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IMPORTANT NOTICE – PLEASE READ 
DISCLAIMER 

 
NONE OF THE UNIVERSITY'S POLICIES, PROCEDURES OR 
PRACTICES, INCLUDING THOSE SET FORTH IN THIS 
HANDBOOK, ARE TO BE VIEWED AS A CONTRACT OR AS 
MAKING ANY PROMISES OR AS CREATING ANY 
CONTRACTUAL RIGHTS OF ANY KIND. RATHER, THEY ARE 
GUIDELINES WHICH ARE SUBJECT TO THE UNIVERSITY'S 
INTERPRETATION, AND WHICH CAN BE SUSPENDED OR 
CHANGED BY THE UNIVERSITY AT ITS DISCRETION AT ANY 
TIME AND WITHOUT PRIOR NOTICE OR AGREEMENT. THIS 
HANDBOOK SUPERSEDES AND REPLACES ALL PREVIOUS 
HANDBOOKS AND OTHER STATEMENTS OF UNIVERSITY 
POLICIES, RULES AND PROCEDURES. ONLY THE PRESIDENT 
OF THE UNIVERSITY OR HIS/HER DESIGNEE HAS THE 
AUTHORITY TO ENTER INTO A CONTRACT OF EMPLOYMENT 
FOR ANY SPECIFIED PERIOD OR TO MAKE ANY PROMISES 
ABOUT ANY BENEFITS OF EMPLOYMENT. ANY SUCH 
AGREEMENT OR PROMISE SHALL NOT BE ENFORCEABLE 
UNLESS SET FORTH IN WRITING AND SIGNED BY THE 
PRESIDENT OR THE PRESIDENT'S DESIGNEE. 

 
NOTHING CONTAINED IN THIS HANDBOOK OR ANY OTHER 
MANUAL OR POLICY, WORK RULE OR ORAL OR WRITTEN 
STATEMENT OF THE UNIVERSITY IS TO BE VIEWED AS 
CREATING A CONTRACT OR AS MAKING ANY PROMISES OR 
AS CREATING ANY CONTRACTUAL RIGHT OF ANY KIND TO 
EMPLOYMENT OR THE BENEFITS OF EMPLOYMENT.  
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Note: 
Policies and procedures included in this faculty/staff handbook that are not in 
accord with the policies of the Alabama State Board of Education or the laws 

of the State of Alabama are void. 

 
 
 
 
 
 
 NON-DISCRIMINATION 

 
It is the official policy  of Athens  State University not to di scriminate on the bas is of race, color, s ex, religion, national origin, 
disability, or age in its educational programs, activities, admissions, or employment as required by Title VI and VII of the Ci vil 
Rights Act of 1964 (Sexual Discri mination/Sexual Harassment); Title IX of Edu cation Amendments of 1972; Sections 503 and 
504 of the Rehabilitation Act of 1973, and the 1990 Americans with Disabilities Act. 
 
Any person, who believes himself or herself or any specific class of individuals, to be subjected to discrimination prohibited by  
Title VI, Title VII, or Title IX of the Act of Regulations issu ed thereunder m ay, himself or herself or a representative, file a 
written complaint with the United States Commissioner of Education or with the Vice President of  Academic Affairs at this 
institution (or both). 
 
Athens S tate University  does not discri minate on the basis of disability  in the adm ission or access to, or treatm ent or 
employment in, its programs or activities.  An ADA/504 Coordina tor has been designated to insure compliance with the non-
discrimination requirements contained in Section 35.107 of the Department of Justice regula tions.  Information concerning the
provisions of the American with Disabilities Act, and the rights provided thereunder, are available from the ADA/504 
Coordinator.  Athens S tate University will make every reasonable attempt to provide accommodations needed by  persons with 
disabilities.  Accommodations will consist of working with the Division of Rehabilitation Services and the Alabama Department 
of Education to provide adaptive equipm ent, facility  modification, and any  other reasonable m easures available to provide a 
satisfactory learning and working environment. 
 
It is the responsibility  of the faculty member to notify the University of disabilities which may require accommodations.  If you 
have a disability  that might necessitate adaptive materials, services, or assistance, please m ake this known to your college dean 
so that the appropriate arrangements can be made.  
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1.1  HISTORY OF ATHENS STATE UNIVERSITY 
 
 
Athens State University is both th e oldest and the youngest institution of higher education in Alabam a’s 
state educational system.  The college was founded in  1822 by local citizens who purchased five acres of 
land, erected a building, and began At hens Female Academy.  Ownership of the school was transferred in 
1842 to the Tennessee Conference of t he M ethodist C hurch.  W ith t he bi rth of t he Nort h Al abama 
Conference of the Methodist Church in 1870, the University came under the jurisdiction of that body. 
  
On May 10, 1974, the Board of Trustees voted to request permission from the North Alabama Conference 
of the United Methodist Church for the college to seek affiliation with the State of Alabam a.  The 
conference, at its annual meeting in June, 1974, gave the Board of Trustees this permission and authorized 
the transfer of the college to the State of Alabama.  
  
In June, 1975 the college was accepted by the Alab ama State Board of Education subject to the 
appropriation of operat ing funds by  the Alabama legislature.  Lat er that year, the legislature appropriated 
funds for the operation of the college t o serve t he graduat es of st ate juni or, com munity, and t echnical 
colleges/institutes. 
  
The institution’s name has ch anged sev eral tim es in  its h istory, fo llowing ad justments in  p urpose an d 
governance.  At hens Fem ale Academ y, upon t ransfer t o t he Tennessee Conference of the Methodist 
Church in 1842, becam e Athens Female Institute.  Then, in 1889, after having been transferred to the 
newly formed North Alabama Conference, the college was known as Athens Female College.  In 1931, the 
college became co-educational and was known as Athe ns College.  In 1975, wh en the institution becam e 
part of the state educational system, it was ren amed Athens State College, marking the initiation of an era 
of increased opportunity for service.  In 1998, a bill was passed by the legi slature to rename the College to 
Athens State University.  The l ong history of servi ce by Athens State University is the foundation upon 
which the future of the institution rests. 



4/09 

 

1.2 MISSION STATEMENT 
 
  
Athens State University, offering coursework at the junior and senior  level, is the baccalaureate degree 
granting institution of the Alabama Community College System .  Gove rned under the authority of the 
Alabama State Bo ard o f Ed ucation, an d in  co njunction with  th e o ther in stitutions o f th e Alab ama 
Community College System, Athens State University provi des affordabl e educat ion i n an envi ronment 
which recognizes diversity and nurtures the discovery and application of knowledge.  Located in northern 
Alabama, Athens State University acknowledges a commitment to primarily serve t ransfer students of the 
Alabama Com munity College System  as well as students from  other accredited institutions of higher 
education.  The University prepares st udents for professi onal careers, graduat e school , l ifelong learning, 
and enrichm ent.  The University, through quality teach ing, individual attention,  and a varied course 
delivery system, assists students i n t he t imely achi evement of t heir professi onal and career goal s.  In 
addition, At hens St ate Uni versity offers programs of cont inuing educat ion and com munity servi ces t hat 
provide a variety of cultural and professional opportunities.   
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1.3 INSTITUTIONAL GOALS 
 

1. To provide educational opportunity to post-secondary students through carefully planned and 
implemented programs of study. 

 
2. To serve the students effectively and efficiently by providing varied scheduling and cooperative 

arrangements with other institutions. 
 

