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PREFACE

This is Southern University at New Orleans’ Faculty Handbook which serves as a guidance
and reference document approved by the Southern University System Board of Supervisors at its
March 18 — 19, 2005 meeting held at Southern University Shreveport, Louisiana. This document
is effective immediately. It provides guidance and serves as a primary reference in its own right
and the major source from which more specific campus faculty handbooks may be developed.

Southern University at New Orleans Faculty Handbook was drawn from the Southern
University System Handbook which is the result of the hard work of administration, faculty,
faculty senate officers, representatives, campus and system administrators. The document
provides a ready source of legitimization for procedures and actions that faculty undertake daily
and in so doing provides a true sense of reassurance and confidence for the important duties
critical to the functioning of this campus. This Southern University at New Orleans Faculty
Handbook is a tremendous accomplishment in which everyone throughout the campus is truly
proud.

Victor Ukpolo, Ph.D.
Chancellor
Southern University at New Orleans



NOTICE

The Faculty Handbook is intended to be a compilation of information, policies and rules associated with the University
at the time the Handbook is compiled. It does not form a contract nor is it intended to form a contract with the
University or System’s faculty or staff. Any provision of this Handbook in conflict with any policy or rule of the
Board of Supervisors of the Southern University System, State law or regulation, shall be superseded by the Board
rule, policy or State law. Any State law, regulation, policy or rule of the Southern University System adopted during
the existence of the Handbook shall automatically modify or amend any provision of the Handbook to conform to such
law, regulation or rule.
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CHAPTER | GENERAL INFORMATION

1.1 Brief Historical Sketch of Southern University

In 1879, P. B. S. Pinchback, T. T. Allain, T. B. Stamps, and Henry Demas sponsored the
movement in the Louisiana State Constitutional Convention that resulted in the establishment in
the City of New Orleans of an institution “for the education of persons of color.” This institution
was chartered as Southern University in April, 1880, by the General Assembly of the State of
Louisiana. The State Legislature passed Act 87 in 1880 as a proper act of incorporation and
governance of the Institution. Section 7 of the Act provided that this Board of trustees “shall
establish a faculty of arts and letters, which shall be competent to instruct in every branch of liberal
education; and under the rules of, and in concurrence with the Board of Trustees, to graduate
students and grant degrees pertaining to arts and letters to persons competent and deserving.”

On October 19, 1880, the Board of Trustees was organized under the Chairmanship of Dr. J. B.
Wilkinson. A. Mercier was elected President of the Board; T. T. Allain, Vice President, and
Edwin W. Fay, Secretary-Treasurer. Other members of the Board were: General Zebulon York,
Washington Saunders, S. D. Stockman, I. N. Marks, A. R. Gourrier, and George Fayerweather.

The Board of Trustees elected A. R. Gourrier to serve as President of Southern University, but he
resigned on February 14, 1881, before the University opened. The Board then elected George
Fayerweather as Interim President. During this administration, the University was opened.
Successive presidents were: the Reverend C. H. Thompson, Rector of St. Philip’s Episcopal
Church, 1882-1883; the Reverend J. H. Harrison, graduate of Vanderbilt University, 1883-1886;
George W. Bathwell, 1886-1887; and H. A. Hill, 1887-1913.

On December 1, 1880, five individuals were bonded to establish the University Treasury. They
were George Fayerweather, bonded for $10,000, and four residents of Feliciana Parish — Albert
Mayer, D. J. Wedge, J. G. Kilbourne, and W. H. Piper — each bonded for $2,500. The trustees then
purchased the building of the Hebrew Girls School, formerly the Israel Sinai Temple Synagogue,
on Caliope Street, between St. Charles and Camp streets in New Orleans, as the site for the
University.

Southern University was opened on March 7, 1881, with 12 students. The University’s support
was secured by a Constitutional provision, on February 6, 1882, which granted an annual State
appropriation of $10,000. At the same time the Legislature reorganized the Board of Trustees with
W. H. Chaffee, President; T. T. Allain, Vice President, and Charles Keever, Secretary Treasurer.
By 1886, the University had outgrown its facilities and a State appropriation of $14,000 was used
to purchase the square at Magazine and Soniat streets. Later, two classic Doric columned
buildings were erected. In 1890, an Agricultural and Mechanical Department was established. In
1891, Southern University was recognized by the Federal Government as a Land Grant College
under the Federal Act of 1890, known as the Second Morrill Act.

Legislative Act 118 of 1912 authorized the closing and sale of Southern University of New
Orleans, and the reestablishment of the University on a new site. Act 118 also provided for the



reorganization of the University with a new Board of Trustees to be appointed to four-year terms
by the State Governor. This Act was validated by the Supreme Court on June 14, 1913. In July of
1913, the Board of Trustees elected Joseph Samuel Clark, President of Baton Rouge College and
the Louisiana Colored Teachers Association, to serve as President of the “New” Southern
University. In 1914, Southern University in New Orleans was closed by Legislative authorization.
On March 9 of that same year, the “New” Southern University was opened in Scotlandville,
Louisiana.

The Louisiana Constitutional Convention of 1921 authorized the reorganization and expansion of
Southern University; and Legislative Act 100 of 1922 provided that the University be reorganized
under the control of the State Board of Education, effective immediately. The New Orleans
campus was founded as a branch unit of Southern University at Baton Rouge by Act 28 of the
Louisiana Legislature on September 4, 1956. On September 21, 1959, SUNO began its initial year
of operation on its 17 acre site located on the perimeter of Pontchartrain Park with a freshman
class of 158 students, one building, and a faculty of 15. Southern University at Shreveport was
created by Act 42 of the ordinary session of the Louisiana Legislature on May 11, 1964, and
designated a two-year commuter college to serve the Shreveport-Bossier City area.

The State Constitution Convention of 1973 authorized the creation of the Board of Supervisors for
Southern University. In 1974, the management of the University was transferred from the
Louisiana State Board of Education to the newly created Board of Supervisors of Southern
University and Agricultural and Mechanical College by Article 8, Section 7 of the Louisiana
Constitution of 1974. SUBR, SUNO and SUSLA were the three campuses of the Southern
University System, headquartered in Baton Rouge.  In 1977, the Southern University Board of
Supervisors reorganized the system and Dr. Jesse N. Stone, was designated System President, with
office and residence on the Baton Rouge campus. The chief administrative officer on each campus
was designated Chancellor. They were Dr. Roosevelt Steptoe, Chancellor, Baton Rouge campus
(1977-1982); Dr. Emmett W. Bashful, Chancellor, New Orleans campus (1977-1987); and
Leonard Barnes, Chancellor, Shreveport campus (1977-1986).

On June 29, 1985, the Southern University Board of Supervisors changed the name of Southern
University School of Law to the Southern University Law Center. Dr. B. K. Agnihotri was named
Chancellor (1985-2003). The current Chancellor of the Law Center is Dr. Freddie Pitcher (2003-
present). In 2001, the Agricultural Research and Extension Center was established, making a total
of five institutions in the System, out of the need to enhance the impact of our land-grant programs
on the citizenry of the state of Louisiana. Dr. Leodrey Williams was named Chancellor (2001-
present). From its humble beginnings, the institutions of the Southern University System have
grown, offering over 152 degree programs combined ranging from certificates to doctorates. The
System is the only historically black Land Grant university system in the United States.

Other System Presidents have been Dr. Joffre T. Whisenton, (1985-1988), and Dr. Dolores R.
Spikes (1988-1996). Dr. Leon Tarver Il became System President January 1, 1997.

Other Chancellors of the New Orleans campus have been Dr. Dolores R. Spikes (1987-1988), Dr.
Robert B. Gex (1988-1997), Dr. Gerald C. Peoples (1997- 2000), Dr. Press L. Robinson (2000),
Dr. Joseph Bouie, Jr. (2000-2002), Dr. Press L. Robinson (2002-2005) and Dr. Victor Ukpolo
(2006 — Present).



1.2 Statement of Purpose

Institutions within the Southern University System are publicly supported, coeducational, and
historically black in terms of the student body. In addition, SUNO is a land-grant and
comprehensive institution. The institutions prepare students to compete globally in their
respective professions and to engage in advanced study in graduate and professional schools. The
System’s institutions offer its students a broad education that prepares them to meet the changing
demands of an international society, offering a core of liberal arts courses, quality academic
programs, and support services to meet the diverse needs and abilities of all qualified students.

Southern University’s admissions policies in all of its institutions are grounded in the belief that
opportunity and quality can coexist in a diverse educational environment. To this end, the
institutions offer a wide range of learning opportunities designed to allow students with different
abilities to obtain an education that will withstand rigorous scrutiny.

Southern University campuses, as a whole, offer programs of study ranging from associate degrees
to professional degrees. Education opportunities are provided for traditional and non-traditional
students offering scholarly interaction among diverse people. The University is committed to a
broad program of research, both basic and applied, and creative work to stimulate the faculty and
students in a quest for knowledge and to aid society in resolving its scientific, technological, socio-
economic, and cultural problems.

Southern University renders service to the community through urban/rural programs and makes
available educational, cultural, and developmental resources to enhance the quality of life.
Adhering to the spirit of its function as an 1890 land-grant institution, the University’s public
service programs have assumed a prominent position throughout Louisiana as well as nationally
and internationally.

Southern University views diversity as vital to the health of any educational enterprise. To support
this philosophy, the University takes affirmative steps to maintain a multicultural faculty, staff, and
student body. This diversity is achieved principally through assertive recruitment efforts and
through multifaceted international programs.

The University seeks to recruit and maintain a faculty which, through its preparation and scholarly
activities, exerts a profound effect on various institutions in the state, region, nation, and world.
Beyond their traditional roles, faculty members perform distinguished service that complements
and enhances both teaching and research initiatives and provides an additional mechanism for
Southern University to have an impact on the entire community.

The University develops and maintains a physical environment that is safe and conducive to
intellectual growth and development while operating in accordance with the highest standards of
fiscal and administrative management. This environment is enhanced through the use of the most
recent information technology, which offers the University community access to resources from
throughout the world.



1.3 Accreditation

A. Southern University at New Orleans is accredited by the Commission on Colleges of the
Southern Association of Colleges and Schools (1866 Southern Lane, Decatur, Georgia
30033-4097: Telephone number (404- 679-4501) to award certificate, associate,
baccalaureate and master’s degrees.

B. In addition to this regional accreditation which covers all programs, certain programs
enjoy accreditation by the following professional accrediting associations:

Accrediting Organizations Programs

National Council for the Accreditation of Education
Teacher Education

Council of Social Work Education Social Work



Southern University at New Orleans

HISTORICAL SKETCH

Southern University at New Orleans (SUNO) is a senior state university of higher learning. It was
founded as a branch unit of Southern University and Agricultural and Mechanical College, Baton
Rouge, by Act 28 of the Extraordinary Session of the Louisiana Legislature of September 4,
1956. Over the next two years, the Louisiana Legislature appropriated $1,050,000 out of the
General Fund of the State of Louisiana’s Treasury for the acquisition of property, the construction
of necessary buildings, and the furnishing of the new facility.

On September 21, 1959, Southern University at New Orleans, under the direct supervision of the
Louisiana State Board of Education, began its initial year of operation on a seventeen-acre site
located on the perimeter of Pontchartrain Park, a subdivision of single family residences in
eastern New Orleans. With a freshman class of 158 students, one building, and a faculty of fifteen,
the University offered ten courses in four academic disciplines — humanities, science, social
science, and commerce. The first graduation took place in May, 1963 at which time
baccalaureate degrees were awarded to fifteen persons.

Within five short years of its establishment, Southern University at New Orleans experienced
remarkable growth. During the fall semester of 1964, its student enrollment increased to 1,300
and its faculty grew to 70. Also, during that same five-year period there occurred two events
which significantly affected the direction of the institution. First, on November 8, 1960, the
Louisiana Legislature adopted Amendment 26. This act prescribed that Southern University at
New Orleans shall remain in perpetuuma branch unit, an extension of Southern University and
Agricultural and Mechanical College, Baton Rouge, thereby precluding any impending status of
autonomy for SUNO. Second, in January 1964, Virginia Cox Welch, a white high school teacher
filed a lawsuit in federal court against the Louisiana State Board of Education. This litigation,
Civil Action No. 14217, resulted in opening the university to all individuals regardless of race or
color.

In 1975, by virtue of Article 8, Section 7 of the Louisiana Constitution of 1974, the management
of Southern University at New Orleans was transferred from the Louisiana State of Board of
Education to the newly-created Board of Supervisors of Southern University and Agricultural
and Mechanical College. The new constitution also designated SUNO as one of three campuses
of the Southern University System having parity with the other campuses.

Southern University at New Orleans benefited from the Consent Decree in the 80s. This court
order handed down by federal judges as an out-of-court settlement between the State of Louisiana
and the Justice Department over the issue of segregation, allowed the University to add nine new
programs and to receive enhancement funds to upgrade the physical resources. However, the
consent Decree failed to end racial discrimination in higher education in Louisiana. On
November 14, 1994, with Civil Action 80-3300, the United Stated and the State of Louisiana,
Governor of the Louisiana, Louisiana Board of Regents, Boards of Supervisors for Louisiana State
University and Southern University and the Board of Trustees for State Colleges and
Universities agreed to a Desegregation Settlement. With this Settlement (effective through
2004), SUNO retained its open admissions status and classification as a Four Year-V University,



expecting to quality as a Four Year IV University by offering four-year undergraduate programs
and graduate programs in specific areas.

