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FOREWORI)

This publication will provide faculty and administative staff with pertinent information ald

guidance relative to Alabamr Agricultural and Merhanical University-its mission, goals,

organization, policies, and operational procedures. This Faculty/Administative Staff Policies and

Procedures Manual is designed to facilitate harmony and uniformity, and answer lhe cortnon or

more ftequent questions offaculty and administrative staffpersonnel.

Although every effort has been made to ensure that the information presented is current and

accuxate at publication, the reader is cautioned that all details, policies and procedures tlnt are

covered are subject to change, as the University deems appropriale, in its sole and exclusive

discretion.

The University, hereirq is defined as consisting of faculty, slaff, students, adminisnators, and

the Board of Trustees. Policy changes within the Policies and Procedures Manual should adhere to

the prescribed protocol described below if deerned appropride by the Board of Trustees. This manual

is not intended to constitrte or be part of an employment contact between the employee and the

University, nor is anlthilg contained in this manual a covenant and should not be construed as such.

The University, as defined above, expressly reserves the right to change, in accordance with the

procedure below, any of its policies at any time.

This Policies and Procedures lVlanual contairs the policies approved by the Board of Trustees and

will be revised periodically to reflect changes in policies, procedures, and practices ofthe University.

As changes are made to this document, new Table ofcontents pages and text pages, all containing the

revision date, will be sent 10 the faculty and administrative staff. It is intended that in norrnal

circumstances the following procedr:re will be adhered to regarding proposed changes:

A. Proposed changes may be initiated al any level and from various units or individt,,ls

(schools, depaftnents, committees, cormcils, individual faculty and staff, etc.).

B. The proposed changes will in norrnal circumstances be reviewed by units impacted (i.e.,

Academic, Faculty Senate, Human Resources, etc.) before progressing to the next level.

C. hoposed changes will normally be submifted through the proper channels and made

available for faculty and staff (including their senates) consideration and approval. Once

processed through chan:rels, all policies must be submitted for approval by the President's

Cabinet with final approval by the Board ofTrustees.
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HISTORY, ]!trSSION ROL,E AIID SCOPE

HistorT

Alabama A&M Univenity is the firlfillment of the dreams of a former slave, William Hooper

Councill, who founded the school as a result of a bill passed in the State Legislature in 1873. The

School opened May I, 1875, with an appropriation ofone thousand dollars per year, sixty-one pupils

and two teachers under the name "Huntsville Normal School." The Univenity is a land-grant

institution supported by the State of Alabama and federal funds appropriated to assist in carrying on

work stipulated by the Monill Acts of 1862 and 1890.

The success of work in industial education led to a State Legislative authorization in 1878

thal the name of the school be changed to the "Stale Normal and Industrial School at Huntwille."

After the school received fimds provided by the Congressional Act approved August 30, 1890, the

rurme was again chenged to "The State Agricultural and Mechanical College for Negroes," and the

campus was moved from Huntsville to Normal, where the school would have ample room for the

development of trade and agricultural programs.

The school was designated as a junior college in 1919, and the name was then changed to

"The State Agicltltural aad Mechanical Institr:te for Neg'oes." Work on the senior college level was

begun in 1939, by authority ofthe Alabama State Boad ofEducation. On January 14, 1948, the name

ofthe institution became "Alabama Agriculnlal and Mecbanical College." The final narne change to

date was made on June 26, 1969, when the Alabama State Board ofEducation, the goveming body of
the institution during that period, adopted a resolution changing the name to "Alabama Agricultural

and Mechanical University. "

Mission

In cooperation with businesses, industry, govemmental agencies, and other private and

community-based institutions, Alabama A&M University provides a laboratory where theory is put

into practice, in a productive environment. Alabama A&M University reflects the udqueness of the

traditional land-grant institrtions combining educatior! researctL and service in professional,

vocational and liberal arts fields. The University provides baccalaureate-, masters-, and doctoral-level

degrees that are compatible with the times, to all qualified and capable individuals who are interested

in further developing their technical, scientific, professional, and scholastic skills and competencies.

It opelates in the tbree-fold fimction ofteaching researc[ and public service, including extension. A

center ofsubstance and excellence, Alabama A&M University provides a setting for the emergence of
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1.3

schola$, leaders, thinkers, and other contibutors to society. Specifically, the University is committed

to (l) Excellence in education and the creation ofa scholarly environment in which inquiring and

discriminating minds may be nourished; (2) Education of students for effective participation in local,

staie, regional, national, and intemational societies; (3) Search for new knowledge tluough research

and its applications; (4) Provision of a comprehensive ouheach program designed to meet the

changing needs of the larger community; (5) Programs necessary to address adequately the major

needs and problems of capable students who have experienced limited access to education; and (Q

lntegradon ofstate--of-the-art technolory into all aspects ofuniversity functions.

The role of Alabama A&M University in higher education has been consistent with its

mission. This mission is encompassed in the land-grant tradition, legislated by the Monill Acts of

1862 and 1890. These acts created land-grant universities that differed from the traditional American

university that were based upon the European system oriented toward a liberal arts education. The

departure fiom this system gave rise to a new concept in Arnerican higher education, which is known

as the land-grant tradition. This concept combined liberal arts with agricultural and vocational

education to enhance tle development of students to build a stong America. As a land-grant

institutioq the role ofthe University is embodied in the following frmctions:

A. TEACEING: The first and foremost responsibility is to provide students with an

education that is built upon the liberal ans, including emphasis in the scientiig tecbnical,

vocational and professional areas expected ofa comprehensive land-grant university.

B. RESEARCH: The University seeks to provide new knowtedge through basic and applied

research and supporb both the teaching and extension functions tluough sponsored

researcb, institutional researcb and other research grants and contracts-

C. EXTENSION: Extension provides sewices and educational opportunities, which help

people improve their lives. The University fi:lfills its role of providing formal and

informal ouheach education and development through public service, cooperative

extensior! and tlrough a comprehensive, extended education effort compatible with its

mission. Alabama is the first state to combine the Extension programs at its 1862 and

1890 land-grant universities. In 1995, the Alabama Cooperative Extension System was

formally created including Alabama A&M Univenity and Aubum University, with

Tuskegee University cooperating. This land-grant component of the public service

mission at Alabama A&M University is tailored to meet the needs of specific cliantele, in

both urban and nral settings. Through informal educational strategies, Prcgfims are
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designed to address culent issues and needs of clients. A multidisciplinary approach

using University persomel and statewide networks provides the basic framework for

implementing Extension work This framework is designed to bansfer cutting edge

knowledge and technolos/ to clients in order to improve their quality of life.

General public service programs can also serve as extension/outreach efforts ofthe

University and include such activities as the Regional In-service Education Center, the Teacher

Service Center, partner programs with high schools, Center for Aging and Lifelong Leaming, Urban

and Rural Research Center, the Family Center, the Program of Formal and Informal Continuing

Education, the Drug Abuse hevention Center, and the Center for Entrepreneurial and Economic

Developrnent. The university faculty and staff and students undertake additional fi:nded projects with

specifi c outreach components.

Scope

As a comprehensive university (Carnegie classification: Doctoral [Intensive]), Alabarn

A&M offers progams at the baccalaureate, masten, educational specialist, and doctoral levels. Major

emphasis is placed on programs designed to meet the economic, social and related needs ofthe State-

In addition, the University seeks to preparc students to meet the needs ofthe larger society. Thus, the

University's progftuns are designed to meet the needs of local, statg national and intgmational

students-

The graduaie program corsists of doctoral programs in three (3) areas; four (4) educational

specialists programs; and twenty-two (22) masters programs. The undergraduate program consists of

forty-one (41) degrees. Additional majors or optiors are subsurned under several undergraduate and

g'aduate degee programs.

While major emphasis is placed on the undergraduate prograq of equal importance and a

priority for development are programs at the rnastet's and doctoral levels. Programs designed to meet

the changing needs of society and reflecting new technolory will continue to be emphasized. Teacher

education; recreation-leisure education; medical and allied health fields; social, natural, physical, and

agricultural sciences; art, business and the humanities, as well as Fograms to satisf, firture needs,

will continue to be enhanced and developed d the University. Particular emphasis will be placed on

programs, which are designed to address the special interests of minorities and women in the

aforementioned areas.

Through dynamic curriculurn sfucturing program specializations reflect a sfong liberal ars

ald general education foundation, and current state-of-the-art tecbnolory, research ald knowledge.
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Program quality is demonstated through the accreditation, approval and/or recognition of over fifty
percent (50%o) of all progams by state, national and intemational professional societies and

orgalizafions. The Univenity averages approimately seven hundred (700) graduates yearly, of
which more than eighty-five percent (85%) join the ranks of productive professionals in their field of
study, with a large percentage seeking advanced study.

The University combines the liboal arts tradition with career-oriented and professional

programs in order to enlance the intellectual, social, cMc and personal development of its students.

The initial priority of the university is to provide a core curriculum for the first two (2) years of
matriculation consisting of courses in language, literature, the humanities, the natr.rral and physical

sciences, the social/behavioral sciences, military science and physical education/health sciences.

These core courses are designed to assist shldents in developing the flexibility to engage in analytical

and critical expression- courses in the major areas of concentration are also considered a high
priority. These courses are designed to augnent the core curriculum and help prepare students to

become creative and productive members oftheir professions and society.

Alabama A&M University participates in the Statewide Articulation Reporting System

(srARs)' a computerized articulation and academic credit transfer planning system designed to

inform students who attend Alabama commndty colleges, counselors, and educators with information

on which transfer decisions can be made. While maintaining its traditional role of meeting the needs

of capable students who have experienced limited access to education, the university also places

emphasis on meeting the needs of non-traditional students. Instructional programs with attemative

education delivery systems to accommodate the needs of taditional and non- traditional s dents

include: developnental educatio4 honors, advanced placement, and adult degree programs; distaDce

education needs and outcomes sssessment activities; and performance based general educatiorL

Research at Alabama A&M has a two-fold purpose: enhancement of instructional quality, aad basic

and applied research designed to expand eisting knowledge and (or) develop new knowledge. As

master's aud doctoral level prognuns are enhanced and expanded the University will continue o
conduct and expand basic and applied research in the physical, social, behavioral, natural, biological,

and agricultual sciences. Research progzuns include but are not limited to remote sensing plant

tissue culture, rnolecular genetics, sensory evaluafion, nutritional biochemistry, applied human

nutrition, rural development, robotics, artificial intelligence, cytogenetics, statistical classificatior!

improvement of uniform random number generation, computer assisted instruction, biomass fuels,

optics, materials science, microgravity crystal growtir, infrared thermometry, and early intervention

sbategies in special education.
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Research is canied out tlTough center-based and interdisciplinary activities. Such centers

exist in every School within the University and specifc information can be obtained fiom their web

pages. Examples include the Center for Applied Optical Science, Center for Inadiation Materials,

Center for Urban Planning, the Center for Economic and Govemment Policies Development, the

State Black Archives and Research Museum, the Family Center, and the Center for Hydrolory, Soil,

and Climatolory. Several ofthe centers place emphasis on the developmeot of minodty schola$ and

researchers and on reseach related to the needs of minority populations. A unique feature of such

centers is the interdisciplinary approach to problem solving. An important creative output of the

University includes research papers, review articles, books and the publication of poeay, essays,

plays, historical accounts, and art and archival exhibits. In addition to such activities in the science

and engineering fields, a significant creative activity occurs in languages, literature and social and

behavioral disciplines.

Through programs such as the Teacher Service Center, Mathematics Tutorial Program,

Agricultural Sciences Retention Progranr, and the Developmental Education Program various

instructional models, teaching techniqueVmethods and assessmeni measures are tested with an end

result ofproviding research data for improving insfuctional quality.
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2.O GOVERNANCE A}ID ORGAMZATION

2,1 Board of Trustees

The goveming board of Alabama Agricultural and Mechanical University is the Board of
Trustees. Act. No. 198 ofthe Alabama Legislature was passed during the regular session of 1975, anc

creat€d a Board of Trustees to manage, control and maintain Alabama Agricultural and Mechanical

University, a State land-grant instihrtion at Huntsville.

The Board.of Trusees has the power to organize the University by appointing a presideng

who shall employ a faculty, who shall be nominated to the board in writing by the president, and such

other instructors and officers as the interests of the University may require; to remove any such

instuctors or other officers; to fix their salaries of compensation and increase or reduce the sane al

their discretion; to regulate, alter or modif the govemment ofthe university, as they deem advisable;

10 prescribe courses of instuction, rates of tuition, and fees; to confer such academic aad honorary

degrees as are usually confened by institutions of similar character; and to do whatever else they may

deem best for promoting the interests ofthe University.

The Board of rrustees is authorized to reconmend any program of insruction, service or any

other action necessary to quali! the University for funds and./or services provided by an individual,
philanthropic organization or agency of the federal goverrunen! to any state agency rat is charged

with the responsibility for state-wide planning coordinatio4 or budgeting for programs of
instruction, research or public service in the public universities ofthe state.

The Board of Trustees shall consist oftwelve (12) members, two of whom shall reside in the

congressional disfict in which the institution is situated; six (6) members, of whic]r, one member

shall reside in each of the remaining congressional districts in the state as constituted on September 5,

1975; three (3) members shall be selected fiom the state-atlarge, who shall reside in different

dishicts; and the govemor, who shall be ex-officio president ofthe board. The president ofthe student

govemment association shall be an ex-ofEcio non-voting thirteenth member. The tn:stees shall be

appointed by the govemor, by and with the advice and consent of the senate. The membership shall

include at least tlree (3) members who have eamed a degree fiom Alabama Agricultual and

Mechanical University. Except for the frst tustees appointed, trustees shall hold of6ce for a term of
six (6) years. All appointments shall be effective immediately ad interim. The board shatl be divided

into three (3) classes so that one-third shall be appointed biennially. A trustee may be appointed to

serye a second term of six (6) years, but no trustee shall be appointed to serve more than a total of
twelve (12) years. No trustee shall receive any pay or emolument other than actual expenses incurred
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in the discharge of duties as such. No member of the goveming board or officer or any public

postsecondary educationai institution, no person who has attained the seventy-first birthday prior to

appointrDent, and no elected or appointed official having the power of review of the Alabama

Agricultual and Mechanical University budgel other than the govemor, shall be eligible to serve on

the board oftrustees.

ARTICLE 2

A portion of the current governing Alabama law states as follows:

BOARD OF TRUSTEES $ tQ9-20
Creatior; compositiorL qrr2lifications, appointment, tems of office and compensation of members.

.?here zt crea/ed a Soad o/Trztteer/or,4/alaza,4griczlnra/ aad.iy'echerca/ [-/rlmen/t]l a fia/e

/azd-gz'ant edtcatzbna/ irc/tlz/tbz a Euzrrvi//e. The laad o/t>zrtees tha/l consbt o;{./2 members,

/wo memterc wlo ,rha// revde iz lzle congre,s;tbzal A:g7zc/ tn whlbh lhe /tzsf/2,//2o7, r.t .n'/za/ed,' oze

memler .fial/ resde in eacl orf lie remalztng cazgrentbzal dzilncb in lhe .t/de at cazgill/d on

,Seplemler -I /97J' tbee memlers .rla// le ,re/ected,from fie r/ale a/ /arg,a who .rha// re,rde m

dftre;zt dtbrncts azd fie Gov*2o4, wio .rla// le *-olftc/o pr*tdetzt oftle 6rcd Zhe pretdent o/
lie Jn/dezl govet'7zmez/ araczbzbz.rha// ie az er-o1ftab tzoszvonzg, memlez Zhe tz,r/eet,rAa// be

qpa/*ed by tle Gownzo4, by azd wrt advlce ezd earTJerT/ q/tAe ,fezae the memler,stbp .*la//
lzchtde a/ leat/ lbee metzzben who iave eazzed a degree .rfom ,4lalazza ,4gnitz//ua/ a7d
lfechaztba/ Umueri'. Eyce//ar hreJrn/ tzzrteer qpoi*ey' tusteas stla// lo/d o1ftce/or a term o,{
sir yean tvo memler pretez/Q serwtTzg, an o/JazzaT ./989 .rla// Aave lir or ,/Er c7z7en/ lervl orf
o1ffce /*mmded lecazse a"/ fiese proui,vbz.r. .r'// a?poir2t Teztt slal/ be elfrctive nmebae/y ad
lntenm. the loa'dsla// le divrdedthta three c/ansar .ro /,/za/ oze rhtd.rla// le aVpamtedlturztztblfu

Qtleifrtt mazlert qpotiztedlo tle loa/ //7ree,rha// te deilgvaed 17 the C,overzzor to,ter.ye z h/
JozzaT 3l ,1982 

'4 
tzz"ttee maT le qpaintedto.rerue a.recozd term o;f.rayezq, lz.// no /r7./ ee eta//

le appo/nted to serte more lhat a /o/a/ o/.12 yea,r. Iyo lrzztlee tla/l recelve qypaz or emahhlezl

o/rler thaz l/s or ler actua/ expezte,r bzc-tred iz fie drclzge oftts or ,/2er ar,//teJ. ./Uo memter offie
gouezru'ng loa/ no o1ffca a/aV pzlh? postsecozda7u edzarzorza/ /r7.t rultb4 azd no e/ec/ed or
qpo/nled o1frcia/ hanzg nte ?orlq o/ ),ev/'et/ of tle ,4lalarza ,lgrbz/tzz.a/ and Mecaazt-ca/

AzliersiT b dget otlez /ttunz /rhe Goverzati ,*a// le e/tlib/e /a rerve o,z tie toad o/rzlgear. (,{c/t

194 tVa 194',4cr,t989 ,Uo. 89481,',4c/r 199t, tVo. 95-749)
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For a complete record of the amendments that have followed this Act refer to: Code of
Alabama 1975.

The Membership of the Board is inherently dynamic and undergoes changes at least every

two (2) years. For current listing ofmembers of the Board of Trustees of Alabama A&M University,

contact the President's Omce where such a list is regularly updated.

Adninistrative and Academic Organization

The organization ofthe various administrative and acadenic units is shown in Tables l-5.

22.1 Office of the President

The Presideng chief executive of the University, is appointed by the Board of Trustees and

rePorts to the Board. The President is responsible for the adminisration of the institution,

employment of its personnel, and exercises general supervision of the university's affain. The

principal dwies and responsibilities of the president include providing general guidance for
d€termination and acbievement of matters pertaining to academic affairs and budgetary requests;

presenting proposed budgets to the stde level for fi:nds with which to operate the universiry;
initiatiry a capable program to facilitate academic excellence; developing a climate for continuous

improvement of public undersanding; representing the University to its constituency, the generar

public ald special groups; and developing and establishing irstitutional policy.

The President has the authority to hire or appoint faculty, staff, and orher employees of the

University as the interests ofthe University may require, consistent with the organization which may
be established or as changed by the Board of rrustees fiom time to time; to remove any such

insrudon, of6cers, staff, or other employees; to fix their salaries and other compensation and

increase or reduce the same, consistent with any requirements, guidelines, or budgets established by

the Board ofTrustees.

2.2.2 Oflice of the Provost and Vice president of Academic Affairs
The hovost and Vice hesident for Acadernic Affairs is the chief acadernic officer of the

Univenity. Unless specified otherwise in writing by the Presidenq the ProvosVvice President will act

in the President's behalf on certain matters during the President's absence. The hovost/Vice President

is responsible to the President for the effective leadersNp conduct of the academic affairs,

institutional effectiveness, strategic ptanning and other day-to-day operations of the University as
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assigned. The Provosflice hesident is responsible for acquiring and administering all academic

programs and related activities and for the management of acaderric resources. The hovost/Vice

President supervises the Deans of the Schools of the University, Dean of Graduate Studies, Dean of

University College, Dean of the Leaming Resources Center, the Regisnar, the Director of Title III,

Institutional Planning Research and Evaluation, Intemational Prograns, and Admissions.

2.2,3 Office of Business and Finance

The Vice President for Business and Finance is the chief financial and custodial ofiicer ofthe

University. The Vice hesident is responsible to the President for the effective management and

adminisfation of all business operations, University finances, preparation of the budgets,

maintenance of buildings and grounds, inventory, public safety and auxiliary enterprises. The Vice

hesident also assists in the development ofthe Univenity budget as required by various state entities

and in the preparation of financial reports as required by the Presideng Board of Trustees, State

Legislature, State Administatior4 and agencies ofthe Federal Govemrnent.

2.2.4 Office of Research and Development

The Vice President of Research and Development provides proper coordinalion and

administation for program activities and services within the area of Research and Development;

provides leadership in securing and executing research programs and gants; directs activities aimed

at secwing private gifts and grants for the University, plans and coordinates a program of public

relations; plans and executes an arurual giving program; and designs and implements programs and

activities which cultivate suppoi of the professional, govemment, foundaion, and business

communities-

2.2.5 Oftrce of Student Affairs

The Vice hesident for Student Affairs is responsible for developing and maintaining

prograns ald activities that suppor! enhance and address the social, cultural, physical, financial and

spiritual needs of shrdents at the University. The Vice hesident is responsible to the President for the

executive conduct of student afPairs including intamural athletics, shrdent life and housing snrdent

activities, health services, cooperative educatioq job courseling and placemeng and student fnancial

aid.
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2.2.6 Oflice of the Academic Deans

The chief officer and adminisbative head of each academic schooycollege is the dean

Academic dears are responsible for the overall management and supervision of all academic and

related prograns, activities and support services in the academic area assigned. Specific duties

include long- and short-range planning goal-setting stafing directing, evaluating budget

development and management, and facilities management. Deans report to the Provost and Vice

hesident for Academic Affairs.

