standards are:

Notice of nonreappointment, or of intention not to recommend reappointment to
the governing board, should be given in writing in accordance with the following
standards:

1. Not later than March 1 of the first academic year of service, if the appointment
expires at the end of that year; or, if a one-year appointment terminates during
an academic year, at least three months in advance of its termination.

2. Not later than December 15 of the second academic year of service, if the appointment
expires at the end of that year; or, if an initial two-year appointment terminates
during an academic year, at least six months in advance of its termination.

3. At least twelve months before the expiration of an appointment after two or
more years in the institution.

Other obligations, both of institutions and of individuals, are described in the State-
ment on Recruitment and Resignation of Faculty Members, as endorsed by the Association of
American Colleges and the American Association of University Professors in 1961.

8. The freedom of probationary teachers is enhanced by the establishment of a regular pro-
cedure for the periodic evaluation and assessment of the teacher’s academic performance
during probationary status. Provision should be made for regularized procedures for the
consideration of complaints by probationary teachers that their academic freedom has
been violated. One suggested procedure to serve these purposes is contained in the Rec-
ommended Institutional Regulations on Academic Freedom and Tenure, prepared by the Amer-
ican Association of University Professors.

9. A further specification of the academic due process to which the teacher is entitled under
this paragraph is contained in the Statement on Procedural Standards in Faculty Dismissal
Proceedings, jointly approved by the American Association of University Professors and
the Association of American Colleges in 1958. This interpretive document deals with the
issue of suspension, about which the 1940 Statement is silent.

The 1958 Statement provides: “Suspension of the faculty member during the proceed-
ings is justified only if immediate harm to the faculty member or others is threatened by
the faculty member’s continuance. Unless legal considerations forbid, any such suspen-
sion should be with pay.” A suspension which is not followed by either reinstatement or
the opportunity for a hearing is in effect a summary dismissal in violation of academic
due process.

The concept of “moral turpitude” identifies the exceptional case in which the profes-
sor may be denied a year’s teaching or pay in whole or in part. The statement applies to
that kind of behavior which goes beyond simply warranting discharge and is so utterly
blameworthy as to make it inappropriate to require the offering of a year’s teaching or
pay. The standard is not that the moral sensibilities of persons in the particular commu-
nity have been affronted. The standard is behavior that would evoke condemnation by
the academic community generally.
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Statement on Professional Ethics

The statement that follows, a revision of a statement originally adopted in 1966, was approved by the Asso-
ciation’s Committee on Professional Ethics, adopted by the Association’s Council in June 1987, and
endorsed by the Seventy-third Annual Meeting.

Introduction

From its inception, the American Association of University Professors has recognized that
membership in the academic profession carries with it special responsibilities. The Association
has consistently affirmed these responsibilities in major policy statements, providing guidance
to professors in such matters as their utterances as citizens, the exercise of their responsibilities
to students and colleagues, and their conduct when resigning from an institution or when
undertaking sponsored research. The Statement on Professional Ethics that follows sets forth
those general standards that serve as a reminder of the variety of responsibilities assumed by
all members of the profession.

In the enforcement of ethical standards, the academic profession differs from those of law
and medicine, whose associations act to ensure the integrity of members engaged in private
practice. In the academic profession the individual institution of higher learning provides this
assurance and so should normally handle questions concerning propriety of conduct within its
own framework by reference to a faculty group. The Association supports such local action and
stands ready, through the general secretary and the Committee on Professional Ethics, to coun-
sel with members of the academic community concerning questions of professional ethics and
to inquire into complaints when local consideration is impossible or inappropriate. If the
alleged offense is deemed sufficiently serious to raise the possibility of adverse action, the pro-
cedures should be in accordance with the 1940 Statement of Principles on Academic Freedom and
Tenure, the 1958 Statement on Procedural Standards in Faculty Dismissal Proceedings, or the appli-
cable provisions of the Association’s Recommended Institutional Regulations on Academic Freedom
and Tenure.