Each year, approximately 450 undergraduate and 70 graduate degrees are awarded. The
University offers approximately 400 different courses and services approximately 4,000 students
each semester. A range of basic degree programs in the liberal arts and sciences, business,
education, and the technologies, and graduate degree programs in Social Work,

Criminal Justice, Computer Information Systems, and Urban Education are among the offerings.
The University maintains a faculty of about 270, with 67% of the full-time faculty holding the
earned doctorate.

SUNQO’s present physical plant consists of thirteen buildings located on sixty-one acres, at an
acquisition cost of twenty-five and a half million dollars. Additions, including acquisition of the
North Campus and renovations to original buildings combine to provide 388,500 square footage
of floor space for instructional and support activities at a total cost of thirty-two and a half million
dollars. The Multi-purpose, one of the last buildings constructed, houses a 1200-seat auditorium
and increased office-space capacity on the campus.

While SUNO has experienced tremendous growth and development in many areas in its short
history, the mission of Southern University at New Orleans, however, has not changed
significantly. The University was established primarily, but not exclusively, for the education of
African American citizens of the Greater New Orleans area and the State of Louisiana in general.
While the University admits and actively recruits qualified students without regard to race, color,
origin, religion, age, sex, or physical handicap, it maintains its strong commitment to serve the
higher education needs of the student population within the Greater New Orleans Metropolitan
area. The current mission was formulated in the late 1990s according to the Board of Regents’
Master Plan for Public Post-Secondary Education. The mission addresses educational,
administrative and support programs which assist the University in realizing its six basic
objectives and twelve institutional goals. Because of its commitment to equity and opportunity,
Southern University has always been driven by a need to serve students where they are
(academically) when they enter the University. Consequently, programs of instruction (from
remediation to honors) exist on the campus. Having served as a beacon light of inspiration to its
constituency, Southern University at New Orleans continues to make a meaningful contribution
to the upward mobility of the people of the community which it serves.



MISSION STATEMENT

The mission of Southern University at New Orleans is “to create and maintain an
environment conducive to learning and growth, to promote the upward mobility of diverse
populations by preparing them to enter into new as well as traditional careers, and to equip
them to function optimally in the mainstream of the global society.”

The University provides a sound education tailored to special needs of students coming to an
open admissions institution and prepares students for full participation in a complex and
changing society. The University offers a liberal education directed toward the achievement
of higher literacy and a broad intellectual development, which in turn serves as a foundation
for training in one of the professions. The SUNO ideal is thus a harmony of the general and
the special aspects of learning. It aims at both immediate and long-range rewards.

In support of its stated mission, the University embraces six basic objectives: (1) to afford to the
citizenry of the Greater New Orleans Metropolitan Area increased opportunities for higher
learning; (2) to provide instruction for the working adult populace of the area who seek to
continue their education in the evenings or on the weekend; (3) to train individuals for positions
in business, education, industry, and government; (4) to prepare students for graduate work or
advanced study; (5) to instruct at the graduate level for the awarding of advanced degrees; and
(6) to provide opportunities for personal development, self-understanding, and an enhanced self-
image. To realize these objectives, the University has undertaken the following institutional
goals:

A. Prepare the student to demonstrate facility and competency in written expression.
B. Prepare the student to demonstrate facility and precision in the use of the spoken word.

C. Prepare the student to demonstrate competency and facility in computational and
quantitative skills.

D. Prepare the student to demonstrate competency in his or her major field.

E. Prepare the student for successful employment in his or her chosen profession.

F. Prepare the student for successful admission to graduate and professional schools.

G. Prepare the student to engage in effective inter-personal relations in professional and social
settings.

H. Prepare the student to demonstrate interest in and commitment to resolving civic and social
community issues and problems.

I. Increase the number of faculty involved in research and other scholarly activities.

J. Develop an effective program of enrollment management that enables the University to
maintain a student body consisting of students who are committed to high academic
achievement and who represent diversified social, economic, and geographical origins.



K. Offer a program of public service and contribute to the well being and development of the
New Orleans Community and the surrounding areas.

L. Provide the financial resources needed for the achievement of the University’s goals through
responsible management and budgeting.



CHAPTER Il THE ADMINISTRATION OF THE UNIVERSITY

2.1 Governing Boards
2.1.1 The Board of Regents

The Board of Regents was created by the 1974 Constitution of the State of Louisiana. According
to Article VIII, Sec. 5 it shall plan, coordinate, and have budgetary responsibility for all public
higher education. Specifically, the Board of Regents is empowered to revise or eliminate an
existing degree program, department of instruction, or similar division; to approve, disapprove, or
modify a proposed degree program, department of instruction, division, or similar subdivision; to
study the need for and feasibility of any new institution of post-secondary education, including
branches of institutions and conversion of two-year institutions to institutions offering longer
course of study. Additionally, the Board formulates and makes timely revision of a master plan for
higher education; for mandatory use by every higher education board; and requires an annual
budget proposal for operational and capital needs of each institution under the control of each
board. The Board is composed of fifteen members appointed by the governor with the consent of
the Senate. The members serve overlapping terms of six years. At least one member, but no more
than two members, shall be appointed from each congressional district. A student member, elected
from the student body presidents of the state’s institutions of higher education, serves a one-year
term.

2.1.2 Board of Supervisors

The Board is empowered to supervise and manage the Southern University System, which includes
five campuses. Specifically, the Board of Supervisors has exclusive administrative authority over
operation of the University, which includes not only the power to prescribe courses, to select
faculty, and to hire and fire employees, but also power to adopt and to enforce administratively,
reasonable regulations governing on-campus activity and conduct of faculty, employees, and
students. The Board of Supervisors is vested with those powers not specifically vested to in the
Board of Regents. The Board of Supervisors is composed of sixteen voting members, two from
each of the eight Congressional Districts of the State, one from the State at large, and one student
member. The members serve overlapping terms of six years, following terms fixed by law. The
student member, elected from the student body presidents of the System’s institutions, serves a
one-year term.

The President of the University System acts as Secretary to the Board, its Executive Committee,
and other standing and special committees. The Board holds at least nine regular meetings in each
calendar year, with at least one meeting held at each of the campuses of the System. All
communications to the Board or to its committees from a student organization, teacher, officer, or
employee of the System shall be transmitted to the President through the appropriate Chancellor,
and transmitted by the President to the Board. Communication from other persons having official
relations with the University System shall be filed in writing with the President and duly
transmitted by him or her to the Board. For further information, refer to the Bylaws, Article VI.



2.2 Southern University System

Designated as a Land Grant System, the Southern University System is the only historically black
higher education system in the nation. The Southern University System is made up of the
following institutions: Southern University and Agricultural and Mechanical College at Baton
Rouge (SUBR), Southern University at New Orleans (SUNO), Southern University at Shreveport
(SUSLA), Southern University Law Center at Baton Rouge (SULC), and Southern University
Agricultural Extension and Research Program located in Baton Rouge (SUAREC).

2.3 President

The President is the chief executive officer of the University System, and holds office at the
pleasure of the Board, with discretionary authority broad enough to enable him/her to meet his/her
extensive responsibilities. Principal staff officers assisting the President in the administration of
the University System are the System Vice Presidents for Administration and Management;
Finance and Business Affairs and Comptroller and Academic and Student Affairs; an Assistant
Vice President for Human Resources and Counsel to the President; Directors of External Affairs
and SUS Foundation, Alumni Federation, and Information Technology Resource Management;
Director of Public Affairs; an Assistant Vice President for Institutional Planning and Research; an
Assistant to the Vice President for Academic Affairs/International Programs; an Executive
Associate to the President; a Research Assistant, a Coordinator of Scholarships/Policy
Management; and an Assistant Vice President for Academic Affairs /Desegregation Settlement
Coordinator.

2.4 Chancellor

The Office of the Chancellor is the chief executive and administrative office on each campus. It is
responsible for the effective execution of all laws, resolutions, polices, rules and regulations
adopted by appropriate agencies for the administration of the Southern University System as well
as for developing and implementing educational, administrative and fiscal policies, procedures and
programs for the campus. The Chancellor is the chief administrative officer and a member of the
faculty. The Chancellor serves at the pleasure of the Board, taking into consideration the
recommendations of the President and the expression of opinion of the faculty. The duties and
responsibilities of the Chancellor are set forth in Article VII, Section 6 of the Bylaws and
Regulations of the Southern University Board of Supervisors. The Chancellor exercises complete
executive authority over the campus, subject to the direction of the President and the Board and
has, among others, the responsibility for fixing the salaries and duties of the members of the
faculty, administrative and professional staff for the campus, subject to the recommendation of the
President and approval of the Board; making all other appointments, promotions, transfers,
suspensions, and dismissals of all academic, administrative, and professional employees subject to
the recommendations of the President and approval of the Board; developing and implementing
educational, administrative, and fiscal policies and programs for the campus consistent with the
policies of the Southern University System.
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2.5 Duties and Responsibilities of Other Administrative, Academic and
Instructional Officers of the Campus - Southern University — New
Orleans

251 Vice Chancellor for Academic Affairs

The Vice Chancellor for Academic Affairs is responsible for all academic programs of the
University, including curriculum, faculty, academic publications, accreditation, and other related
programs. The Vice Chancellor provides assistance to the Chancellor in the formulation of broad
academic policies at the university. The vice chancellor reports to the chancellor. The Vice
Chancellor for Academic Affairs is the chief academic officer and supervises the deans of
academic colleges and the School of Social Work, and administrative units and directors of
academic support areas.

2.5.2 Associate Vice Chancellor for Academic Affairs — Academic Programs

The Associate Vice Chancellor for Academic Affairs — Academic Programs reports directly to the
Vice Chancellor for Academic Affairs and functions in a senior leadership position to provide
direction and coordination of academic programs. This officer will also function as the senior
officer in assisting the Vice Chancellor for Academic Affairs with the administration of academic
policies and other matters including:

1. Interpreting (in writing and/or orally) rules, regulations, policies, and procedures of the
University to members within the academic area.

2. Providing orientation programs on University policies and procedures for new faculty.

3. Insuring continuous curriculum evaluation and improvement and supervision of curricula
and course planning.

4, Promoting professional growth of faculty.
5. Supervising selected publications for faculty, students and the University.
6. Supervising and coordinating the circulation and maintenance of data to and from college

deans and departmental chairpersons pertaining to academic matters and faculty welfare.

7. Receiving and editing reports from all areas responsible for the preparation of the annual
report.
8. Providing leadership and planning in the utilization and acquisition of space for academic
programs.
9. Making decisions in the absence of the Vice Chancellor of Academic Affairs according to

established policy.

10. Supervising class scheduling.
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11. Providing input in all areas under the jurisdiction of the Vice Chancellor for Academic
Affairs.

2.5.3 Associate Vice Chancellor for Academic Affairs — Faculty and Trio

Programs

The Associate Vice Chancellor for Academic Affairs — Faculty and Trio Programs reports directly
to the Vice Chancellor for Academic Affairs.

Major responsibilities include:

1.

w

10.

11.

12.

13.

14.

15.

The University scheduling which includes: receiving schedule changes, addition or
deletion from the Deans and meeting with the Registrar to address the issues and
concerns regarding schedule.

Provide the leadership for the Recap meeting with the Deans where all classes are
reviewed in an attempt to make the determination whether it materializes or not.
Responding to faculty’s concerns as related to courses, faculty/student relationships.
Provide the leadership for faculty development endeavors: each semester will organize
faculty development activities focused on growth, productivity and providing additional
knowledge for faculty members to grow and become more astute in their academic
discipline.

Provide the leadership to enhance technological advancement among faculty and
administrators.

To develop, monitor and update the University catalog and ensure that it is published
on or before the deadline.

To advise, motivate and encourage First Year/Full Time Freshmen COHORT.

Provide a mechanism to contact and encourage the 2001 Freshmen COHORT to
complete their degrees on or before May, 2007. Have monthly meetings with all
students in that COHORT to create a forum for them to share their ideas, express their
concerns and together to help them solve their problems.

Provide the leadership revising and updating the Faculty Handbook ensuring that all
information is correct and current.

Provide the leadership and get information from all academic units, design and
structure an Annual Report that will reflect the academic excellence of Southern
University at New Orleans.

Organize and chair the committee to ensure that relevant topics are discussed where
there will be an opportunity for the faculty and administration to gain current
knowledge and continue to grow at each University Conference each semester.

Provide the leadership, organize and chair the committee to ensure that the University
Commencement flows very smoothly and reflects the excellence of the University at
every level.

Provide the leadership for the Faculty awards luncheon.