2.2.7 Office of the Department Chairpersons

The chief adminisrator of each academic departrnent is the chairperson who reports to the

dean of the school. The chairpenon is resporxible for organizing and directing the work of the

deparhnent including instructior! researcb and extension. ln formal corsultation with the faculty, the

chairperson's major duties include goal setting long- and short-range plarming recruiting" ouicome

assessments, sh.dent advising making recommendations on faculty and staff to fill vacancies, and

preparing teaching assignments and course offerings.

The chairperson is also responsible, in consultation with the faculty, for the development o{

budget requests in accordance with guidelines and the needs of the deparftienq malagement of the

dgparbnental budget; supervision and evaluation of the personnel ald work of the deparbnent;

administration of University property assigned to the deparfinent; and the maintenance of continuous

and vigorous efforts to develop and maintain effective, high-quality insfuction, research and service.

2.2.8 Ofiice of the Learning Resources Center

The Dean of the Leaming Resources Center (LRC) is responsible to the provost and Vice

President for Academic Affairs for the efficient and effective operation of the LRC. In conjunction

with the faculty and staff of the LRC, the Dean serves as a liaison between the LRC and the

administration, faculty, statr and students. The Dean establishes and maintains an effective working

relationship within the LRC and among the academic deans, deparfnental chairpersons, and faculty

members to ensure quality service and enhanced Library resowces.

2.2,9 Office of University College

The Dean of the University College reports to the hovost and Vice President for Academic

Affairs and is responsible for assisting freshmen and sophomores to succeed in college. The Dean

provides overall management and supervision for academic programs and services, which include the

core curriculunl the Academic Advising Program, Testing Services, Orientation, Developmental
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Educatio[ Honon hogang Academic Assistance Program, the Computer Assisted Instruction

Laboratory, Special Programs, Educationai Oppornnity Center Campus Program, the ROTC

Enhanced Skills Training Program, and the Academic Retention Program. Specific duties include

long- and shod-range plaruring goal setting, stafiing, directing program evaluatioq budget

development and management, and facilities management.

2.2.10 Office of Admissions

The Director of Ad-issions is responsible to the Provost and Vice President for Academic

Affairs and is in charge of admitting all undergraduate students to the University. The Director, upon

request, supplies prospective applicants with the data and forms necessary to matriculate at the

University; receives applications, recommendations and tanscripts for admission; evaluates these

data; and determines whether the applicant qualifies for adnission to the Program sought.

Additionally, the Director is resporsible for coordinating all recruitment activities for the University.

2.2. I 1 Office of the Registnr

The Regisfar is responsible to the Provost and Vice President for Academic Affairs and is in

charge of registering snrdents at the University and maintaining all academic records. The Registrar

coordinates with the OfEce of Academic Affairs, Business Office, and ComPuter Center; consults

with administsators in all schools of the University; prepares enrollrnent material; and releases copies

of students' records, with the s$dents' consent, to properly authorized agencies.

22.12 Office of Institutional Planning' Research and Evaluation

The Director of Institutional Plaruring Research and Evaluation is responsible to the Provost

ald Mce hesident for Academic Affain and is in charge of institr:tional effectiveness and

insti tional research The Director coordinates data collection and analysis for shzfegic planning,

yearly plarming and budget allocations, institutional effectiveness, outcome assessment, as well as

specialized requests for instiMional or unit specific data-

2.2.13 Oftice of State Black Archives and Research Museum

The Director of the State Black Archives and Research Museum reports to the Provost and

Vice President for Academic Affain and is responsible for identi$ing and acquiring historical and

cultural information and artifacts. Further, the Director is responsible for establishing a viable

educational and research program related to museum activities.
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2.2.14 Office of International Programs

The Director of lntemational Programs is responsible to the Provost and Vic€ President for

Academic Affain and is in charge of incorporating an intemational dimension into the teaching,

research and public service ofthe Univenity.

2.2.15 Ofiice of Title m
The Director of Title III is accountable to the hovost and is responsible for day+o-day

operation to the hovost and Vice hesident for Academic Affairs. The Director is in charge of
program development and management for all Title III activities in concert with the appropriale

individual activity leaders and unit supervisors.
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3.0 RECRUITMENT AIID EMPIJOYMENT

3.1 Generallnformation

The University avails itself of the t-aditional charmels of recruitment-United States

Employment Service, professional and trade journals, the Intemeg newspapers, technical colleges,

and other post-secondary irutitutions. Recruitment activities are centalized il the Office of Human

Resources. This includes dissemination of notices of all vacancies and new positions. Each

amouncement will circulate for not fewer than ten (10) workdays. The Director of Human Resources

in his or her discretion may waive or shorten the posting time of a position wher! in the Drector's

discretion, the concurrence of extenuating circumstances exist which would adversely affect the

operation of the University.

Applicants are screened and evaluated by a search committee appointed by the Dfuector ofthe

OfFce of Human Resources, the hesident, or a vice president or deans, directors and chairpersons

authorized as appropriate. Once the screenilg process has been completed the name of the selected

candidate, witl the approval of originating unit supervisors, is submitted to the Of6ce of Human

Resources. The Director of the Office of Human Resources makes notiication to the applicant

selected for employment.

Pre-employment interviews may be granted to applicants considered qualified to fill a

position, but such interviews are not mandatory. Each applicant is corsidered on the basis of skills,

lnowledge, and abilities. Any evaluation used to determine the qualificatiors of applicants seeking

employment for a certain position will be used for the evaluation of all applicants seeking that

position.

The University is an equal opportmity employer and does not discrirdnate in employmeng

but rather is committed io full compliance with all applicable federal, state and local laws. An

employee who has job'related concem(s) about treatment inconsistent wirh the University's equal

opportunity philosophy should immediately bring those concerns to the attention of the supervisor

and the Director of the Office of Hr:man Resources.

3.1.1 Hours of Canpus Operatiol

The University's adrninistrative ofrces generally operate hor.rs Monday through Friday

from 8:00 a-m. to 5:00 p.m., including the lunch hour, and may be extended during registralion.

Classes are scheduled to serve the curricula needs approved by the University and may be cbanged as

appropriate in meeting these needs. Library and other University services should be open to meet the
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needs of the faculty and students on a regularly scheduled basis. Appropriare support units sbould be

available to accommodate faculty and student needs during all class hours.

3.2 Personnel Files

Personnel files containing sensitive information are confdential and must be treated as such

by all University personnel. There is to be only one ofrcial personnel file for each employee, except

for financial records. The location ofthe official file will be in the Office of Human Resources where

it will be maintained in a locked file cabinet. Confidentiality of all files will be maintained. No
anonymous materials will be placed in an official personnel file. An employee will have the right to a
copy ofall materials placed therein upon written request. Further, the office of Academic Affain is

authorized to maintain official transcripts and curent curricuhun vitae on all faculry and other such

records pertinent to academic competence and performance.

In additioq the univerity may retain a confidential pre-emplo)ment file, which contains

letters of reference, ratings, and other related materials. Aa employee will not have access to the

official mnfidential pre-emplolment file. official persormel fires re;nesent the employee's history of
employment including position assigru:ents, tansfe$, promotions, wage changes, commendations,
disciplinary actiors, anr:ual performance appraisals, ald correspondences.

Employees will advise the Ofiice of Human Resoruces and unit sufrervisors whenever there

are changes in home address, maritar stdus, number of dependents, or university insurance
beneficiaries- Additional education or training should also be entered on the employee's official
personnel record in the office of Human Resources upon presentation of supporting documentation
within ten (10) working days ofthe change.

In compliance with the Anericans with Disabilities Acg medical records and files covered by
the Act and related information will be maintained separate and apart from the official personnel files,
ald access shall be limited as required by the Act.

3.2.1 Access to Personnel Files

Persormel files are confidential, containing sensitive information, and must be treated as such

by University personnel. Employees will have access to their official files during regular office horus.

A request to review a file should be madg in writing at least twenty-four (24) hours in advance, to the

Director of Human Resources. Under no circunstances will the employee remove the official file
from the office and access to the file will be in the presence of the director or a designee. Affer
revie% the employee may include a written response to challenge the conten6 of any material found

therein. Final decision ofany challenge will rest with a grievance committee.
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In addition to the employee, only the hesident (or a desigee), Provost/Vice hesident, Iegal

advisor to the University, dean, director, departnent head, and the director of Human Resources shall

have access to the official files without written approval of the employee. If germane to an ofncial

investigatior! the Chief of Department of Public Safety may have access to pfficial persormel files.

Under no circumstances will the official file be removed from the Office of Human Resowces by the

referenced persons, ald access to the file will be in the presence ofthe dhector or a desigtee.

If the ofEcial persormel file is duly subpoenaed in accordance with law, efforts will be made

to notiS the employee within twenty-four (24) houn of receipt of the subpoena by the Office of
Human Resources. The University will comply wittr valid legal process unless relieved of the

obligation to do so by the corlrt or authority of competent jurisdiction. Unauthorized disclosure,

secr:ring unauthorized disclosure or receipt of unauthorized disclosure of the contents of any

personnel file will be gromds for disciplinary action, including suspension or termination.

The official personnel file will contain the following kinds ofdocuments pertaining to employees:

A. Application for employment;

B. B iographical informational sheeq

C. OfFtcial copies of fanscripts certifying degrees and certificates received or documents

certirying ficenses received;

D. Current resume or curriculum vitae (to be updated at yearly during faculty/staff

evaluation period);

E. Employment history at tle University;

F. Benefit plans in which the employee and dependents are errolled;

G. Record ofarmual leave, sick leave, and other leaves taken;

H.

I.

I.

J.

K.

,d,MU FACULTY ACADEMIC STAFF HANDBOOK
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Personnel action forms;

Repofs of disciplinary actions taken, including written reprirnands, disciplinary

probations, suspersions and terminati ons;

Reports of grievance and appeals hearings;

Performance evaluations: and

Final actions related to oromotion and tenure.
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3.3 Equal Employment Opportunity and Aflirmative Action Policy

Alabama A&M University is an equal opporhmity employer and does not disoiminate in

employmen( but rather is committed to the firll compliance with all applicable federal, state and local

laws. All personnel actions, including recruitment, selection, assignment, classification, promotion,

demotiory transfer, reduction-in-force, termination, determination of wages, conditions and benefits

of employment, etc., will be administered according to this equal opportunity policy.

The university views the principle of equai employment opportunity as a vital element of the

employment process and a hallrnark of effective management The University's policy is to ensue
equal employment opportunity consistent with ap'plicable federai, state and local laws.

In developing its affirmative action progranr, the University commits itselfto:
A- Ensuring that promotion decisions are in accordance with equal employmenr.

opportunity requirements by imposing only valid, job_related requirements for
promotional opportunities.

B' Ensuring that all persorurer actiors relating to compensatio4 benefits, tansferc,
terminatiorx, training and education are administered in a nondiscriminatory manner.

c. Ersuring that non-u.S. citizers employed by the University have legal proof ofa right
to work in the United States as indicated by an approved VISA or work permit.

The University's commitments are designed to meet nondiscrimination/affirmative action
requirements in compliance with the following federal and state sources of legal obligatioq as

amended:

177/e vz and IvJ cMl .Pbalr .r'dt o/ 1961' Erecune ad* ./i246,. ?7r/e rx .natucazbz

'4mendzerz* o/1971' t/ze !?elah///d/on ,{ct o/./973 and t/ze ,lmantuzt whl Dtsall/ities ,tcr
0/,/994' lie Zqva/ ?q, '4c/ o/,/96t. /,,re ,4g,e .Djcrmindrbz tn .qDzp/o),netu Zcl 0/1962. fie
'4ge D$cr/mr.d|br7 ,{c/ Oflg7t' bre v?et2zazz .Era veterar ' .Eeadjzfhzerl.y',rsiJ/azce ,y'c/ o/
1971- rle lmmti7azoz .Re/arm azd coztt o/ ,4ct a/.1996,. caztact azdgranr agreemenl,r w,h
goyertzrTlen/a/ agenciq. azd the.{/alana Cozrtlzr;az o//g2j.

3.4 Sexual Earassment

It is the policy of Alabama Agricultuml ard Mechanical University to prevent aad eliminate

sexual harassment in any carnpus, division, departnen! or work unit by any faculty member, staff
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employee, adminisfator, or supervisor. It is the policy of the University that any practice or behavior

that constitutes sexual harassment will not be tolerated.

Sexual harassment in the workplace is prohibited under Tifle VII of the Civil Rights Act of

1964. Guidelines were issued by the Equal Emplolment Oppornmity Commission in 1980

incorporating sexual harassment in the workplace as a violation of Title VII. Under Title D( of the

Educational Amendments Act of 1972, as clarified by the Civil Rights Restoration Act of 1988, a

person's sex may not be a basis for exclusion from padicipation, denial of benefits, or discrimination

in any educational prograrns or activity.

Sexual harassment can take many forms, and the determination of what constitutes sexual

harassment will vary according to the particular circumstances. Sexual harassment may involve

behavior by a person of either gender against a person of the same or opposite gender. Possible

examples may include but are not limited to the following:

A. Seeking sexual favor or relationships in return for the promise of a good grade or

other academic opportunity;

B. Conditioning and employment-related action (such as hiring promotioq salary

increase, or perforrnance appraisal) based on a sexual favor or relationship;

C. Intentional and abusive conduct or utterance that implies hostility toward others

becarse of their soq and that unreasonably interferes with the work of a staff or

faculty member, or the acadernic performance ofa studenq or

D. lntentional and undesired physical contact that adversely affects a person's ability to

carry out academic or employment responsibilities.

3.4.1 Prohibited Acts

No member ofthe University community shall engage in sexual harassment. For the purposes

of this policy, sexual haassment Ely under certain circumstances involve unwelcome advances,

requests for sexual favors, or other verbal or physical conduct ofa sexual nature when:

A. Submission to such conduct is made explicitly or implicitty a term or condition of an

individual's employment or status in a course, prograrL or activity;

B. Submission to or rejection of such conduct is used as a basis for an employment or

educdional decision affecting an individual; or

C. Such conduct has the purpose or effect of unreasonably ifferfering with an individual's

work or educational performance, or of creating an intimidating hostile, or offensive

environment for work or leamine.

IAMU FACULTY ACADEMIC STAFF IIANDBOOK
Revised June 2003

18



3.4-2 ConsensualRelationships

As used in section 3.7.7, the term "faculf" or "faculty member" means all those who are

involved to teach or conduct research at the personnel. The University's educational mission is

promoted by professionalism in faculty- student relationships. hofessionalism is fostered by an

atrnosphere of mutual trust and respect. Actions of faculty/staff members and students that harm this
atnosphere undermine professionalism and hinder firlfillment ofthe University's educational nission.
Trust and respect arc dininished when those in positions of authority abuse, or appear to abuse their
power. Those who abuse, or appear to abuse, their power in such a context violate their duw to the
University community.

Faculty/staff members exercise power over students, whether in praising criticizing
evaluating, making recommendations for their firrther studies or their flrtr:re enplolment, or
conferring any other beneftts on them. Amorous relationships bstween faculty/statr members and
students are \arong when the faculty member has professional responsibility for the student.

No faculp/staff member will have an amorous relationship (consensual or otherwise) with a

student who is emolled in a course being taught by the faculty rnember or whose academic work
(including work as a teaching assistant) is being supervised by the faculty member. Any faculty/staff
member who enters into a consersuar relationship in violation of this poliry sha be subject to the
disciplinary action set forth below.

3.4.3 DisciplinaryAction

An individual who experiences sexual harassment shall immediately report that fact to the
immediate supervisor. If the immediate supervisor is the subject of the complain! trre report w r be
made to the next level supervisor. Supervisors are responsible for notising the director of the office
of Human Resources, who serves as the university's affirrrative action ofrcer, of the frring of a

sexual harassment complaint by an emproyee. The. initial complaint may be oral but mus be reduced

to wdting and signed, by the complainant. A formal investigation of the matter carnot begin until
the complaint is submitted in written form and signed by the complainant and delivered to the
Director of Human Resources. If charges of sexual harassment are forrnalry filed against any of the

University personnel at or above the level ofvice president the affirmative action ofEcer shall report
that act, along with the results of a prelirninary investigatiorL to the Presidenl Further procedr:res are

available in each administrative, maragement urd supewisory rurit. It is the specific responsibility of
all managervsupervisors to inform of harassment policies and procedwes to others under their
charge. If a complaint is found to be valid, the appropriate disciplinary actions, consistent with the
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degree of seriousness ofthe harassment, will be instituted. Discipline or dismissal of a faculty or staff

member may follow the "Progressive Discipline" policy, depending on the seriousness ofthe offense,

and may result in one ofthe following:

A. First and/or minor offense. Generally this requires either a verbal or wdtten reprimand.

Offen a letter of reprimand is placed in the harasser's personnel file for a predetermined

period (usually one to two years). If no additional probable-cause findings are made

within that period, the letter is removeC;

B. Letter of reprimand plus suspension without pay or leave of absence without pay; or

C. Termination of employment of harasser.

Confidentiality: All stages of both the initiation and processing of such complaints shall be kept

confidential, and such information shall be disseminated or made available only to those who are

necessary to the process.

3.5 Anti-Discrimination

Atabarna Agriculn:ral and Mechanical University is committed to the goal of fieedom from

racial discriminatiorL harassment and vilification in its work and leaming environrnent and to

enswing that individuals and groups are not disadvantaged because of their race (including color,

nationality, descent or ethnic or ethnos-religious or national origin).

The University is committed to seek to cr€ate an environment which is free from racial

discrimindion under Title WI of the Civil Rights Acts, the Equal Pay Act, and Age Disoimindion in

Ernployment Act, the Equal Opportr,mity Act, the Americans with Dsabilities Act the hegnancy

Dscdmination Act, the Vocational Rehabilitation Act, tlie Vietnam Veteran's Readjustment Act, and

Executive Orders 11245 nd 11478.

Racial Discrimindioq harassment or vilification of students, staf and members of the

general public will not be condoned on University premises at any time.

It also has a responsibility to deal with complaints sensitively and quickly and to inform staff and

students oftheir optiors for seeking redress.

3.6 Nepotism

The University will allow more than one member of an immediate family to be employed il

compliance with all ofthe following provisions exists:

A. Such hiring must conform to the State of Alabama anti-nepotism law (Alabama Code'

Section 41-1-5), which states that 'l'Jo officer or employee of the state shall appoint any
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person related to him within the fourth degree of infinity or consanguinity to any job,

position, or office ofproflt in the state."

B. Such hiring does not discriminate against other candidates for a vacant position.

C. No offtcer or employee ofthe University shall be permitted to exercise direct supervision

over persons related by family or marriage. For purposes of this policy, persons related

by family or marriage are defined as a spouse, parent, child, brother, sister, grandparent,

graldchild, armt, rmcle, niece, nephew, in-laws, and persons for whom the employee has

been assigned legal responsibility in a guardianship capacity.

The President of the University or designee must grant final approval in each case exemption

where the University is corsidering hiring more than one person related by family or marriage to

work in the same deDarhnent.

J./ Definidon of Terms

3.7,1 Academic Dean

Academic deans are individuals responsible for the malagement of major academic units,

schools, and colleges. The academic deans are considered upperJevel adminisaators with academic

raak

3.7.2 Admhistrative and Professional Stafi @xempt Fersonnel)

This caegory includes all administative/management staff responsible for developing and

implementilg University operating policies and procedures, and professional staff members

employed by the University with significant management, supervisor, techlical program and/or

teaching responsibilities. Nothing in this section should be construed as guaranteeing that any

employee will receive or be eligible to work a fixed number of hor:rs per week The University

exprcssly resewes the right to schedule an employee's work hours according to the University's

educational, business, and financial needs, as well as other relevant circumstances, which relate to its

decision conceming scheduling employee work hours. Positions in this category include the title of

director or coordinalor/vice-presidents. Unless specifically designed by contractual agreement,

individuals within this category do not carry academic rank or tenure.
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3.?.3 Chairpersons

Chairpersons are responsible for the management of specific units of instruction or degree

program(s). Chairpersons are middlelevel adminisFators with academic rank- Chafpersons report to

the school dean.

3.7.4 Coordinators

Non-academic coordinators are responsible for specific activities and Fograns. Usually the

scope ofresporsibilify does not involve the supervision of other academic programs and/or personnel.

Coordinators are not considered as administators and nomrally do not hold academic rank.

Academic coordinators are responsible for providing leadership and ovenight for specific programs

within a depadment. Academic coordinatom hold rank

3.7.5 Directors
By definitio4 directors are responsible for major units or activities such as the Office of

Humal Resources, Offic.e ofPublic Relations, etc. Directors are corsidered middle level

adminisfators. Directors normally do not hold academic rank When sucb does occr:r, it must be

stipulated as a part ofthe employment contract.