3. To recruit, retain, and promote professional development of qualified faculty and staff. 
 

4. To provide and maintain appropriate learning resources which are supportive of student learning, 
quality teaching, scholarly research, diversity, and technological proficiency. 

 
5. To develop and maintain periodic internal evaluation to ensure that all programs are operating 

within a manner consistent with the mission of the University. 
 

6. To provide opportunities for students to expand their intellectual, social, and cultural horizons. 
 

7. To provide and maintain student services which furnish necessary information, financial 
assistance, and guidance counseling to assist progress toward personal, academic, and career 
goals. 

 
8. To promote and maintain effective student recruitment and retention. 

 
9. To promote the use of appropriate University and community resources to facilitate educational 

and training programs for the diversified needs of business, industry, education, and government 
in addition to providing cultural and intellectual enrichment. 

  
10. To acquire and administer efficiently and effectively all fiscal resources. 

 
11. To provide, develop, and maintain a physical plant appropriate for the support of the University 

programs. 
 

12. To effectively communicate the University’s vision and goals as a baccalaureate granting 
institution to internal and external agencies. 
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1.4  ACCREDITATIONS  
 
 
Accreditations 
 
 Alabama State Department of Education 
 
 Association of Collegiate Business Schools and Programs 
 
 National Council for Accreditation of Teacher Education 
 
 The Southern Association of Colleges and Schools 
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2.1 GOVERNANCE OF ATHENS STATE UNIVERSITY 
 
Athens State University i s under t he cont rol of t he St ate B oard of Educat ion.  The Presi dent of t he 
University is directly responsible to the State Board of Educat ion through the Chancellor of t he Alabama 
Community College System or a designated representative. 
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2.2 ORGANIZATIONAL CHART 
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2.3 POSITION DESCRIPTIONS OF ADMINISTRATORS 
 
I. ADMINISTRATION 
 
 A.   STATE BOARD OF EDUCATION 
 
 The State Board of Educat ion has t he authority for cont rolling and supervi sing Athens 

State University within the limitations prescribed by law. 
 The State Board of Education, upon recommendation of the Chancellor: 
 
  1. makes rules and regulations for the governance of Athens State University; 

2.   prescribes t he courses of st udy t o be offered and t he condi tions for grant ing 
degrees; 

3.   appoints the president of Athens State University; 
4.   directs and supervises the expenditures of Athens State University; and 
5.   disseminates information concerning and prom oting i nterest i n At hens St ate  

University. 
 
 The State Board of Education meets monthly except in December.  It usually meets in  
 Montgomery unless it is meeting periodically at  anot her l ocation such as a col lege 

campus.  Item s are placed on the agenda by s ubmission in writing at least thirty days 
prior to the meeting. 

   
 B.    CHANCELLOR OF THE ALABAMA COMMUNITY COLLEGE SYSTEM 
 
  The Chancellor is appointed by the State Board of Education and acts as chief executive 
  officer of the Postsecondary Education Department of the State Board of Education. 
 
  1. Powers and Duties of the Chancellor 
   The Chancellor: 
 

a. executes and enforces the rules and regulations of the State Board of 
 Education governi ng t he com munity col leges, t echnical col leges, and 

Athens State University; 
b. interprets the rul es and regul ations of t he St ate B oard of Educat ion 

concerning the junior, technical colleges, and Athens State University; 
c. administers the office of the Ch ancellor and appoints to positions of 

employment such professi onal, cl erical, and ot her assistants, including 
specialists and consultants, on a full- or part- time basis as may be needed 
to assist the Chancellor; 

d. has t he aut hority t o t ake any  and al l actions necessary and proper to 
administer policies, rules and regulations of the State Board of Education 
in carrying out its responsibility for the management and operation of the 
community colleges, technical colleges, and Athens State University; 

e. prepares, or causes to be prepared, an annual report to the State Board of 
Education; 

f. prepares, or causes to be prepared, and submits for approval  by the State 
Board of Education a budget; 

g. prepares, or causes to be prepared, and submits for approval and adoption 
by the State Board such legislative measures as are needed for further 
development and i mprovement of t he com munity col leges, t echnical 
colleges, and Athens State University. 

 
2. Communication Between Athens State University and the Department of 

Postsecondary Education. 
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 The Department of Postsecondary Education is the agency which serves as the  
 liaison between the State Board of Educat ion and At hens State University.  In 

order to expedite communications concerni ng At hens St ate Uni versity, t he 
President is authorized to communicate with the Chancellor or designee.   

 
 All report s, request s for budget  changes,  coordination of publ ic relations, out-

of-state travel requests, routine correspondence, and ot her com munications, 
should be directed to the Chancellor through the President’s office. 

 
 C. ALABAMA COMMISSION ON HIGHER EDUCATION (ACHE) 
 
  In regard to state-supported institutions of higher education, the Commission serves in  
  an advisory capacity to the Legislature and the Governor in respect to matters pertaining 

to:  (1) recom mendations of Operat ions and M aintenance budget , and (2) 
recommendations for allocations of st ate funds for capi tal i mprovements.  The 
Commission has approval authority with any new program of study; however, an appeal  
may be made to t he Al abama l egislature i f AC HE t urns down a new program .  Al l 
communications between the Alabama C ommission on Hi gher Educat ion and At hens 
State University must be coordinated through the Chancellor. 

 
 D. ADMINISTRATIVE POSITIONS 
 
  The President will develop or cause to be developed an appropriate organizational  
  structure with attendant positions and job descriptions. 
 
  1. Administrative Salary Schedule 
 
   The President of the University shall affix the salaries of individuals who do  
   not have a salary schedule. 
 
  2. Personnel Who May Be Placed on Salary Schedule for Administration 
 
   The following additional rules shall govern the personnel paid on this  
   schedul e. 
 

a. Personnel will serve at the pleasure of  the President and will be eligible 
to attain non-probationary status. 

 
b. Personnel will be on duty the sam e days as the President and 

administrative staff of the University. 
 
c. Personnel may earn annual l eave as set  fort h i n St ate B oard Pol icy 

610.01. 
 
d. Personnel on this salary schedule will be em ployed two hundred sixty 

days (260) excluding allowable leave and official holidays. 
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II. JOB DESCRIPTIONS 
 

Position Title: THE PRESIDENT 
 
The President is responsible for administering and supervising the total University program.  The 
President of the Univers ity is responsible for the entire opera tion and direction of the institution, 
although many of these duties and responsibilities are delegated to staff members. 
 
The President shall: 
 
1. follow established policies and procedures of t he St ate B oard of Educat ion and t he 

Chancellor. 
2. follow established channels in relating the affairs of the University to the Chancellor and 

the State Board of Education. 
3. represent t he needs of t he Uni versity at  t he st ate and national levels by attending 

President’s meetings, serving on speci al interest committees, and at tending regional and 
national meetings as appropriate. 

4. appoint all faculty and staff of the instituti on in prescribed procedures, assign their duties 
and responsibilities, and ensure periodic evaluation. 

5. report data and information in a tim ely and accurate m anner to the State Departm ent of 
Postsecondary Education. 