Provide the leadership for the student academic award presentation at the end of the
academic year, and

Any other responsibility that is deemed necessary by the Administration.
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254 Vice Chancellor for Administration and Finance

Matters relative to financial and budgetary operations of the campus, as well as the physical plant,
property and grounds of the campus and personnel are handled by the Office of Administrative
Affairs. This office coordinates all activities related to finance: accounting, financial reports,
payrolls and internal auditing procedures. Headed by the Vice Chancellor for Administration and
Finance, this unit supports the University’s educational program through general, personnel,
communication and clerical services and operation of the physical plant and facilities.

The Vice Chancellor for Administration and Finance is responsible for supervising the
administration of the Offices of Classified Personnel, Central Stores & Property, Maintenance,
Purchasing and General Services; providing budget information to the System Vice President for
Finance and Business Affairs; submitting an annual budget to the Chancellor; and making
recommendations regarding the execution of the budget once it has been approved. The Vice
Chancellor for Administration and Finance has the support of an Associate Vice Chancellor, an
Assistant to the Chancellor and a Comptroller.

Comptroller. The Comptroller is the chief fiscal officer. He/she maintains contact with Finance
Officers of the Southern University System and is responsible for all Accounts and Payable
activities for the University in accordance with established policies and procedures (Federal, State,
City, Southern University System and Local). The Comptroller also assists the formulation of
major fiscal policies and procedures affecting the operation of the New Orleans Campus and has
responsibility for preparing and maintain accurate up-to-date accounting records on all income,
expenditures and disbursement for all accounts at the University; collecting and safeguarding all
funds owed to the University; assuring accurate up-to-date procedures in opening and closing of
books and in accounting for all grant activities.

255 Vice Chancellor for Student Affairs

The Division for Student Affairs provides students with quality support services that complement
and enhance the academic mission of the University. It functions as a system of programs and
services that span the breadth of the University’s operation, serving as the integrating and unifying
force in the college-life environment. This includes the counseling center, health services, student
organizations and activities (including co- and extra-curricular programs, student government, and
student publications), student financial aid, career and placement services, and the University
Center. Administered by a Vice Chancellor, Student Affairs is responsible for non-academic
student related affairs and the supervision of the Office of Student Personnel Services.
Administration of Student Personnel Services includes the centralization, coordination, direction,
and staffing of these services and programs. Recommendations pertaining to budgets, employment,
salaries, promotions and other associated issues are made to the Chancellor by the Vice Chancellor
for Community Outreach and University Advancement.
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256 Director of Internal Audit

The Internal Auditor is responsible for the performance and supervision of activities involved in
the internal audit function of the campus. This function entails conducting independent reviews of
any activity or operation within the University for the purpose of examining and evaluating the
effectiveness and efficiency of the activity or operation and to measure and evaluate the
effectiveness of the existing financial and operational controls. In addition, the Internal Auditor
will review programs for compliance with all applicable regulations of the University, State and/or
Federal Government.

257 Assistants to the Chancellor

Assistants to the Chancellor are aides-de-camp. Duties and responsibilities of assistants range
from managing the Office of the Chancellor in many campus situation, including, but not limited
to preparing reports for correspondence to external agencies, interpreting University policy in the
absence of the Chancellor, researching and compiling data needed for certain reports to system
offices, and advising the chancellor on any and all matters as required.

2.5.8 Vice Chancellor for Community Outreach and University
Advancement

The Office of Community Outreach/University Advancement serves to communicate activities,
events and programs of the university to the university community and external publics. It is the
fundraising arm of the university, which plans, coordinates and implements activities of the
university, primarily through the foundation. Public service projects and activities of mutual
benefit to the campus and the community are promoted through collaborative partnerships.
Finally, the Office encourages the support of alumni through advocacy and goodwill.

The area includes responsibility for community outreach, public relations, alumni affairs and
fundraising.

25.9 Director of the Center for Planning, Research and Evaluation

The Director of the Center for Planning, Research and Evaluation is responsible for the oversight
and supervision of the coordination, implementation, and evaluation of the comprehensive
program of planning, research, and evaluation, including data collection, analysis, interpretation
and reporting; works closely with academic and student affairs in developing or selecting
instruments to collect data for analysis of student learning outcomes and student opinions of the
educational environment; advises and consults with administrative units in evaluating their
processes; consults with administration to collect data to assess university wide goals and
objectives in carrying out the ongoing evaluation of the University so that its curriculum,
pedagogy, programs and services can be viewed over time. The Director develops and implements
programs to strengthen institutional decision-making, to enhance and to document institutional
effectiveness, student achievement and satisfaction. The Director acts as liaison between the
administration and faculty in carrying out all aspects of evaluation and documentation of
institutional effectiveness.
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25.10 Director of Athletics

The Director of Athletics is the chief administrator of the athletics department and the
intercollegiate athletics program of the University. The Director manages all athletics department
budgets and any other funds that pertain to the athletics program; assures that all athletics
department personnel govern themselves by the highest standards of ethics and sportsmanship;
meets with key University administrators as a member of the Administrative Council; manages the
physical facilities of the intercollegiate athletics program; coordinates the education program for
all athletics department personnel regarding the National Association of Intercollegiate Athletics,
Gulf Coast Athletic Conferences rules and regulations; and prepares reports for the governing
board, faculty, students, alumni and other supporters of the activities of the athletics department
and intercollegiate athletics program. The Director of Athletics has the assistance of coaches and
assistant coaches.

2.5.11 Dean of School of Graduate Studies
The Dean of Graduate Program works very closely with deans and department heads of academic
units which offer graduate education to provide general leadership for graduate programs. Other

responsibilities include:

1. Encouraging maximum participation of faculty and students in professional activities and
community affairs

2. Representing graduate programs interests through membership on the Council of Deans,
the Chancellor’s Administrative Council, and other university committees.

3. Working with the Graduate Council to develop policies for governing graduate school
processes.

4, Serving as Secretary on the Graduate Council.

5. Working collaboratively with deans to provide orientation programs for new directors and
new faculty.

6. Providing assistance in curriculum and instruction, research, collaborative partnerships, and

program development and expansion.
7. Insuring sufficient program support through sound fiscal planning and management.

8. Maintaining professorial responsibilities by teaching graduate courses or undergraduate
courses in the appropriate college and discipline.

15



2.5.12 Schools and College Deans

College Deans provide general leadership for the college by being model instructors and
maintaining the respect of administrators, faculty, and students and working for genuine unity,
harmony, and a high esprit de corps within the college. Other expectations and responsibilities
include:

1.

Assuming leadership in seeing that the entire program of the college is advanced to the
highest possible level of excellence.

Insuring the participation of department chairs faculty and students in decisions which
affect them.

Encouraging maximum participation of faculty and students in professional activities.
Encouraging maximum participation of faculty and students in community affairs.

Representing the college in the formation of university policy and giving leadership to the
implementation of university policy that affects the college.

Interpreting rules, regulations, policies and procedures to Members of the college;
reviewing beforehand with the Vice Chancellor for Academic Affairs problems involving
clarification and/or differences of opinion.

Providing orientation programs for department chairs for the interpretation and execution
of university policies and procedures.

Providing leadership for curriculum and instruction by:

a. Ensuring a continuous program of curriculum evaluation and improvement.

b. Ensuring that the department heads requisition books, materials and equipment
needed to implement the instructional program.

C. Scheduling classes and make teaching assignments to cover the normal workday,

i.e., including day and evening classes.

Providing leadership in faculty affairs by:

a. Advising in the selection, evaluation, retention and/or dismissal of faculty
members.

b. Promoting the professional growth of department chairs.

C. Evaluating each department chairs in the college as to his/her administrative

and teaching effectiveness.

10. Administering the college by:

a. Insuring that each department chair submits and administers a budget.

b. Supervising and evaluating the college's clerical personnel and controlling the
college supplies and equipment.

C. Presiding at monthly college meetings.

d. Meeting monthly with department chairpersons, individually or collectively.
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11.  Coordinating, collecting and submitting to the VCAA department and submitting data and
information on:

Teaching load forms and office hours.

Summer faculty recommendations.

Guest lecturers.

Monthly minutes

All other reports requested for by the Vice Chancellor for Academic Affairs.

®o0 o

12. Providing leadership in student development by:
a. Insuring academic advisement for all students.
b. Giving advice and/or assistance to individual students on grievances and
other matters whenever requested or deemed essential to the administration
of sound educational practice.

13. Providing leadership in research and planning by:

a. Encouraging and participating in developing long range goals and objectives for the
college planning programs for the achievement of these goals and objectives.

b. Making available routine statistical and research data to the Office of Institutional
Research.

2.5.13 Director of General Studies Program

The Director is responsible for assessing the records of students entering the General Studies
Program; participating in the development of projections of enrollment and estimates of future
needs for instructional resources; working with departments, colleges; the Registrar, Institutional
Research, and others to encourage development of a schedule of classes appropriate to anticipated
demands; advising and assisting students in registration and graduation procedures and preparing
reports as required.

2.5.14 Department Chairpersons
Department Chairpersons provide general leadership for the department by being model instructors
and maintaining the respect of administrators, faculty, and students and working for genuine unity,
harmony, and a high esprit de corps within the college. Other expectations and responsibilities
include:

1. Working for genuine unity, harmony, and high esprit de corps within the department.

2. Assuming leadership in seeing that the entire program of the department is advanced to the
highest possible level of excellence.

3. Ensuring that the participation of departmental faculty and students in decisions which
affect them.
4. Providing for the dissemination of information to departmental faculty and students.
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5. Encouraging (by example) faculty members to participate in professional activities.

6. Encouraging (by example) maximum participation of departmental faculty and students in
community affairs.

7. Representing the department in the formation of university policy and giving leadership to
implementation of university policy affecting the department.

8. Interpreting rules, regulations, policies and procedures to members of the department after

reviewing with the college dean problems involving clarification and/or differences of
opinion.

9. Providing orientation programs for departmental faculty for the interpretation and

execution of department and/or university policies.

10. Providing leadership for curriculum and instruction by:

a. Ensuring a continuous program of curriculum evaluation, improvement and

instruction.

b. Ensuring a continuous program for improvement of instruction.

C. Ensuring that the departmental faculty requisition books, materials, and equipment
needed to implement the instructional program.

d. Encouraging innovations in teaching where they have been determined to be in the

best interest of the students and the University.
e. Scheduling classes and make teaching assignments to cover the normal workday,

i.e., including day and evening classes.

11. Providing leadership in faculty affairs by:

a. Advising in the selection, evaluation, retention and/or dismissal of faculty members
and making recommendations to the college dean.

b. Promoting the professional growth of departmental faculty through graduate and
post-graduate study, in-service workshops, and individual programs of research.

C. Evaluating each faculty member's teaching performance annually and submitting
the evaluations to the Vice Chancellor for Academic Affairs.

d. Scheduling classes and teaching courses in cooperation with the college dean, the

Associate Vice Chancellor for Academic Affairs, the Registrar, and with the
departmental faculty.

12.  Administering the department by:

a. Conducting the business of the department, such as writing and answering
correspondence, making requisitions for various departmental financial functions,
signing time and payroll sheets, supervising staff personnel, submitting book orders,
and other matters necessary for the smooth functioning other department.

b.  Scheduling and convening monthly and called meetings of the department for:

Handling matters needing the decisions of the entire faculty.
Considering and disseminating administrative directives.
Delineating pre-school departmental guidelines.

In-service workshops and speakers.
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d.
e
f

Planning the year's curricular activities.
Discussing, planning and implementing new curricula.
Ordering textbooks for all day and Evening and Weekend classes.

Selecting departmental faculty to be members of departmental committees.
Preparing and submitting an annual budget.

Submitting an annual report to the college dean.

Assigning faculty members to work various periods during day and evening

registration;

g.
h.

Attending all meetings of departmental chairpersons called by the college dean
and/or by the Vice Chancellor for Academic Affairs and Chancellor.

Supervising and evaluating the department's clerical personnel and controlling
supplies and equipment.

Developing a rotational summer teaching schedule in cooperation with
departmental faculty.

Working with Evening and Weekend College dean in scheduling and staffing of
classes at night and on weekends.

13. Providing leadership in student development by:

a. Ensuring sound academic advisement for all day and evening majors in the

department.

b. Working with seniors in job placement and graduate study.

14. Providing leadership in research and planning by.

a. Encouraging and participating in developing the long-range goals and objectives of
the department and planning programs for the achievement of those goals and
objectives.

b. Making available routine statistical and research data to the Office of Institutional
Research.

C. Developing and encouraging research in the discipline by submitting research
proposals.

2.5.15 Program Director/Coordinator (Academic Programs)

Program Directors/Coordinators administer individual units within a department. They are
responsible to the department chair. The duties of the program directors/coordinators are to work
with the department chair to coordinate class schedules, teaching loads, monitor and evaluate the
effectiveness of the unit, initiate requests for curriculum changes, and work with faculty on student

advisement.

2.5.16

Library Director

The Library Director is responsible for formulating and administering library policies, rules and
regulations and its budget. Other responsibilities include the following:

1. Interpreting objectives of the university as they affect the library.
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2. Investigating and solving problems related to the administration of the library.