3.7.6 Exempt Employees

Exempt ernployees are those who are not bound to time-keeping requfements ofthe Fair Labor Act,

due to the natwe oftheir work Employees in this category are considered salaried versus hourly

wage eamers and do not qualifo for overtime (See Section 7-8)-

3,7 .7 Faculty

The term faculty, used individually or collectively, refers to those persons (fi:ll- or part-time)

serving the University in a teaching extension or research capacity, and who hold the rank of
professor, associate professor, assistant professor, or instructor; and those persom designated as

professional librariarx. The Presideng hovost/Vice hesident for Academic Affairs, deans, and

chairpersons retain their faculty rank. Further, by mutual agreement and approval ofthe Presiden!

faculty who are promoted or fansferred to administative positions may rctain their faculty rank.
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3.7.8 President

The President, by virtue ofthe overall responsibility, is the ChiefExecutive Officer of
Alabama A&M University.

3.7.9 Provost and Vice Presidents

These are executive officers (the president's cabinet) ofthe University who are chaged with
the responsibility for administering major units ofthe University-Academic Affairs, Student Affairs,

Business and Finance, aad Research and DeveloDment.

3.7.10 University

This term encompasses all constituent members, including facu.lty, staff, students,

administators, and Board ofrrustees rmiting to achieve common goals as stated in the mission of
Alabama A&M University.

Administrative appointuients with faculty rd)lq with the exception of those noted in Section
3.8, will be approved on an individual basis by the provost/vice president for Academic Affairs and
the hesident. such approval will be granted only in rare instances where there is a clear
demonstration that such an appointnent will add to the advancement and prcstige ofthe "academic
rmit." unless otherwise specifically approved, adminisrative appointments with faculty rank will not
constihjte tenure. ln rare instances where an administative appointment that has faculty rank and

tenure reverts back to full-time faculty status, the salary shall be negotiated based on the individual,s
rank and other factors-

3.8 Appointment Categories and Classification of Faculty and Staff

3.8.1 FacultyAppointmentGuidelineCategories

As a minimum requirement, each firlr-time facurty member teaching at the undergaduate

level must have completed eighteen (18) graduate semester hous in the teaching discipline and must
hold a master's degree. The verification of educational credentials must be on file in the Ofiice of
Academic Affairs via aa ofiicial tanscript. Part time faculty who teach courses for credit must meet

the same requirements as firll-time faculty. Graduate teaching assistants must be hired according to

the approved guidelines stipulated in the Graduate policy Manual and approved by the hovost and

Vice President for Academic Affairu.
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In order to maintain balance among the academic ranks, the University will stive to maintain

the following distribution of faculty by professorial rank:

A. TENIJRX TRACK APPOINTMENTS are assigned to all faculty members who,

because of professional achievement, have demonsoated their aptitude for becoming

tenured members of the faculty. All appointments prior to the awarding of tenure are

probationary and govemed by appropriate regulations. Tenured appointrnents may be

awarded to faculty who have completed the probationary period in accordance with

University policy and who are recommended by the President and approved by the Board

of Trustees. Individuals granted tenwe, as a condition of employment, shall meet the

University's criteria for tenure. This status is ganted in rare circumstances.

B. NON-TENIIRE APPOINTMENTS are assigned to all faculty members who are not

hired in tenr"re t'ack positions. Non-tenue positions are by the nature of appointment

considered term contacts a::d specifically limited in duration. Individuals appointed in

these positions under certain circurnstances (hired as research assistant professor, etc.)

may apply for promotion but are ineligible for tenure. The University, iD its sole

discretion, may assign faculty members or positions to a non-tenue tack Such

assignmenfs are generally to be made in accordance with University policy.

C. ADJIJNCT FACULTY APPOINTMENTS are limited to faculty who normally are

practitioners in a profession or whose main base is another institution. This title may also

include retired professionals and retired faculty from AAMU and other institutions.

D. VISITING FACULTY APPOINTMENTS are limited to faculty who are normally

based at another irstitution of higher education or who are normally employed with

another agency but temporadly transfer from the home base to the University. The

visiting title may be used with any ofthe professodal ranks.

E. EMERITI APPOINTMENTS are conferred upon the recommendations of the Provost

and Vice President for Academic Affairs (the initial recornmendation may orisinate at the

deparhnental level) and approved by the hesident and the Board of Tnstees, providing:

The faculty member has rendercd exraordinary service to Alabama A&M University,

and the faculty member retires at the legal rethement age and has served the University

for at least ten years, or the faculty rnember retires after twenty-five years or more of

service to Alabama A&M University. In each case, the same rank will be confened in the

emeritus title as the one held as a member of the Alabama A&M faculty. Persons with the

Emeritus title axe extended privileges which entitle them to be included in the faculty lists

printed in official publications; library privileges; and desh office and laboratory space
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as available and needed for the continuance of professional endeavors in the academic

atnosphere.

UNTVERSITY PROFESSOR APPOINTMENTS are limited to scholars who have

achieved highiy eminent status within their discipline. Universip Professor appointments

are conferred upon recommendation of the Provost and Mce President for Academic

Affairs and approved by the President and Board of Trustees. Recommendation may

originate at the departnental level.

EMINENT SCHOLAR/PROFESSOR: Eminent Scholar or professor may be newly

employed or designated from within the ranks of rmiversity facuity; they are paid either

fully or substantially from the endowed chair accounts/funds esiablished by the university

to finance such appointinents to recognize highly eminent status within their discipline.

Sucb appointrnents will be based on the recommendations ofthe faculty in that discipline

and endorsed by respective depaftnent, school to provost and Vice hesident for
Academic Affairs who in tum will recom.mend for final action by the hesident of the

University.

3.8.2 SupplementaryAppointuentltrformation(Faculty)

Full-time appointments and permanent positions with an assignment of twenty-five percent

(25Y) or mote in an instructional program shall be eligible for tenr.re. Faculty in ExteDsion without
joint appointrnents shall a.lso qualif for tenwe. Joint appointments are those appointnents

between/among academic units and other units of the University. The holders of such appointments

wbose basic or initial assigunents are with the instustional program are eligible for tenure-

A basic aPpointment refers to the initial appointment (full-time) in an academic assignrnent

where overtime, released time, or other assigunents may reduce the academic (teaching) duties. The

appointment contract will reflect the nature ofthe assigtment.

Part-time faculty are individuals who are employed less than fifty percent 50% in teaching

research or extension positions. The total number of part time faculty for each academic unit will
normally not exceed fifteen percent (157o) of the total insfuctional fi.rll-time facultv. These

individuals are not eligible for faculty beDefits.
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3,8.3 Graduate Faculty

Membership demonstrates high attainment and high professional standing. The Graduate

Faculty is composed of those members of the general facr:lty of the university (fi:ll-time teaching,

research or extension) who meet the requirements based on academic qualifications, experience on

graduate committees, teaching of graduale courses, and research attested by scholarly publications or

other proof of creativity; professional excellence, activity, and dedication. Full (five years) or

associate (three years) member appointnents are made by the Graduate Dean upon recommendation

of the Graduae Courcil. In some cases, outside experts (non-Alabama A&M University employees)

are appointed to the Graduate Faculty as Special Members for a fixed duration. The Graduate Faculty

directs work and research towards graduate degrees and serves in an advisory capacity to the

Graduate Council.

Qualifications

Nominees to the Graduate Faculty must hold the terminal degree, ph.D., in their teaching or

research discipline. However, in certain disciplines wherc the accrediting bodies recogtize Master's

level degree as the terminal degree (examples: MFA, MLs), that degree is considered as the terminal

degree. The nominee must have three years experience participating regularly in the graduate

program at Alabama A&M Univenity, or at another institution of higher education, or have

demonstrated in some outstanding manner ability to direct graduate level research

Reappointment

Full members are subject to re-evaluation at the end of their five-year appointment. Not

showing evidence of scholarly accomplishments, since the last appointrnent may result in the denial

of reappointnent. Those denied appoinftient or reappointnent the Graduate Faculty may appeal by

letter to the Dean ofthe School ofGraduate Studies.

Associate Graduate Faculty Members

Those with terminal degrees; but not yet qualifed to be a full member on the Graduate Faculty,

may be granted associate membership. These members assume the responsibility and exercise the

privileges of fi:ll membership except they may not dhect doctoral committees. They can chair

master's level committees and serve on doctoral and master's level thesis committees. A! associate

member is appointed for 3 years, during which time application for full membenhip may be initiated

when the faculty member believes qualifications have been met.
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3,8.4 Special Members

Special membership is reserved for scientists, scholars, afiists, and otler highly qualified

individuals from other wdversities, federal and state agencies or intemational bodies that are willing

to serve on gaduate student advisory committees or teach a course or conduct a workshop, etc. The

lengths of these appointments are specifc to the dwation of the task for which the person is

appointed.

3.8.5 Faculty Rank and Minimun Qualifications for Each Rank

The terms and conditions of each initial appoinfinent and of each reappointment to the faculty

shall be set forth in witing.

Any special terms and conditions shall be clearly stated in the wfitten appointment. Except as

herein provided, no special terms or conditions may be included that vary from the general terms and

conditions staled therein. Special terms and conditions should be stated in the hitial appointment, or

in revisions approved by the University ard faculty member. For each academic rank the minimum

qualifications shall be as follows:

Instructor: To qualify for the rank of instructor, one must hold an earned master's degree in

the academic specialty from a recognized accredited institutioru and show definite promise of
teaching ability. Teaching experience is preferred although not required. Holders of the bachelor's

degree in professional areas of importance to academic programs oflered by the University and its

teaching programs (e.g., an, music, and other four- (4) or five- (5) year professional degree areas)

may be appointed to this rank Where candidates have clearly established superior records in researcb,

the performing arts, or olher specialized areas, one or more ofthe criteria stated above may be waived

with appropriate justification and review by the hesident.

The rank of instructor is appropriale for one appointed to the faculty with the expectation that

in the normal course of employment, progress will be made to fte professorial ranll

The probationary period for faculty appointed to the rank of instructor will not exceed seven years.

By the end of this seven-year period, the faculty member will be eligible for tenure if the rank of

assistant professor has been afained.

Assistant Professor: To queli! for the rank of assistant professor one should have an eamed

doctorate or must have a maste/s degree in the area of specialization from a recognized accredited

institrxion and at least four years successfirl teaching resedch or related experience in the area of

specialization at the college or rmiversity level. Advanced study above the master's degree may be
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substituted for a portion ofthe required experience. The candidate must have demonstrated ability for

professional and scholarly contributions in research or teaching or creative work.

When the initial appointrnent is the ralk of assistant professor, there is a probationary term of

five (5) academic yea$. By April lsq the year before the beginning of the fifth year, the facr:lty

member will be eligible for tenure and promotion based on review of the tenure application and

supporting documentation, awarded tenure by the University.

Associate Professor: To qualif, for the rank of associate professor, one must hold an eamed

doctorate or appropriate terminal degree il the area of specialization fiom a recognized accredited

institution; must have evidenced the ability to produce scholarly research and/or publications in the

field, teaching and/or artistic activiti€s or crealive work; must hold active membership in at lea.st one

learned society; and must have five (5) years of successful teaching experience or the equivalent at

the college or university level.

When a faculty member's initial appointment by the institution is to the rark of associate

professor, the appointment is for a probationary term of thrce (3) academic years. By April lst of the

year prior to the end of the second year appointment, the associate professor will be given wriuen

notice of a terminal appointrnent for one academic year or making the person eligible for tenure and

promotion based on review of the tenure applications and supporting documentation and awarded

tenure based on the recommendarion of acadernic officers at the Department, School and at the

University levels and by their respective tenwe and promotion committees.

Professor: To qrralifr for the rank of professor, one must hold an eamed doctorate degree in

the area of specialization from a recognized, accredited institution; must have acquired widely

recognized eminence in a specific academic discipline or profession or have demons[ated superior

scholanhip, artistic activities, and/or creative works, professional ability and/or teaching competence;

must have active membership in at least one society in the field; must show evidence ofthe ability to

produce scholady research and publication(s) in the field; and must have ten (10) yean of successful

experience al the college or university level or equivalent experience. When a faculty member's initial

appointnent is to the rank of professor, the appointment is for a probationary term of one year. !y
April l" or sixty (60) days before the end of the term of appointrnent, the faculty member will be

notified in writing whether, when the current term expires, the faculty member will be recommended

for appoinftrent with tenure or be offered a temrinal appointment on one additional academic year.

All academic appointments are recommended by the Provost and Vice President for

Academic Affairs to the hesident who in turn recommends to the Board of Trustees for their

approval.
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3.8.6 Employment Procedures

The University actively and affirmatively places emphasis on the recruitnent and screening

of all applicants. In addition, the University avails itself of the traditional channels of recruitment,

which include the Alabama state Employment service, advertisements in newspapers and

professional joumals, and recruitment at community and technical colleges. All University
advefiisements display that the University is an "Equal Opportrmity Employer.,,

The Office of Hrmran Resources and Academic Affairs shall maintain curent and accurate
records of all approved positions. Sucb ristings must be used when approving requests to fiI vacant
positions. only approved positions will be processed for filling ofvacancies. To fill positions for non-
exempt employees (clerical and technical stafO, follow the procedure outlined in the Staff llandbook.
To fill vacancies for faculty, administrative and professional staff the following steps must be
followed:

A. Obtain and secure approval ofHr:man Resources Fomr Op 100-

B' Approved requests will be advertised andlor a search committee fonned to locate suitable
applicants.

c. The appropriale vice president, in consultation with appropriate indiidual(s), shall select
from among the top three candidates.

D. With appropriate consultation, an offer ofemployment sha.ll be made by the president.

E. A formal letter of employment is issued to new employees only (Appendix A). The
university does not issue aruual letters of employment to continuing employees. Such
employees are provided a .Notice of Continuing Employment.,, An employee with
temporary emproyment for a specified period of time has no commitnent for
continuation of employment or reernployment beyond that period, unless such
commitnent is set forth in wrifing either by letter or by execwion of a formal offer of
employment.

F. Approved and accepted offers shall be formalized by execution of the letter of
employment by both the University and employee.

Position descriptions and position classifications must be developed prior to establishment of
new positions or revising existing positions. To accomplish either action, budget managers must
complete those sections of the Position Profile Form that describe the title and nature of the position
and tle section that requires budget information If necessary, budget managers should attach a
document j,stifring the need for the positioq and ajob description. once completed the position

Profile Form must be forwarded to the ofrc€ of Hurnan Resources for confirmafion of the iob
description and position title.
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3.8.7 AppointmentProc€dures

A search committee must be established when filling approved vacancies for the following

positions: Dean, Departrnent Chairperson, Program Director and faculty. The selection process shall

be initiated as follows:

A search committee shall be appointed by the Vice President, Dean, or Department

Chairpenon upon meeting with the constituent group to determine the nature of the

search (witldn or outside cardidates), and the size and design ofthe representative search

committee. The search committee shall be authorized to continue its task until a suitable

candidate is formd.

The search committee in cooperation with the unit administrator shall establish selection

criteri4 announce and advertise the position in a manner appropriate to the nature of the

searctL and provide the opportunity for the constituent goup to participate, review, and

evaluate the credentials ofthe potential candidat{s).

Recommendatiorx on each final candidate shall be made by the search committee to the
appropriate unit admidstraror, and shall include both a sun,'nary of the evaluations and

opinions received from the constituent group adhering to con$dentiality.

After the interviews have been conducted, and a selection made, all documents must be
retumed to the office of Human Resources. upon approval of the reconrnendation by the president

and/or appropriate vice Presideng the office of Human Resources will forward an official
Announcement of Appointment and Contact to the successfirl candidate.

3.9 Policies and Procedures for the selection, Review and Retention of Departuentat
Chairpersons

Faculty will be afforded the opporh:nity to participate in the appointment process of
deparrnent chairpersons, and the opinions ard expressed concems of the faculty arc actively sought

and acknowledged in a systematically rmderstood and approached process as follows:

A. The appointment of a deparbnental chairperson should rest with the President upon the

recommendation of the academic dean in which the deDarftnent vacancy is located and

the hovost and Vice President for Academic Affairs.

B. The evaluation and vote ofthe faculty will be obtained and given due consideration by

the dean prior to formulating a recornmendation to appoint a chairperson.
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c. A decision by the dean shall be made upon review of the search committee summative

evaluations on the named top candidates. Ifthe dean's decision differs fiom the majority

of the faculty opinion and advice, this decision and rationale must be conveyed to the

respective departmental faculty no later thal one month following the completion of the

evaluation. Following this, the faculty and dean will inform the vice president of their
lack of conctrrrence.

D. All qualified candidates (outside or inside pe$ons) must go through the same process of
review and selection. The appointnents shall be made only affer considering: (t) the

opinions and evaluations ofthe faculty within thar academic unit; and (2) upon the advice

of the search committee.

E. A degree of freedom and procedural ag ity shourd exist to accommodate the diversities
and preferences among academic schools. It should be the entitlement of each school to
adopt more specific policies and procedures, provided these are corsistent with the
Univenity policies and guidelines outlined herein, and fi:rther approved by the Academic
Dean/Provost and Vice hesident for Academic Affain. The general guidelines are as
follows:

l. A search committee should be appointed by the dean upon meeting with the
departrnental faculty to determine the natue of the search (within or outside
candidates) and the size and design of the representative search committee.
Facult5r members appointed or elected from the departnent will constitute a
majority membership of this committee. The dean may choose to afford
internediary suppod.

2. The search committee in cooperation with the dean and appropnate constituent
groups shall establish selection criteria" announce and advertise the position in a
mamer appropdate to the nature of the search, and provide the opportunity for
the faculty to participate, review, and evaluate the credentials of the potential

candidate(s). Interview schedules of the top three (3) candidates ananged by the

search commiuee in consultation with the dearL should a ow for discussions with
the hovost and Vice hesident for Academic Affairs, members of the search

committeg individual faculty, students, ard others as deemed appropriate to the
nature ofthe search-

3. Recommendations on eacb final candidate shall be made by the search committee

to the dean and shall include both a summary of the evaluations and opinions
received fiom departrnental faculg, adhering to confidentiality in regard to
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individual identities. The dean will make a reconmendation from the find names

submitted by the search committee.

4. The dean may appoint interim or acting persors for the chairperson position

when necessary, but only after considering the advice and concems stated by the

faculty. In the eveDt that acting or interim chairpenons have sewed for one year

or more, they may receive faculty review, and consideration for a firll
appointment given the process described above.

The chairpenon position is not a tenued position in office. Tenure as a faculty member is

a matter of separate privilege. Continuation in chairperson position fiom year to year will

be contingent upon obtaining salisfactory review of the annual leadership evaluation by

the dean and faculty. The leadership evaluations should be based on the written job

descripion of the chaiqrerson. The job description should be available to all faculty

members in the departnent. The leadership evaluations will constitute an integral

component in the decision making process of the Dean to retain or remove the existing

leadenhip of the deparhetrt.

It should be the responsibility of the faculty to participate in reviews of departrnental

academic prograrr and effective leadership of the chairperson" and to justifi their

recommendatiors based on objective criteria- This input must be consialered as

deparunental leadership by the dean, the provost and Vice president for Academic

Affairs, and the hesident when making leadeship and prograrnmatic decisiors. Faculty

who fail to actively pafiicipale in such an evaluation process (offering no

recomrnend"dions) will nltimately impair the decision making process of administration.

3.10 Freedom and Responsibility in the Uriversity Community

A. Alabama A&M Univenity is dedicated to the tansmission and advancement of
knowledge and understanding. Academic fieedom is essential to the achievement ofthese

pwposes; therefore, the University supports and encourages freedom of inquiry for

faculty members and students to responsibly pursue these goals thrcugh teachin&

leaming research, service, discussion and publicatioq fiee from internal or extemal

restraints that would unreasonably restict their academic endeavors.

B. The University will protect faculty and students in their resporsible exercise of the

freedom to teactL to lean, and to otherwise seek and speak the tnrth.
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C. Faculty and studenls of Alabama A&M Univerjty will share the responsibility for

maintaining an environment in which academic freedom flourishes and the dghts ofeach

member ofthe academic communitv are resoected.

3.11 Academic Freedom and Faculty Responsibility

The policy ofAlabama A&M University is to support and encourage firll freedom, within the

law, of inquiry, discourse, teaching, research, service, and publicarion for all memb'ers of the

academic staff. Faculty are expected to recognize that accuracy, forthrightness and dignity befit their

association with the University and their position as scholars. The faculty should not represent

thernselves, without authorization, as spokespersons for Alabama A&M Univenity.

3.LZ Faculty Senate

The Faculty Senate is the elected representative body of the faculty. One senalor is selected

every other year to a two-year term to represent each of the academic departments. One half ofthe
senators will be up for election each year.

3.13 Teaching LoarVRelease Tirne

Full-time faculty of Alabama A&M University are required to be actively engaged in a
variety of activities including teaching service, pursuing scholarly activities, serving on committees,

advising students, performing administative and related tasks- Because Alabana A&M univenity is
primarily a teaching institution, full-time faculty memben on the tenure tack promotional sequence

from instructor to professor are expected to teach a minimum of six hours in each of the two

academic yeax semesters along with other release time efforts. Faculty who serve in administative

positions as well as those on release time are expected to teach on a regular basis. The teaching load

policy recognizes that credit hor:rs taughq number of different preparations, laboratories, class

sessions, advisees, students taught, and level of classes, theseVdissertations supervised,

extadtrricular activities, and corunittee assignments, all influence the adequacy ofa teaching load.

The teaching load for firll-tine faculty in the undergraduate program is twelve to fifteen (12-15)

credit hours per semester, including regular classroom instructioq independent study, directed

research, and advising of students. Supervision of graduate students as a major advisor at Ph.D. and

Ed.S. level is accormted for at a rde of l0% per student nd 6yo for Master's level student for each

tbree hours of registered research by student. similar calculation applies to the supervision of
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independent study/field study students. Tte maximum load for full-time faculty teaching only at the

graduate level is nine to twelve (9-12) credit hours per semester.