The Statement

1. Professors, guided by a deep conviction of the worth and dignity of the advancement of
knowledge, recognize the special responsibilities placed upon them. Their primary
responsibility to their subject is to seek and to state the truth as they see it. To this end
professors devote their energies to developing and improving their scholarly compe-
tence. They accept the obligation to exercise critical self-discipline and judgment in using,
extending, and transmitting knowledge. They practice intellectual honesty. Although
professors may follow subsidiary interests, these interests must never seriously hamper
or compromise their freedom of inquiry.

2. As teachers, professors encourage the free pursuit of learning in their students. They hold
before them the best scholarly and ethical standards of their discipline. Professors demon-
strate respect for students as individuals and adhere to their proper roles as intellectual
guides and counselors. Professors make every reasonable effort to foster honest academic
conduct and to ensure that their evaluations of students reflect each student’s true merit.
They respect the confidential nature of the relationship between professor and student.
They avoid any exploitation, harassment, or discriminatory treatment of students. They
acknowledge significant academic or scholarly assistance from them. They protect their
academic freedom.

3. As colleagues, professors have obligations that derive from common membership in the
community of scholars. Professors do not discriminate against or harass colleagues. They
respect and defend the free inquiry of associates. In the exchange of criticism and ideas




professors show due respect for the opinions of others. Professors acknowledge academ-
ic debt and strive to be objective in their professional judgment of colleagues. Professors
accept their share of faculty responsibilities for the governance of their institution.

. As members of an academic institution, professors seek above all to be effective teachers
and scholars. Although professors observe the stated regulations of the institution, pro-
vided the regulations do not contravene academic freedom, they maintain their right to
criticize and seek revision. Professors give due regard to their paramount responsibilities
within their institution in determining the amount and character of work done outside it.
When considering the interruption or termination of their service, professors recognize
the effect of their decision upon the program of the institution and give due notice of their
intentions.

. As members of their community, professors have the rights and obligations of other citi-
zens. Professors measure the urgency of these obligations in the light of their responsibil-
ities to their subject, to their students, to their profession, and to their institution. When
they speak or act as private persons, they avoid creating the impression of speaking or act-
ing for their college or university. As citizens engaged in a profession that depends upon
freedom for its health and integrity, professors have a particular obligation to promote
conditions of free inquiry and to further public understanding of academic freedom.
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Suggested Code of Kthics

The library as an institution exists for the benefit of a given constituency. This may be the
nation, a state, a county, a municipality, a school or college, a special field of research,
industry or commerce, or some more limited group.

Libraries differ so widely in size, type of constituents, support and character of work that a
code of ethics would have to be excessively detailed to apply to all situations, but certain
fundamental principles may be laid down that are generally applicable.

The library’s obligations relate to such collection, organization and administration of printed
material or other records as will give the best possible service to its constituents. The human
factors in this service are:

The trustees or other governing body or agency;

The librarian;

The staff ;

The people whom the library serves.

A. Governing Bodies
These may be the Board of Trustees or city officials (on whom the responsibility rests) of public or semi-public libraries: the library board

or committee of college or university trustees or faculty: Board of Education or a committee thereof for school libraries or for public

libraries organized under school law: officer or committee or department of a business corporation.

1. Functions.

The functions of a governing body are usually prescribed by law but generally include:
The representation of the constituency for which the library exists;

The determination of the policies of the library in its service and relation to its
constituency;

The exercise or delegation of the appointing and removing power;

Responsibility for bringing the needs of the library before the authorities who control the
appropriation of funds and for using all proper influence to get such increases as are
necessary for the growth and development of the work;

The administration of the funds for the support of the library;
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Responsibility for the economic, social and physical well-being of the staff, including a
retirement system which is needed for the good of the service as well as of the
individual.

Trustees of tax-supported public libraries remembering that they are representatives of the
whole community, should be careful not to ask special privileges for themselves or their
families. The Board of Trustees should recognize that the librarian, as its executive, should
attend the meetings of the board in order to be fully informed as to its desires and purposes
and to aid in the formulation of its policies.