3. Planning and initiating new library procedures and programs.

4, Establishing and supervising work programs and schedules.

5. Establishing personnel policies.

6. Presiding over staff meetings.

7. Keeping abreast of new devices, supplies and equipment connected with the operation of
the library.

8. Participating in campus meetings to keep aware of the overall activities of the entire

University that will have some effect on the library.
0. Establishing departmental and/or divisional organization within the library.
10. Preparing an annual report.
11. Preparing statistical reports for the state and the federal government when necessary.

12. Recommending to the Vice Chancellor of Academic Affairs and/or Chancellor the
appointment of staff members, promotions, transfers, and salaries.

2.5.17 Registrar
The Registrar is responsible for the implementation of admissions policies and procedures; and
preparing, certifying and maintaining academic records of students. Other responsibilities include
the following:
1. Preparing and distributing student grade reports.
2. lIssuing official transcripts.
3. Verifying student enrollment.
4.  Scheduling all final examinations.

5. Preparing an annual report.

6. Supervising the Assistant Directors of Admissions, Records, Recruitment, and Retention.
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2.5.18

Director of Admissions, Recruitment & Retention (Undergraduate)

Reports to: Enrollment Services

Major duties and responsibilities:

A

Supervise and coordinate activities in accordance with University policies and
procedures to admit students to the University.

Supervise the timely admissions and correspondence to first-time freshmen,
transferring, returning, summer-only, certifying, special, and other students who are
eligible to enroll.

Determine the residency status for international and out-of-state students.

Supervise the timely evaluation of high school and transfer transcripts to support
eligibility for financial aid and proper academic advisement.

Communicate, coordinate, and collaborate with the Director of Students Financial
Aid to continually provide accurate information and services to students.

Establish and manage procedures for effective records maintenance, timely data
input and current suspended files. Ensure the timely computer data input and
correspondence to students to facilitate enrollment.

Train, develops, and evaluates staff for effective program management.

Prepare and submit correspondences, announcements, bulletins, and other
documents to guide students through the admissions process.

Coordinate with the Retention Financial Aid Liaison to provide accurate financial
aid information to students.

Provide written and verbal presentation to faculty, staff, and students when
required.

Prepare and maintain admissions enrollment reports.
Acts in the absence of the enrollment manager.

Implement projects and perform other duties assigned by the Enroliment Manager.
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2.5.19 Director of Admissions (Graduate)

A Plan for and oversee the recruitment, admission and retention of Graduate
Students.
B. Review and process graduate applications.
C. Process graduation applications.
D. Plan recruiting activities along with the Recruiter and other personnel with

emphasis on other race recruitment.

E. Establish innovative retention programs for Graduate Students.

F. Develop recruitment literature and brochure.

G. Responding to inquiries about programs and admissions requirements.
H. Prepare scheduled and ad-hoc reports

l. Work with the recruiter to develop a recruitment calendar and prospective student

database.
J. Other administrative duties as may be assigned by the Dean.
2.5.20 Executive Director of Enrollment Services

The Executive Director of Enrollment Management is responsible for: supervising the Directors
of Admissions and Retention; assisting in the implementation of programs relating to admissions,
retention and enrollment; collaborating with departments, colleges, schools, and administrative
units regarding enrollment; researching, and reporting the impact of policies and procedures on
university enrollment, and submitting annual Enrollment Management Reports.

25.21 Director of Title 111

The Program Director for Title 111 is responsible for the overall coordination and administration of
the Title 111 Program and provides the impetus and direction for each of the components. Some of
the major duties include coordinating, preparing and submitting the Title Il Proposal,
Continuation Application and Reports; preparing, negotiating, monitoring and approving all Title
111 budgets; supervising the programmatic and fiscal operation of each Title 111 component; serving
as liaison between the Department of Education and the University; adhering to requests of the
Department of Education and the University administration in a timely manner; and keeping the
University Chancellor, Administration and Title 11l personnel abreast of and compliance with
rules, regulations, and policies of the funding agency and the University.
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2.5.22 Director of the Information Technology Center

The Director of the Information Technology Center directs the management of information
systems for the University. The Director manages and approves the selection, purchase and
installation of computing equipment; directed the development of short- and long-range goals,
plans, and policies; coordinated faculty, staff and student training for the Center; directed the
development of budget recommendations for technology purchases, personnel services and major
expenditures; meets with administrators, users, vendors and supervisory personnel to discuss and
resolve operational problems, and administrative issues and supervises Center staff and student
interns. The Director has the services of an assistant director, technicians, programmers, operators,
and other specialists.

2.5.23 Director of Safety and Transportation

The Director of Safety and Transportation has administrative responsibilities and duties for
developing and organizing campus-wide safety programs, making and having inspections made of
University property and procedures associated with handling of property and goods; coordinating
safety efforts; soliciting and preparing reports of hazardous conditions and taking corrective
actions; negotiating follow-up action as needed on all reports filed; serving as Fleet Maintenance
Director for the University; and coordinating parking administration.
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CHAPTER Il Councils, Committees, and Organizations

Many aspects of the University’s operations are conducted by or with the advice of councils,
committees, and other organizations. Below are listed the councils, standing committees, and
faculty organizations together with their functions, terms of membership, and the appointing
authorities, where appropriate. Participation on these bodies can serve as points of merit for
retention, tenure, promotion and other professional rewards.

3.1  System-wide Advisory Councils

In our quest to continue to communicate effectively across the System on matters of high
significance; several advisory councils to the President were created. The creation of the advisory
councils allows the President, via the relevant System office, to put a structure in place to further
enhance the liaison relationship between the President’s Office and the campuses. The Advisory
Councils will communicate to and advise the System’s office on the views, concerns and strengths
of faculties, staff, and students on each campus regarding policies, procedures and issues that need
to be visited by the System.

The advisory councils created are as follows:

System Advisory Council for Academic Affairs

System Advisory Council of Planning and Institutional Research
System Advisory Council for Student Affairs

System Advisory Council on Teacher Preparation

System Advisory Council for Financial and Business Affairs
System Advisory Council for Human Resources

System Advisory Council for Public Affairs

System Advisory Council for Technology and Network Services

wn W W W W W L

3.2 Councils

Every faculty member should be given the opportunity to serve on councils and standing
committees on each campus. Faculty participation shall be solicited by the Office of Academic
Affairs during each fall semester. Each faculty member should be limited to serving on no more
than two (2) councils and committees concurrently, except in specific situations (i.e., the need for
that faculty member’s expertise.)

The Vice Chancellor for Academic Affairs of each campus will request the Faculty Senate
President to provide at least one name of a faculty member to represent the Faculty Senate on each
council, committee and organization. In the case of SUAREC and SULC, the Chancellor may
request input from his/her leadership team for appointments of individuals to serve on
councils/committees, where faculty memberships are deemed necessary by the Chancellor.
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3.2.1 The Academic Council
The Deans and Directors of colleges, schools or divisions, together with other academic officers of
equivalent rank responsible to the chief academic officer, constitute the Academic Council.

The Academic Council advises the chief academic officer in the administration of the academic
affairs of the campus, including curriculum development, program scheduling, preparation of the
academic calendar, coordination of programs of various colleges and schools, review of
instructional programs and special university regulations for degrees.

The Council meets at least once each semester at the call of the chief academic officers who serves
as chairpersons.

3.2.2 The Graduate Council

The Graduate Council shall consist of ten members of the graduate faculty named by the
chancellor on joint recommendations of the graduate dean and the chief academic officer of the
campus for overlapping three-year terms. Nominations for membership on the Council shall be
made by the academic deans of colleges or schools offering graduate programs. There shall be an
additional member from the professional library staff nominated by the dean of libraries and
appointed in the same manner as other members for a three-year term. The dean of the graduate
school shall serve as an ex-officio member and secretary of the Graduate Council.

The Graduate Council shall serve as the policymaking body for the entire graduate program of the
campus. It shall be concerned with policies governing academic standards, program development
and review, faculty qualifications, and the consistency and integrity with which the entire graduate
program is operated.

Officers of the Graduate Council shall be a chairperson, vice-chairperson, and secretary. The
Council shall elect its chairperson and vice-chairperson who shall serve terms of two years.

The Graduate Council shall meet at the call of the chairperson of the Council. The Council shall
meet at least three times per academic year with written notice and agenda sent in adequate time to
each member of the Council.

3.2.3 The Teacher Education Council

The Teacher Education Council shall consist of representatives from all areas of the campus which
contribute to the teacher preparation program. It shall be the responsibility of the Chancellor, in
consultation with the chief academic officer, to determine the number, term and manner of
appointment of the membership. The dean of the college of education shall serve as an ex-officio
member and secretary of the Teacher Education Council.

Officers of the Council shall be a chairperson, vice-chairperson, and secretary. The Council shall

elect its chairperson and vice-chairperson who shall serve terms of two years. A consecutive two-
year term shall not be served.
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The Teacher Education Council shall be familiar with standards of accrediting agencies and the
applicable statutes of Louisiana. It is the Council’s responsibility to formulate and propose
campus policy and procedures to maintain a balance between professional preparation, general
cultural attainment, and mastery of the subject content field in each curriculum in teacher
education. All policies offered by the Council are subject to the approval of the campus
administration, the President of the Southern University System and the Board of Supervisors.

The Council shall meet at least once per semester at the call of the chairperson. Minutes shall be
kept of all meetings and transmitted to the chief academic officer of the campus. Should the
Council fail to meet, such failure shall be called to the attention of the chief academic officer by
the secretary.

3.2.4 The Athletics Council

The Athletics Council recommends to the chancellor policies relating to intercollegiate athletics.
More specifically, duties to be carried out by the Council shall include, but shall not be limited to,
the following activities:

1. Determining the scope of the athletics program;

2. Assuring that student athletes are provided an adequate opportunity to pursue
successfully their athletic programs;

3. Advising the Chancellor on the appointment of the athletics director and head coaches
nthe various sports;

4. Reviewing recommendations coming from the athletics director concerning the  athletic
programs; and

5. Reviewing the financial affairs of the athletics department. The membership of this Council
consists of representatives from the administration, the faculty, the staff, the students, and
the alumni. Representatives from the administration, faculty, and staff shall constitute a
majority of the membership. The Council elects its own chairperson from among the
faculty members. The Chancellor appoints the majority of the voting members of the
Council. Representatives from the Student Government Association, the Faculty Senate,
Staff and alumni serve with the chancellor's approval.

3.2.5 The University College Council

The University College Council advises the Associate Vice Chancellor of University College on
the policies and administration of the college's academic program. The Council members are
appointed by the Vice Chancellor for Academic Affairs upon the recommendation of the Associate
Vice Chancellor of the University College, with the approval of the Chancellor. The membership
consists of faculty members representing the degree-granting colleges and schools, three students,
and the Associate Vice Chancellor of University College.
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3.2.6 The Faculty Advisory Council

The Faculty Advisory Council, whose members are recommended by the college/school deans and
selected at-large by the Vice Chancellor for Academic Affairs, with the approval of the
Chancellor, advises the vice chancellor on all matters related to faculty and academic affairs.

3.2.7 College, School or Division Councils

Each college, school, or division council includes the academic dean or division chairperson as
presiding officer, the chairpersons of the departments within the college, school or division, one
faculty member from each department, and two students from each department.

One of the Faculty Senate representatives from each college, school, or division may be appointed
by the Senate to serve in an ex-officio capacity on the Council.

Each college, school, or division council examines and recommends policies to the dean or
division chairperson and to the college, school, or division faculty on matters pertaining to
program development, personnel development and student relations. The Council meets at least
once per semester. The meetings are called by the dean of the college/school or division
chairperson.

3.2.8 Departmental Councils

The council will elect as its chair someone other than the departmental chair who is someone other
than the departmental chair. Both faculty and student representation will serve on the Council.
Student representatives should not be involved in faculty disputes. The Departmental Council
reviews and makes recommendations on such matters as departmental academic policies, faculty-
student relations, equipment, and budgetary priorities. The Departmental Council will meet at
least once during each semester, at the call of the chairperson of the department.

3.3  Standing Academic Committees

The standing committees are listed below together with a brief statement of their responsibilities.
The term "academic committees” refers to those committees that are appointed by the Vice
Chancellor for Academic Affairs, with the approval of the Chancellor. Other standing committees
are listed in the University Catalog. The term of office for all committee members is two years.
Campuses may also appoint other committees as deemed necessary by the administration.

A. The Academic Honors Committee recommends all classifications of
academic honors and identifies and recommends persons who are to receive
these honors.

B. The Catalog Committee prepares the University Catalog for publication
every two years.
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The Curriculum and Instruction Committee keeps abreast of curriculum and
pedagogical trends and recommends changes and innovations.

The Committee on Performance Evaluation of Academic Personnel establishes and
recommends effective methods, policies, and procedures for evaluations under the
supervision of the vice chancellor. (additional research is being done to determine
if this committee’s charge is correct)

The Self-Study Steering Committee serves as liaison between the University and
the Southern Association of Colleges and Schools and conducts the institutional
self-study for SACS accreditation.