The following guidelines are useful in applying the faculty load policy:

A. The Faculty Load Form must be completed by each faculty, each semester. The

requirement holds true whether the faculty is one-hundred percent (100%) teaching one-

hundred percent (10070) research, one-hrmdred percent (10070) service, or a combination

of any ofthe tbree, including others, such as adminishatioq advising etc.

B. The faculty load policy is based on the premise that no faculty, by virnre of load

assignment for teaching will exceed twenty (20) contact hous. The policy on faculty

loads is to be implemented as follows:

Undergraduate:

1. Lectures

a. Five (5) cou$es ofthe same preparation equal a full load (15 houn);

b. Four (4) courses of the same preparation plus one (1) course equals a full load

(15 hours);

c. Three (3) different preparatiors plus two (2) courses of the same equals a full

load (15 hours);

d. Two (2) different preparations plus three (3) courses of the sarne equals a fi:ll
load (15 hours).

2. I-ecture/Laboratories

a Three-hour course (2U2L): four (4) ofthe same equal a fuil load;

b. Tlu:ee-hour course (2Ll3L): four (4) ofthe same equal a firll load;

c. Thiee separate preparations of 2a and 2b equal a full load;

d. For practicurr, internship, student teaching etc., where the credit hours range

from six (6) to welve (12), credit load shall be assigned as follows:

i. Five (5) mrdents equal three (3) credit hous;

ii. Six (G10) to ten strdents equals six (6) credit hours;

iii. Fiffeen (15) students or above equals the credit hours assigned the course.

Graduate.

l. Tfuee separate preparations equal a full load-

2. Three courses ofthe same preparation plus one equal a full load.

3. Two preparations plus two cowses equal afull load-
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C. Beginning Fall Semester 2003, regular faculty will not be approved for an overload

during the regular work hours.

Beginning Fall Semester 2003, the evening and weekend schedules will be expanded. If
a faculty member has a full load between the hows of 7:00 a-m. and 5:00 p.m., Monday tltough
Friday, the faculty will be paid for each individual course taught in the evenings or on weekends.

Normally these teaching loads should include no more than three (3) separate class

preparations each term. If a faculty member has less than a normal load for one semester, then a

heavier load would be assigned the Detd semester without exta compensation. No facglty member

shall be consistently assigned a heavier teaching load than other faculty members. Where necessary,

such a heavier load should be assigned to different faculty members on a rotating basis. Credit for
team-taught courses will be prorated among the faculty members teaching the couses.

The load will be negotided among the affected faculty members and the departnental chair

and school dean.

Release time from teaching responsibilities up to nine (9) semester hours (six (e semester

hours in the graduate program) may be approved rmder t}rc following conditions:

A. Up to six (Q semester houn for administrative work as the head of a maj or academic unit
below that ofthe deanship; consideration may be given for additional released time based

on unusual circumstances. Fifty percent is computed for adminisbative work as head ofa
major academic unit below that of dear)ship. Committee worb student counseling
incidental academic courseling and supervisiorl and other administrative-related work
are considered to be normal and associated expectatio's for a faculty member unless

these require substantial, regular:, and extended work, in which case consideration is

made in developing the faculty member's schedule. For dears of schoor, the teaching

load should average twenty-five percent of the firll-time load, depending upon the term
and the requirements ofthe school.

B. Up to six (6) hours of sporsored research provided the instuctional program is not

adversely affected and no basic (State) funds are required to cover tbe courses.

c. up to six (Q houn for special projects/assignments which require more than normal

amounts of time, including the president and secretary of the Faculty Senate. In certain

limited situations, a faculty member may be permitted to teach fewer than six (6)

semester hours per term.

Faculty members applying for grants who wish to include release tirne in the grant are

required to request the full amomt of the faculty member,s salary if it is expected that an additional
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full-time equivalent (FTE) faculty member will need to be added to the departnent in order that the

nonnal teaching activities ofthe departnent are carried out.

Faculty requests for release time from teaching may be made to the respective chair and dean

preceding any term. The dean will make an appropriate recommendation to the Vice President for

Academic Affairs, who will make the final decision regarding the request. The following procedure

should be followed when faculty members are to be placed on release time:

A. The percent of release time should be agreed upon by the faculty member, department

head and school dea4 and approved by the ProvosWice President for Academic Affairs.

B. Approved release time should be conveyed to the Office of Research and Development

by the school dean prior to the actual beginning of the arrangements, if reimbursement

for the release time is to come fiom outside fitllds or is to be used to meet cost-sharing

obligatiors. This notice should include the percent of release time spent on otler than

normal responsibilities.

C- The Office of Research and Development will verifr whether or not adequate fimds are

available from outside sources as indicated above.

3.14 Summer Appohtuent

A. Sunner Employment/Teaching Assignments

Appointments of the faculty for the summer session will be made by the hovost and

Vice President for Academic Affairs on recommendations made by deparhlent

chairpersons through thefu respective deans, on the basis of teaching requirements ofthe

summer program. Tentative appointments will be made by April l5th.

Each department shall work out a plan for summer emplo)ment taking into

. consideration the availability of funds, demand for courses, seniority, professional

experience, and qualifications of the departmental faculty members. The teaching load

for

full-time faculty in the summer is six credit hours for graduate courses and nine credit

hours for undergraduate courses.

Priority in course assignment should then be given according to the following

guidelines:

1. Qualifications and experience of the instructor are given first priority. Hence, a

course should usually be assigned to an instructor who normally teaches the course

during a regular semester.

2. Terminal degree, rank and seniority in rank should then be corsidered, in that order.
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3. Equity in course assignment should also apply. A full load should not be assigned to

any instructor rmless all available qualified faculty carry aIleas|2/3load. The same

principle applies if it becomes necessary for some facuJty to carry less than 2ll3 load.

Furthermore, faculty carrying the lowest load during one sunmer should have

priority in carrying the highest load during the following summer. This should be

done on a rotating basis.

Compensation for teaching a firll load (nine (9) contact hours for undergraduate

faculty and six (6) contact hours for graduate faculty) during the summer will be Zl9 of
the nine-month salary. Compensation for teaching part-time will be proportionally based

on the semester hours of the develo@ courses assigned, and/or other bona fide

assignments made by the University on an equivalent basis.

B. Summer EmplolmenUOutside Funds (Grants & Contracts)

A number of University faculty are supported part-tine tbrough funded release time

during the academic year and full-time in the summer on outside fimded research or other

activifies.

Based on the University academic year work calendar (nine (9) months), faculty

members on an academic year appointnent can work for three (3) months in the summer

without conllicting with their academic year obligations to Aiabama A&M University.

All nine-month faculty are eligible for three (3) montls firll-time employment on

outside funded Fojects provided this arrangement does not conflict with guidelines ofthe
fimding agenry. Approval must be granted by appropriate adminish-ative officials, in
advance, and firnds for three (3) months employment must be available under the

granvconbact agreement. No time off during the three (3) months summer period will be

g:anted, except nonnal holidays. Time off must be based on leave without pay. This is

based on the fact tbat employment for faculty is based on nine (9) months.

3.15 OverloadSupplements

Normally, short-term (maximum two [2] weeks) regular deparbnental teaching or contact

hour overloads, and time and./or services provided interdepartrnentally are expected of a faculty

member and do Dot qualiry for salary supplements or consultants' fees. For periods that exceed two

week, whether maadated or voluntary, compensation will be awarded based on a prorated perc€ntage

of base salary.
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Faculty participation in programs, projects and activities administered or conducted by the

University and supported by special contracts, grants, or other types of agreements with other

agencies shall be considered a part of the faculty member's responsibility to the University. During

the time that a faculty member is under contract to the University, whether on a nine-montl! twelve-

month or other time based appointment, the University shall be entitled to fi:ll and complete services

with regard to work expectations appropriate to description and relative to University activities. If a

faculty member participates or serves in an extemally or specially funded program, project or activity

within the Univenity, whether in a primary or different department or work unig an appropriate

portion ofthe faculty member's regular salary shall be provided by the budget ofthe prograrn, project

or activity. Under the above circurstanc€s, no increase in the faculty member's base compensation

shall be allowed.

The University recognizes that there are cerlain irregular, short-term University conducted

activities which, because of their natr.:re, frequency of occurrence, the associated lack of prior

knowledge, and recognition of the demand for services, rnay need to be handled on an exceptional

basis. Exta compensation will be allowed in such cases onty if all ofthe following six conditions are

met:

A- The work is performed in addition to a normal firll load.

B. No qualified person is available to perform the work as part ofthe normal load.

C. The projecg program, or activity budget includes sufficient fi:nds to cover such

compensation.

D. Spending guidelines provided by the funding agency permit such compensation, or

explicit written permission is granted.

F.

The additional duties of t]re faculty member shail not constitute a load so heavy as to

interfere wittr the performance of regular duties.

Prior approval is obtained from the departuent chair, school dean, Provost/Vice President

for Acadernic Affairs, and Vice President for Research and Development verifies

availability of funds. Funded programs and projects that are approved with release time

are expected to be implernented according to the original report. Approval to convert

release to overload or supplementary pay must be approved and will only be approved in

extenuatins cfu cumstances.

3.16 Salary Supplenents and Extraordinary Comp€nsation

Salary supplements are determined on an individual case basis. Generally, eligible cases will

involve certain types of long-term administrafive duties or required services, which are clearly
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extraordinary, in additjon to normal duties, and beyond the bounds of expectatiors covered by base

pay. such salary supplements must have prior approval and authorization by the deparhnent chair,

school dean, hovost/Vice President for Academic Affairs, and if funds are obtained from outside

sources by the Vice President for Research and Development. AII supplements paid should be

included in the published annual saiary report.

3.17 Office Hours

Faculty memben are expected to post their class schedule and office hours on their office

doors each semester. They are required to file the office hours with the departnent chairperson,

school dearq and hovost/Vice President for Academic Affairg A faculty member is expec€d to

maintain at least ten office hours per week in addition to the classroom hours provided to serve the

needs ofstudents.

3.18 Faculty Class Attendance

Faculty members are required to meet all assigned classes promptly and to make full use of
the time allotted beginning with the offcial date for class instructions to begin. Regularly scheduJed

classes should not be left wirhout professional supewision. Every effort should be made to make up

for time missed by the facr:lty member in order that stated course requircmentVobjectives are met. It
is the resporxibility of the faculty member working with the deparhnent chairperson to make

arrangements for classes. ln the event of an emergency, the chatperson should be informed as soon

as possible so thal appropriate arrangements can be made.

Appointrent Cat€ories (Acadenic Professional Staff)

All staff persormel will be designated as being in either a permanent full-time, permanent

part-time, temporary firll-time, or temporary part-time status. These terms are defined as follows:

A. Permanent: Employment of an unspecified duration with no predetermined separation

date. Such emplovment mav. however. be ended by action of the employee or the

University, with or without cause, at any time. The designation of "Permanent" does not

change the employment-at-will status ofthe employee.

B. Temporary: Employment of a specified limited duratio4 which is prescribed by a

begiming date and a predetermined separation date. Normally temporary employDent is

not to exceed twelve (12) consecutive months-

C. Full-time: A working schedule of thirty-five (35) hours per workweek or more.
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D. Part-time: Employees who work less than thidy-four (34) hous per week and are not

subj ect to regular employee benefits.

3.19 Workload

All professional staff are expected to work the normal university operating hours in

their assigned duties. hofessional staff may be granted up to 25% ofrelease time for teaching

or other academic activities. Release time for funded projects may be approved for up to 50%

ifthe project has relevancy to the assigned duties.

3.19.1 Overload

Professional staffmust follow the guidelines stipulated in section 3.17 regarding overload

supplements.

3.19.2 Work Schedule

Professional staff are expected to be present during the normal university operating hours

unless an approved flexible schedule has been approved by the appropriate supervisor. On occasion,

professional staffwill be expected to perform fi:nctions beyond the normal rmiversity operating

hours.
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4.0 PERFORMANCE, PROMOTION, AND TTNURE

4,1 Annual Comprehensive Evaluation or Appraisal

Each employee (faculty and academic staff) shall be provided witl a current job description

by the unit supervisor. The job description shall be used to develop annual performance goais as

appropriate. Performance goals ald elements ofthe evaluation instrument will be used along with the

unit's goals and objectives as the basis for performance appraisal (as appropriate). The

Comprehensive Evaluation shall consist of a Performance Appraisal, Course Evaluation, and Self-

Assessment and must be conducted as follows:

A- Faculty
The faculty will be evaluated arurually by:

l. Department Chair-Perfomrance Appraisal, appropriately documented.

2. Students-Course Instruction Performance Appraisal, appropriately docrmented.

a Self-Assessment-Performance Appraisal, appropriately documented (sarre

instrument as chair's).

B. AcademicAdministrators
The Academic Sraffwill be evaluated annually:

1- President will be evaluated by the Board of Trustees, Vice hesidents, Deans, and

Faculty, appropriately documented-

2. Provost and Vice President for Academic Affairs will be evaluated by president

Deans, Program DirectorVCoordinators, Chairpersors and Faculty, appropriately

documented.

3. Program Directors/Coordinators will be evaluated by the appropriate hesiden! Vice

Presideng Dean, and Academic staff within the unit, appropriarely documented.

3. Deans will be evaluated by Provost/Vice President for Academic Affairs with input

from Department Chairpenons and Faculty, approprialely documented.

4. Departrnent Chairs will be evaluated by the Dearl Faculty, and Students (majors and

minors), appropriately documented.

Each ofthe above components will use the prescribed instruments and procedures

established for such purposes. (See Appendix A.)
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C. Criteria for Academic StaffEvaluation

The Comprehensive Evaluation of each member of the academic staff will take place

annually and is due in *re office of the President or appropriate Mce President by July l" each year.

The focus ofthe evaluation at all levels may include:

l. Creativity in plarming budgeting and organizing.

2. Implementing monitoring and assessing programs.

3. Leadership, interpersonal and communication skills.

4. Faimess, ethics, and integrity.

5. Assurnption of responsibi lity.

6. Demonstrated lons -term vision.

7. Productivity

The Vice hesidents will be evaluated by the President with input from the unit directors

and individuals uder their charge as appropriate. The unit directon will be evaiuated by the Vice

Presidents and individuals under their charge. The forms for performance appraisal in this category

are included in Appendix A.

4.2 Criteria for Faculty Evaluation

The Comprehersive Evaluation of each faculty member will take place arurually and is due in

the Office ofAcademic Affain by May I ofeach year. The criteria listed in the following paragraphs

are to be used as guidelines for the evaluation process. Each ofthe components ofthe comprchensive

evaluation process is designed to address various aspects of the criteria- Each faculty shali be judged

witb respect to rank and duties, considering perfomrance in:

1. Teaching;

2. Reseact! presentdions, perfonnances, publications, art exhibitq or otler

creative works; and

3. Service to the instructional unit, departrnent, school, the University, public

service and corffnittee work related to academic expertise.

In evaluating the faculty within these areas, reasonable flexibility should be exercised"

balancing where the ca.se requires, more demanding commitnents and responsibilities in one arca

against less demanding commitments and responsibilities in another. Each faculty is expected to be

engaged in a prograrn of work that is both sound and productive.

The criteria set forth below are intended to serve as guides in evaluating the faculty:
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A Teaching: Effective teaching is a criterion essential to advancement or the awarding of
tenure' In evaluating the effectiveness of faculty teaching points such as the following should

be considered:

- Command ofthe a;rpropriate subject;

- Continuous growth in the ability to organize material and to present it with logic and

conviction;

- Capacity to awaken in students an awareness of the relationship of the subject to other

fields of knowledge; obj ectivity;

- The creativity, spirit, and enthusiasm which vit,li?e leaming and teaching ability to

arouse curiosity and to stimulate creative worlq personal attributes as they affect teaching and

students;

- The extent and skill of participation in the general guidance and advising of students;

- Integration of appropriate technolos/; and

- The ability to help students develop and use critical thinking skills.

It is the responsibility of the Deparhnent Chairperson and faculty to subrnit evidence of the

faculty's teaching effectiveness at lowerdivisior! upper-division, and graduate levels of instruction

commensurate with the faculty assigned teaching responsibilities.

No single set of satisfactory measures can be prescribed. However, among significaat types

ofevidence ofteaching efectiveness are the following (not rank ordered):

(l) When sought, peer opinions, based on class visitations, or attendaace at public

lectures, or lectures before professional societies, or on the results ofthe faculty's teaching in courses

prerequisite to those ofother members ofthe departrnent;

(2) Student evaluatioDs, appropriately documented and accompanied by interpretative

informafionl

(3) Development by the faculty of new and effective techniques of irutruction and

inshuctional materials, particularly when evidenced by acceptance at other universities;

(4) Publications, presentations or creative works by the faculty on instruction witlfn the

appropriate discipline; and

(5) Recognitions or awards for distiaguished teaching and related activities.

The faculty's professional activities should be scnrtinized for evidence of achievement and

leadership in their field. The faculty should demonsbate new development or use of new approaches

and techniques for the solution of professional problems. It is the responsibility of the individual
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faculty member and the Department Chairperson to provide evidence of the quality of the service

rendered.

B. Research and Creative Works: Evidence of productivity and creativity should be

sought in the faculty's published research, presentations, performances, publicafions, artistic exhibits,

architectural or engineering designs, plays, concerts, visual a4 etc.

Research and other credive accomplishments should be evaluate4 not merely enumerated.

There should be evidence that the candidate is continuously and effectively engaged in creative

activity of higb quality and significance- Work in progress should be assessed whenever possible.

When published work in joint authorship (or other product ofjoint effort such as concerts, plays,

exhibits, etc.) is presented as evidence, it is the responsibility of the faculty member and department

chair to establish as clearly as possible the role of the faculty in the j oint efforl

Account should be taken ofthe type and quality of creative activity normally expected in the

faculty's field. Appraisals of publications, reviews of creative works or other contributions in the

scholarly and critical literature provide important testimony, Textbooks, reports, circulars,

newsletters, booklets, quarterlies and similar publications normally corsidered evidence of teaching

ability or public service should be consideled creative work when they present new ideas or

incorporate scholarly research-

ln evaluating artistic creativity, an attempt should be made to define the faculty's merit in

light of such criteria as originality, scope, and depth of creative expression. Distinguished

performance, scholarly analysis, literature, ar! music conducting" drama directing dance

choreography is evidence of a faculty's creativity in research. It should be remgnized that in ar!

music, dram4 and daace, distinguished performance, including conducting and directing is evidence

ofa faculty's neativity and research.

C. Service: The faculty should play a vital role in the administration of the Univenity at all

levels and in the forrnulation of is policies. Recognition should, tlerefore, be given to scholars who

contibute to the effectiveness of the University tifough significant committee work, prove

themselves to be able administators, and who participate effectively and imaginatively in the faculty

senate, and the formulation of departmental, school, and University policies.

Public service by members ofthe faculty to the community, state, and nation in their special

capacities as scholars should likewise be recognized. Similady, contibutions to student welfare

through service on studenl- faculty committees and as advisers to student organizatiors should be

aclgrowledeed.
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4.3 FacultyPromotionRequirements

Each applicant must meet the following minimum qualificationVrequirements set for their

respective ralk:

Requbements for Promotion to Assistant Prcfessor:

An Assistant Professor must have the terminal degree within the discipline except where the

individual has achieved professionally recognized irnrninence.

Letter of application by candidate,

A. Letters of reconmendation or cornnents, if applicable, from immediate supervisor(s),

departmental review committee(s), school rcview committee(s), and Dean;

B. Cunent curriculum vit4
C. Eamed Doctorate or appropriate terminal degree from a recognized accredited

Univenity, or Maste/s plus four (4) years experience as an Instructor at the university

level, or four (4) years of relevant professional experience or advanced study beyond

masters (24 semester hours).

D. Amual Performance Evaluations from the last three (3) years.

E. Active membership in learned society(ies) in area ofspecialization.

F. PaperVpresentations at the local, state, national, or intemational levels.

G. Publication of research or other scholarly activities in one or more of the following:

researc[ teaching creative work, etc., related to the discipline.

H. Honors and awards (professionally related only).

L Demonstrated:

l. Teachingcompetence.

2. Scholady or professional performance, and,/or creafive work
3. Service on University committees.

4. Service to the communitv.

Reqairements for Prcmotion to Associate Professor:

An Associate Professor must have the terminal degree in a pertinent discipline, except where

the individual has achieved professionally recognized imminence.

A. Letter ofApplication by Candidate.

B. Letters of recommendation or comments, if applicable, from immediate superviso(s),

departrnental review comrnittee(s), school review committee(s), and Dean.

C. Cu[ent curriculum vita_
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D. Earned Doctorde or appropriate terminal degee from recognized accredited university.

E. Annual Performance Evaluations from last thee (3) years.

F. Five (5) years university teaching experience or equivalent professional experience.

G. Active membership in leamed society(ies) in area of specialization.

H- Papers/presentations at the state, regional, national or intemational levels.

I. Documentation of scholarly researcl; teaching and,/or credive work etc. at the state,

regional, national or intemational levels.