6. manage the fiscal affairs of the University efficiently and economically. 
7. interpret the mission of the University to local business, industry, and civic interests. 
8. involve t he com munity i n pl anning program s and servi ces to be offered by the 

University. 
9. promote the maximum utilization of University’s facilities and resources to the benefit of 

the community. 
10. promote the articulation of the University’s programs with secondary and other  
 postsecondary institutions. 
11. secure, as appropriate, governmental and other outside funding for University projects. 
12. provide leadership for maintaining quality educational programs. 
13. create an atmosphere conducive to high faculty, staff, and student morale. 
14. effectively delegate responsibility and authority to appropriate administrative officers. 
15. maintain open channels of communication with faculty, staff, and students. 
16. direct long-range planning activities which include i nput from  the faculty, staff, and 

students. 
17. develop annual and long-range goals for the University. 
18. provide effective leadership and management for the overall direction of the institution. 
19. coordinate Title VI activities. 
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Position Title:  ADMINISTRATIVE ASSISTANT TO THE PRESIDENT 
  
 The Administrative Assistant to the President serves as office manager and is responsible for  
 providing assistance to the President in all administrative matters. 
 
 The Administrative Assistant to the President shall: 
 

1. research institutional policy in accordance with th e policies and procedures of the State 
Board of Education. 

2. prepare correspondence for the President. 
3. serve as liaison between the President’s O ffice and the offices of the Vice President of 

Academic Affairs, Vice President of Stude nt Affairs, Vice Presid ent o f Fin ancial 
Services, and the Vice President of University Relations Office. 

4. be responsible for providing administrative assistance to the President in the day-to-day 
operations of the University. 

5. serve as a member of the Administrative Council. 
6. represent the President on various committees. 
7. perform other appropriate duties as assigned by the President. 
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 Position Title:   VICE PRESIDENT OF ACADEMIC AFFAIRS 
 
 The major responsibility of the Vi ce President of Academ ic Affair s is the adm inistration of the 
 academ ic program. 
 

The Vice President of Academic Affairs shall: 
 
1. serve as advisor to the President in matters of academic policy and administration. 
2. serve as an advocat e for t he facul ty by  det ermining facul ty needs t hrough t he College 

Dean;  recommend facul ty appointments, di smissals, and t he professional development 
of faculty members to the President. 

3. maintain academic standards and improve and develop the total academic program. 
4. supervise and coordinate the curriculum, courses, and methods of instruction. 
5. make regular reports on academ ic affairs to the President, covering work done and 

recommendations for future development. 
6.   assist the President in preparing reports to various accrediting agencies. 
7. recommend adequate facilities of instruction:  space, equipment, library. 
8. recommend College and departmental budgets. 
9. determine and assign teaching responsibilities of faculty members. 
10. coordinate with the College Deans in preparing the class schedule for each semester. 
11. oversee classification, assignment, and approval of academic programs. 
12. cooperate with the Vice Presi dent of St udent Affai rs i n organi zing an ori entation 

program for new students. 
13. serve as a member of the Administrative Council. 
14. organize the activities of  Commencement Week. 
15. review the University catalog and other academic bulletins. 
16. maintain liaison with entities that affect the academic program. 
17. represent the University at such meetings as pertain to the office. 
18. serve as an ex officio member of administratively appointed academic committees. 
19. approve requi sitions for al l purchases of  m aterials an d eq uipment related  to the 

instructional program. 
20. cooperate with the Office of Instituti onal Planning, Research and Assessm ent on 

institutional efforts. 
21. lead institutional p lanning effo rts as req uired b y th e So uthern Asso ciation o f Co lleges 

and School s, t he Al abama C ommission on Hi gher Educat ion, and the Chancellor’s 
Office. 

22. coordinate long-range planning, including: 
A. administrative professional development retreats. 
B. Chancellor’s Long-Range Plan. 
C. Alabama Commission on Higher Education Long-Range Plan. 
D. Institutional Effectiveness Planning Document 

23. supervise grant writing functions. 
24. oversee operation of the Office of Institutional Planning,  Research and Assessment. 
25. perform other duties as delegated by the President. 
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 Position Title:  VICE PRESIDENT OF STUDENT AFFAIRS 
 

The major responsibility of the Vice President of Student Affairs is to administer student services 
by providing consistent, tim ely, and accurate information and serv ices to students, faculty, and 
staff in an effort to enhance a complete educational experience for all students. 

 
 The Vice President of Student Affairs shall: 

 
1. be responsible for staff supervision of the: 
 
 A. Executive Assistant to the Vice President of Student Affairs 
 B. Coordinator of Student Activities/Alumni Affairs 
 C.  Director of Counseling Services 
 D. Director of Admissions and Records  
 E. Director of Career Services and Cooperative Education  
 F. Director of Printing and Publications 
 G. Director of Student Financial Services  
 H. Coordinator of Recruiting 
 I. Coordinator of Testing and Evening Services 
 J. Coordinator of Transfer Advising Center/ Veteran’s Affairs 
 K. Coordinator of Records/Registrar  
 
2. exhibit knowledge of the University’s rules and regulations. 
3. attend and actively participate in University sponsored events. 
4. attend and actively participate in job related professional organizations. 
5. attend workshops and conferences reco mmended and approved by  t he Presi dent of 

Athens State University. 
6. direct, manage, and attend called  meetings, seminars, and o ther pertinent activ ities that 

will enhance the growth and efficiency of Student Affairs at Athens State University. 
7. demonstrate affability and willingness to coope rate with the University’s adm inistration 

in the areas of faculty res ponsibilities, admission policies, procedures, and the goals and 
mission of Athens State University. 

8. represent the University on state and regional committees as requested or assigned.  
9. be avai lable t o provi de educat ional couns eling t o Uni versity students, prospective 

students, and Student Affairs personnel. 
10. be involved in the budget process for the University and Student Affairs. 
11. serve as a member of the President’s Cabinet. 
12. serve as a member of the Administrative Council. 
13. serve as ADA Coordinator of the University. 
14. prepare budget for Student Affairs. 
15. perform other duties assigned by the President. 
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 Position Title:  VICE PRESIDENT OF FINANCIAL AFFAIRS 
 

The Vice President of Financial Affairs is responsible for the Administration and coordination of 
the various service functions of a business nature essential to the operation of the University. 

 
 The Vice President of Financial Affairs shall: 
 

1. account for all funds received and disbursed by the University. 
2. prepare the budget under the direction of the President. 
3. keep adequat e fi scal cont rol of t he Uni versity budget , i ncluding t he est ablishment and 

maintenance of proper systems of internal control. 
4. serve as Chief Purchasing Agency for the University with the responsibility for 

processing all requisitions and purchase orders for the University. 
5. supervise financial operations of  auxiliary services. 
6. oversee t he personnel  funct ions for al l employees, i ncluding maintenance of personnel  

records, payroll, attendance, sick leave, retirement, insurance, and any other information 
regarding employment of all employees. 

7. supervise fiscal aspects of Federal Research Projects and Grants. 
8. make financial reports as required by state and federal agencies. 
9. supervise fiscal aspects of federal and other student financial aid programs. 
10. countersign all checks with the President. 
11. supervise operation and maintenance of physical plant. 
12. supervise security and safety programs. 
13. supervise operation of institutional technology department. 
14. supervise and control accounting for scholarship funds. 
15. maintain inventory of University furniture and equipment. 
16. manage and supervise investments of any temporary surplus funds. 
17. maintain fiscal supervision over student organizations. 
18 coordinate Energy Conservation measures to reduce utility usage in order to cut costs. 
19. supervise all contracted new construction and renovation projects. 
20. serve as a member of the Administrative Council. 
21. coordinate all fin ancial activ ities to  d etermine th at all leg al req uirements are m et (e.g ., 

bid laws, travel, etc.). 
22. perform other general duties as assigned by the President. 
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 Position Title:   VICE PRESIDENT OF UNIVERSITY RELATIONS 
 

The Vice President of Univers ity Relations is charged with the responsibility of managing 
activities related to the analysis, planning, execu tion, control, and eval uation of fund raising, 
marketing and governm ental rel ations and publ ic relations program s, and worki ng wi th and 
through the Foundation board for all fund raising programs. 
 