The Academic Appeals Committee hears appeals by students who have been
suspended for academic reasons and makes recommendations concerning the
academic status of such students.

The Commencement Committee designs the graduate exercises, executes the
activities which support these exercises, and prepares and supervises the printing of
the commencement program.

The Library Committee (1) advises the dean of libraries on policies governing the
operation of the University libraries; and (2) serves as liaison between the main
library and the faculty in ensuring that the library serves the needs of the University
with regard to the adequacy of the collection and the rendering of appropriate
services.

The Student Advisement Committee promotes effective student advisement,
monitors and evaluates existing student advisement practices, and recommends
changes in existing practices.

The Committee on the Status of Women makes recommendations and helps
implement projects which may serve to improve the status and education of women.

The Strategic Planning Committee for Academic Affairs prepares and updates the
Strategic Plan for Academic Affairs, and recommends and assesses strategic goals
and objectives.

The Retention, Tenure and Promotion Appeals Committee deliberates on appeals
from faculty members and recommends to the Vice Chancellor for Academic
Affairs whether or not the faculty members’ appeals are valid.

The Faculty Handbook Committee will review the Faculty Handbook biennially

and recommend revisions, additions, or deletions to the Vice Chancellor for
Academic Affairs.
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The Academic Responsibility, Rights and Ethics Committee deliberates on issues
concerning faculty conduct, academic freedom and faculty grievances. Therefore,
it shall be expected to the do the following: (1) make recommendations to the
chancellor on policy review regarding ethics, academic responsibility and privilege;
(2) make recommendations to the chancellor regarding needed revisions of the
Faculty Handbook; and (3) make recommendations to the chancellor in matters
regarding academic freedom, complaints against faculty, and faculty grievances.
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CHAPTER IV  Faculty Personnel Policies and Procedures
4.1  Definition of Faculty

The faculty is a primary entity within the University structure. The faculty is responsible for
ensuring that the integrity of academic programs is maintained and for designing, developing and
implementing academic programs.

Faculty and other academic staffs are classified as academic employees. Teaching and non-
teaching faculty are full-time members of the instructional staff, as well as, library staff with the
rank of instructor or above. Other academic staff includes professional personnel such as those
involved in research and grants that have academic responsibilities but do not have academic rank.
Refer to Bylaws and Regulations, Part 11, Chapter 1, Sections 1-2.4.A and 1-2.5.B; Chapter
I1, Section 2.1.A.1b.

Members of the teaching faculty must meet established criteria for academic and professional
preparation criteria for employment. Academic preparation at the doctoral level is preferable for
most disciplines. However, each full-time faculty member teaching credit courses leading toward
the baccalaureate degree is required to have at least eighteen (18) graduate semester hours in the
teaching discipline and hold at least a master’s degree, or hold a master’s degree with a major in
the teaching discipline. In some disciplines, the master’s degree in the discipline may be
considered the terminal degree, such as the M.F.A., the M.S.W., and the M.L.S.; in others, a
master’s degree in the discipline, coupled with a doctoral degree in a related discipline, is
considered appropriate.  In exceptional cases, outstanding professional experience and
demonstrated contributions to the teaching discipline may be considered in lieu of formal
academic preparation (SACS, Criteria for Accreditation, 4.8.2.2; SACS, Principles of
Accreditation, 3.7.1).

4.2 Academic Ranks

The membership of the faculty on each campus includes those members of the academic staff
having the rank of instructor or higher or equivalent rank, including the Chancellor, academic
officers, and full-time and part-time instructors. The academic ranks of professor, associate
professor, assistant professor, and instructor are recognized for both full- and part-time employees.
The title of professor may be modified to indicate particular distinction as approved by the Board
of Supervisors (By laws and Regulations, Part 111, Chapter Il, Section 2-6).

Faculty members are appointed to academic departments and colleges/schools. The duties of the
faculty include having a major role in establishing curricula, fixing standards of instruction,
determining requirements for degrees, and generally formulating education policy. In addition, the
faculty makes recommendations for the granting of degrees.
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4.3  Academic Appointments
4.3.1 Categories of Faculty Appointment

Temporary Any full-time faculty appointment that is for a specified and limited period
and does not lead to consideration for tenure is considered a temporary appointment. Substitute
teachers for emergency situations or for teachers on leave, artists-in-residence, or persons from
business or industry who teach a limited number of courses for a limited time are on temporary
appointment. Faculty members who are appointed at the rank of Instructor are also designated as
temporary appointees to meet a short-term need, which appointment should not exceed two years,
unless otherwise dictated by circumstances. (Bylaws and Regulations, Part 111, Chapter II,
Section 2-8.A.1.)

Probationary Initial faculty appointments at the Assistant Professor, Associate
Professor, and Professor rank are typically on a probationary basis. Such appointments ordinarily
lead to consideration for tenure. The initial written notice of appointment must specify whether the
appointment is on a probationary (tenure-track) basis. A probationary appointment shall not
exceed a period of seven years, including the period served at the rank of instructor, except as
provided by Board policy. If the Board decides to grant credit toward the probationary period for
prior service at other institutions, then inclusion of the credited years shall be made at the time of
the initial appointment. (Bylaws and Regulations, Part 111, Chapter I, Section 2-8.A.2).

Tenured Tenured appointments are given to faculty members who have met the
requirements of tenure outlined in Section 4.7, 4.9, and 4.10 below. Tenure, however, is not a
guarantee of lifetime employment. It does assure that the employee will not be dismissed without
adequate justification and without due process. (Bylaws and Regulations, Part I11,Chapter I,
Section 2-8.A.3.)

Faculty members appointed to a probationary rank after serving a minimum of five years of
continuous service in a non-probationary, full-time rank at Southern University, shall be eligible
for tenure after serving a probationary period of at least two years, but not more than four years.
(Bylaws and Regulations, Part 111, Chapter |1, Section 2-9.B.8)

Professor Emeritus The Board, at its discretion, may elect to confer the title of professor
emeritus on persons with academic rank who, upon retirement from the University, have attained
the rank of professor and who have made outstanding contributions to the University.

The President, with the assistance of the Chancellors, shall appoint a system-wide committee to
formulate system-wide procedures and criteria for conferring of the title of professor emeritus.

If feasible, the holder may be granted such amenities as office space, secretarial services and
research facilities. The holder will be granted use of the library, free passes to cultural events, free
parking privileges, and consideration for appointment to University advisory councils and
committees. (Bylaws and Regulations, Part 111, Chapter IV, Section 4-6.)
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Part-time A temporary appointment to an academic department is made to handle the teaching
of one or more courses, with expectation that the appointee may contribute to the campus in terms
of committee assignments and/or administrative task. No fringe benefits are accorded to part-time
faculty; however, if space is available, an office is provided.

Adjunct A part-time, semester appointment made through the Evening and Weekend
College/or the equivalent, to staff a course, usually offered during the evening and/or on the
weekend, as well as on-sites courses in the community and/or distance learning sites. This
designation is used for persons employed from outside the Southern University System who
participate and contribute to research or instructional activities on one of the campuses. The title
of professor may be modified to indicate particular distinction as approved by the Board. (Bylaws
and Regulations, Part 11, Chapter |1, Section 2-6)

Unpaid Adjunct Faculty  These are faculty members who receive no direct compensation from
the University. Such persons may be provided benefits such as library privileges and access to
other designated University services.

4.3.2 Recruitment and Hiring Policies

The Southern University Board of Supervisors in compliance with Title VI of the Civil Rights Act
of 1964 and Title 1X of the Education Act of 1972 reaffirms its present policy that all admissions
criteria, services, programs and employment under the legal control of the Board shall be
maintained on a non-discriminatory basis, without regard to sex, race, color, creed, religion,
disability or ethnic background at all times.

All Position Vacancy Announcements must adhere to the following approval and distribution
procedure:

1. After the Position Vacancy Authorization has been approved, the Position Vacancy
Announcement to be disseminated must first be submitted to the appropriate Vice Chancellor for
approval. The Vice Chancellor will transmit the approved announcement to the Office of Human
Resources/Personnel.

2. The Director of the Office of Human Resources/Personnel will review and approve the
announcement to assure that it is in conformity with EEOC mandates, other regulatory agency
guidelines, and system and university policies.

3. The Office of Human Resources/Personnel will disseminate all approved Position Vacancy
Announcements on campus, and to other colleges and universities in the State. The unit
advertising the vacancy will send announcements to local, regional and national publications for
posting.
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4.3.3 Appointment Procedures
Full-time Faculty

Requests for filling vacancies and new positions shall emanate from the concerned department,
with the chair of the department directing a communication to the immediate supervisor, the
college dean. The college dean shall make recommendations on the request to the Vice Chancellor
for Academic Affairs. Once the need to fill a vacancy or the need for an addition to the faculty has
been clearly demonstrated, the Vice Chancellor for Academic Affairs shall make the request to the
Chancellor. After authorization to fill the vacancy has been obtained from appropriate campus
officials, the procedure shall be as follows:

1. The chairperson of the concerned department shall prepare a description of the position to
be filled and complete the appropriate forms to initiate the process. This description should
include the qualifications which the candidate must possess, duties which the candidate is
expected to fulfill, rank which the position commands, and tenure status. After being reviewed
and approved by the respective dean, the description is forwarded to the Vice Chancellor for
Academic Affairs and the Office of Human Resources to be advertised in appropriate external
channels to insure as broad a pool of qualified candidates as possible.

2. The chairperson and members of a search committee shall be appointed by the Vice
Chancellor for Academic Affairs in consultation with the appropriate departmental faculty,
departmental chairperson, and college dean or unit head and with the approval of the Chancellor.

3. Assessment of applicants is made by a committee composed of faculty and majors of the
concerned department, other faculty, and/or appropriate administrative officers.

4, Positions of dean, director or equivalent and above must receive approval from the Board.
After a thorough discussion of the credentials and assessment statements with committee
members, the Chairperson of the Search Committee, on behalf of the committee, shall
recommend to the Vice Chancellor for Academic Affairs not less than three persons (without
ranking) to fill the position. Provided the recommendation receives approval at this level, it will
be forwarded to the Chancellor for action. If the Chancellor approves the recommendation, the
appointment shall be made subject to the approval of the President and the Board of Supervisors.
Upon approval by the Board, the Chancellor shall issue a letter of appointment to the appointee
setting forth the terms and conditions of the appointment. For further information refer by Bylaws
and  Regulations, Part 11, Chapter Il and Policies and Procedures.

Part-time Faculty

A part-time faculty member is one whose appointment is less than 100 percent and whose
appointment in made through a department rather than Evening and Weekend College. Such
appointments may be for one semester or one year and are stipulated in letters of appointment.
Compensation for part-time faculty members is determined by the dean of the College/School and
departmental chairperson in consultation with the Vice Chancellor for Academic Affairs, with
approval of the Chancellor. During the term of appointment, part-time faculty members enjoy
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library privileges and the use of parking and other University facilities in accordance with
University practice and policy governing such use by faculty.

Part-time faculty members teaching courses for credit must meet the same requirements for
professional, experiential, and scholarly preparation as full-time counterparts teaching in the same
discipline. Chairpersons in the respective disciplines are responsible for orientation, supervision,
and evaluation of all part-time faculties. Chairpersons shall make every attempt to ensure that
part-time faculty is provided appropriate instructional support and office space as appropriate for
them to carry out their academic responsibilities during the term of appointment.

Faculty employed to staff courses offered in the evening or on weekends are employed as adjunct
faculty with a one-term contract. Faculty employed for teaching in the Evening and Weekend
College must have completed at least 18 hours in the teaching discipline and hold at least a
master’s degree, or must hold at least the master’s degree with a major in the teaching discipline.
For their services, part-time/adjunct faculties are provided a stipend per course. The amount and
pay periods are discussed during the initial interview/hiring process.

Adjunct/part-time faculty may come from industry, government, or other universities and are used
by the University to take advantage of extensive practical experience that such persons bring to the
institution. Very often, the practical experience is sufficient to make exceptions to standard
academic credentials, subject to the approval of appropriate accrediting agencies. (Bylaws and
Regulations, Part 11, Chapter 11, Section 2-6)

Adjunct/part-time appointees have the same responsibility for meeting classes, maintaining records
and completing grade reports as full-time employees. While they may serve on committees and/or
perform other university services, they are not required to do so. Part-time/adjunct faculty
members are expected to attend orientation and other sessions provided for them. Part-
time/adjunct/evening and weekend appointments do not carry academic rank, are for a limited time
period and do not lead to tenure.

Recommendations for staffing evening and/or weekend courses are made by the faculty of each
department via the department chair to the Dean of the Evening and Weekend College. The
recommendations must be approved by the Vice Chancellor for Academic Affairs, the Chancellor
and the President. Sufficient enrollment, as determined by the Chancellor or designee, must be
obtained for classes to be taught.