J. Honors and awards (professionally related only).

K. Demonstrated:

1. Teachingcompetence.

2. Scholarly or professional performance and/or creative works.

3. Service on University committees.

4. Sewice to the commrmity.

Reqabements for Promotion to Professor

A professor must have the terminal degree in a pertinent discipline, except where the

individual has achieved professionally recognized imminsnce- A professor also must have

demonstrated authoritative knowledge and achieved reputation in a recognized field of research or

creative achievements; additionally the professor must have maintained high levels of effectiveness in

teaching and in service.

A. Letter of applicaion by candidate.

B- Letters of recommendation or comments, if applicable fron immediate superviso(s),

departnental review committee(s), school review committee(s) and Deans.

C. Current curriculum vita

D. Eamed Doctorate deg:ee or appropria-te terminal degree from an acsedited institution or

professionally recognized imminence.

E. Armual Performance Evaluations from last three (3) years.

F. Ten yean ofuniversity teaching experience or equivalent professional experience.

G. Active membership in leamed society(ies) in area of specialization.

H. Papers/presentations/creative work at state, regional, national or intemational meetings.

I. Publicaion of one or more: scholarly articles, insfuctional materials, researcb books,

creative works or other contributions at the state, regional, national or intemational

Ievels.

J. Honors and awards (professionally related only).
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K. Demonstnted:

I Taaehinr ^^-^-rr. r Lae,lluB Lurupsience.

2. Scholarly or professional performance and/or creative worls.

3. Service on University col nittees.

4. Service to community.

5. Contribdion to field or discipline.

4.4 Faculty Promotion and Tenure Criteria and Procedures

The American Association of University Professors (AAUP) states: ..Tenwe is a means to

certain ends; specifically, (1) fteedom ofteaching and research and of erramual activities, and (2) a

sufEcient degree ofeconomic security to make the profession attractive to men and women of ability.

Freedom and economic secr:rity, hence tenure, is indispensable to the success of an institution in

fi:lfilling its obligations to its studeDts and society." Alabama A & M university mncurs with this

statement.

Alabama A & M University is a leading teaching researc[ and extension univenity in the

region and in the nation. Tenure is granted to those faculty members who show evidence of
substantial gro*th and firture promise. Except in unusual circumstatces, tenure will be granted oniy

to persors with the terminal deg:ee.

Promotion and Tenure Appucation Procedures:

The application for promotion or tenuxe may be initiated by the individual faculty member,

rmit supervisor, or dean ofthe school. The seps listed below should be followed:

A. An application for promotion and tenure shall be submitted using homotion and Tenrre

Forms in Appendix B and guidelines listed in Section 4.3. Forms and guidelines may be

requested from the departnent chairperson, dean of the school or OfEce of Academic

Affain.

Each year Academic Affaim will disseminate a time table for promotion and tenure

procedures, so that faculty may comply. The application for promotion or tenure may be

initiated at any point between the beginning of the fall semester and November 1st, at

which time all promotion n:aterials are due in the Office of Academic Affairs-

Applications arc submitted first to the deparEnental chairperson who h turn submits

them to the Departnental Review Committee. After review, evaluation and

recommendation from the Departmental review committee, applicariors are submitted to

the Dean ofthe School who in tum submits them to the School Review Committee. Upon
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completion by the school review committee, applications are submitted by the Dean of

the School to the Office of Academic Affairs. The Office of Academic Affairs will not

accept applications that have not followed the above established procedues and

deadlines.

D. The Office of Academic Affairs notifies candidates of the receipt of application and in

tum submits the same to the Promotions and Tenure Committee by November 15th.

E. The homotions and Tenue Committee shall complete its recommendations by February

156 and submit them to the Provost/Vice President for Academic Affain who shall in

tum make recor nendations to the hesident by March 1st.

8. Applicants are notified of the final decision upon review by the President by March

15" ofthe same year.

Tenure Emplqment Requbernents :
The required periods for tenure by rank are shown in the following table:

Period of Service at Alabama A&M Univenity to Quali$ for Tenure

Rank
lnstructor

Assistant Professor

Associate Professor

Professor

Probationary Period
Seven (7) Years

Five (5) Yean

Tbree (3) Years

One (1) Year

The maximum probationary period may be extended upon writtenjustification requested by

the Dean and Department Chairperson and approved by the Vice hesident for Academic Affairs. In

addition to these tenure employment requirements, each applicant shall meet thos€ as set forth for

each rank
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Additional Tenure Guidelines:

The procedure for application and approval for tenr:re shall be the same as for specified

promotion. A faculty member may apply for tenure and promotion in the same academic year.

However, the tenue appiication must be considered first. If tenure is denied, then the promotion will

not be considered.

Only faculty members initially appointed in tenure track positions are eligible for tenure.

The application for the tenure can be submitted in the fall semester ofthe final year ofrequired period

for each rank. A faculty member appointed at the rank of Professor may be given tenwe al the initial

appointrnent to AAMU with a one-year probationary period if he/she is cr:rrenfly in a tenured position

at another institution. Research faculty are not eligible for tenure.

If the documents in the application are incomplete or do not contain minirnum requirements

as stipulated in the Handboolg then the application should be retumed to the candidate for completion

within one (1) week

If tenure is denied by the University, then the candidate is given one-year notice of
termination of service. The Vice President for Academic Affairs may solicit comments of outside

reviewen in the field of expertise if necessary. These comments will provide additional infonnation

that may be considered by the Promotion and Tenure Committee.

Requirements for Tenure.:

A. Letter of application

B. At least two letters of recommendatioru fiom immediate supervison, chair, and dean.

C. Curent curriculum vita.

D. Veritrcation ofyears ofservice by the Office ofHuman Resources.

E. A minimum of last three years of continuous membership in a professional society in

discipline.

F. Teaching Portfolio Containing:

1. Course outlines, faculty evaluations, student evaluatiors for all courses taught.

2. Development of innovative pedagogical methods and matedals, new cowses,

major revisions in old courses, etc.

3. Professional development to enhance teaching effectiveness.

G. ScholarlyActivities

Publication in refereed joumals, scholarly books, chaPters in scholarly books,

research reports, attendance at scientific/ Fofessional meetings, reviewer for joumal,

proposals, creative works, etc. related to the discipline.
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Service

Evidence al Service to the univenity by being member/chah of various committees,

any administrative role at the university. Chair ofgraduate thesis dissertation committees,

service on studerrt advisory committees, service as a mentor for studentV research.

Evidmce of: Service to the public and community.

4.5 Faculty Promotion and Tenure Committee

This comrnittee shall be composed of tenured faculty members at the rank of Associate

Professor or above. No chairpersor; associated dean, director, candidate for promotior; or any other

administrator may serve on this committee. Each academic area and the library will elect one memb€r

during the fall faculty/staff conference school or unit meeting. A faculty senator from the school or

unit will conduct this election. The schools are: Agricultural and Environrnental Sciences; Arts and

Sciences; Business; Education; Engineering and Technologl; and the Leaming Resources Center.

The term of election is for two (2) yeals.

Each school must have two (2) representatives serving at all times. In additio4 an at-large

delegate will be elected by the Faculty Senate each year. This individuat will meet the requirements

of being a tenured faculty member and will have fi:ll voting rights on the promotion and renure

Committee.

The chairperson ofthe Prornotion and Tenure Comrnittee will be elected every year by the

representatives- A quonrro, consisting often ten (10) or more representatives present, must vote in
favor of the promotion. To grant the rank of assistant professor or associate professor, a simple

majority ofthose ten (10) or more present is necessary. To grant the rank of professor, 75olo o en ten

(10) or more present is necessary.

The homotion and Tenure Committee decisions are recommendations to the Provost and

Vice President for Academic Affairs. The recommendations are reviewed by the Provost and Vice

President for Academic Affairs with recommendation for final disposition by the President. The

President notifies all applicants ofthe final decision regarding promotion and tenue.

A homotions Review Committee must be established at the departmental and school levels

for the purpose of verification, sy4lrrerisn, and recommendation of documents submitted by the

candidate(s) for promotion or tenure from each school.
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4.7

4.6 Promotion and Tenlre Due Process

There shall be a standing committee with the responsibility of recommending standards and

procedures for granting tenure and promotion. The Committee shall aiso make reconunendations to

the hesident and Provost/Vice President for Academic Affairs on promotion and tenure policies.

The Committee may be called upon to serve as an advisory committee on due process complaints

when requested by a faculty member, the Provost and Vice hesident for Academic Affairs or

President of t-he Universiry. In such c.ases, the cornmittee's !nv. estigadons and findings shall be

confidential and may be reported only to the complainant, the President, or the Provost ald Vice

President for Academic Affairs. The com:nittee may recommend a formal due process hearing or

other appropriate action. Under no circumstances will the Committee assume the responsibility for

conducting a second review of promotion or tenure. It is expressly declared that the process of

determining whether to grant promotion or tenue involves determinations and assessments which are

inherently subjective in their natue and Promotion and Tenure Committee decisions are vested in the

absolute discretion of the Comrnittee to make its recommendatiorn and the Provost and the President

in rnaking final decisions conceming the applicants.

Academic Staff Promotion, Transfer and Tenure

A- Definitions:

1. Lateral transfer is defined as the movement of an employee fiom one position to

another position at the same grade level within the same or different unit. Such a

transfer may be employee or management initiated.

2. Promotion is defined as the recommended movement of an employee from one

position to another position with a higler level of responsibility, authority and pay

grade within the same or different unit.

3 . Tenure is reserved as an earned right of faculty.

4. Upward transfer is defined as the movement of an employee from a lower to higher

position and is employee initialed. In order for an employee to achieve an upward

transfer, the following criteria must apply: vacant position exists; the employee has

attained the qualifications and experience required of the position; employees wilh

seniority have been given the opportunity for transfer; and the employee has had at

least two annual performance evaluations in the cunent position.

B. Nothing in this Handbook is intended to limit the University's discretion to reassign an

employee to a position at a lower grade level or different position at a lower level of

compensation. The University expressly reserves the right to do so in its sole discretio4
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consistent with its policies conceming tenure. An employee moving ftom one position of

employment to another shall have no vested right to retain either the same compensation

level or other benefits of the previously held position. Compensation and benefits are to

be established based upon the present position held, in the sole discretion of the

University.
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5.0 FACIJLTY/STAFF SEPARATION

5.1 General Separation

General Resignation: An employee who has decided to resign from Alabama A&M
University shall give prompt wdtten notice with the effective date to the immediate supervisor. All
employees will give at least thirty (30) days notice of the intention to resign prior to tle end of a
contract period. Employees should not tender a resignation except at such times and with such notice

as shall render their leaving least prejudicial to the welfare of the University.

General Retirement The normal retirement age for all enrployees will be age seventy (70).

This will occur no later than June 30 of the academic year in which the faculty member reaches the

age of seventy (70). However, this rethement policy should not be construed to limit or prevent an

employee from seeking retirement prior to age seventy (70), nor remaining employed beyond age

seventy (70).

General rermination: ln any university community, reasornble guidelines and rules are

necessary to insure orderly ald efficient operation as well as a work environment that is safe and

pleasant for everyone. As such, listed below are exarnples of requirements placed upon all employees

as a condition of their employment. The roles involving disciplinary action and discharge include, but

are not limited to, those examples listed below- In addition to tJle examples listed, common sense will
dictate in other instances whether or not offenses have been committed that would wanant

disciplinary action. ln the evenl that a faculg member is accused of violating rmiversity-wide policies

or procedures or procedures of a college or department (or equivalent unit) and/or of violating such

policies or procedures for which no clear disciplinary guideli::es have been establishe4 aad/or of
violating commonly accepted noms of professional conduc! the establisknent of cause and

imposition of discipline should proceed within the unit whose policies or procedures are alleged to

have been violated- Employees who fail to meet the requirements ofemployee conduct will be subject

to disciplinary action which may ralge fiom waming notices, to suspension, to termination. In such

cases of misconduct or msatisfactory performance, the appropriate disciplinary action will be

determined at the University's discretiorl on the basis of the particular facts and circumstances which

may include, but are not limited to, the frequency, severity and seriousness ofthe misconduct-

Terminated employees blease see Check-Out Procedare\ are invited for an exit inlerview

with the Director of Humaa Resources. During this interview, the director or designee will elicit

suggestions from the termfuEting employee as to how the employment relationship might be

improved.
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Contributions to the State Teacher's Retirement system will be refirnded to terminate

employees upon request. Life insurance may be converted upon separation to guarantee continuity of
coverage. Specific arrangements for these benefits or questions should be directed to the Office of
Human Resources.

Unused armual leave, up to two hundred and forty (240) working hours, will be paid to

eligible employees, Accrued sick leave will be paid to employees upon termination, at one-half pay

for each day of leave.

5.2 Faculty Separation

Non-Tenured Faculty: Non-tenure positions are by contract term-specific and for the most

part temporary. The decision whether to reappoint a non-tenured faculty member when a term of
appointment expircs may be based on any factor considered relelant to the total instihjtional interests,

but it must consider the faculty membet's demonshated professional competence, the potential for
firtr:re contributions, and irstitutional needs and resources.

Tenured Appoinfuents: If a tenured faculty member is to be terminate4 the provost and

Vice President for Academic Affairs will noti! rhe individual by certified letter by May lst, that

emPloyment will be terminated stating the date of termination and the reason(s) for termination in
accordance with the "statenent on Procedural Standards in Faculty Disrris5al h66s6.tings" published

in the AAUP Policy Doc.uments and Reports (1990)- The termination date of May lst does not

preclude action for instant termination as appropriate. Termination of an appointnent with tenure

may be instituted by the Univenity only for adequateT'rcr cause. Although this is not intended to be

an exhaustive list, adequatejust cause must consist ofany one or all ofthe following:

A. Academic or professional incompetence;

B. Continued aad un-remedied inadequacy in professional performance or properly

assigned duties;

C. Financial exigency ofthe University;

1. Bona fide discontinuance or substantial modification of an academic program

or departnent resulting in significantly diminishsd pelsennsl requirements.

2. Neglect ofdury;

3. Insubordination:

D. Conviction of a felony or any offense involving moral flrpitude, or a plea of guilty or

of zola coz/enderewith regard to a felony or any such offense;
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E. Sexual harassment or other conduct that falls below minimum standards of
professional integrity;

F. Refusal to comply with reasonable rules, regulations, and policy; and

G. Other good and adequate just causes.

All procedures subsequent to such notification must be consistent with the

Faculty/Administative Handbook and Alabama A&M University policy.

In the event that dismissal of the faculty member is soughl there will normally be a record

either of prog:essive steps of disciplinary action (and related actions, if any, within the Faculty

Grievance Procedure), or of the appropriate review procedure (e.g., alleged sexual harassment) prior
to the bringing of dismissal charges. only in an unusually serious or sudden case of gross personal

misconduct, (including se>nral harassmen! rurfitress as a teacher or researcher, or gross neglect of
duty) may dismissal charges be brought without a prior record of corrective discipline- Termination
of a t€nured faculty member must be approved by the president

5.3 Administrative/ProfessionalpersonnelSeparation

Administrative/professional personnel serve the University as employees-at-vr'in. Tenure

is reserved for faculty positiors. Administrative/professional personnel not holding faculty
positions are not eligible for tenure.

5.4 DisciplinaryProcedures

The following procedures are permissive and discretionary. Any listed procedure may be

adopted in any order deemed appropriate under the circumstances in question, and none of the listed
procedures is a prerequisite to termination or dismissal.

Reprimand: Either verbal or written reprimand may be made by supervisors for substandard

performance, minor ofenses, or other work-related unacceptable behavior. Reprimands may or may

not be preceded by cormseling. written repdmands and rebuttals may become a part of the official
personnel file. written notification of such actions should be seot to the employee by certified mail

with rehrm receipt. Reprimands are expunged in five years.

Diseiplinary probation: Employees who fail to respond satisfactorily to counseling

conceming job relaed deficiencies, inappropriate behavior or conduct, may be placed on probation

for an appropriately designated period of time at the discretion of the s.rpervisor. This action, along

AAMU FACULry ACADEMIC STAFF HANDBOOK
Revised June 2003



with rebuttal, must be reported in writing to the Office of Human Resources where it will be filed in

the employee's personnel file. Employees who fail to improve satisfactorily during the period of

probation may be rerminated.

Suspension: Employees who commit or paticipate in acts of misconduct or who represent a

potential serious danger to otlers, the University or themselves, may be suspended from active duty

(with or without pay, depending upon tlle circumstances) for periods varying ftorr one day to

indefinitely. Some examples of situations t}tat may be grounds for suspension are:

1. When there is a serious breach in personal discipline on the job.

2. While an investigation of a serious offense is in progress, when final action could be

dismissal.

3 . When an er:rployee is anested and/or charged with a felony, until final disposition of the

case-

Suspensions become a part of the employee's personnel file. No employee benefits will be

paid nor accrued while an enployee is on suspersion without pay.

Supervisors may recomnend suspension citing justification in wfitin& but actual suspension

must be recommended by the appropriate Vice President and approved by President.

Demotion: Employees may be demoted to a lower position and pay when they fail to
satisfactorily perform at the higher level. Such actions must be recommended by the appropriate Vice

President and approved by the President. Employees may also be assigned to a lower position and

pay in the sole discraion ofthe University.

Dismissat Employees may be terminated after other disciplinary measrues fail or when

first time incidents occur that are of a nature that the University, in its sole discretion, deems

necessary for immediate termination.

Notice: Employees will be notified in writing inforrning them of the grounds or reasons

disciplinary action is taken Ernployees will be given an opportunity to submit aay information which

they wish to be considered in reaching a determination conceming whether disciplinary action should

be taken and, ifso, which disciplinary procedure will be exercised.

The employment of staff members may be terminated in the discretion of the University on

any legitimate grounds, with two week notice unless valid reasons exist to shorten the notice period.

All such employees may be immediately placed upon administrative leave and relieved of their job

responsibililies dudng this two week notice period at the discretion ofthe University.
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For other administrative and non-faculty persomel, an administrative decision can be made to

terminate through non-reappointment with timely notice (two week).

5.5 Reduction in Force

The employment of any employee may be terminated by Alabama A&M University because

of(1) bona fide institutional financial exigency; or (2) major curtailment or elimination of teaching,

research or public sewice progran$. Financial eigency is defned as a significant decline in the

financial resources of the institution that is brought about by decline in irstitutional enrollment or by

other actions or events that compel a reduction in the institution's current operation budget The
determination of whether a condition of financial exigency exists or whether there shall be a major
curtailment or elirnination of teaching research, or public service programs shall be made by the

President after consulting with appropriate university officials. This detemrination is subject io
concurrence and approval by the Board of Trustees. If the financial exigency, curiailmen! or
elimination of a program is such that the instihnion's contractual obligations to emproyees camot be
met, emplo)ment may be termitated in accordance with the institutional proced.ues set out below.

The University has the resporsib ity to decide which academic and non-academic progr.rms

or services are required and the number of positiors, personnel, and funding necessary to carry out
the programs. The purpose of this policy is to prescribe circumstances uder which employees of the
University are to be reassigned, trarsferred, laid off, and recalled in the event that reduction in force
becomes necessary. This policy will be enforced without regard io the affected employees,race,
creed color, religion, sex, age, national origin, handicap or veteran status.

Reductions may not require involuntary layoffs ifthe required reduction in force may be

accomplished through reorganizatiorq reassignrrents, t ansfers or atfitioL
A- Provisions for a plan

A reduction in force plan (RIF plan) shall be developed before applying this policy.

1. The President shall authorize the inplementation of a reduction in force plan that

shall include special definitions and procedures for the reduction.

2. The Plan shall contain:

a- A statement ofcircurnstances requiring the imFlementation ofthe plan;

b. The identification of areas to be affected by the plan--the affected area may

encompass all the operations of the University or may be limited to divisions,

deparknents, prograrns, projects or budgets;

c. Specific communicatiors to affected employees by the department head or otha
appropriate official conceming actions taken to effect a transfeq layoff or recall;
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d. A minimum period ofnotice in wdting to any employee being laid off.

Termination Procedure

1. Consideration in Determining Whose Employment is to be Terminated: In

determining which employee's emplolment is to be terminated for the reasons set

forth in Section 5.5, corsideration shall be given to tenure stalus (for faculty

members), to years of service to the institution, and to other factors deemed relevan!

but the primary consideration shall be the maintenance of a sormd and balanced

educalional prograrn that is consistent with the fimctions and responsibilities of the

institution.

2. Timely Notice of Termination: When an employee's employment is to be

terminated because of major curtaitnent or elimir:ation of teaching researc[ or

public service prog'arns whether or not founded upon financial exigency, the

employee shall be given as much advance notice as possible, and within the limits of

available fi nancial resources.

3. Type of Notice to be Given: The President or designee will send the employee a

written statement by certified mail, retun receipt requested. This notice shall include

a statement of conditions requirilg termination of employment; a general description

of the procedures followed in making the decisiorU and a disclosure of pertinent

financial or other data upon which the decision was based.

4. TerninatioeEearing not Requested: If, within ten (10) working days after

receiving the notice required the employee makes no written request for a grievance

hearing, employment shall be temfnated at the date specified in the notice and

without recourse to any instifiJtional grievance or appellafe procedure. Any grievance

filed as a result ofthe implementation of the Plan shall be limited to a consideration

ofthe application ofthe procedures in the Plan-

5. Benefit Programs: If funds are available, the University may provide continuation

of certain fringe benefi ts.