The Vice President of University Relations shall: 
 
1. provide administrative and executive staff support to the Foundation Board in all its  
 activ ities. 
2. create appropri ate record keepi ng sy stem(s) for t racking donor participation, 

identification, and cultivation of prospects plus volunteer involvement in programs. 
3. train and supervise paid and volunteer support personnel in establishing and maintaining 

the record keeping system(s). 
4. analyze and implement general public relations programs, working with 
 volunteer and staff co mmittees/ task  fo rces, an d reco mmend p rograms wh ich will 

enhance and advance the mission, goals, and objectives of the University. 
5. prepare, or cause to have prepared, all content and materials needed for approved  
 fundraising and public relations programs including proposals to donors and donor 
 prospects, gift recognition/ acknowledgment materials, appeal letters, etc. 
6. research, or cause to have researched, data on potential individuals, corporations, and 
 Foundation donors identified by Board members, staff and other volunteers, or by virtue 
 of their gift history to like organizations or activities. 
7. keep up t o dat e on current  fundrai sing, m arketing and publ ic rel ations programs, 

practices, and procedures being utilized in the not-for-profit sector. 
8. prepare detailed plans of act ions for a ll approved fundrai sing and com munity relations 

programs including budgets to support their implementation. 
9. work with the Foundation Board of Directors in analyzing the fundraising programs and 

planning for future activities. 
10. work with staff and volunteers to ensure that all fundraising and community relations 
 programs are consistent with the overall mission and with the philosophy and concepts of 

each program and service. 
11. research material for major funding sources. 
12. act as liaison with faculty and staff to explore feasible funding sources. 
13. oversee and work with alumni and the alumni association in all of its activities. 
14. work with campus, community, and legislative groups as appropriate. 
15. serve as a member of the Administrative Council. 
16. assist the President with community relations as needed. 
17. serve as a liaison to governmental and legislative groups that impact Athens State. 
18. Oversee the creation and implementation of all University marketing efforts. 
19. perform other appropriate duties as assigned by the President. 
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 Position Title:     COLLEGE  DEANS 
 

The major responsibility of the College Dean is the adm inistration of the day-to-day functions of 
an academic College of the University. 
 
The College Dean shall: 

 
1. work with the faculty to achieve the m ission of the school  in the areas of teaching, 

scholarship, and service. 
2. request and allocate the budget for the school. 
3. provide leadership in the area of faculty development and professional growth. 
4. recommend faculty for promotion and continuing contract during probationary periods to 

the Vice President of Academic Affairs. 
5. conduct all annual faculty evaluations and coordinate student assessments of faculty. 
6. represent and promote the College to both internal and ext ernal publics consistent with 

institutional policies. 
7. review and approve all College curricular requests. 
8. encourage faculty grant writing and acquisition of external funds in coordination with the 

Vice President of Academic Affairs. 
9. implement academic policies established by the University and College. 
10. commit to and support of the development of multicultural diversity on the campus. 
11. foster the recruitment and retention of qualified students and provide leadership to   

students in academic endeavors and co-curricular activities. 
12. assist in the establishment of and support for the orderly review of programs 
 and curriculum.  Ensure t hat program  revi ews fol low Depart ment of Post secondary 

Education and Alabama Commission on Higher Education guidelines. 
13. assist faculty in the advisement of student majors in the school. 
14. respond to student academic concerns and seek resolution at the faculty level. 
15. plan the academ ic schedule of course s and tim es with appropriate input from  

departments. 
16. participate in the establishment of long-range planning documents for bot h the College 

and institution. 
17. recommend all part-time faculty to the Vice President of Academic Affairs and President. 
18. recommend all search and screen com mittee members to the Vice President of Academic 

Affairs. 
19. conduct orientation of all new faculty and adjunct faculty. 
20. appoint Department Chairs wi th t he concurrence of t he Vi ce Presi dent of Academ ic 

Affairs. 
21. supervise the activities of the department chairs and advise and mentor new department 

chairs. 
22. ensure regular department and College meetings. 
23. ensure student assessment for all curricular majors. 
24. foster an  in stitutional attitu de an d d epartment/College climate which promotes the free 

exchange of ideas while preserving a collegial environment which promotes advising for 
the College. 

25. ensure compliance with the Southern A ssociation of Colleges and Schools accreditation 
guidelines, appropriate state regulations, and professional accreditation guidelines where 
applicable. 

26. assist in catalog review of College sections. 
27. develop long range plans a nd institutional m ission plans fo r Southern Association of 

Colleges and Schools and Department of Postsecondary Education requirements. 
28. perform ot her dut ies as assi gned by  t he Vi ce Presi dent of Academ ic Affai rs and the 

President. 
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2.4   UNIVERSITY COMMITTEES 
  
Much of the work at Athens Stat e University is carried out through various committees.  It is understood 
that faculty part icipation on t hese committees i s a necessary  component of t he University’s funct ioning.  
The Un iversity’s co mmittees are divided into three categories:  faculty/staff volunteer com mittees, 
appointed/elected com mittees, and standing faculty volunteer com mittees.  The com mittees and their 
functions are as follows: 
 
Faculty/staff Volunteer Committees –  Campus-wide volunteers for these committees are sought 
every two years. 

Campus Facilities Committees 
1. Coordinate improvement and renovation efforts. 
2. Establish and coordinate usage procedures. 
3. Provide input into the grounds plans. 
4. Provide input into the long-range building plan. 
5. Conduct campus-wide storage assessment. 

 
Drug-Free Workplace Committee 
1. Review compliance with state and federal guidelines. 
2. Plan and coordinate drug education programs for faculty and staff. 
3. Distribute literature relating to a drug-free environment. 
4. Coordinate drug prevention activities. 
 
Health and Safety Committee 
1. Conduct periodic surveys of the institution for safety procedures/hazards. 
2. Develop and disseminate information about health and safety procedures. 
 
Heritage Committee 
1.  Conduct historical research on campus buildings. 
2. Coordinate historical renovation efforts. 
 

Appointed/elected University Committees – Membership on these committees are reviewed each year 
and membership is updated as necessary. 

 
Americans with Disabilities Act (ADA) Committee (appointed) 
1. Coordinates compliance with ADA regulations. 
 
Admissions Committee (appointed) 
1. Review admissions policies and procedures and student applications 
 
Banner Coordinating Committee (appointed) 
1. Meet regularly to discuss issues that affect functionality and operation of Banner 
2. Communicate to all Banner users issues and resolution of operational aspects of Banner 
3. Make recommendations to Administrative Cabinet on major changes and/or upgrades 
 
Concert/ Lecture Series Committee (appointed) 
1. Plan and implement an annual schedule of cultural activities on campus. 
 
Graduation Advisory Committee (appointed) 
1. Meet as needed to discuss graduation ceremony procedures 
2. Review requests made by students regarding graduation 
 
Historic Tree Project Committee (appointed) 
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Human Subjects Committee (appointed) 
1. Review all projects involving human subjects in accordance with federal guidelines. 

 
Planning Council (appointed) 
1. Reviews the planning process, analyze data related to institutional goals 
2. Chart planning procedures to ensure Institutional Effectiveness 
3. Recommends strategies and activities for long-range planning effectiveness. 
 