Summer Appointments

Summer employment is not guaranteed for faculty with a nine month or academic year
appointment. Appointments to the faculty for the summer session will be made by the Chancellor,
on recommendations made by departmental chairmen through their respective deans and the Office
of Academic Affairs, on the basis of teaching requirements of the summer program. Summer
appointments must be approved by the President of the Southern University System and the Board
of Supervisors. Each department shall work out a plan for summer employment that is fair and
equitable, considering the availability of funds, demand for courses, and professional experience
and qualifications of departmental faculty members. Such plans shall be subject to the approval of
the appropriate dean, the chief academic officer and the Chancellor. Compensation for teaching a
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full load — nine (9) credit hours or fifteen (15) contact hours - during a summer session will
normally be two-ninths of the nine months’ salary unless otherwise approved by the Southern
University Board of Supervisors. Compensation for teaching part-time shall be proportionately
based on the credit hours or contact hours of the developed courses assigned. (Bylaws and
Regulations, Part 111, Chapter 11, Section 2-8.C)

Day faculty members may not schedule Evening and Weekend classes as part of a regular load
during the summer. Loads may be reduced due to enrollment and adjustments in compensation
will be made accordingly. Full-time faculty who pick up evening and weekend classes will be
compensated at the Evening and Weekend College rate.

Recommendations for staff positions are based upon sufficient enrollment, as determined by the
Chancellor or designee, for the classes to materialize.

Appointments, Citizenship and Proficiency

Any prospective employee of the University is required to provide proof of residence status before
hiring takes place. All prospective faculty members/teaching assistants for whom English is not
their native language must demonstrate English language proficiency.

Personnel Actions for Academic Employees

All personnel actions about faculty and other members of the academic staff shall be initiated by
the employee’s supervisor after consultation with the appropriate faculty, including the concerned
faculty member. Such actions shall be transmitted, through channels, to the President and shall be
subject to confirmation by the Board. The recommendation shall include a statement as to any lack
of agreement on the part of any administrative officer.

Personnel Records

Records accumulated in any administrative office of the University in connection with the
recruitment and employments of faculty are held to be confidential. For faculty members, as for
all employees, this includes letters of application, letters of recommendation in the individual’s
resume’ packet, academic records, dossiers furnished by placement services, appointment letters,
performance evaluations, records of promotion, salary, and correspondence with University
officials and other faculty. Records held by investigative agencies are not part of the personnel
file. Records of on-going grievance hearings are not a part of the personnel file until the relevant
proceeding are completed.

Information that can be considered public includes only the following items: name, position title,
department, rank, academic degrees held, institutions awarding those degrees, University phone
numbers, home address and phone number (unless held confidential at the employee’s request),
date of employment at the University, tenure status, and any other information specifically
authorized by the employee in writing.

The custodian of personnel records are the persons responsible for receiving the records. The

Chancellor is the custodian of all personnel records held by the central administration of the
University. Personnel records for the faculty are housed in the Office of Academic Affairs. All
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leaves, health insurance, and retirement data pertaining to the faculty and other University
employees are located in the Office of Human Resources/Personnel.

Custodians of files may give access to the files to any administrative office or University employee
who must have access in order to carry out his/her duties. The information in the personnel files
must be treated as confidential.

The personnel record of any faculty member or University employee can be made available to
him/her upon written request and within a reasonable period of time (not more than five working
days) to allow the custodian of the record to screen the file for confidential information.

4.4 Academic Freedom

Members of the academic community have the right to freely study, discuss, investigate, teach,
conduct research, and publish freely as appropriate to their respective roles and responsibilities.
Because the common good depends upon the free search for and exposition of truth and
understanding, full freedom in research and publication is essential, as is the freedom to discuss
scholarly subjects in the classroom. Faculty members have the right to speak, write, and
participate in activities outside the University, but should always be mindful that these
involvements do not lessen the faculty member’s responsibility to the University. (See Bylaws
and Regulations, Article VIII, Section 1.) The principle of academic freedom shall be
recognized in all personnel actions about academic staff. (See the Bylaws and Regulations, Part
111, Chapter |1, Section 2-5.)

4.5 Academic Responsibility and Expectations
45.1 Teaching Faculty Duties and Responsibilities
45.1A Student-related responsibilities:

a. Dealing conscientiously with the teaching assignment. This includes carefully
planning and preparing courses and lectures, meeting scheduled classes, clearly
informing students of course requirements, and grading fairly.

b. Recognizing that students deserve respect as individuals and have certain rights that
must be protected. This encompasses an active interest in the academic and
personal problems of students, the giving of mature professional advice, the
courteous treatment of students in class, and the regard for confidential personal
information about students which may come to the faculty members’ attention in
their role as counselors.

C. Recognizing that faculty members should serve as a model and exercise great
influence in shaping young minds. Thus, faculty must strive to set a high standard
in academic and scholarly excellence, personal integrity and professional ethics.

d. Recognizing that in the classroom role, faculty are morally bound not to take
advantage of this position by repeatedly introducing into class discussions subject
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matter outside the scope of the course and not within their field of professional

competence.
45.1B Professional-related responsibilities:
a. Keeping up to date with developing knowledge in their academic discipline through

familiarity with recent publications and journals and participation in local, regional
or national professional societies and meetings.

b. Seeking ways of (1) improving effectiveness as a teacher, (2) exploring new ways
of presenting academic subject matter, (3) motivating students, and (4) improving
methods of evaluating student performance.

C. Advancing knowledge in respective academic discipline through individual
research, creative writing and analysis, and the presentation of papers at colloquia
or professional meetings.

d. Assisting colleagues in academic and other college activities including: contributing
to curriculum studies at both the departmental and University levels; and
participating in all departmental and University faculty meetings for the better
operation and strengthening the educational program of the University.

e. Exercising an active role in protecting and enhancing the academic and professional
standards of the faculty by: assisting with recruitment of competent new faculty
members; giving recommendations regarding promotion and/or tenure for
competent faculty colleagues; and recommending the removal of colleagues who,
after a fair hearing, have been proven incompetent, guilty of moral turpitude or
gross misconduct, or lacking in personal or professional integrity.

f. Demonstrating respect for the right of faculty members, students and administrators
to hold divergent opinions.

451.C University-related responsibilities:
a. Conscientiously fulfilling all the contractual obligations for the period of time
agreed and that he/she will give the institution reasonable notice when resigning for

any reason except personal emergency.

b. Making conscientious use of the funds of the University entrusted such as those
allocated to budgets of academic departments or special research projects.

C. Making every effort to avoid professional and personal actions which may cause
economic loss or legal or moral embarrassment to the institution.

d. Avoiding use of University resources, equipment, or labor for personal gain in
research or projects.
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e. Giving reasonable support to general University activities, participating as a faculty
representative at meetings, convocations, commencement exercises, and honors day

programs.
f. Committing to a reasonable amount of service on University-wide committees.
g. Indicating clearly that one does not speak as a representative of the University but

as an independent citizen when making public statements of one’s views.
h. Participating in the Fall, Spring, and Summer registration of students.

i Participating in commencement exercises unless excused in the writing by the Vice
Chancellor for Academic Affairs. It is the responsibility of each faculty member to
provide academic regalia needed for commencement.

45.2 Academic Advisement

Faculty members act as advisors to student who major in their respective disciplines. All members
of a department/program are required to become involved in student advising. An important
aspect of advisement consists of assisting students in their selection of courses. Each campus shall
develop a policy to determine the minimum numbers of office hours for their respective faculty.

Every department chairperson has the responsibility of establishing and maintaining an advisory
program which must include acquainting faculty and students with the departmental and
University requirements for graduation. Advisors must insist that students follow courses in
sequence and repeat immediately any course(s) failed. Students must be advised that satisfactory
academic progress must be maintained in order to receive financial aid. If during the advisement,
it appears that some type of counseling is in need, the faculty member should refer the student to
the appropriate support facility and/or service.

45.3 Faculty Development

The University provides opportunities for faculty to engage in doctoral and post-doctoral studies;
attend and present papers at professional meeting, seminars, and conferences; and engage in
independent research. In addition, consultants are brought to the campus. The System’s Center
for Excellence in Teaching and Learning shall provide faculty development opportunities to
faculty members via workshops, seminars and professional meetings. The overall goal is to enrich
and strengthen the professional development of the faculty and to promote and encourage teacher
effectiveness.
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4.6  Retention of Probationary Faculty

Retention of probationary faculty shall be based on merit in accordance with established criteria,
with the interest of the University being served maximally by such action. Possession of specified
degrees and time spent in a department, while considered as factors in determining merit, shall not
alone constitute justification for retaining a faculty member. Religion, national origin, race, sex,
color, creed, disability or age shall not be factors in the evaluation of an application for retention.
It is the responsibility of the faculty member to determine whether or not he or she is eligible for
retention consideration.

4.6.1 Probationary Appointment

Probationary appointments are for a specified period of time. When the initial appointment of a
member of the faculty is probationary, such appointments ordinarily lead to consideration for
tenure. There shall be an annual evaluation of a probationary faculty member to determine
eligibility for retention and renewal of the appointment. The annual evaluation shall begin in the
second year of the probationary appointment. In the sixth year, the evaluation of a probationary
faculty member will determine his/her eligibility for the awarding of tenure.

46.1.A Retention Procedure

The applicant shall prepare a dossier that includes an updated résumé. All eligible faculty
members are responsible for the completeness of all required items to be included in the dossier.
Where required items are not provided, it is the responsibility of the faculty member to include a
signed statement in the dossier indicating why such documentation is not included.

Applications for retention shall be submitted to the chairperson. A list of all materials contained in
the dossier will be developed by the applicant to be signed by both the applicant and the
chairperson. The chairperson shall certify the inclusion in the dossier of the materials on the list.
Copies of the signed list will be made for the chairperson and the applicant and the original shall
remain with the dossier.

4.6.1.B Probationary Evaluation for Retention

Each probationary faculty member’s evaluation shall be initiated within his department by a date
established by the department chair to determine if the faculty member is eligible for
reappointment and the continued pursuit of tenure. In the event retention is denied to a faculty
member, appropriate written notice of the non-renewal of the probationary appointment shall be
given and the faculty member’s appointment will terminate on the last work day of that academic
year. The employment of a faculty member whose appointment is not recommended for renewal in
the third through the fifth years of the probationary appointment will terminate on the last work
day of the subsequent academic year. The written notice of non-renewal of a probationary
appointment should be issued no later than March 1 of the first academic year of service, if the
appointment expires at the end of that academic year; no later than December 15 of the second
academic year if the appointment expires at the end of that academic year; at least twelve months
before the expiration of an appointment after two or more years of service at the institution
(Bylaws and Regulations, Part I11, Chapter 11, Section 2-8.B.2)
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46.1.C Levels of Review

Each probationary faculty member shall be evaluated and/or reviewed annually by the appointed
committees and officials listed below for retention during the probationary period. In case of a
negative recommendation at any level of the review process, a statement setting forth the reason(s)
for disapproval must be attached to the retention application, and transmitted to the next level of
authority. The applicant should receive written notice of the outcome at each evaluation phase. In
addition, the applicant shall be provided the opportunity to submit a written response to a negative
evaluation at any phase, which shall be taken into consideration at the next level of review. The
final appeal, if necessary, in the retention process shall be to the chancellor, provided his/her
decision is in agreement with the recommendation of the RTP. Upon review of the appeal,
the chancell or’s decision shal/l serve as
of the RTP; otherwise, the affected faculty member can appeal up to the President and
subsequently to the Board of Supervisors.

1. Department Retention, Tenure and Promotion Committee Evaluation

a. Each probationary faculty member shall be evaluated by the Retention, Tenure and
Promotion (RTP) Committee in his department or academic unit using the criteria
published for this purpose.

b. Upon receipt of the applications, the department chairperson shall convene a
departmental RTP committee to evaluate the prospective candidate and make
recommendations to the chairperson for his review and recommendation. The
department’s RTP Committee shall be composed of the tenured faculty members from the
academic unit who do not also serve on the RTP Committee for the College.

C. For small departments with insufficient tenured faculty to serve, tenured faculty
members shall be drawn from other departments within the applicant’s college. The com-
mittee, based on its evaluation, shall assign points to each of the criteria, and the total
points accumulated shall be recorded on the appropriate form. Upon completion of the
review, the chair of the RTP Committee shall notify the applicants of the results, in writing,
and forward recommendations, in writing, along with all supporting documents to the
departmental Chairperson on or before the date established by the department chair.
Negative recommendations may be appealed to the department chair by the 10th work day
following the receipt of the written notification.

2. Department Chairperson’s Review and Evaluation

a. The department chairperson shall receive the department RTP Committee’s
recommendation and, considering it, will conduct his/her evaluation of each probationary
faculty member.

b. The chairperson will make his/her recommendation based on his/her review of all

supporting documents. Upon completion of the review, the Chairperson shall notify the
applicants of the results, in writing.
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C. The application and all supporting documents, together with evaluations and
recommendations of the department committee and the chairperson, shall then be submitted
by October 15th to the dean of the appropriate college or division for the College/School
RTP Committee’s evaluation and recommendations. Negative recommendations by the
department chairperson may be appealed to the College/School RTP Committee, via the
dean by the 10th work day following the receipt of the written notification.