6. Assistance for Employees and Rights to New Positions: For a period of two (2)

years after the effective date of termination of employment, the institution shall not

replace the position without considering the person whose employment was

terminated. A copy of the position notice shall be sent by registered mail, retum

receipt requested to the address last fumished by the employee, ard the employee

will be given fifteen (15) working days after receipt of the notic€ to notify the

Univenity ofinterest in being considered for the position.
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7. Check-Out Procedures: Faculty members who are leaving employment with the

University must be cleared by the Deparbnent of Public Safety, the Business Office,

the Leaming Resources Center, Property Management, Council Federal Credit

Union, Computer Services, Research & Development (Faculty & Research

hofessors only), Selecflex (Cafeteria Plan), EITS, Supervisors/Chairperson/

Dean/Director/VP, Registar's Office, the Office of Human Resources, A.E.A and

any other office from which they may have borrowed equipment and/owe charges.

All university equipment must be retumed and all outstanding balances must be

settled. The Office of Human Resources will notiS the faculty/Administrative

member of this requirement, provide the necessary Faculty/Staff Clearance &, Exit

Forms (See Appendix) and any delirquencies, prior to his or her departure from the

University.

C. Nothing contained in this section is intended to limit or restrict the University's or a subordinate

administative level's absolute discretion to eliminate a position or positiors based upon budgetary or

other considerations without applicalion ofthe Reduction in Force principle stated in this section.

5.6 GrievanceCommittee

Each academic unit (school, college) will elect four (4) faculty members to serve on the

Committee. Each unit vice president, excludilg Academic Affairs, shall appoint three (3)

professional staff members to serve on the Committee. The term of office is for one year, but faculty

members may be elected for tlree (3) successive terms. Committee members who fail to attend

ori€ntation or hearings when assigned will be e4ected to resign or be asked to do so by the

Coordinator. Correspondence ofsaid action will be sent to the respective unit heads.

To qualify for election, faculty members should hold the rank of instructor or above and have at least

three (3) years of service at Alabama A&M University. To qualifr for appointment, the Professional

Staff shall have at least thrce (3) years of service at Alabama A&M University.

Standard Rules for Grievance Comnittee: a coordinator will be elected by the committee

to coordinate all activities of the committee. Upon receipt of each complaig the CoordinaOr will

appoint a Screening Committee, a Hearing Committee (if necessary), and an Appeals Committee (if
the hesident of the University asl<s for one). Each committee will consist of one faculty member

from each school and one professional staff member from each vice presidential unit excluding

Academic Affairs.
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An orientation workshop will be conducted for all members ofthe Grievance committee prior

to September I of each year and before aayone is asked to hear a grievance. The workshop shall be

conducted by the Provos and Vice President for Academic Affairs and the Office of Human

Resources.

For valid reasons, a committee member may be excused from the review process of a

particular grievance hearing.

No exarniner will be asked to serve on two successive g'ievance hearines.

5,7 GrievanceProcedures

For the purpose of these procedures, the term "Grievance" shall mean an allegation that the

grievant's employrnent rights and entitlements have been adversely affected due to a violation,

misapplication or misinterpretation of policies, regulatiors or procedures. For the purpose of these

procedures, the term "Staff' shall refer to administative staff only.

It is intended that all problems be resolved, whenever possible, before the filing of a
grievance. Open communication between supervisors, faculty and staff is required so that resort to

formal grievance procedures will not be necessary. Grievances will, howevel occur- The pr:rpose of
these procedures is to promote flrompt a.nd efficient investigation and resoh:tion ofgrievance.

Who May File: A grievance may be filed by one or more members of the faculty/staff

affected by the complaint. The complaint may be directed efinst *re action of one or more

administralors, supewisors, or other employees. After a grievance is filed it may also be withdrawn

at any time subject to agreement by both parties and such withdrawal shalt be without prejudice. This

grievance, except when docr:mented circumstances exis! should be filed within forty-five (45) days

ofthe action being addressed.

Procedure For Filing: If a faculty/staff member, having exhausted the administ-ative chain,

still feels that there is just cause for a grievance, a petition for hearing before the Grievance

Cornmittee may be requested: (l) The petition should be sent by certified mail to the Coordinator of

the Grievance Committee, with retum receipt (2) The written request should contain a statement of

the alleged gievance based on the definition stated above, and it should be filed within forty-five (45)

working days ofthe occunence giving rise to the alleged grievance; (3) The statement should contain

a brief account of events leading to the grievalce, specifring how the griever was affected by the

action in question; (4) A concise listing of dates of procedures taken to resolve tlre issue, including

appeals, should accompany this statemenq (5) Lastly, a brief specification of the redress sought

should be included.
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Upon Receipt of the Complaht The Screening Committee is to determine:

1. Whether the person involved is subject to this procedure.

2. Whether the issue under consideration constitutes a grievance.

3. Whether the faculty member filing the grievance has complied with the above hocedure

for Filing.

4. Whettrer there is need for a formal hearing.

If a Request for a Hearing Is Granted: A Hearing Committee (Hq win be formed a

hearing shall be held within twenty (20) working days after tbe request is received. The petitioner

shall be notified at Ieast ten (10) working days after the request is received. The Grievance

Committee may, upon the petitioner's written request, extend the tir:re prior to the hearing date, where

circurnstances warranl such extension. Ifthe HC fails to noti$r the petitioner within the required ten

(10) days, tbe petitioner may call for the appointment ofa mutually agreed-upon faculty Ombudsman

to seek satisfactory resolution of the grievance. The ombudsman may seek solution to the issues

raised in the petition by informal consultdion with the principal parties, by mediatiorg and by other

voluntary means. should issues not be resolved, then the grievance MUST be heard within ten ( 1 0)

working days-

The Hearirg: The hearing shall be closed to the public unless the grievant(s) and the

Grievance cornnittee agree that it may b€ open. The faculty/staff member shall have the right to
present the testimony of witresses, and other evidence, to confront and cross-examine adverse

witrcsses and examine all documenls and other adverse demonstrative evidence. The faculty/staff

member shall have the right to seek the advice of cormsel. Counsel may not, however, directly

participate in any way in the grievance process or hearing. A witten taDscript of all proceedings

shall be kept. Upon request, a copy of the transcript shall be provided to the faculty/staff member at

the institution's expense.

When a faculty/staff member's grievance concems termination, demotion or other

disciplinary actions, the burden of proof shall rest with the administration; justification for such

actions shall be based on appropriate reasons. In such cases, the hearing shall begin with the

administation presenting contentions upon which the decision was based. In all other cases, the

burden shall be on the faculty/staff member presenting contentions upon which the grievance is

based.

There shall be no formai rules of evidence, but the serious nature of the business at hand

dictates that judicious decorum be maintained. The elected Chair of the Hearing Committee shall
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resolve questions of Procedure. Personal contact conceming the grievance between conxnittee and

participants in the hearing prior to the formal meeting shall be limited to procedual matrers only. All
proceedings ofthe hearing will be recorded on tape.

Each party may present its own witnesses. A list of witnesses to be hard shall be submitted to

all parties ten (10) working days in advance of the hearing. with permission of the chair of the

Hearing committee, this time may be reduced to five (5) days. The presence of witnesses at the

hearing is the rasponsibility ofthe party calling the witresses. University employees shall be excused

to participate in the hearing. Each wihess may be questioned by the parties and by members of the

Committee in accordance with established procedures.

The Hearing Cornnittee shall have access to all information fiom University sources which it
corsiders necessary to reach a decision in the case, unless it is determined by the Presidert t}td the

information sought is confidential and not subject to release. Tenrne and promotion records specified

in the Family Education and hivacy Act shall be corsidered as confidential and not subject to
release. The Hearing committee shall not have access to informatioq which is inappropriate or
prohibited by state or federal law.

The Decision: The recommendation ofthe Hearing Committee sball be based exclusively on

the evidence presented at the hearing. A majority vote of the committee shall determine the

recommendalion. All participants in the hearing should keep matters ofthe grievances conidential.

The summary offindings and recornrnendations must be sent to the appropriate vice president

and Human Resources, with copies to aI parties (the Griever and tle person against whom the
grievance was filed), in writing, by the chair of the Hearing commitlee within thirty (30) working
days ofthe close of the fonnal hearing An extension to this limit must be m'tually agreed upon by
all invited parties. The recommendation must include notice, a final disposition, and a srtrnmary of all
actions to be taken.

The appropriate vice president sharl review the findings and recomrnendations from the

committee. Based on the findings and recommendations from the committee, the decision made by

the vice president shall be fiaal, unless it is appealed to the hesidenq in writing within ten (10)

working days ofthe receip ofthe decision-

When the grievance is agains the Vice-hesident of the unit in question, the Presiclent shall

assign the review and action on the finding to another Vice-hesident. When the grievance is against

the hesidenq the report of the grievance committee shall be submitted to the Board of Trustees for

final disposition.
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Tapes, exhibits and other documents pertinent to the hearing shall be retained in the

University's confidential files until the expiration of the appropriate statue of limitations. At the end

ofthis period, they shall be destroyed in accordance with established University policy.
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6.0 FACI]LTY RIGHTS AND RESPONSIBILITIES

6.1 ProfessionalEthics

The University has adopted the following statement of professional ethics as published and

adopted by the Association of University Professors in paraphftsed and updated form.

A. The professor, guided by a deep conviction of the worth and dignity of the advancement

of knowledge, recognizes the special resporsibilities of the position. The primary

responsibility is to seek and to state the truth as the professor sees i! and developing and

improving scholady competence. The professor accepts the obligation to exercise critical

self-discipline and judgnent in using extendh& and transmitting knowledge, ah+ays

practicing intellectual honesty. Although the professor may follow subsidiary interests,

these interests must never seriously hamper or compromise freedom of inquiry.

B. As a teacher, the professor encourages the free pursuit of learning il the students, holding

before them the best scholarly standards of the discipline. The professor demonstrates

respect for the student as an ir:dividual, and adheres to the proper role as intellectual

guide and counselor. The professor makes every reasonable effort to foster honest

academic conduct and to assure that the elzluation of students reflects their tue merit
The professor respects the confidential nature of the relationship betrveen professor and

student, avoids any exploitation ofthe students for private advantage, and acknowledges

significant assistance from thern, protecting their academic fieedom.

C. As a colleague, the professor has obligations that derive from common membership in the

community of scholars and respects and defends the free inquiry of associates. In the

exchange of criticism and ideas the professor shows due respect for the opinioru of
others, acknowledges academic debts, and stives to be objective in professional

judgrnent of colleagues. A professor accepts a share of faculty responsibilities for the

govemance of the institution tbrough active participation.

D. As a member ofthe institution, the professor seek above all to be an effective teacher

and scholar, observing the stated regulations of the institutio4 provided they do not

contravene academic fieedom. The professor determines the amount and character of the

work done outside the institution with regard to the pararnount responsibilities within ir
When considering the interruption or termination of services, the effect upon the program
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of the institution wil be recognized and due notice of intentions will be given. In
addition the University recognizes that tle facr:Jty rnember's conduct offthe campus may
impact or reflect upon the reputatioq integrity and mission oflhe University, and expects

the faculty member will pursue conduct at all times with honesty and integrity and wittr
due regard for the impact of such conduct upon the institution.

E. As a member of the comm'nity, the professor has the rights and obligations of any
citiz€n' measuring the urgency of these obligations in the light of responsibilities to
subject, students, the profession, and the institution. As a private perso4 the professor

avoids the impression of speaking or acting for the univenity. As a citizen engaged in a
profession that depends upon fieedom for ifs health and integrity, the professor has a
particurar obligation to promote conditions of fiee inquiry and to finther public
understanding of academic fieedom.

6.2 Salary Scales and Increases

It is the intent ofthe unive*ity to rcmrmerate its emproyees as adequately and competitivery
as is practically feasible within the limitation of state appropriations and other financial resources. A
prevailing basic salary scale will be deveroped and distributed to employees at the begirming ofeach
academic year along with continuing employment offers. The university policy is to maintain salary
schedules for a.ll classifications ofpositions reflecting essentially equal pay for equal work Adequate
consideration will be given to the duties, responsibilities, requirements, level ofrequired taining and
the availability ofposition in the job market. The university w r endeavor to provide competitive
compensation with other universities and private and public employers in this locality.

compensation and policies rrust be reconcired with budgetary consharnts, availability of
fimds, financial status ofthe University, and budgetary action ofthe Board ofTrustees. Initial salaries
established within each range ofthe scale will consider overall evaluation ofcredentials. nature of
assignment, and prevailing demand for the specialty.

Cost-of-living increases will be affected at the begiming of each academic year. Salary
increases will include promotioq merit, and other benefits. Ifaa employee is given duties additional
to those of an assigred position on an interim basis, a salary supplement may be giveq if approved by
the appropriale vice Fesident.

Doctorate Degree: Employees receiving the doctorate degee will receive a five (5yo)
percent increase in salary.

Faculty Promotions: Employees receiving promotions will receive an increase in salary at
the beginning of the next academic year following the actual receipt of the prcmotion and
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such salary increase shall not be applied retroactively. The increase by rank will be in

accordance with the prevailing basic salary scale. However, in aly case, the following

mininum adjustmenh will apply:

Instructor-Assistant .. $ 1.500.00

Assisranr-Associate . . . . . . . . . . $2,000.00

Associate-Professor. . . ...... . 53,000.00

Adjustrnents for administrative personnel will be in compliance with a developed basic salary

scale ald merit or incentive pay recommendations.

Merit or incentive pay may be granted to an employee when the perforrnance ofthe employee

is clearly documented and demonstrated to warrant such pay, The employee evaluation form and

supporting documentation shall be the basis for meriVincentive increases.

The University will establish the lower aad upper ranges for nerit/incentive increases. The
rmit supervisor will determine and recommend appropriate increases for each emplovee for
merit4ncentive pay within the University guidelines.

An overload supplement of pay for fi:ll-time teaching faculty may be granted if the faculty
member exceeds the one-hunclred percerfi (10070) workload as defiled in Chapter 3 ofthis handboolc

overload supplemental pay will be considered unusual and only approved for the required completion
of an academic program's mission that cannot be otherwise satisfied in a more conventional man:rer,
such as the assigmnent of the coune to another qualified faculty member or the rescheduling of the
course to another semester. DeParhent chairs and dears will be required to analyze each overload

supplemental pay rcquest and properly justil the request prior to submission to the office of
Academic Affairs for final approval. In the case ofresearch or other activities, the funding guidelines

or other parameters must be adhered to in making overload requests.

63 Work Schedule

Memben of the faculty ed e.lministrative staff are expected to give fieely of their time,

energr, and ability to furtheri:rg the aims and purposes of the university, and to the accomplishment

of their work Because of the peculiar requirements of various assignments, some variation in work

schedules is to be expected-

Except for formally scheduled classes and othel activities, the work schedules of firll-time
faculty are necessarily flexible, and discretion must guide the use of faculty time in extracurricular

aad other duties related to their professional service as teachers and researchers. Within the

consraints of their regularly scheduled classes, or other work assignments, faculty members are

required to make themselves available ten l0 hows per week for conferences with students-
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administative duties, committees, or meetings.

while there are no set rures relating to hor.irs of attendance ofa facurty member on campus, it
should be bome in mind that fu -time employment is interpreted to mean thirty-five to forry (35 - 40)
hours per week minimally.

6.4 Outside Emplolment

The employee's responsib ities to the university incrude not onry assigned dr-rties, but also
such activities as student counseling and ad'.,ising committee work, performance of scholarly
activities and continued professional dweropment. Therefore, employment that infiinges upon the
employee's ability to carry out the terms ofhis/trer employment with the University is prohibited.

The University recognizes that outside services of a professionar natrre are generaly
stengthenfttg and enhancing to tre employee aad contib'te to the udvelsity's obligation of
providing service to the public- The university, therefore, approves of reasonable involvepent of its
employees in activities paid or unpaid, which are consistent with their primary responsibilities to the
institution. Such involvement shall in no way coniict with teaching or research assignments or other
duties and responsibilities ofthe faculty member.

A. Such employment shall in no way conflict with teaching assigments or other duties and

responsibilities of the faculty memb€r.

B' Faculty membe* shall not manipurare thea normal work schedures, assignments or duties

to accommodate outside emplo)ment or consulting-

C. Faculty members may engage in consultiag activities, up to five (5) working days per

academic semester.

D. Payment rates for consuhing will be accordiDg to the guidelines ofthe fimding agency-

E. A fi:Il-time member ofthe faculty is authorized to teach only one course (3 or 4 credit
horm) off canpus per semester. Approval must be obtained through pgqper channels.

F. All members of the facuity and staf will be asked to disclose all outside employment and

consulting activities and must provide basic information concernilg the identity of the

employer, nature of employmen! and hours worked.

AAMU FACULTY ACADEI\,IIC STAFF HANDBOOK
Revlsed June 2003



6.5 Appointmert with Federal and State Government

Employees of Alabama A&M University may hold a non-elective ofrce or position with

agencies, boards, commissiors and other entities of the State of Alabama including its political

subdivisions and the United States, provided the holding of such offrces or positiors is not in conflict

with the employee's position with the University. The President should be notified through channels

of the appointrrent. It is expected that these positions will requie ninimum time away ftom

University assignments.

6.6 PoliticalActivities

Employees of the University are eligible to hold political offrce' No prior approval is

necessary for holding public offrce. Reasonable arangements may be made in the employee's work

schedule to accommodate participation in political office-holding'

Employees are authorized to engage in political activity subject to the following conditions:

A. No Univenity employee may seek or hold public of6ce and remain in the employ of the

Universityifsrrchactivitieswouldorcouldresultinaconllictofinteresgorinterfere

with the proper performance of an employee's duties to the University'

B. No University employee may publicly suPport any Politicat candidate' entity' campaign'

prograrD, or action unless it is clearly iDdicded that such actions represent a personal

standpoint and not the University.

C. No University emPloyee Inay use any property of the irstitutioq such as transPortzttiorL

stationery, telephone, etc., in suPPort of a politicai candidae'

D. Political activity on the part of University enployees must comply with all state and

federal laws and all other policies of Alabama A&M University'

E.Universityenployeesdesiringtoseekelectiontopublicof6cewhileretainingtheir

employeestatuswiththeUniversitymustmaketheirintentiomknowntotheirsupervisor

or depdtnent head and gain appropriate apprcval where such activity will require

absences from one's duty during the normal work hours.

6.7 Teacher'sRetirement
At the present, all sme<mployed teachers as well as otber firlFtime University personnel are

required by law to become members of the Teacher's Retirement System of Alabaoa- FoI retilement

purposes, faculty may accutrlulate and count towartl thefu rstirement uP to 225 days of sick leave'

Employees are required to conlribute five percent (5olo) of their total almual salary to the Retirement

system, The Legislature approprides from the Alabanra Special Education Trust Fund an amount

equal to a certain percent of the members'total salary received. This amount is based on an actuarial
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determination ofthe amount necessary to provide benefits glanted by law for members.

All contributions are invested. Investment income helps pay a major part of the cost of
providing benefits. The funds are invested in such classes as bonos, mongages commoo stocks, or
other investuents as the Board may approve. Deta s on benefits and procedures can be obtained from
the Office of Human Resorrces.

6.8 Social Security

The Federal social secudty system enables a retfuing employee to supplement ttre payments

which comes from the State Retirernent Systern- presentiy, each emproyee contibutes 7.65 percent of
salary in the form of Social Security Tax (6.2% Social Security and 1.45% Medicare).

Group Insurance

.A- Group Eealth Care plan: The Health Care plan for the University is offered tbrough
Blue Cross Blue Shield. The University pays a percentage of the employee cost
Employees are resporsible for coverage of dependents.

IMPORTANT NOTE: All nine-month employees are responsible for payment of
preniurn during the two (2) months of rmemployment by the University. Two (2)
montbs' premium will be escrowed from the iast month,s check

B. Life Insurance: Alabarra A&M University affords to all its fult_time employees, at no
cost to the employee, a group life insr:rance policy valued at one time the annual salary.
Additional coverage may be purchased by the employee.

C. Other Berefits such as Accidemal Death and Dismemberment (AD&D), dependent life
irsuralce, dental and vision coverage may be purchased by the employee.

6.10 EducationalBenefits

.d General Policy: It is the policy of Alabama A&M University to offer educational

benefits, special t'aining opportunities, and tuition grants to all irll-time employees for
Fall, Spring or Surffner terms.

B' Tuition Grant Full-time employees are eligible for tuition grants equaling 100%. Their
spouses and dependent children ar.e eligible for tuition grants equaling 100% ofthe usual

tuition for all cornses taken or audite4 providing the faculty member: (a) is a permanen!

fi:ll-time employee; (b) has completed one year of full-time service with Arabama A&M
University; and (c) meets academic prerequisites for enrollment as a student.

Laboralory fees and other specific course related fees are not covered by this poliry
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and must be paid firlly by students. For the purpose of administering this policy, a

dependent child is defined as being an unmarried child, who resides in the employee's

household, and is under age twenty-four (24) at the beginning ofthe semester for which a

tuition grant is awarded.

Procedures: Eligible employees who wish to apply for tuition grants for themselves and

their dependents should complete and submit the Application for Tuition Assistance for

each semester to the Hrmaan Resources Office prior to registering for classes. An

employee who becomes eligible for this benefit after the official dale of class registation

may first receive a grant the following semester. (See current academic calendar for

regstration dates.) The Application for Tuition Assistance should be prepared in

triplicate. All copies should be submitted to the Human Resources Office. An approved

copy will be provided to applicants for their records, a copy will be provided to the

Registrals Office and one copy will be retained by the Business Office.