Recruiting/Marketing Committee (appointed) 
 
Registration Committee (appointed) 
1. Reviews regi stration procedures, det ermine regi stration dat es and m ake ot her 

recommendations as needed 
 
Scholarship/Financial Aid Committee (appointed) 
1. Sets policy for, reviews applications for,  and awards academic scholarships on an annual 

basis 
2. Reviews fi nancial ai d pol icy and hears st udent appeal s for reinstatement of aid on an 

exception basis 
 
Sick Leave Bank Committee (elected) 
1. Provide information about the sick leave bank policy 
2. Coordinate activity of the sick leave bank 
 
Teacher Education Council 
1. Develop and achieve teacher education goals 
2. Evaluate effectiveness of the curriculum 
3. Approve proposed changes 
4. Recommend policies and criteria with respect to admission and retention of students 
5. Recommend policies for satisfactory com pletion of teacher education program  and 

serving as liaison between departments and schools 
 
Institutional Assessment Committee 
1. Provide q uality assu rance fo r Ath ens State University’s institutional effectiveness 

process t hrough t he revi ew and eval uation of Annual Assessment Plans (AAP) and 
Annual Assessment Reports (AAR) 

 
Internal Review Committees 
 
 College of Arts & Sciences 
 College of Business 
 College of Education 
 Fin ancial Affairs 
 St udent Affairs 
 Un iversity Relations 

 
Standing Faculty Committees – faculty volunteers are sought each fall for the committees listed 
below.  These committees accept charges from the Faculty or the Faculty Senate. 
 

Academic Affairs Committee 
1. Prepare recommended academic calendar; monitor calendar 

 
Curriculum Committee 
1. Review all curriculum proposals for addition of courses, changes in degree requirements, 

changes i n course descri ptions for existing courses, and m ake recommendations t o t he 
Faculty Senate 
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Faculty Affairs Committee 
1. Monitor and periodically recommend updates to the Faculty Handbook 
2. Review resolutions related to faculty issues 
 
Learning Resources Committee 
1. Monitor operation of the library (facilities, holdings, services, allocation formula) 
 
Sabbatical Committee 
1. Review Sabbatical Leave applications submitted by faculty 
2. List merits of each application 
3. Submit findings to the Vice President of Academic Affairs 
 
Faculty Elections Committee 
1. Organize and conduct yearly elections of senators from each College. 
2. Organize and conduct yearly election of presiding officer from slate of elected senators. 
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2.5 ADMINISTRATIVE EVALUATION 
 
 
At Athens State University, adm inistrators are defined by three criteria:   1) responsibility for m anagement 
of people who report to them , 2) responsibility for m anagement of tasks with specific tim elines, and 3) 
responsibility for building and/ or maintaining a budget.  It is understood that the scope of these 
responsibilities determ ines the level of the administrator; that is, som e adm inistrators are top level 
administrators while others manage smaller components of campus functions. 
 
All administrators at Athens State University are eval uated annually.  Eval uation forms are di stributed by 
the Administrative Assistant to the Presi dent.  Thi s eval uation i s conduct ed for t wo reasons:   1) 
professional feedback and growth and 2) legal records as mandated by state requirements. 
 
This ev aluation, wh ich o ccurs in  th e sp ring sem ester, b egins with  Leik ert scale instruments completed 
anonymously by the individuals under the administrator’s supervision.  For example, while only faculty in 
a specific College may evaluate that College Dean, all faculty and staff may evaluate the President.  While 
it is requi red that the evaluation be done, i t i s not  requi red that every  facul ty member part icipate.  Thi s 
information is sent directly to the pertinent administrator.  An additional, formal evaluation is conducted by 
the administrator’s immediate superior for legal purposes. 
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2.6 DESCRIPTIONS OF SUPPORT OFFICES 

 
Coordinator of Admissions 
The Coordinator of Admissions is responsible for supervision of the Admissions and Records Office which 
includes supervision of the office personnel; coordination of the application and registration process of all 
students; chairing the policy-making Admissions Committee; and assisting faculty, staff and students with 
any matter related to the admissions process. 
 
Coordinator of Records/ Registrar 
The Coordinator of Records is responsible for s upervision of the recording of academ ic credit, 
transcripting, and general m anagement of R ecords personnel.  The coordi nator al so assi sts wi th t he 
graduation audit process and grade entry process. 
 
Coordinator of Student Activities/Alumni Affairs 
The Coordinator of Student Activities/ Alumni Affairs is responsible fo r the University newspaper, the 
Student Go vernment Asso ciation, Ath enian Ho sts/ Hostesses, Stu dent Cen ter Stu dent activ ities, an d 
coordinating fratern ities, so rorities, clu bs, an d o rganizations.  Th e Co ordinator acts as the University’s 
liaison wi th t he Al umni Associ ation, and coordi nates and supervi ses al l funct ions of t he Al umni 
Association. 
 
Director of Publications 
The Director of Publications is responsible for managing all aspects of the design and development of most 
campus publications as well as the postal services and duplicating services for the University.  Also serves 
as a liaison between the University and outside services for major printing projects. 
 
Director of Counseling and Disability Services 
The director is responsible for pr oviding personal, social, academ ic and career counseling to University 
students on an individual or group basis.  Works with all employees of the University to insure compliance 
with Title II of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act of 1973. 
 
Director of Career Placement and Cooperative Education 
Directs all policies and procedures related to student qualifications, application process, selection process, 
and eval uation process of t he C ooperative Educat ion program .  Di rects t he col lection of student and 
employer information and responds to placem ent credentials to facilitate university students’ placement in 
jobs. 
 
Director of Student Financial Services 
The Di rector of St udent Fi nancial Servi ces i s res ponsible for al l phases of operat ion of Fi nancial Ai d 
including budget, payroll disbursement and report s to the Department of Heal th, Education and Welfare, 
the Office of Education, the State Department of Education, etc. Duties in the area of financial aid include 
processing and maintaining loans and scholarships and assisting students with their aid applications. 
 
Coordinator of Recruitment 
The C oordinator of R ecruitment i s responsi ble for the communicating to prospective students the 
admissions requirements and the programs available at  At hens St ate Uni versity.  Addi tionally, t he 
coordinator works with the St udent Affai rs st aff, c oordinates schedul es for t he recrui ting st aff, pl ans 
student recrui tment budget  and frequent ly vi sits Al abama juni or/community col leges t o discuss the 
University’s programs. 
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Coordinator of Testing and Evening Services (part-time) 
The Coordinator i s responsi ble for perform ing vari ous procedures and funct ions t o serve pri marily t he 
evening student population in all aspect s of university life.  In addition, the Coordinator is responsible for 
having avai lable and/ or adm inistering vari ous t est m aterials and brochures requi red for adm ission t o 
Athens State University, t esting materials for col lege credi t, and t esting information for graduat e school  
admission. 
 
Coordinator of Transfer/Advising Center and Veterans Affairs 
The Coordinator of t he Transfer/Advising Center and Ve terans Affairs is responsible for supervi sing and 
coordinating the daily activities of the Center.  This  position will also be res ponsible for counseling and 
certifying all veterans who are receiving Veterans Edu cational Benefits (federal).  The coordinator is 
responsible for ensuring that students who wish to enroll in any college within the University will receive 
the necessary assistance and information to become a successful  student.  The C oordinator of t he Center 
will also be responsible for keeping the Center Staff up to date on information that affects transfer students. 