3. College/School Retention, Tenure and Promotion Committee Evaluation

a. The dean shall forward all recommendations, evaluations and documentation
received from the department chairpersons and all applicants’ appeals to the
College/School RTP Committee. A minimum of five (5) committee members shall be
elected at the start of each academic year from the ranks of the tenured faculty members
within the College/School. Each academic department in the college/school must have, at
least, one representative on the committee, unless there is no tenured faculty member
within a department. Such departments shall not have any representative on the
College/School RTP Committee.

b. The RTP Committee shall examine the applications, the supporting documents, and
the evaluations and recommendations of the department RTP committee and chairperson to
determine the eligibility of probationary faculty for retention in accordance with
established criteria. The College/School RTP Committee’s evaluations and
recommendations shall then be submitted by the chair of the College/School RTP
Committee by November 15th to the dean. Negative recommendations may be appealed
to the dean by the 10th work day following the receipt of the written notification. For
applicants in their second academic year of service, recommendations must be given to the
dean by October 31st. (Bylaws and Regulations, Part 111, Chapter Il, Section 2-8.B.2)

4, Dean’s Review and Evaluation

The dean shall conduct his evaluations and render recommendations, based on his review
of all the supporting documents and recommendations from previous levels of review and
appeals from retention applicants. Upon completion of his evaluation, the dean shall notify
applicants and the chief academic officer of the results, in writing, by December 8th.
Copies of the notification shall be forwarded to the appropriate department chair. Negative
recommendations may be appealed to the Vice Chancellor for Academic Affairs by the
10th work day following the receipt of the written notification, who shall appoint a
university-wide RTP appeals committee to provide advice and assistance in reviewing the
appeals.  For applicants in their second academic year of service, recommendations must
be given to the Vice Chancellor for Academic Affairs by November 7th. (Bylaws and
Regulations, Part 111, Chapter 11, Section 2-8.B.2)
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5. Vice Chancellor for Academic Affairs Review and Evaluation

The chief academic officer shall make his assessment considering the application, the
supporting documents, the evaluations and recommendations of the department committee,
the chairperson and the College/School RTP Committee and dean and all appeals received
from retention applicants. The chief academic officer’s recommendations shall be
submitted to the Chancellor of the campus by January 30th of each academic year. The
retention applicants shall also be notified of the outcome with copies to the appropriate
deans and department chairpersons. Negative recommendations may be appealed to the
Chancellor by the 10th work day following the receipt of the written notification. For
applicants in their second academic year of service, recommendations must be given to the
Chancellor by November 14th. (Bylaws and Regulations, Part I11, Chapter 11,

Section 2-8.B.2)

6. Chancellor’s Review and Evaluation

The chancellor shall conduct his review and evaluation of the submitted dossiers. In the
event a retention candidate receives a positive recommendation, he shall be so notified, in
writing, with copies to the appropriate chairperson, the dean and the chief academic officer.
If a candidate receives a negative recommendation, the candidate shall be notified, in
writing, with the reasons stated. Copies of the notification shall be transmitted to the
appropriate chairperson, the dean and the chief academic officer. The notification shall
specify the effective termination date. The written notice of non-renewal of a probationary
appointment should be issued no later than March 1, of the first academic year of service, if
the appointment expires at the end of that academic year; no later than December 15, of the
second academic year if the appointment expires at the end of that academic year; at least
twelve months before the expiration of an appointment after two or more years of service at
the institution (Bylaws and Regulations, Part 111, Chapter I, Section 2-8.B.2)

The Chancellor’s decision shall serve as the final action required in the retention review
process if it is congruent with the RTP recommendation. Otherwise, the affected faculty
member can appeal to the President and subsequently to the Board of Supervisors.

4.6.2 Evaluation Guidelines for Retention of Probationary Faculty

Probationary faculty members are those with tenure-track appointments, but who are not yet
tenured. For tenure-track faculty, the annual evaluation provides an assessment of their
performance and develops information concerning their progress toward promotion and/or tenure.
It communicates their areas of strength and alerts faculty members to performance deficiencies at
the earliest possible time.

Each academic department shall prepare and submit through its administrative hierarchy for
approval, a plan for the annual evaluation for the retention of faculty members with probationary
appointments. The tenured members of the faculty in each department shall participate in the
development of the department’s retention plan and evaluation criteria and procedures. The
process should provide evaluators with the opportunity to express concerns, observations and
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recommendations in writing regarding the probationary faculty member’s performance in a
manner intended to enhance the faculty member’s chances of achieving tenure and/or promotion.
The absence of a negative evaluation is not a guarantee of being retained or for the granting of
tenure or promotion. Occasionally, the evaluation will result in termination of the individual’s
appointment prior to the critical year. Where appropriate, notice of termination will be given in
accordance with provisions in the Faculty Handbook. Each department shall develop and
implement an evaluation and retention plan with procedures, programs and incentives identified
that support Southern University’s commitment to engaging a competent faculty that is diverse.
Academic units will develop and implement a plan for the evaluation and retention of probationary
faculty. The plan shall:

1. Provide for the annual evaluation of all probationary faculty who have completed one full
academic term/year at Southern University.

2 Require all probationary faculty to submit evaluation dossiers for retention
consideration.

3. Encourage and promote contact between junior (probationary) and senior (tenured)
faculty.
4. Identify a mentoring process to foster the development of new faculty to their fullest

potential and provide the means to maximize their success at Southern University.

5. Incorporate evaluation factors from the faculty tenure and promotion procedures to ensure
that probationary faculty move progressively toward tenure and/or promotion goals
annually.

6. Explain the role of diversity in the evaluation process.

7. Provide for an interim review of probationary faculty during the initial year of the

appointment by senior faculty and/or the department chair to determine continuation based
upon a demonstrated collegiality, fitness, cooperativeness and/or overall performance.
Program needs should be included as a factor for consideration.

8. Provide a means for the resultant annual assessment to be used in setting probationary
faculty members’ performance expectations for the ensuing academic year so as to guide

the faculty member in areas in which improvement may be needed.

9. Provide the opportunity to develop changes in responsibilities assigned probationary
faculty that reflect the strengths of the individual and needs of the university.

10.  State notice requirements to be utilized in issuing notices of retention and non-retention
published in the Faculty Handbook.

11. Provide details of performance expectations for the ensuing years for faculty whose
appointments will continue.
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46.3 Evaluation Criteria for Retention

In the interest of maintaining a strong faculty, serious consideration is given to the following in
determining the progress made by a candidate in pursuit of tenure:

1. Teaching excellence

2. Personal professional development

3. Research, publications, and creative activities
4. University service

5. Professional activities

6. Student mentoring, including advisement

4.7 Academic Tenure
4.7.1 Definition of Tenure

Academic tenure is not a prerequisite to academic freedom, for academic freedom is the right of all
members of the academic community. Tenure is a means of making the teaching profession
attractive to persons of ability and constitutes only one important protection of academic freedom.

The traditional protection afforded by tenure against unwarranted dismissal of teachers has
validity. Tenure is not, nor should it be, a shield for mediocrity, incompetence, or academic
irresponsibility. Tenure must be earned, not given.

The granting of academic tenure shall be based on merit in accordance with established criteria,
with the interest of the University being served maximally by such action. Religion, national
origin, race, gender, handicap, color, creed, or age shall not be factors in the evaluation of an
applicant for academic tenure.

The University subscribes to the principles of tenure for academic staff as set forth in the following
statement of the American Association of University Professors:

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
indispensable to the success of an institution in fulfilling its obligations to its students and to
society.
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4.7.2 Provisions of Tenure

The following provisions for tenure, which are in accord with those adopted by the Board of
Regents, shall be observed:

1.

The Board of Supervisors has the ultimate responsibility for employing academic personnel
and for awarding or denying tenure to academic personnel. The precise terms and
conditions of every appointment shall be stated in writing and be in the possession of both
institution and employee before the appointment is consummated.

Indeterminate tenure shall be earned by full-time probationary academic personnel with
respect to academic rank only.

a. Administrators shall not earn tenure except in their capacity as members of the
faculty.
b. Faculty members at the rank of instructor shall be on annual appointment and shall

not be eligible for tenure. While ineligible for tenure, years served may count
toward tenure once the individual has achieved a probationary appointment at the
rank of assistant professor.

C. Assistant professors, or the equivalent, shall be eligible for tenure after serving the
established probationary period.

d. Faculty members promoted to the rank of associate professor, professor, or
equivalent shall be awarded indeterminate tenure and shall be formally notified in
writing within thirty (30) days of Board action.

e. Faculty members initially employed at the rank of associate professor or equivalent
shall serve a probationary period of three years, except at Southern University-
Baton Rouge, where the probationary period will be four years.

f. Faculty members initially employed at the rank of professor or equivalent shall
serve a probationary period of two years, except at Southern University-Baton
Rouge, where the probationary period will be four years.

g. Faculty members appointed to the rank of professor or associate professor while
being paid from a grant or contract for services may not be granted indeterminate
tenure, but may be granted limited tenure, not exceeding the duration of the grant or
contract.

Full-time academic personnel below the rank of associate professor or equivalent shall
serve a probationary period not to exceed seven years. For the purpose of computing the
maximum seven-year probationary period, service at all ranks may be included. However,
faculty members appointed to a probationary rank after serving a minimum of five years of
continuous service in a non-probationary, full-time rank at Southern University, shall be
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eligible for tenure after serving a probationary period of at least two years, but not more
than four years.

a.

At the end of the fifth year of service, such faculty members shall be evaluated for
the purpose of determining eligibility for tenure.

At the end of the sixth year, the faculty member shall be evaluated and the results of
each individual's evaluation shall be provided to that individual. In the event tenure
is to be denied to an assistant professor, twelve months written notice of termination
shall be given effective at the end of the subsequent academic year. In the event
tenure is to be awarded, affected faculty members shall be informed in writing.

For the purpose of the probationary period, credit may be given for prior service
within the Southern University System. Credit may be given for prior service at
other institutions at the discretion of the Board. A probationary faculty member
must serve at least two years in the tenure track position to be eligible to apply for
tenure, when service credit is granted.

Recommendations of those to be considered for tenure shall originate in the various
academic departments. The departmental committee of all the tenured faculty shall
evaluate the prospective candidate and make recommendations to the chairperson.

Tenured faculty members shall retain their status until they retire, resign, or are terminated
for cause or as a result of financial exigency or discontinuance of their program or
department. Tenured faculty who face termination or who have been terminated due to
program or departmental discontinuance should be given preference among the field of
candidates for appointment to other faculty positions for which they are appropriately
qualified, all other factors being equal.

The provisions of this policy are as follows:

a.

All persons holding tenure on the effective date of this policy shall retain their
tenure.

Faculty members not now tenured but were employed must achieve tenure status
within the time frames provided in current guidelines governing tenure for the
respective ranks.

This revised policy is applicable to all persons employed subsequent to June 30,
1997.

Within thirty (30) days of the effective date of this policy, each tenured faculty
member in each affected institution shall be notified of his/her tenure status. Within
the same time period, each non-tenured faculty member shall be informed of his/her
non-tenure status and shall be informed of existing tenure policy affecting him/her.
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4.7.3 Procedures for Recommending Academic Tenure

In accordance with the Bylaws and Regulations of the Southern University Board of Supervisors,
the Board may, under extraordinary circumstances and upon proper recommendations, waive the
probationary period. When applicable, the probationary period for each academic rank is listed as
follows:

1.

Assistant Professor--At this level the faculty member must serve a probationary period of
five years, the evaluation for tenure will take place during the sixth year (the critical year).
At the end of the sixth year, if tenure is to be denied, a written notice of termination, to be
effective at the end of the subsequent academic year, will be given. In the event tenure is
to be awarded, the faculty member must be informed in writing. At the rank of assistant
professor a faculty member can receive tenure by being promoted to associate professor,
which provides automatic tenure and written notification thereof within thirty (30) days of
the Board of Supervisor's action.

Associate Professor--Faculty members initially employed at the rank of associate professor
shall serve a three year probationary period, and the evaluation for tenure will take place
during the fourth year (the critical year). At the end of the fourth year, if tenure is to be
denied, a written notice of termination, to be effective at the end of the subsequent
academic year, will be given.

At the rank of associate professor, a faculty member can receive tenure by being promoted
to professor, which provides automatic tenure and written notification thereof within thirty
(30) days of the Board of Supervisor's action.

Professor--Persons initially employed as full professors shall serve a two-year probationary
appointment within the Southern University System, and the evaluation for tenure will take
place during the third academic year (the critical year). At the end of the third year, in the
event tenure is to be awarded, the faculty member will be informed in writing. If tenure is
to be denied, a written notice of termination to be effective at the end of the subsequent
academic year, will be given.

The tenure applicant shall include an updated resume in his/her dossier. All eligible faculty
members are responsible for the completeness of all required items to be included in the
dossier. Where required items are not provided, it is the responsibility of the faculty
member to include a signed statement in the dossier indicating why such documentation is
not included.