Class Attendance for Credit Courses during Working Eours: ln order for an

employee to attend a class during working hours, approval by rhe appropriate

administdive official must be given. Such approval is limited to (3) hours per week with

the understanding that the time off will be made up within each pay period.

Release Time for Non-Credit Courses/?rograms: The Human Resources Office

occasionally armolmces specific training sessions for its staff'that afford employees an

opportunity to become better informed of University policies, their job, new information,

etc. In cases like these, the training will be conducted during work hours, when possible,

and if the supervisor approves the attendance of these activities, the employees will not

be requircd to make up the time.

Holidays

.4. General Policy: Normal business operations of Alabama A&M University will be

suspended in observation of regular holidays and other holidays as detemrined by the

President, arurounced through the Human Resources Office. Permanent employees and

fulI-time ternporary employees who are not required to work will be excused on such

days without charge to leave or loss ofpay. In the event such staff members are required

to work on a holiday, they will be granted another holiday or be paid in accordance with

established University Policy.

B. Regular Eolidays: The following holidays are observed by the University: Labor Day,

Thanksgiving Day, the day after Thanksgivin& Christnas Eve, Christmas Day, the day
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after Christmas, New Yeafs Day, Martin Luther King's Binhday, Spring Vacation, Good

Friday, Memorial Day, Independence Day and other days so declared by the University
President. Since dates ofthe holidays vary from year to year, the Human Resource Office
posts the yearly schedule ofholidays. This posting is given wide distribution, and copies

are available in the Human Resources Office.

C. Eligibility for Eoliday Pay: Regular fi:ll-time faculty members are paid holidays at their
regular rates. Part-time permanent ernployees will receive holiday pay prorated on the

basis oftheir full-time equivalence (FTE). Employees must be present at work or be on

previously approved leave on the workday before and fhe workday after a holiday period

in order to be eligible for holiday pay. @xceptions: Retirees whose retirernents become

effective during a holiday period may receive holiday pay.)

D. Annual Leave during Eolidays: Faculty members who quali! for annual leave (certain

administrators) who are on Arurual Leave during declared holidays shall receive holiday
time in lieu of Annual Leave on a day-for-day basis. These days sha be reported as

"holiday," and not charged against accrued Annual Leave.

E. Sick leave during Eolidays: Faculty members who are on authorized Sick t eave when
a holiday occurs shall be granted holiday pay in lieu of Sick Leave on a day_forday
basis. Sick Leave will not be charged on holidays.

F. Holiday Pay for Employees on Leave ofAbsence: Employees in a non-pay status while
on a Leave of Absence for any reason are not entitled to receive pay for holidays
observed during their absence.

Departmental Closures (Student Holidays): The academic calendar provides students

with more holidays than are practical or possible for staff members. since it may not be

productive for some academic supporting departnents to remain open during periods

when student services are not required, deans or administrative officials sometimes

suspend their activities during these periods, v/hich typically occur during semester

breaks or holiday periods, such as Chdstnas and Spring Break Staff members in those

deparhents which close for student holidays that are not covered by staff holidays must

use annual leave for all days not worked and not observed as holidays by the instinftio4

or take leave without pay.

Irregular Work Schedules: Departments hadng ernployees who work schedules other

than Monday tlrough Friday should prepare work schedules in advance for holiday

periods such as Thanlagiving Chdstnas and Spdng Break to ensrne that their particular

holidays and offdays may be clearly understood. The same number of holidays should be

G,
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6.12

scheduled for each employee, even though it may not be possible to gant the exact same

days off as other employees.

I. Flexible Scheduling: The normal work week and work hours are Monday through

Friday, 8:00 a.m. to 5:00 p.m. However, flexible work schedules may be approved for

employees u/ith the approval of the supervisor, deaq vice president and Human

Resources.

Leave of Absence

A- Annual kave
1- General Policy: Regular employees and fiIl-time temporary employees are entitled

to time off witir pay for vacation or other personal reasons. It is the intent of this

policy to provide eligible staf members with sufficient time each year for rest and

relaxation as well as for conducting personal business whenever such absences are

approved by the supervisor.

2. Eligibility for Annual Leave: Regular employees, including certain faculty

members who also hold twelve-month administrative assignments, and firll-time

tempomry employees begin to accrue Annual Leave immediately but may not be

scheduled or reimbursed for it without successfirl completion of the probationary

Period. Regular faculty members on nine-month contracts are not eligible to accrue

Amual Leave. (NOTE: Permanent employees who are promoted within a

hobdionary Period and begin a new hobationary period shall be eligible to be

scheduled for annual leave six (6) months after their initial date of employment.)

3. Accrual Rate: Eligible employees with less than sixty (60) months of continuous

service eam armual leave at the rate of twelve (12) days or ninety-six (96) houn per

year. On completion of sixty (50) months or more of continuous service with the

University, eligible employees eam annual leave in accordance with the following

schedule:

Months of

Continuous Service

Days of Annual Leave

Accrued Per Year

60-119 l5

120-239 18

240-Ovet .A
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Staff members may accnre reimbursable Annual Leave up to a maximum of 240

hours. Once the 240 hours have been accumulate4 the staff member may continue to

accrue non-reimbursable Amual Leave, which will be lost if not taken during the

fiscal year of accumuiation. Rest and relaxation are synonymous with good health.

Consequently, supervisors should encourage their employees to use their annual time.

4. Leave Accrual for Partiar Months of Emproyment: Eligible staff shall eam Annual

Leave at the full monthly rate when in a pay status for fifteen (r5) or more calendar

days. When in a pay status ofless than fifteen (15) days, no Annual Leave shall be

eamed.

5 Recording of Leave: Arl absences of staff members are to be rccorded on monthly
service reports. Each department is responsible for maintaining leave records for its
employees- Deparfinent Leave Record forms are available and may be obtained in the
Humal Resources Office.

6. Reimbursement for Leave on Termination: Any staff member who terminates
employmeDt after completion of the three-momh probationary period will be

reimbr:rsed for unused Arurual Leave up to thfty (30) wo.king days.

B. Scheduling and Approvat ofAnnual kave
Departrnent heads and supervisors are responsible for scheduling and approving Arurual Leave of
their staff members prior to actual absences. The signature of fte department head or supervisor on
the Leave Forms of support staffmembers constitutes approvar of Annual Leave. The minimum time
charged to Annual Leave is one hou.

C. Sick Leave

1. General Policy: Regular employees and firll-time t€mporary employees are granted
protection from loss ofpay due to absences as a result of personal illoess or injury, or
serious illness within their immediate households, to the extent of available accrued

Sick Leave. Annuawacation Leave may also be used. ',Immediate

family/household" includes any relative residing in the employee's home. Employees

have the responsibility to report to their supervisoB prior to an absence due to
sickness or injury, or at thet earliest opport.nity, giving the reason for absence and

the expected date of retum.

2. Accrual of Sick Leave: Full-time employees accunulate Sick Leave at the rate of
one workday for each firll month worked, accruable to a maximum 960 hours. For

retirement purposes, faculty may accumulate and count toward their retirement uD to
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3.

225 days, in keeping with other major universities h the State. Regular part-time

employees are entitled to accrue Sick Leave prorated on the basis of their FTE (full-

time equivalency). Staff members who are employed in a pay status for fifteen (15)

or more days of any calendar month shall eam a full day of Sick Leave. Staff

memben who are employed in a pay status for less than fifteen (15) days in any

calendar month shall not accrue Sick Leave for that month. Sick Leave entitlements

accrue during all periods ofpaid leave.

Use of Sick Leave: Eligible ernployees may be ganted Sick Leave when they are

tmable to perform their duties because of personal illness or injury or due to serious

illness withia their immediate households, or because they must be absent from work

for the purpose of obtaining health-related professional services which cannot be

obtained afier regular working horns. Sick Leave is a privilege, as opposed to an

eamed rigfi{ and must be accrued before it can be used. For extended medical

disabilities, see section IV B on Extended Leaves of Absence.

Recording of Sick Leave: Departrents and administrative offices will maintain a

record of Sick Leave accrued and used by each employee. Absences due to Sick

Leave should be recorded on the Monthly Service Report by deparbnent heads or

supervisors. The minimum time to be recorded for part ofany workday as Sick Leave

is thirty (30) minutes- Departnent chairs will only record sick leave upon

consultalion with the faculty member. Fonns will be initialed and signed by both

chair and faculty member-

Abuse of Sick Leave: Supervisors who have reason to believe that Sick Leave is

being abused or claimed under false pretense may require evidence of illness or

iqjury in the form of medical certificates or statements fiom a physician. In such

cases, the department head or supervisor has the option to grant tertative approval of

Sick Leave pending receipt of evidence or to enter "Leave Without Pay" on the fime

sheet until satisfied that the absence was due to iilness or injury. Submission of a

Personnel Tra$action Form to the O6ce of Hrunan Resources is also required to

affect the stdus of "Leave Without Pay." Evidence of abuse of Sick Leave is grounds

for discipiinary actioq including dismissal. If an employee claims sick or amual

leave for the purpose of working a second job, such action will be regarded as

misconduct and/or dishonest behavior and appropriate action take& including

dismissal.

i
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6. Payment for Sick Leave on TerDination: Employees who were employed by the

University prior to November l, 1993, sepamting from employment with the
University (including retirement) without being terminated for cause, may be paid

one-half pay for each day of accrued.Amused Sick Leave at their cunent rate of pay

for each such day accrued prior to November l, 1993. Employees who are retiring
under Teachers' Retircment have the option of appllng such unused sick leave

toward retirement service credit. There shall be no payment for accrued,/unused Sick
Leave accrued after November l. i 993.

7. Reinstatement of Sick Leave: If a former staff member is reemployed within one_

hundred eighty (180) days of termination ofprior service, accumulated sick leave not
taken and not paid for at time of termination may be reinstated. (NOTE: payment for
one-half pay for all days of accrued, unused sick leave in a prior termination is
considered fi.rll pay for these sick Ieave days. For example, an eight-year employee
terminating with sixteen (16) days of accrued Sick Leave is considered to be fully
paid at the date ofterrninafion when the employee receives pay for eight (g) days.)

D. Extended kaves of Absence

1. General Poticla It is the intent of the University to provide for the retention of
valuable employees who must be absent for personal reasons dr:ring extended periods
through the granting of Family Leave and Medical Disability.

2, Family Leave: Family Leave without pay not to exceed six (6) months will be
granted to employees for the birth or adoption ofa child serious personal illness, or
the serious illness in an employee,s immediate family, as previously defined. The
following policies apply to Family Leave:

a- The employee must be regular or firll-time temporary, must have worked at least
1,250 hours over the previous twelve-month period, and must have been
employed for twelve (12) months.

b. Employees must submit requests for Family Leave thirty (30) days in advance if
the event is foreseeabl e.

c. Employees must use available sick leave and may use annual leave before being
granted a family leave. ln the event an employee's illness is a result of an on_the_

job injury, an employee will not be charged sick or annual leave during the

period of absence for Family Leave-

d. The University will continue to subsidize health insurance dudng the unpaid
leave to the same extent that it subsidizes active employees. The University shall

AAMU FACULTY ACADEMIC STAFF HANDBOOK
Revised June 2003



have the right to recover amounts paid for health insurance if an employee does

not retum from Family Leave. An exception would apply ifthe employee camot

retum to work because of continued illness or the conthued illness of a family

member, or other circumstances beyond the control ofthe employee.

After the expiration of the leave, the University guaEntees the employee's

reinstatement to the same job or an equivalent position with equivalent pay and

benefits. Temporary firll-time employees, by the nature of their limited

appointments and fimding time limits, cannot be guaranteed the dght to retum to

a position.

An employee must continue payment for health insr:rance coverage while on

leave using the procedures for remitting payment under Consolidated Onnibus

Budget Reconciliation Act (COBRA) of 1986.

No refund of retirement contributiors will be made during Family Leave, since

the retum of the employee is expected. Computation of service dates for
retirement will exclude as creditable service all rmpaid time while on Farnily

Leave.

Sick and annual leave credits will not be eamed while an errployee is on Family

Leave.

i. Since Family Leave will be given in the interest of an employee, the Univenity
epects that such leave will be used only for the purposes for which it is grarted.

Accordingly, an employee who has been granted such leave shall be corsidered

as having quit without notice and shall be terminated from employment by the

University if the employee, while on Farnily Leave, engages in other'

employment. Any employee who fails to return from leave within three (3) days

of the schedule retums, or fails to explain the absence, will be considered as

having voluntarily teminated his or her position. If any provision of this or any

other section of this is in conflict with the Family Leave Act or other applicable

law, the provisions ofthe Act or other applicable law shall govero- If such leave

is granted, it shall normally be without pay unless expressly tequired by law.

3. Procedures for applying for Family leave: Employees must apply in writing for

Family Leave to their supervisor. Requests for Family Leave, not to exceed six (6)

months, should be submitted at least thfty (30) days prior to the Foposed absence, if
possible. The request must indicate the reason(s) for the absence and the inclusive

dates for which approval of leave is desired. Upon approval, the supervisor must
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forwad the following documents to the Office of Human Resouces:

a. A Request for Personnel Action Form indicating the approved period of the

Leave ofAbsence, stating the beginning and ending dates.

b. A copy ofthe employee's letter requesting the Leave ofAbsence.

c. The supervisor's approval letter. (This letter should grant approval of the Leave

of Absence and state that any necessary arrangements for continuation of benefit

programs should be coordinated with the Office of Human Resources.)

4. Medical Disability: When a medical condition requiring an employee's prolonged

absence and results in substantial ross of incgme, the university has authorized a

Leave-Share Prog:am. (Contact the Office of Human Resources for resulations and

application procedures.)

E. Military kave
1. General Policy: All faculty members are entitled to Military Leave of Absence when

ordered to active duty for training as members ofthe Alabama National Guard or any

component ofthe U.S. Armed Forces. Temporary frrll-time employees whose term of
employment extends beyond the time of completion of any requked military duty arc

also eligible for Military Leave up to twenty-one (21) days in a calendar year- Faculty

members who volunteer or are drafted, or ordered to extended active duty with any

component ofthe u.S. Armed Forces shall be entitled to rehstatement oftheir former
positions or comparable posifions- Faculty members placed on extended Military
Leave ofAbsence will not receive pay from the University nor accnrc annual or sick
leave. However, the needs ofthe University and the applicanfs qualifications must be

syalrrared.
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2. Military Leave for Training or Short Term Duty: Eligible staff members who are

required to attend annual surnmer training or special active duty for trainin& shall not

suffer any loss of their regular salary or pay during the first twenty-one (21) days of

absence in any calendar year. Staff members who are ordered to annual or special

active duty for taining will provide one copy of their orders, or appropriate

certificates from their commanders in lieu of orders. to the Personnel Offce via their

departrnent heads or supervisors. Such employees will not suffer loss of longevity or

accrual of arurual or sick leave.

3. Military CalI-Up: The application procedures and pay policies oudined above will

also apply in the case of Alabama National Guardsmen or members of reserve

components ofthe Armed Forces when they are called to serve during local, stiate, or

national emergencies or general mobilization.

4. R€instatement to Positions after Extended Duty: Faculfy members who volunteer,

are drafted, or are called to active duty for extended periods will be placed on

"Mlitary Leave of Absence" and be entitled to reinstal€ment to their fomer or

comparable positions upon their retum rmder the following conditions: (1) They must

not have remained on active duty beyond their first opporhmity for honorable release;

(2) They must report to claim reinstatement within ninety (90) days after completion

of military service or thirty-one (31) days in the case of certain individuals in the

Ready Reserve, who undergo only six (Q montbs' active training or less. Reinstated

staff members will receive the benefit of pay range upgrading and other benefits

which may have accrued to the departed positio4 (3) The needs ofthe University and

the employee's qualifications must be considered.

F. Maternity Leave

i. General Policy: Absences from work due to matemity shall be handled in the

following manner:

a. A faculty member employee who is sick or ill due to preglancy or relded

conditions may take available sick leave. The period of absence may extend for

up to six (6) months in accordalce with prior arangements in writing between

the faculty nember and supervisor.

b. Other incapacitation from work caused by pregnancy, childbirth, or rclated

conditions will be considered and treated as a medical disability. Absences for

this reason will be fust charged to sick leave and next to vacation leave, until

each is exhausted. After that continued oeriods of absence shall be classified as
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medical disability reave and shall be without pay. Refer to the medical disability
section ofthis for requirements regarding medical disability leave.

c. An employee may request matemity leave for periods of time before aad/or after
childbirth. Malemity leave is leave without pay. All vacation leave must be used

prior to the beginning of matemity leave. A request for leave must be submitted

in writing and in advance thrcugh the employee's supervisor and/or departnent
head to the apprcpriate dircctor or dean. Final approval musr be given by the
appropnate vice president. It is the policy of the University to permit expectant

mothers to continue to work withort requiring leave either before or after
childbirth, provided that they are physically able to perform their regular duties
and have the consent of their physician. Vacation and sick leave will accrue
during any matemity-related period of absence which is charged to vacation or
sick leave. No such benefits will be eamed dwing any matemity absence which
is teated as leave without pay. Certain other benefits rnay be kept in force during
matemity leave through direct contibutions by the employee. To make
arrangements for continuation ofbenefits, contact the Human Resources office.

G. Administrative Leave

l. General Policy: Regular employees and firll-time temporary employees will be
placed on Administative Leave and excused without loss of pay under the following
conditions:

2. hry Duty-Employees who are selected for terms as jury members will be given
Administrative Leave. prospective jurors should fi:rnish to the appropriate official a
statement from the court which indicates the day(s) of service. palrnents received for
services as jr:ry members are the property of employees serving on thejury, and their
regular pay is not affected.

3. Witness Summons-Employees who are subpoenaed as witresses in court cases may
be granted Adminishative Leave upon presentation of a copy of the subpoena to their
supewisors. Employees who appear as witnesses on their own behall eirher as

plaintiffs or defendants, are not entitled to Administrative Leave. They may request
Arnual Leave for this purpose.

4. voting-Employees may be granted up to two hours of Administrative Leave if
conditions are such that it would create a hardship for an employee to vote before or
after working hours. Permission to use Administrdiv€ Leave for this purpose must be

given by supervisors.
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5. Emergency Closing-If prolonged power or utility failue or any other emergency

condition should prohibit the performance of regular duties, employees may be

granted Administrative Leave by a dean or administrative officer.

6. Severe Weather-In the event that the Universify closes due to severe weather,

Administrative Leave will be granted. if, however, it is the judgment of the

University to remain open, employees will be expected to report to work as usual.

When the University remairs open, an employee who has an exteme problem in

reporting to work, such as a road being closed, may request that AdminisE-ative

Leave be given. Such a request will be considered on an indMdual basis,

7. Death in the Immediate Family (Bereavement LeavelFaculty members are

entitled to a maxirnum of three (3) workdays of Administrative Leave (bereavement

leave) upon the death of immediate family members, as defined below. These

workdays nust be corsecutive, and the period of time offmust encompass the day of
the fimeral. For purposes of administering this policy, "immediate family" of the

employee includes the following relarionShips: spouse, spousal equivalent, children,

stepchildre4 children-in-law, parcnts, step-parent, parents-in-law, brothers,

brothers-inJaw, sisters, sisters-in-law, grandparents, grandparents-in-law, and

grandchildren, aunts, uncles, nieces, nephews, and fust and second cousins. Other

relationships are excluded unless there is a guardian relatiorship. Ifadditional days of
absences are nec€ssary, employees may request sick leave, indicating the extenuating

circumstances.

E. Sabbatical Leave

l- Eligibility: A faculty member is eligble to receive a sabb*ical leave after six

academic years of firll-time uninterupted emplolment at Alabama A&M University.

A faculty member is eligible to receive a subsequent sabbatical leave after six

academic years of f:ll-time unintem:pted employment at Alabama A&M University

following completion of a sabbatical leave. Under very special cfucumstances, if prior

approval is reconrnended by the departmental chairperson or dean and is granted by

the Provost and Vice President of Academic Affairs, a year spent on an exchange or a

visiting professonhip or a voh:ntary leave may count as service in dAermining

eligibility for a sabbatical leave.

A faculty member does not accumulale time to apply to sabbatical leave by additional

firll-time service beyond six years. For example, a faculty member who provides

twelve years of continuous, full-time service is eligible to apply for only one
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sabbatical leave. Corisideration must be given to all eligible faculty members within a

given department before a second sabbatical leave is granted.

At no point should more than ten percent (10%) ofthe faculty of any given

depafinent be on sabbatical and voluntary leave (in case of a department with less

than ten (10) faculty members, the limit is one person). Under extaordinary

circumstances, individual faculty members or departmental chairpersons may petition

for exceptions to this policy; the petition will be reviewed by the dean of the school

and the hovost and Vice President of Academic Affairs before it is refered to the

hesident for decision-

Recipients of sabbatical leaves must retum to the service of Alabama A&M
University for at least one academic year after the cornpletion of such leaves.

Applicants for sabbatical leave who, because of pending retirement, would be able to

render less than one year of service after retum from sabbatical leave will be

expected to offer particularly cogent reasons in support oftleir applications.