2. Appointments.

The appointing power in any institution should be definitely vested in some one board,
committee or person. The appointee should not consider an appointment final unless made by
the agency or person in whom that authority is lodged.

Appointments should be made for fitness only; no merely personal consideration should enter
into the selection of the personnel of any library; conversely, no librarian should accept an
appointment, however attractive, unless he believes that he has the ability, the training and the
experience needed for ultimate success in that position, and no one should continue to hold a
position unless he finds himself qualified to meet all its requirements.

3. Tenure.
Having accepted a position in a library the appointee incurs certain definite obligations:
To remain long enough to repay the library for the expenditure of time and money

incident to the period of adjustment; this length of time differs in different positions, but
is seldom less than a year;

To remain long enough to accomplish definite results in work undertaken;
Unless a larger opportunity offers, it is best to remain in a position as long as one is able
to do creative or effective work or to get satisfaction from the work; otherwise it is
probable that one’s usefulness in that position is at an end.
4. Resignations.
Resignations should be made in writing to the authority from which the appointment came with due notification to the immediate
supervisor. Adequate time should be given before the resignation takes effect for the work to be put into shape; (or the appointment and,
when practicable. the initiation of a successor.
5. Dismissals.
Dismissals should be made whenever the good of the service demands. The employee’s length of service. need of the position and personal
worthiness may be considered. but these elements should never outweigh a clear case of incompetence or incompatibility. It should be

remembered that an employee who is unsatisfactory in one position may often prove effective in another department or position. Such
adjustment may be attempted where practicable before dismissal. Dismissal should be made by the highest executive officer.

6. Recommendations.

Trustees and librarians are sometimes dependent for information about candidates on recommendation from trustees, librarians. library
schools, and other employment agencies. Recommendations should present a fair statement of the strong and weak points of the candidate.
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B. Librarian
(Or chief administrative officer)

The librarian is the executive officer for the governing body of the library.

The position of librarian involves a threefold relation: 1. To the trustees or governing body; 2.
To the constituents of the library; 3. To the staff.

1. In relation to the Board of Trustees the Librarian:
Should make a loyal effort to carry out its policies;
Should make regular and systematic reports upon the work accomplished,;
Should initiate plans for improvement of the service of the library;

Should act as liaison officer between the trustees and staff, interpreting each to the
other and establishing, where possible, friendly relations between them.

2. Librarian and constituency.

The librarian represents the library—book power and book service—and should so represent it
as to win recognition for the institution rather than credit for the individual.

The librarian has a further obligation to the community or constituency which the library serves
and should, as representative of the library (with due respect for other duties), take part in the
life and activities of the community or constituency.

As representative of the library, the librarian and the staff should feel an obligation to maintain
in personal conduct the dignity of the position and take care not to offend against the
standards of decorum that prevail in that community or constituency.

The librarian, representing the governing body, should see that the library serves impartially all
individuals, groups; and elements that make up its constituency. In the case of the public
library as a non-partisan institution the books purchased should represent all phases of opinion
and interest rather than the personal tastes of the librarian or board members. In an official
capacity, the librarian and members of the staff should not express personal opinions on
controversial questions, as political, religious, or economic. issues; especially those of a local
nature.
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3. Librarian and staff.

The relations of the librarian to the staff within the library should be impersonal, and absolutely
impartial. The librarian owes to the members of the staff:

Stimulus to growth. to the exercise of the creative impulse. to the development of initiative and of a professional spirit:
Constructive criticism;

Freedom to achieve results and credit for such achievement;

Respect for the authority delegates to the staff ;

Friendliness of attitude;

Justice in decision;

Opportunity for professional and economic advancement within that institution or some

other;
Encouragement of reasonable suggestions and criticisms for the improvement of the
service.
C. The Staff
1. Loyalty.

Loyalty to the institution is the primary duty of all members of the staff.