 
International Student Advisor 
The Int ernational St udent advi sor i s responsible for veri fying F-1 st atus st udents, m aintaining 
documentation of F-1 students’ status during t heir program  at  At hens St ate Uni versity, and advi sing 
prospective F-1 st atus st udents on adm issions and I.N.S. requi rements for entry into Athens State 
University.  
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PART THREE 

FINANCIAL/ BUSINESS OFFICE INFORMATION 

 
  
3.1 GENERAL INFORMATION 
 
3.2 BUDGETS 
 
3.3 BIDS AND QUOTATIONS 
 
3.4 PURCHASING 
 
3.5 TRAVEL 
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3.1 GENERAL INFORMATION 
 

Note:  For the sake of brevity, the Office of Financial Affairs will be referred to as the Business 
Office in this section. 

 
A. Accounting Procedures 

The Alabam a Com munity College  Sy stem Procedural  M anual is th e g uide fo r fiscal p olicies 
governing Athens State University. The Business Office maintains this manual. 
 

B. Tuition, Fees, Salaries, Etc. 
Course fees, tuition, and salary schedules must be approved by the State Board of Education.  For 
the refund policy, see the current Athens State University catalog. 
 

C. Student Activity Fee 
In addition to the activity fee assessed for al l students per credi t hour, the President is authorized 
to expend an amount from the general fund for gene ral activities of the ins titution.  The Business 
Office has information on the dollar amount which the President may expend. 

 
D. Petty Cash 
 Often it is n ecessary to  m ake sm all p urchases o n b ehalf o f th e in stitution when it would be 

inefficient to prepare a purchase order.  To meet this need, a petty cash fund has been established.  
Receipts m ust be provided to substantiate use of the cash.  Petty cash funds are only for the 
purpose of infrequent purchases, and must not exceed the current limits for petty cash purchases. 
Information on current petty cash purchase limits can be obtained from the Business Office.  Petty 
cash purchases must be approved by t he appropri ate Dean or Vi ce-President before 
reimbursement can be made.  Reim bursement fo r p urchases will o nly b e m ade fo r th e co st o f 
purchase less sales tax (At hens St ate Uni versity i s t ax exem pt and therefore cannot reimburse 
sales tax).   
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3.2 BUDGETS 

 
A. Submission of Budgets 
 The budget of Athens State University is submitted to the Chancellor of the Departm ent of 

Postsecondary Educat ion annual ly for recom mendation t o t he St ate Board of Education for 
approval. 

 
B. Budget Adjustments 
 The Chancellor is authorized to approve budget  adjustments during the year if they are judged to 

be necessary, providing that these budget adjustments at no time exceed estimated available funds 
to Athens State Uni versity. The Presi dent i s aut horized t o am end t he budget  wi thin a nam ed 
category; however, funds are not to be transfe rred from one category to another without written 
approval of the Chancellor. 

 
C. Personnel Adjustment in Budgets 
 On occasion, it becomes necessary for institutions under the Stat e Board of Education to m ake 

adjustments in personnel and budgets for such  personnel not to exceed appropriations and 
allocations to such institutions.  The President may permit salary adjustments for faculty and staff 
when such would be in keeping with increased responsibilities for those concerned. 

 
D. Financial Statements 
 Financial statem ents o f Ath ens State Un iversity are su bmitted to  th e Ch ancellor in  th e form 

prescribed by the Departm ent of Postsecondary Education.  These statem ents are subm itted 
annually. 

 
E. Method of Payment for Instructional Employees 
 The salary for three-, nine-, and twelve-month contracts as reflected in the salary schedule may be 

disbursed in equal monthly payments for convenience in bookkeeping.  Instructors, librarians, and 
counselors are not paid for hol idays or breaks bet ween semesters; therefore, should an employee 
terminate employment before such contract is fulfilled, a red uced last p ayment will b e computed 
on the daily rate: 

 
1. Daily rate for three-month contract (summer employment) -  
 The daily rate is calculated by dividing the three-month salary by the required working 

days (54). 
 
2. Daily rate for nine-month contract (academic term) - 
 The daily rate is calculated by dividing the nine-month salary by the required working 

days (175). 
 
3. Daily rate for twelve-month contract - 
 The daily rate is calculated by dividing the twelve-month salary by the required working 

days (229). 
 
F. Payroll Check 
  Checks may normally be pi cked up on t he last working day of the month at the Cashier’s Office 

counter during regular office hours.  Audit procedures require that if a person obtains a check for 
another person, t he one obt aining the check m ust produce a si gned statement from the person to 
whom the check is drawn, indicating to whom  the check should be given (e.g., “Until I rescind 
this action, _________ may pick up my check each month, signed and dated __________”).  In an 
emergency, a telephone call can be made to the Business Office directing that the check be given 
to someone other than the person t o whom the check is drawn.  In this case, the Business Office 
must be able to identify the payee before the check can be released.  At the employee’s option, a 
payroll check m ay be aut omatically deposited via computer at  a bank.  The Business Office has 
details on how to start this direct deposit procedure. 
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3.3 BIDS AND QUOTATIONS 

 
Expenditures for labor, service, the purchase or lease of  materials, equipment, supplies, or ot her personal 
property in excess of a set dollar amount must be m ade under cont ractual agreement entered into by free 
and open com petitive bidding on sealed bids to the lowe st responsible bidder.  Item s of like nature are 
classed together with the total purchase of the entire year not to exceed  a set dollar amount.  All purchases 
made in excess of the set dollar minimum and under a set  dollar maximum are to be report ed to the State 
Board of Educat ion quart erly wi th t he fol lowing i nformation i ncluded:  bid date, firms invited to bid, 
summary of bids received, nam e of  firm awarded contract with reas on for awarding contract.  Purchases 
estimated to exceed a set dollar maximum are to be subm itted and approved by the State Board of 
Education prior to the actual purchase.  The B usiness Office has i nformation on t he current  expenditure 
limits. 
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3.4 PURCHASING 

 
It is the policy of Athens State University not to discriminate in its p urchasing practices.  Th e University 
strives to obtain the best products at the lowest possible price.  To insure that minority owned businesses 
are given an equal opportunity, a copy of the “Small Minority Owned Business Directory” is maintained in 
the Athens State University Library. 

 
A. Purchase Requisition Procedure 

The institution is responsible for the payment of purchases made only through the approved 
purchase procedures.  The following procedures should be followed for the acquisition of all 
materials, supplies, equipment, repair, rent services, and other obligations of the institution: 

 
1. A standard requisition form must be used on al l purchase requests, with the exception of 

maintenance contracts, utilities, travel, and foundation monies. 
 

2. The form should originate from and be prepared by  the department wishing to make a 
purchase, listing the items request ed, gi ving ful l descri ption, cat alogue nam e, part  
number, size, weight, estimated cost, and other pertinent information. 
 

3. The vendor’s nam e, address, a nd t elephone num ber shoul d be t yped at the top of the 
request. 
 

4. The department making the request is responsible for verifying that unencumbered funds 
are available in the appropri ate budget  uni t.  If funds are not  avai lable, an approved 
budget change must be attached to the purchase request before submitting to the Business 
Office. 
 

5. Preparation of specification for items to be purchased though com petitive bids will be a 
joint responsibility between the Business Office and the requesting unit.   
 