Application for tenure shall be submitted to the chairperson. A list of all materials
contained in the dossier will be developed by the applicant to be signed by both the
applicant and the chairperson to certify the inclusion of the materials. Copies of the signed
list will be made for the chairperson and the applicant. The original shall remain in the
dossier.
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47.4 Tenure Evaluation Process

In the critical year of his appointment, each probationary faculty member’s evaluation shall be
initiated within his department to determine if the faculty member is eligible for tenure. In the
event tenure is denied to a faculty member, appropriate written notice shall be given and the
faculty member’s appointment will terminate on the last work day of the subsequent academic
year. Written notice of denial of tenure should be issued by the end of the academic year in which
the application was made.

475 Levels of Review

Each tenure applicant shall be evaluated and/or reviewed by the appointed committees and
officials listed below. In case of a negative recommendation at any level of the review process, a
statement setting forth the reason(s) for disapproval must be attached to the application, and
transmitted to the next level of authority. The applicant should receive written notice of the
outcome at each evaluation phase. In addition, the applicant shall be provided the opportunity to
submit a written response to a negative evaluation at any phase, which shall be taken into
consideration at the next level of review.

4.75.A Department Retention, Tenure and Promotion (RTP) Committee
Evaluation
a. Each tenure applicant shall be evaluated by the Retention, Tenure and Promotion

(RTP) Committee in his department or academic unit using the criteria
published for this purpose.

b. Upon receipt of tenure applications, the chairperson shall convene the department
RTP Committee, who shall evaluate the candidate and make recommendations
to the chairperson for his/her review and recommendation The department’s RTP
Committee shall be composed of all the tenured faculty from the academic unit who
do not also serve on the RTP Committee for the College.

C. For small departments with insufficient tenured faculty to serve, tenured faculty
members shall be drawn from other departments within the college of origin of the
applicant. Upon completion of the review, the chair of the department’s RTP
Committee shall notify the applicants of the results, in writing, and forward its
written recommendations, along with all supporting documents, to the departmental
Chairperson on or before the date established by the department faculty. Negative
recommendations may be appealed to the chairperson by the 10th work day
following the receipt of the written notification.
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4.7.5.B

4.75.C

4.7.5.D

Department Cha iwarmEvalsaton’ s Revi e

The department chairperson shall receive the department RTP Committee’s
recommendation and all appeals from tenure applicants. The department
chairperson will conduct his evaluation of each tenure applicant.

After receipt of the department RTP Committee’s recommendation, the chairperson
makes his recommendation based on his review of all supporting documents. Upon
completion of the review, the Chairperson shall notify the applicants of the results,
in writing. Negative recommendations may be appealed to the College/School RTP
Committee, via the dean by the 10th work day following the receipt of the written
notification.

The applications and all supporting documents, together with evaluations and
recommendations of the departmental committee and the chairperson, shall then be
submitted by October 15th to the dean of the appropriate college/School for the
College/School RTP committee’s evaluation and recommendation.

College/Division Retention, Tenure and Promotion Committee
Evaluation

The dean shall forward all recommendations, evaluations and documentation
received from the department chairpersons and all appeals from tenure applicants to
the College/School RTP Committee. A minimum of five committee members shall
be elected at the start of each academic year from the ranks of the tenured faculty
members within the college/school and two shall be appointed by the Faculty
Senate. Each academic department in the college must have, at least, one
representative on the committee, unless there is no tenured faculty member within a
department.  Such departments shall not have any representative on the
College/School RTP Committee.

The Committee shall examine the application, the supporting documents, and the
evaluations and recommendations of the department and chairperson to determine
the applicant’s eligibility for tenure in accordance with established criteria. The
College/School RTP Committee evaluations and recommendations shall then be
submitted by the chair of the College/School RTP committee by November 15th to
the dean. Negative recommendations may be appealed to the dean by the Oth work
day following the receipt of the written notification.

Dean’s Chairperson Review and Eval

The dean shall conduct his evaluations and render recommendations, based on his review of all
supporting documents and recommendations from previous levels of review and appeals from
tenure applicants. Upon completion of his review, the dean shall notify the applicants and the chief
academic officer of the results, in writing, by December 8th. Copies of the notification shall be
forwarded to the appropriate department chair. Negative recommendations may be appealed to the
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Vice Chancellor for Academic Affairs by the 10th work day the receipt of a following written
notification, who shall appoint a university-wide RTP appeals committee to provide advice and
assistance in reviewing the appeals.

475.E Vice Chancellor for Academic Affairs Review and Evaluation

The chief academic officer shall assess the applications, the supporting documents, the evaluations
and recommendations of the departmental committee, the chairperson, the College/School RTP
committee, the dean and appeals received from tenure applicants. The chief academic officer will
assemble the Retention, Tenure and Promotion Appeals Committee to deliberate on appeals by
January 15th of each academic year. The chief academic officer’s recommendations shall be
submitted to the chancellor of the campus by January 30th of each academic year. The tenure
applicant shall also be notified, with copies to the appropriate dean and department chairperson.
Negative recommendations may be appealed to the Chancellor by the 10th work day of the receipt
of the written notification.

475.F Chancell or’s Review and Evaluati on

After conducting his review of the submitted dossiers, the Chancellor shall then make his
evaluations and submit recommendations to the President by February 25th of each academic
year and notify the applicants. Negative recommendations may be appealed to the President by the
10th work day of the receipt of the written notification.

475G The President’s Review and Evaluat.

The President shall make evaluations and submit his/her recommendations for tenure to the Board
of Supervisors. The President, as secretary to the Board of Supervisors, shall communicate to the
appropriate parties the actions of the Board of Supervisors immediately following the meeting in
which action was taken. Negative recommendations may be appealed to the Board.

4.75.H The Board of Supervisors

The Board of Supervisors decision shall serve as the final action required in the tenure review
process.

4.7.6 Criteria for Tenure

A candidate for tenure must have a probationary appointment and be the holder of the terminal
degree in his/her teaching discipline or possess exceptional credentials in lieu thereof. In the
interest of maintaining a strong faculty, serious consideration is given to candidates as it pertains to
the following:

1. Teaching excellence;
2. Personal professional development;
3. Research, publications, and creative activities;
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4. University service;

5. Professional activities; and
6. Student mentoring, including advisement.
4.7.6.A. The materials in support of a recommendation for tenure shall include
the following:
a. A completed application from the faculty member with supporting documents, such

as list and copies, when applicable, of publications, presentations, exhibits, etc., and
proper signatures.

b. A completed evaluation form from the chairperson analyzing the work of the
faculty member in detail, designating and documenting the areas of competence and
excellence which support the recommendation for tenure from the past successive
three years.

C. A summary of student evaluations of faculty member from the past successive three
years (or past successive two years for faculty members hired at the rank of
professor).

d. Completed evaluation forms from other tenured members of the faculty regarding

the faculty member's performance (Peer Evaluation) for the past successive three
years (or two for professors).

While all criteria cited above are important and will be considered when evaluating applicants for
tenure, it is required that each faculty member will achieve a minimum of eighty (80) percent of
the total number of points available for teaching excellence.

Additionally, each campus shall establish the minimum points a tenure candidate must earn
in the evaluation process for the criterion entitled research, publications, and creative
activities for Assistant Professor, Associate Professor and Full Professors (see Appendix for
the details on the Guide for Quantitative evaluation for each campus).

4.7.6.B The provisions of this policy shall not be retroactive, therefore:
1. All persons holding tenure on the effective date of this policy shall retain their tenure.

2. This policy shall in no way affect any rights acquired by any person employed by Southern
University before the effective date of this policy (July 1, 1976; revised 2004).

Within thirty (30) days of the effective date of this policy, each tenured faculty member
shall be notified of his/her tenure status. Within the same time period, each non-tenured
faculty member shall be informed of his/her non-tenure status and shall be informed of
existing tenure policy affecting him/her.
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4.7.7 Post-Tenure Review

The System’s Office of the Vice President for Academic Affairs has been charged by the System
President to work collaboratively and expeditiously with campus administrators and faculty to
develop a System’s policy on post-tenure review for use in the up-coming academic year and for
inclusion in the faculty handbook, when completed.

4.8 Academic Promotion

Promotion from one academic rank to the next shall be based on merit in accordance with
established criteria, with the interest of the University being served maximally by such action.
Possession of specified degrees and time spent in a specific rank, while considered as factors in
determining merit, shall not alone constitute justification for promotion in rank. Religion, national
origin, race, sex, color, creed, disability, or age shall not be factors in the evaluation of an
application for promotion. It is the responsibility of the faculty member to determine whether he
or she is eligible for promotion consideration. The Board of Supervisors has the ultimate
responsibility for promoting or denying promotion to academic personnel. Under exceptional
circumstances, with proper recommendations at all levels, the Board may waive the probationary
period for promotion.

48.1 Promotion Procedure

1. The applicant for promotion shall include an updated resume in his/her dossier. All
eligible faculty members are responsible for the completeness of all items to be included in
the dossier. Where required items are not provided, it is the responsibility of the faculty
member to include a signed statement in the dossier indicating why such documentation is
not provided.

2. Application for promotion shall be submitted to the Chairperson. A list of all materials
contained in the dossier will be developed by the applicant to be signed by both the
applicant and the Chairperson to certify inclusion. Copies of the signed list will be made
for the Chairperson and the applicant. The original shall be included in the dossier.

4.8.2 Promotion Evaluation Process

Each probationary faculty member’s evaluation shall be initiated within his/her department to
determine the faculty member’s eligibility for promotion. In the event promotion is denied to a
faculty member, appropriate written notice shall be given. The written notice of denial should be
issued by April 1st of the academic year in which the evaluation is made.

4.8.3 Levels of Review
Each promotion applicant shall be evaluated and/or reviewed by the appointed committees and
officials listed below. In case of negative recommendation at any level of the review process, a

statement setting forth the reason(s) for disapproval must be attached to the promotion application,
and transmitted to the next level of authority. The applicant should receive written notice of the
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outcome at each evaluation phase. In addition, the applicant shall be provided the opportunity to
submit a written appeal to a negative evaluation at any phase, which shall be taken into
consideration at the next level of review.

4.8.3.A Department Retention, Tenure and Promotion Committee
Evaluation
a. Each applicant for promotion shall be evaluated by the Retention, Tenure and

Promotion (RTP) Committee in his department or academic unit using the criteria
published for this purpose.

b. Upon receipt of the applications, the chairperson shall convene the departmental
RTP committee to evaluate the prospective candidates for promotion and make
recommendations to the chairperson for his/her review and recommendation. Only
the tenured members of the department’s RTP Committee above the rank of the
applicant and who do not also serve on the RTP Committee for the College/School
shall evaluate the promotion application.

C. For small departments with insufficient tenured faculty to serve, tenured faculty
members shall be drawn from other departments within the applicant’s college.
Upon completion of the review, the chair of the department RTP committee shall
notify the applicants of the results, in writing, and forward the committee’s written
recommendations, along with all supporting documents to the department
chairperson on or before the date established by the department. Negative
recommendations may be appealed to the department chairperson by the date
established by the department and that provides at least 10 work days for filing an
appeal.

4.8.3.B Department Chairperson’s Review

a. The department chairperson shall receive and review the department RTP
Committee’s recommendation and all appeals from promotion applicants. The
department chairperson will conduct an evaluation of each applicant.

b. The chairperson makes his/her recommendation based on his/her review of all
supporting documents. Upon completion of the review, the Chairperson shall
notify the applicants of the results, in writing.

c. The applications and all supporting documents together with evaluations and
recommendations of the departmental committee and the chairperson shall then be
submitted by October 15th to the dean of the appropriate college or division for the
College/School RTP committee evaluations and recommendations. Negative
recommendations by the department chair may be appealed to the College/School RTP
committee, via the dean by October 17th.
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4.8.3.C College/School Retention, Tenure and Promotion Committee
Evaluation

a. The dean shall forward all recommendations evaluations and documentation
received from the department chairpersons and all applicants’ appeals to the
College/School RTP committee. A minimum of five Committee members, above
the rank of the applicant, shall be elected at the start of each academic year from the
ranks of the tenured faculty members within the College/School and two (2) shall
be appointed by the faculty senate. Each academic department in the college must
have, at least, one representative on the committee, unless there is no tenured
faculty member within a department. Such departments shall not have any
representative on the College/School RTP Committee.

b. The RTP Committee shall examine applications, supporting documents, and
evaluations and recommendations of the department RTP committee and
department chairperson to determine the eligibility of faculty for promotion in
accordance with established criteria. The College/School RTP committee’s
evaluations and recommendations shall then be submitted by the chair of the
College/School RTP committee by November 15th, to the dean. Negative
recommendations may be appealed to the dean by the 10th work day following the
receipt of a written notification.

4.8.3.D Dean’s Review and Evaluation

The dean shall conduct his evaluations and recommendations, based on his review of all
supporting documents and recommendations from previous levels of review and all appeals from
promotion applicants. Upon completion of his evaluation, the dean shall notify applicants and the
chief academic officer of the results, in writing by December 8th. Copies of the notification shall
be forwarded to the appropriate department chair. Negative recommendations may be appealed to
the Vice Chancellor for Academic Affairs by the 10th work day following the receipt of a written