Loyalty involves, in part, submergence of the individual to the institution. Such manifestations
of egoism as criticism of the library or librarian outside, or the claiming of individual credit for
work done as a staff member when credit should belong to the institution, are examples of
disloyalty. Constructive criticism offered to the proper authority should not be considered
disloyalty and should be encouraged.

Good health is a pre-requisite of good service and involves the right use of free time so that a
proper balance is maintained between work, recreation and rest.

The atmosphere of the library is disturbed unless the workers preserve harmony and a spirit of
cooperation among themselves; hence the staff relations, while impersonal within the building,
should be friendly. Envy, jealousy, or gossip should have no place in a library staff. The staff
should refrain from discussion of personal affairs in the library or from attention to personal
business in library time.

2. Relations to the public.

The members of the staff are the interpreters of the library to the public, and its service may be
materially helped or harmed by their individual contacts.

The staft owes impartial, courteous service to all persons using the library. Among the patrons entitled to use the library no distinctions of
race, color, creed or condition should influence the attitude of the staff, and no favoritism should be tolerated. On the other hand. a cold
officialism is to be avoided and a cordial attitude which welcomes approach should be manifested by those in direct contact with the public.

3. Department heads.
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Heads of departments should consider their departments in relation to the institution as a
whole and never magnify unduly the importance of their own part.

Understanding and cooperation between departments is essential to the efficiency of the
library’s service to the community.

The heads of departments bear much the same relation to those under them that the librarian
does to the library staff as a whole, and have on a smaller scale the same duties and
responsibilities.

4. Assistants.

Assistants are an integral part of the institution as a whole, and their suggestions for the
improvement of the service should be encouraged. These suggestions should be made to the
immediate superior. If differences of opinion concerning the work arise between assistants in a
department, the matter in question should be taken to the head of the department for L
adjustment. If an assistant is critical of the policy of the depariment or feels that he has been
unfairly dealt with, he should first discuss the matter with the head. If unable to obtain
satisfaction, he may then appeal to the next higher authority. Constructive criticism or
correction by responsible heads is . necessary to the efficiency of any service and should be
accepted by assistants without personal resentment.

The advancement of assistants should come as the result of the recommendation of heads of
departments or of the librarian. Assistants should never use outside relationships to obtain a
position or promotion.

The relation of staff members to the non-professional group of workers, as janitors and pages,
should be strictly impersonal. Personal favors should never be asked. Their work should be
directed by those assigned to the duty, and never interfered with by other staff members.
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D. Library Profession

All libraries and all librarians have a duty not only to their constituents but to the profession as
a whole; or to some division of it, because cooperation between libraries and librarians makes
for better service to the constituents of every library. This duty involves membership and
activities in one or more professional organizations, subscription to and the reading of
professional literature, interchange of ideas and, as far as possible, of material.

* * *

While these principles may not cover every case that may arise, we believe that if applied intelligently they would make for harmony in
staff relations and for the general good of the service.

JOSEPHINE ADAMS RATHBONE,
chairman.

MARION HORTON

G. R. LOMER

RALPH MUNN

REBECCA B. RANKIN

MALCOLM G. WYER
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History of the Code of Ethics
1939 Code of Ethics for Librarians

Flora Belle Ludinglon,

chairman of the Cede of Ethics Caommitiee, moved the adoption of @ Code of Ethics, ©

copes of which
fad been distributed during Movember The code printed in full below, was unanim

sly approved and it was

Yoted, That the committee be continued with the requeslt that it prepare a Code of Practice ”
CODE OF ETHICS FOR LIBRARIANS

PREAMBLE

The library 35 an instiubion exists for ihe beneflt of a given constituency, whether o be the citizens of a communrity,
members of an educational institution, of some targer ar mare specialized group. Those who enter the tbrary profession

assume an obligation o maintain ethical standards of behavior in retation 1o the govermning authority under which they

work, to the library constifuency. to the Iibrary as an institution and 1o fellow workers on the staff, 1o other members of
the library profession, and (o society in general

2. The term bhracan in this code applies to any person who is employed by a library ta do waork that s recognized o be
protessional in character according o standards estabiished by the American Library Association.
This code sets torth principles of ethical hehavior for the professional ibrarian. i is not a declaration of prerogatives
a statement of recommended practices v specific situations.