6. After the purchase request  has been com pleted, approved, and si gned by the appropriate 
budget manager, Vice-President, dean, director and/or College Dean, the Business Office 
then veri fies funds and i ssues an offi cial purchase order on behalf of the University.  
Purchase Orders exceeding a set purchase orde r limit must be approved by the President 
of the University.  Purchases over another set limit must be approved by the State Board 
of Education. Information on current purchase order l imits can be obt ained from  t he 
Business Office. 
 

B. Purchase Orders 
 

1. A properly executed purchase o rder constitutes a co ntract which is b inding to  both the 
institution and the vendor.  All purchase or ders, adjustm ents, cancellations, and/or 
revisions to purchase orders must be in writing from the Business Office. 
 

2. All negotiations with the vendor pertaining to prices, term s, conditions, substitutes, and 
deliveries are to be handled though the Business Office. 
 

3. When a p urchase o rder h as b een assig ned b y th e Bu siness Office, co pies will b e 
distributed as follows: 
 

a. Original to vendor 
b. Encumbrance copy (pink copy) to the Accounting Department 
c. File copy (yellow copy) to the department where the purchase request 

originated. 
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d. Receiving copy (gold copy).  ( Note:  Upon receipt of m erchandise or 
service, the receiving report is to  be signed and returned to the 
Business Office.  The Business Offi ce shoul d be advi sed of al l 
refunds.) 

 
4. Purchases must not be made unless an offi cial purchase order i s i ssued fol lowing t he 

above procedures.  Confirmatory type purchase orders defeat the purpose of a budgetary 
accounting sy stem.  Em ergency purchases are di scouraged.  Each area should make 
every effort to plan ahead and anticipate need s.  Aut horization t o m ake em ergency 
purchases should be l imited to the Vice-President of Fi nancial Affai rs or the Business 
Manager, an d, in  lim ited cases, to  th e Presid ent in  o rder to  m aintain co ntrol of 
purchasing and the budget.  A legitim ate emergency should exist before deviating from 
standard procedure. 

 
C. Control and Inventory of State and School Owned Supplies and Equipment 

Neither suppl ies nor equi pment owned by  At hens St ate Uni versity and t he St ate B oard of 
Education shall be used for personal  gai n or other purposes by  an At hens St ate Uni versity 
employee or ot her individuals.  No i ndividual shall remove equipment from the campus without 
clearing such actions with the Vice-President of Financial Affairs. 

 
The Vice-President of Financial Affairs will m aintain an annual inventory of equipm ent.  Any 
person assigned the responsibility of a piece of Univ ersity equipment will be expected to deposit 
that equipm ent with the Vice-Pr esident of Financial Affairs p rior to  sev erance with  th e 
University. 

 
The State Board of Educat ion has adopt ed a pol icy which states that all fixed assets having a set 
minimum cost and havi ng a useful  life of one (1) y ear or longer must be capitalized and thus be 
inventoried.  Detailed procedures of this inventory system are avai lable from either the Business 
Office or Maintenance Department. 

 
D. Disposal of Real Estate Property (Land & Buildings) 

The Procedures M anual is av ailable in  th e President’s office or the Business Office for 
presentation of a property transaction resolution to the State Board of Education. 

 
E. Disposal of Tangible Property 

 
1. The President and Vice-Presid ent of Financial Affairs shall certify the description of the 

property and t he condi tion of such propert y, sh all g ive j ustification in writing for 
disposal, shall estimate the value of such pr operty, and shall keep such certification as 
part of the permanent record of the school. 
 

2. Notice of public sale shall be publicly advertised at least twice at two-week intervals, and 
the advertisement is to include the date, time, and place that sealed bids will be opened. 
 

3. Revenues from the sale of personal propertie s are to be recorded as non-revenue receipts 
and deposi ted i n t he fund from  whi ch t he ori ginal purchase was made, if such is 
attainable.  In the event the original purchase fund cannot  be determined, funds are to be 
deposited in the general (unrestricted) fund. 
 

F. Copiers/Office Machine Maintenance 
Service cont racts for cont inued m aintenance a nd repair of equi pment are negot iated by  t he 
Business Office.  It is important that departments notify the Accounts Payable Office to determine 
whether or not equipment is covered by a maintenance agreement.   



4/09 

 
G. Telephone Installations or Repairs 

A request  for a new telephone installation, change i n an exi sting t elephone, or equi pment 
problems must be coordinated through the Accounts Payable Office. 
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3.5 TRAVEL 

 
A. Transportation 

 
1. Athens St ate Uni versity has vehi cles avai lable i n t he m otor pool for official travel 

essential to  the operation of the institution.  Leasin g of automobiles is p rohibited.  Th e 
use of rental cars for out-of-state trips must be justified and approved prior to the travel.   
 
Drivers of al l owned, hi red, or borrowed vehi cles used i n t he every day operat ion of 
Athens State University on official school business approved by the President, but not in 
regularly scheduled t ransportation of st udents t o and from  school , m ust have a val id 
Alabama driver’s license. If a vehicle is reserved for this purpose, a copy of the 
license must be on file in the Business Office. 
 
The accident and arrest record of such drivers,  which is on file at the State Department of 
Public Safety, is subject t o revi ew and approval  by  t he Presi dent or desi gnee.  
Disapproval by the President of such driver experience records shall constitute adequate 
grounds for transfer to non-driving duty or dismissal. 
 

2. Scheduling of Vehicles 
Faculty and staff m embers may schedule the use of institutional vehicles for authorized 
and approved institutional business b y callin g th e Ex ecutive Assistan t to  th e Vice-
President of Financial Affairs.   
 
Under certain  circu mstances, h igher p riority in stitutional n eeds may cause use of a 
vehicle t o be del ayed or cancel ed.  Two worki ng days notice must be given to the 
Executive Assistan t to  th e Vice-Presid ent o f Fin ancial Affairs b efore one person may 
override vehicle reservations. 
 
At the time a trip is scheduled and again just before the vehicle is obtained, the Business 
Office will assist person making the request in determining whether other persons could 
share in transportation to a common destination. 
 
The person using the vehicle is responsible for the return of the vehicle in good condition 
(remove cups, newspapers, empty ashtrays, etc.) 
 

3. Credit Cards 
Credit cards for several gasoline companies are available at  the Business Office for use 
with an institutional vehicle.  Th e institution maintains a n umber of credit cards for use 
by faculty and staff on institutional business. Request for changes and/or additional cards 
should be m ade t o t he B usiness Offi ce. Lost  or stolen cards must be reported 
immediately to  th e Ex ecutive Assistan t to  th e Vice-Presid ent o f Fin ancial Affairs.  
Individuals are responsible for misuse of University owned credit cards.  Gasoline cards 
are to be used for purchase of gasoline for state owned vehicles only. 
 

 
 

B. Travel 
All travel procedures will adhere  to the Alabam a Department of  Postsecondary Education rules 
and regulations.  The Chancellor is authorized to prepare rules and regulations governing all travel 
for Athens State University.  These rules and regulations are i n keepi ng wi th t he rul es and 
regulations governing travel by  t he Al abama De partment of Post secondary Educat ion and i n 
keeping wi th t he general  i nstruction of t he St ate of Al abama M anual of Instruction, Fiscal 
Procedures of 1963 or revised. 
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1. In-State Travel 
The fol lowing rul es and regul ations govern i n-state t ravel.  The B usiness Offi ce can 
provide information on all set travel allowances. 

 
a. Per diem allowance for in-state travel is used in lieu of subsistence. 