Term of Leave and Compensation: A sabbatical leave may consist of either a one_

semester or twc-semester leave according to the following schedule: (a) One

semester wittr full-time salary and fringe benefits, (b) two semesters with halltime
salary and friDge benefits. ln some situations, however, depatunental or school needs

may permit only a one-semester leave. For individuals on a nine-month appointment,

a sabbatical leave may consist of either a one-semester leave with full pay and fringe

benefits or two semesten with one-halfpay and fiinge benefits. Faculty members on

twelve-month appoinhents may apply for a sabbatical leave of fow and one-half
months with firll pay or of nine months with one-half pay. ln some situations,

however, depafimental or divisional needs may pennit only a one semester, four and

one-halGmonth leave. An applicant for sabbatical leave should consult with tle
supepisor before submitting an application.

A sabbatical leave is approved for a specific period of time. An individual

with an approved sabbatical leave who finds that it will be impossible to take the

leave should nofiry the depatunental chairperson immediately. Any subsequent

request for sabbatical leave will be treated as a new application and will be judged

accordingly.

3. Application and Approval Process: Applications for sabbatical leave should be

addressed to the departmental chairperson responsible for the applicants are4
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describing in detail proposalVprojects to be undertaken during the sabbatical leave

period. The depaftnent should establish procedures for (a) reviewing and approving

requests, and (b) judging the merits of the sabbaical leave. ln case of a tie, the full-

time faculty member with the longest unintemrpted service will be given priority.

These procedures should be on file in the office of the deans of the schools and the

Provost Vice hesident of Academic Affain. An application form requesting a

detailed description of a proposed project is available from the provost and Vice

hesident of Academic Affairs. This application should be submitted along with a

current curriculum vitae and the names of two references who can supply informed

judgments about the applicanfs proposed project.

Sabbatical leaves must be spent in planned progams related to the professional work

ofthe recipient and designed to match the dwalion of the sabbatical leave. Applicants

for sabbatical leaves are required to describe what they plan to do while on leave,

where they plan to spend the leave, and how their plans relate to their professional

development The leave applicAion must include appropriate plans for travel or
residence that can be expected to afford opporrunities for professional growth which

are not available at the University.

Departrnental chairpersons will bansmit approved applications, together with their
recommendations, to their deans. Any faculty member whose application is not

approved has the right of appeal through the normal grievance process. When

approval is recommended, an explanation shall be fumished as to what arrangements

are contemplaied and what budgetary adjustments, if any, will be required to

maintaia the departnental program during the applicanfs absence. After the

departrnental recommendation has been reviewed by the dean, the application

together with appropriate recommendations and remarks will be forwarded to the

Provost and Vice President of Academic Affairs. The provost and Vice president of
Academic Affairs will submit recommendations to the president affirming tbat the

applicants are representative of each school. Final approval of sabbatical leave is

granted by the President ofthe University.

4. Administration: As far as possible, departmental progr?rms and schedules should be

planned to enable faculty memben to propose sabbatical leaves when eligible to

apply. However, continuity of departmental progratns may require leaves to be

scheduled in other than a seventh year of service. A faculty member whose

application for leave is refirsed solely because of needs of the department or division
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should be encouraged to submit an application for the following year; in such cases,

efforts will be made to anange to make leave possible.

The sabbatical leave program normally will be financed through departmental and

school budgets. If adequaie funds are not available withia departmentavschool

budgets, deans may request funds through the regular budget allocation process.

Applications for sabbatical leave during a given academic year must be submitted to
the deparfinental chairpersons by November 15, forwarded by the chairpersons to

their school's dean by December lStlr, and forwarded by the school,s dean to the

Provost and vic€ presidenl ofAcademic Afrain by February r ofthe academic year

preceding the sabbaticar. The decision ofnotification will be given each applicant by
April I ofthe precediag academic year.

5 ' Reporting: The recipient of a sabbatical leave must submit a report which describes
in reasonable deta the extsnt to which achievements during the leave met the
objectives stated in the approved plan for leave. This report is due no later than three
months after the end of the leave and forwarded through the same chanaels as the
original application for leave.

6.13 PersonalAppearance

Personal neatness and appropriate attire are left largely to the employee's judgrnent and
personal standards except where contacts or the nature ofthe position makes it necessary that specific
standards be followed. Flagrant vioration of cormonry accepted standards of appearance and
hygiene, particularly where such violations have a tendency to produce adverse job related effects,
may be grounds for disciplinary action.

6,14 Alcohol and other Equa y Controlled Substances

The tmauthorized use or possession of alcoholic beverages or drugs not prescribed by a
doaor is prohibited in work areas. Emproyees presenting themselves for duty under the influence, or
in unauthorized possession of arcohor, drugs, or other legally connored substances are subject to
stem disciplinary action and referral to appropriate authorities.

The cooperation of all employees is necessary to control alcohol, narcotics and other drugs ia
the work areas and to protect the image ofthe University. Employees are asked to promptly report to
appropriate a&ninistrative personnel any activity which appears not to be in conformity with the
interest of this policy.
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6.15 Safety and Securify

A. General Policy: Safety mu.st be a constant and integal part ofanyjob assignment- The

University seel$ to prcvide for the safety of ernployees through continuous efforts to

maintain buildings, grounds, and equipment and by encouraging safe operating practices.

Employees should also contribute to safety by performing their jobs in the safest rnanner

possible and by reporting to the supervisor any unsafe or dangerous conditions obsewed.

Tlpical examples of unsafe conditions include slippery floors, improper or defective

electrical wiring broken windows, careress handring of equipmen! defective or broken

equipment, equipment left in such a manrer as to be a safety hazard, etc.

B. Fire Prevention: The impodance of fre prevention in all divisions carmot be over

emphasized. In case of fire the following steps should be taken:

1. Pull handle on nearest fre alarm box if available:

2. call universitv securitv at 372-5555 or the Huntsville Fire Department at 9r1 and

report the exact location and extent ofthe fue:

3. Check for and inforrn others in the buildine aea:
4. Close windows. doors. and other sources of draft.

C- Los{ Stolel, or Found property: Articles found on campus should be turned in to
university Security. Information regarding lost or stolen items should also be reDorted to
Univercity Security at 37 2-5 55 5.

D- Emergency: In the event of any emergency or general security problem call University
Security at 372-5555. Always identifi yourself by name, describe the natr:re of the

emergency, and give the exact location. Also, promptly report the marter to your
supervisor.

E. Safeguarding University Equipment: All employees who handle University equipment
while it is under their control are not perrnitted to use it for personal reasons.

Unauthorized use or removal of University equipment or property may be cause for
immediate dismissal. Careless, mischievous, malicious, or willful danage to or
destruction of Univenity equipment may result in the responsible individual having to
pay for the repair or replacement of such property. In addition, such conduct maybe

considered as grounds for immediate dismissal.

F. occupational safety: Safe working conditions are of primary importance throughout the

University. Each employee is asked to report any ursafe condition. Some examples of
unsafe conditions are wet or slippery floors, unattended or improperly stored equipment,
defective electrical wiring accumulation oftrash, cluttered exits, erc.
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Employees should bemme familiar with the fire prevention procedures in their
department. In case offire, avoid panic and follow these procedures.

l- Call campus security at 5555 and/or H@tsville Fire Departnent, and report tle
exact Iocation and extent of a fire;

2. Sound the nearest alarrn;

3. Use extinguisher and fire hose as necessary.

G. Firearms: Firearms or other weapons (including explosives) are not to be brought onto
or kept on University property by anyone, whether holding a firearms license or not,
except police officers and other law enforcement officials in the exercise of their lawfi.rl
duties. Employees who violate this regulation are subject to adverse employment action,
including dismissal, atd/or aFest and prosecution, as appropriate. Although security
measures are il force, the University must depend on the cooperation of all employees in
order to maintain a safe and harmonious environment in which to work. Employees are
asked to report prcmptly any unusual activity to the supervisor and/or departnent head or
to University Security.

H. Security: The role of the Univenity Security persormel is to ensure the protection and
security of University studenls, persorurel, property, and to enforce laws ald University
regulations. Deprrtized by the city of Huntsville, officers are authorized to make arrests
and perform other fimctions as stipulated mder the laws of the state of A-labama

I. Inclement Weather: Whenever the City of Huntsvilte or northeast Madison County is
under a severe weather alert, campus security will sound the ararn and take furnnediate
action to alert all concemed. In case of a tomado waming everyone should proceed to
the safest interior hall or basement area- while rmder the alert, regularry scheduled
events, including class, must be delayed or canceled as the case mav be.
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7.0 STAI\IDING COMn/fl TTEES

Purpose: The University University Commiftees

to assist in policy-making implementation of programs, and to ensue representation of appropriate

segrnents ofthe University in all its activities.

All committees should meet in the beginning of the academic year to organize, set goals and

formulate an agenda for the year. All faculty/staff are expected to serve on committees. Membership

will be kept current and all meetings recorded and reported to the president or appropriate vice

president.

7.1 StandingCommittees

Academic Advisement and Retention: Fomrulates policy and procedural recommendations to

the vice President for Academic Affairs and other committees relevant to the providing of a

viable program of academic advisement, guidance and counseling to students.

Academic Affairs Policies and Procedures Manual: Makes recommendatiors in regards to

development format, contents, procedures, etc., ofthe Academic Affairs Manual.

Academic llonors Day: Fonnuiates policy and procedural recommendations to tbe Provost and

Vice President for Academic Affairs and engages in pertinent activities relative to the promotion

ofAcademic Honors Day in particular and academic accomplisbment in general-

Academic Standards (Corurcil on Graduaie Programs, Cormcil on Undergraduate programs):

Develops and formulates policy and procedural recommendations relative to and/or involving

University academic standards for graduate and undergradude prograrns. Interprets policy aad

makes recommendations in particular cases upon referral as required.

Develops and formulales policy and procedural recomrnendations pertaining to all undergraduate

and graduate academic coruses and programs for credit. Evaluates all proposed revisions in

credit producing prcgrams and/or proposed programs at the undergraduate and graduate levels

and makes appropriate reconmendatiors.

Admissions and Recruitment Formulates policy and procedural recormendations relative to

admissions and recruitment of students. Interprets policy and makes recommendations in

particular cases as required.

Alabama A&M University/Tennessee Valley Authority: Formulates and recommends policies

and procedwes relating to the University's involvement u/ith TVA and other AAMU/TVA
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concems, issues and problems ofthe TVA area' Composed of faculty and staff from the various

schools and divisions ofthe University'

Albert E. Schuler Scholarship Fund: Administers and makes recommendations

conceming the fund and recipients of awards from the fund'

Animal Care: Recommends policy' procedures and actions relative to laboratory animal care to

insue accePtable standards'

Archives counc': Formulates and develops policies and procedures goveming the operations of

the University Archives and adopts projects designed to achieve the objectives of tle Archives'

Athletics Advisory: Serves as advisors to the hesident on ail intercollegiate arhletic matters to

include the development and formulation ofpolicies and procedures' Assists the Attrletic Drector

in formulating local policies and procedures requisite to the implementation of rules and

regulationsasFomulgatedbytheSouthemWestemAthleticConference(NCAA)andother

appropriate bodies.

Black Eistory: Develops, plans, and coordinates the program of activities for Black History

Month.

Building Council: Approves major building renovation and space allocation

Comm€ncement: Plans for, coordinates, ald ensures the proper execr:tion of all details relative

to Spring and Summer Comoencement Exercises.

Council on International Prograrns: Formulates policies and procedures regarding planning

implementation and evaluation of intemational progmms. Promotes intemational education

tln'o,:et'out the University. Assists in facilitating linkages between Alabama A&M University,
other American universities, state govemment, private oryanizations and consortia with regard to
intemational concems.

Development: Reviews eisting programs relative to proposed fimd-raising goals; recommends
policies and procedures; assists in proposal stimulation, identification of major university needs,
and identiffing gift prospects; and recommends appropriate changes in policies and procedures.
Faculty-staff conference: plans, organizes, and coordinates all details relative to the annual
summer and winter (mid-year) Faculty/Staff conferences in collaboration witr the hovost and
Vice President for Academic Affairs.

Faculty-Student Advisory cqrnnittss for career Deveropmert and cooperative Education:
Assists the career Development office in developing and maintaining communication channels
among students, faculty, educational administrators, educational instihrtions, industry, and
goverrunent so that their various needs and interests can be properly interpreted and appropriately
addressed' Serves as liaison between the facurty and the office in providing ways and means of
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concerns, issues and problems of the TVA area. cornposed of faculty and saff from the various

schools and divisions ofthe University.

Albert E. Schuler Scholarship Fund: Administers and makes recommendations

conceming the fimd and recipients ofawards from the fimd.

Aninal care: Recomrnends policy, procedures and actions relative to laboratory arimal care to

inswe acceptable standards.

Archives council: Formulates and develops policies and procedures goveming the operations of
the University Archives and adopts projects designed to achieve the objectives ofthe Archives.

Athletics Advisory: Serves as advisors to the President on all intercollegiate athletic matters to

include the development and formulation ofpolicies and procedures- Assists the Athletic Director
in formulating local policies and procedures requisite to the implementation of rules and

regulations as promulgated by the Southem westem Athletic conference (NCAA) and other

appropriate bodies.

Black Eistory: Develops, plam, and coordinates the program of activities for Black History
Month.

Building Council: Approves major building renovation and space allocation.

commencement: Plars for, coordinates, and ensures the proper execution of all details relative
to Sprhg and Surnmer Cornmencement Exercises.

council on rnternationar Programs: Formulates policies and procedures regarding planning
implementation and evaluation of intemational progruns. promotes intemdional education
thrcughout the university. Assists in facilitating linkages between Arabama A&M University,
other American universities, s[ate govemmenq private organizatiors and consortia with resard to
intemational concems.

Development: Reviews existing programs rerative to proposed firnd-raising goals; recomnends
policies and procedures; assists in proposal stimulation, identification of major university needs,

and identising gift prospects; and recomrnends appropriate changes in policies and procedures.

Faculty-staff conference: Plans, organizes, and coordinates a.ll details relative to the annual

summer and winter (mid-year) Faculty/Staff conferences in collaboration with the provost and

Vice hesident for Academic Affain.

Faculty-student Advisory committee for career Developnent and cooperative Education:
Assists the career Development office in developing and maintaining communication channels

among students, faculty, educational administrators, educational irstitutions, industry, and

gove[unent so that their various needs and interests can be properly interFeted and appropdaiely
ad&essed. Serves as liaison between the faculty and the office in providing ways and means of
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improving the operations and services of the office. Assists in the pla fng of all on-campus

career prograrns.

Founder's Week: Plans and coordinates the activities pertaining to Founder's Week in

collaboration with the Chief Academic Ofhcer.

General Education and Outcome Assessment Formulates policies and procedures regarding

general education requiremens, leaming outcomes and assessment.

General Reception Committee: Plans, organizes and coordinates receptions pertaining to

special events on campus.

Homecoming: Formulates policy, plans, organizes, coordilates and manages homecoming

activities in collaboration, with appropriate administative personnel, faculty, staff, students, and

organizational personnel.

Honorary Degree: Formulates policy, evaluates recommendations, and makes recommendations

to the Fresident relative to the proposed granting ofhonorary degrees.

Human Subjects: Recommends policy and procedures, and oversees practises in connection

with the use ofhuman subjects in research.

Institutional Efrectiveness: Makes recornmendations in regards to long-and short-range

plaming. Develops and formulates policy and procedual recommendations regarding planning,

implementing and evaluating all facets of the University. Consiss of faculty, staff, students,

alumni, a.nd the general public; chaired by the Provost and Vice president for Acadernic Aftairs

Library Services: Develops and formulates policy, and recomnends procedures designed to

facilitate and improve the service!, functioning and holdings ofthe Leaming Resources Center.

Lyceum, Fine Arts and University Gallery of Art: Develops and formulates policy, plars,

coordinates and maaages details relative to a viable, well-rowrded program of Lyceum features.

Plans, publicizes and coordinates all Fine Arb Week activities and special events. Makes

recommendations and serves in advisory capacity for operation ofthe University Gallery ofAn-
Multicultural/Diversity Committee: Assists the Univenity Chaplain in coordinating and

planning selected religious obsewances and activities at the University.

New Student Orientation: Functions to facilitate the transition ftom secondary to higher

education. Assists the student in becoming more receptive to all phases of university life and its

offerings. Makes recommendations, plans and coordinates activities relative to counseling and

testing services and continuing orientation projects.
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President's Advisory council: Serves as a sounding board for the hesident in evaluating
policies, procedures, and activities. Assists in plarming for and implementing special programs

and activities.

Publications: Develops and formulates policy recommendations designed to promote faculty
participation in research and publication activities. solicits, conects, and screens originai
manuscripts produced by faculty and siaff members, prepares drafu and requisitions for printing
in the Faculty Research Joumal, and manages the distribution of the finished copies.

Radiation Safety: Makes recommeqdations to enswe observance of proper standards,
procedures, and precautions with respect to radiation safety.

Retireme[q Recognition and Awards: plans, organizes, coordinates and manages tie details
pertinent to appropriate recognition for retiring faculty and staffpersonnel.
Scholarship Committee: Sets criteria for awarding academic scholanhip grants; seek out
qualifring students from high schools and jrmior colleges; dishibutes, receives, and processes
applicalions for academic scholarship gants to fieshrren and jr:dor college tansfers; tracl* grant
recipients to determine their continued eligibility status; conducts appropriate correspondence
with students; and maintains appropriate records pertaining to scholarships.
Student Discipline: Develops and formulates poliry and proced.ural recommendations for the
hesident on matters pertaining to student discipline. constitutes a hearing panel on particurar
cases upon referral and makes recommendations to the president

student Governmert Associetion: Serves as the chief representarive body and voice of the
students, by the students and primar y for the benefit of shrden*. Makes recommendations on
student affairs. Serves as liaison between students and other elements ofthe university farrily.
Student Eearing Board: Hears student cases of less severe disciplinry import ri/hich, if
substantiated, are deemed to be appropriately subject to guidance corureling reprimand,
probation or suspension of social privileges; evaluares findings and makes recommendations to
the appropriate vice president. composed oftwo (2) students and three (3) faculty/staffmembers.
Student Judiciat Board: Hears cases which may result h exp'rsiorL indefinite or long-term
suspension of studen8. Makes finding and recomnendations to the presicrent of the University
whose decision is final. Composed of three (3) students, three (3) faculty members, two (2)
administative officers and a chaimran.

university Building and Grounds Advisory Board: Inspects buiidings aad grounds and makes
recorrutrendations to the hesident as deemed appropriate.
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University Bulletin: Coordinates the revision, updating draft preparation and publishing of the

University Bulletin.

University Student Center Board: Serves as the goveming and regulatory body for the

University Student Center.

Who's Who Among Students in Colleges and Universities: Develops and implements

procedures for selection and recognition of students for Who's Who publications.

Yearbook Advisors: Assist in the development ofthe annual vearbook

7.2 Special Committees

Service on these committees is critical to the functioning of the University. Attendance wili
be taken at all meetings- Faculty or staff missiag two or more consecutive meetings or failing to

perform committee functions will be expected to notiry the chairperson or supervisor of their

inability to serve. The chairperson or supervisor will call for selection of a new committee member

from the respective unit.

Department Evaluation Committee: This committee works with the chairperson of each

department to evaluate candidates for promotion or tenure in the departr:rent using the established

criteria This committee is composed of the senior faculty (individuals with the rank of associate

professor or full professor with at least five [5] years of service to the University, or individuals with
the highest rank and longest term of service within the applicad's departrnent).

Grievance Committee: This committee is established to review complaints filed involving

employment rights and entitlements that may have been adversely affected due to a violation,

misapplication or misinterpretation of policies, regulations, or procedgres. Each academic gnir

(school, college) will elect four (4) faculty members to serve on the comrnittee. Each mit vice

president, excluding Academic Affairs, shall appoint ttfee (3) professional staff to serve on the

committee. The term of ofEce is for one year, hx faculty memben may be elected for tbree (3)

successive terms. To qualifo for election to the committee, faculty and staff members must have at

least thee (3) years of service at the University.

Promotion and Tenure Conmittee: This committee will receive all applications,

documentations and evaluations for every candidate for promotion and tenure. The committee will
then make a recommendation for approval or rejection ofpromotion or tenure.

This cornmittee is composed of tenned faculty members. No chairperson, dean or director

may serve on this committee. Each academic area will elect one member during the fall faculty/staff

conference school rneeting. A faculty senator fiom the school will conduct this election. The Schools
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are: Agriculture, Environmental Sciences and Home Economics; Arts ard Sciences; Business;

Educatio4 Engineering and Tecbnolory; and Learning Resource Center. The term of election is for

two years.

In addition, an atlarge delegate will be elected by the faculty senale every year. This

individual will meet the requirements of being a tenwed faculty member and have full voting rights

on the homotion and Terure Comnittee. The chairperson of the Promotion and Tenure Committee

will be elected every year by the representatives- A quorum of ten (10) is necessary to conduct

business. To achieve the rank of professor, there must be seventy percent (70%) of the ten (10) or

more representatives present voting in favor of the promotion. To achieve the rank of assistant

professor or associate professor, a simple majority ofthose ten (10) or more present is necessary.

School Evaluation Committee: This committee work with the dean of the school to

evaluate each candidate for promotion or tenue in the school using the established criteria- This

committee is composed ofthe tenured senior faculty (individuals with the rank of associate professor

or firll professor with at least five (5) years of service to the UDiversity).

University Safety: Develops ald formulates policy and procedure recommendations

pertaining to fire control and safety on the campus.
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