I. RELATION OF THE LIBRARIAN TO THE GOVERNING AUTHORITY

The librarian should perfarm his dubies with realization of the fact that final judsdiction aver the admirstration of
library rests in the officially constitulad governing authoeity This authority may be vested in a designated indiv

3 graup such as a commities or board.
5 The rhxaf librarian should keep the governing autharty informed on prafessional standards and progress

ssive aciion
Each librarian showld be responsible for carnyning out the policies of the governung authority and €s appomied exactives
with a spirit of loyaity to the library,

Lad

nor

A. the
e

The chief librarian should interpret decisions of the governing autharity to the staff. and should act 28 kaison officer o
mairtaining friendly retations betweesn staff members and those in autherity.

Recommendations to the governing 2utharity for the appoimiment of a

™~

staff member should be mads by the chief
librarian solely upon the basis of the candidate’s pwie\.gmnai and persanal qualificatons tor the position. ©

Con inuance
in service and promotion shoutd depend upon the QL.ah&y of performance, following & definite and known policy.

Whenever the good of the service requires a change in personnel, imely warning shauld be :;lwn If desirable

adjustmen! cannat be made, unsatisfaciory service should be terminated in accardance with the palicy of the library and
the rules of tenure,

Resolutions, petiions, and requests of 2 staff arganization or group should be submitted through a duly appointed
represenlative 10 the chisf tbraran, If a muually satsfaciory solution cannot be reachad, the chief ibrarian, on request
of the staff. should transmit the maller o thae governing awthority. The staff may funther tequest hat they be allowed 1o
send a representative o the governing authority, in order to present their apinions in person

. RELATION OF THE LIBRARIAN TO HIS CONSTITUENCY

The: chief librarian, aided by staff members In touch with the constituency, should SY“ﬂv the present and future needs of
the library, and should acguire malerials on the basis of those needs. Provision should be made for as wide a range of
publications and as varied a representabion of viewpoints as is cansistent with the policias of the library and with the
funds available

LEC I

the librarian's re sp"n“bll ty to make the resources and services |
P-r

'S of Lhe library known to its potential users. Impartial
service should be rendered o all who are entitled to use the library



ALA 11939 Code of Ethics for Librarians

i}

18,
19,

It is the lipranan's obligation to treat as confidential any private infoovation obiainad through contact with library
patrons.

The librarian should try to protect brary property and {o inculcate in users 3 sense of their responsibility for its
preservation

Hl. RELATIONS OF THE LIBRARIAN WITHIN HIS LIBRARY

Tha chiaf ibranan should delegate authority, encourage a sense of responsibility and initiative on the part of staff
members, provide for their professional development, and apprecate good work. Staff members should be informed of
the duties of their positions and the pelicies and problems of the library.

Loyalty to fellow workers and a spirit of courtecus cooperation, whether between individuals or betwaen departments
are essential 1o effective library service.

Criticism of library policies, service, and personnal should be offered anly to the proper authorily for the sole purpose of
imprevemant of the Gbrary,

fcceptance of a posiion in a library incurs an ohiigation o remain-long enough to repay the brary for the sxpanse
incident to adjustment. A contract signed or agreement made should be adbered to faithfully until it expires ar is
diszolved by mutual consent

Resignations should be made (ong enough before they are lo take effec! to allow adequate time for the work 1o be put in
shape and a successor appainied
A libranan should neyer enfer info 8 business dealing on behalf of the library which will eesull in persenal profit,

& lihrarian should never tum the korary's resources to personat use, 1o the detriment of senvices which the tibrary
renders to its patrons.

IV. RELATION OF THE LIBRARIAN TO HIS PROFESSION

Librarians should recogozs librananship as an educational profession and realize thal the growing effectiveness of thair
senvice is dependent upon their own development

in view of the importance of ability and personality taits in brary wark, a ibranan should encourage only those persons
with suitable aptitudes ta enter the hbrary profession and should discourage the continuance in service of the unfil
Recommendations should be confidential and should be fair to the candidate and the prospectve employer by
prasenting an unblased statement of sirong and weak points

Librarians should have a mincere belief and a criical mterest in the libirary profession. They stwould endeaver to schieve
and maimain gdequale salanes and proper working condifions.

Farmal apprasal of the poboes o prachces of another Hbrary should be given anly upon the vitation af that library's
gowerning authanty ar chief librarian,

Libranans, in recognizing the essential unity of their profession, should have membecship in kbrary organizations ana
shoutd be ready to attend and panticipate in library meetings and conferences

V. RELATION OF THE LIBRARIAN TO SOCIETY

Librarnans should encourage a general realization of the value of library service and te informed concerning
mensements, nrganizations, and institutions whase aims are compatible with those of the library

Librarians should paiopate in pubhc and community affairs and so represent the libeary that it will take its place among
educational. social, and cultural agencies.

A librarian’s conduct should ba such as fo maintain public esteam for the library and for library work,

tdembers of the Code of Ethics Commilles submilting the foregoing report are John 8. Cleavinger, Coit Coolidge. Fdwin

Sue Goree Heten L Purdum, Alfred Rawlinson, Rena Reese, Frank K. Walter, Ruih Warden. and Flora 8. Ludington,
chairman

Sourge” "Midwinter Counol Minutes " Amancan Library Assaoafion Bulletin 33 no 2 (1839) 128128
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£ . = Association

History of the Code of Ethics

Statement on Professional Ethics, 1981

Introduction
_the American Library Association has recognized the importance of codiying and making known to
the public and the profession the principles which guide librarians in action. This .dh:"::{ sev:*:on of the Coge of

Ethics reflects changes in the nature of the profession and in its social and institutional envirconment. it should be
revised and augmented as necessary

Librars

s signiflcantly influence or contro! the selection, organization. preservation. and dissemination of
information. In a political System grounded in an infarmed citizenry, librarians are members of a profession
axphctly committed to intellectual freedom and the freedom of access to information. We have a special
bligation to ensure the free flow of informaticon and ideas ta present and fulure generations

Librarians are dependent upon ane another for the bibliographical resources that enable us to provide information

services. and have abligations for maintaining the hghest fevel of personal integrity and competsnce

Code of Ethics

I Librarians must provide the highesl! level of service through appropriate and usefully o
fair and equitable circulation and service policies. and skillful, accurate, unbiased. and courtaous
1o all requests for assistance.

. Librarians must resist all efforts by groups or imdwiduals 1o censar ibrary matenals.

o Librz AriEns must protect each user's right to privacy with respect to information sought or received, and
materials consulted. barrowed, or acquired.

¥ Libranans must adhers (o the principles of due process and eguality of opportunity in peer relationships and

personnel actions

Vv Librarans must distinguish clearly in their actions and statements between their personal phulosophies ang
attitudes and those of an institution or professional body.

Vi, Librarians must avoid situations i which personal interests might be served or financial benefits gamned ¢

he expense of library users, colleagues, or the employing institution,

Adopted June 30, 1881, by ALA Membership and ALA Council

“Al Annual JU-rfe'orn:o in Ban Franciseo, the ALA Committee on Professional Ethics will present {o Membearship
and Councit thes final draft of s revised statement and cede. The orginal staternent of 1975 and the revised draft
of 1974 were nublished in AL, Navermbear 1878, ¢, B66."—Source. Arnerican Libraries, vol. 12, nc. 6 {June 1381y
335 With very little discussion and without revisions, ALA Councll appraved the Statement on Prafessionat
“thics, 1981, published in American Libranes —Source. American Librares, vol 12, no, 7 {July 1981} 405

Related Files

sStatement




Grambling State University

403 Main Street
Grambling, Louisiana 71245

Visit us online at hitp://www.gram.edu
or Call 1-800-569-4714