 
(1) No travel al lowance shal l be pai d for a t rip of l ess t hat si x hours 

duration.  For t ravel whi ch does not  requi re an overni ght st ay, t he 
traveler shall be paid a m eal allowance for a trip  of from six to twelve 
hours duration; and an allowance for m ore t han 12 hours but  not  
overnight. 
 

(2) For travel requiring an overnight stay, the traveler shall be paid a per 
diem allowance for each full day or fraction thereof for the duration of 
the trip. 
 

b. Reimbursement at a set rate p er mile will b e made to  employees traveling by 
private car at state expense.  Such travel must exceed ten miles. 

 
c. Where, for traveler’s personal convenience or through the taking of leave, there 

is interruption of travel or devi ation from the direct route, the per di em in lieu 
of subsistence allowed will not exceed th at which would have been incurred on 
uninterrupted travel by the most economical, usually traveled route. 

 
d. Under n o circu mstances will p er d iem b e allo wed fo r an employee at the 

official station or base. 
 

e. For employees traveling in private au tomobiles, current  map mileage must be 
used where mileage is given on the road map.  Otherwise, check the odometer 
readings at the beginning and endi ng of t he trip.  If t ravel involves more than 
one city, i ndicate rout e t aken.  For exam ple, M ontgomery - Tuscal oosa - 
Birmingham.  Record all vicinity mileage as such and if it exceeds twenty miles 
on any day, indicate major points of travel covered. 

 
f. Where t he pay ment of cash i s necessary  for m iscellaneous expenditures on 

expense accounts, receipts where practicable  to obtain them will be required as 
follows: 

 
(1) Operating expenses of state-owned automobiles, such as gasol ine, oil, 

etc.  Receipts must be itemized less federal tax. 
 
(2) Repairs or expenses of state-owned autom obiles.  Receipts m ust be 

itemized. 
 
(3) Postage in excess of a set dollar limit. 
 
(4) Shipments, freight or express. 
 
(5) Stenographic or typewriting services in excess of a set dollar limit. 
 
(6) Tolls for tunnels and bridges. 
 
(7) Telegrams, cablegrams, facsimiles:  copy of message required in lieu of 

receipt. 
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(8) Telephone message, long distance, where t he am ount i nvolved i s i n 
excess of a set dollar limit except that where a pay station is used at an 
automatic station and is so stated in expense account; a receipt will be 
required. 

 
(9) Miscellaneous emergency expenditures. 
 
(10) Railroad and other transportation fares showing tax has been reduced. 
 
(11) R egistration fees. 

 
g. Receipts will not be required for m eals and lodgings; however, it would be wise 

to keep lodging receipts in your personal files; or if you desire, they may be 
attached to your travel claim. 
 

h. Tips will not be reimbursed unless unusual in nature and explained. 
 

i. Receipts will not be required when the di sclosure of the identity of the traveler 
would be detrimental to the state’s interest. 
 

j. Storing  privately owned vehicles i s a rei mbursable i tem of expense when t he 
traveler is on official business for the state.  Receipts, when practicable to 
obtain, are required. 
 

Travel expense statem ents should be s ubmitted promptly for budgetary reasons.  
Employees traveling on st ate-funded program s m ust properl y report  and subm it 
statements on or before September 30.  Employees traveling on federal-funded programs 
must properly report and subm it st atements on or before t he end of t he part icular 
program’s fiscal year. 

 
2. Out-of-State Travel 

Out-of-state travel must be approved by the President prior to the date of the 
travel.  Additionally, out-of-state travel must be reported to the Chancellor’s office 
prior to travel being taken.  Travel Forms are available on the campus drive or in the 
Business Office.  Reimbursement for out-of-state travel will be governed by the rules and 
regulations est ablished by  t he St ate B oard of Educat ion as follows (information on 
current travel and meal expense limits can be obtained from the Business Office): 

 
Institutional travel outside the State o f Alabama is reim bursed d ifferently than in-state 
travel.  Actual costs for commercial transportation and hotel accom modations are 
reimbursed in total and receipts should be a ttached.  Lodging costs are reimbursed at the 
single rate only and reimbursement for internet access is not  allo wed u nless it is 
established that there is a va lid need for internet access as part of carrying out norm al 
business functions.  Addi tionally, rent al cars are not  ordi narily a val id t ransportation 
cost unless it can be est ablished that there is a busi ness purpose for havi ng a rent al car 
and t hat t he cost  of t he rent al car i s reasonabl e and consi stent wi th t he cost  of other 
modes of transportation.  Both rental car  and internet access reim bursement claim s 
should be accom panied by written justificati on from the appropriate Dean, supervisor 
and/or Vice-President.  Meals are reim bursed i n one of t wo way s.  Actual costs for 
meals m ay be reim bursed if the total of  daily m eals exceeds the current set limit; 
however, the traveler m ust provi de an i temized receipt that indicates what was 
purchased, date, name, and location of the restaurant, and the number of persons served.  
Meals are to  b e n ecessary an d reaso nable fo r th e lo cation an d in dividuals will not be 
reimbursed for alcoholic beverages.  The traveler may submit meal expenses of up to the 
current set limit per day without receipts using the current per m eal daily per diem  rate.  
If meals are provided to the em ployee, the cu rrent per di em allowance is reduced by  a 
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set amount for each m eal provided.  Breakfast will only be allowed if travel begins at 
6:00 a.m. or before, and a dinner meal will be allowed only if the traveler returns to base 
after 6:00 p.m.  Travelers must determine which method of reimbursement for meals that 
they are going to use, actual or per diem.  Usi ng both per di em and act ual on t he same 
travel form is not allowed.  The current sta ndard mileage rate applies to any travel from 
base to your out-of-state destination or to an airport.  Receipt s are required on out-of-
state travel for the following: 

 
- Motel/hotel lodging 
- Registration fees 
- Meals that exceed the current set limit per day 
- Operating expenses, such as gasoline or emergency repairs 
- Copy services, etc. 
- Parking fees, Taxi fees and miscellaneous expenses 

 
The State of Alabam a Departm ent of Fina nce Fiscal Policy and Procedures Manual 
states that out-of-state travel can be authorized by the President of the institution.  All 
out-of-state travel must be reported to  the Chancellor p rior to the actual t ravel.  Upon 
receiving approval from the President for out-of-state travel, a copy of the approval form 
should be retained by the traveler and submitted with their travel reim bursement form 
upon completion of the travel.  The ori ginal approved copy  should be forwarded t o the 
Executive Assistant to the Vice President of Financial Affairs who will submit a form to 
the Department of Post secondary Educat ion for t he Chancellor to approve prior to the 
actual travel taking place.  Upon completion of the travel, reim bursement requests 
should be completed and t he proper approva ls shoul d be obt ained i n order t o get  
reimbursed.  Pl ease rem ember t o at tach a copy  of your out-of-state approval to your 
reimbursement packet to ensure prompt reimbursement.  The fol lowing summarizes the 
required steps necessary for out-of-state travel:   
 

Step 1 – Obtain approval for out-of-state travel by the President 
Step 2 – Forward ori ginal copy  of approved out -of-state t ravel form  t o t he   

Executive Assistant to the VP of Financial Affairs 
Step 3 – Attach copy of approval form to claim for reimbursement 
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PART FOUR 

BENEFITS 

 
4.1 INSURANCE BENEFITS 
  A.  Hospitalization - Medical Insurance 

 B.  Life Insurance 
 C.  Disability Insurance Not Available 
 D.  Professional Liability Insurance Not Available 
 E.  Theft Insurance 
 F.  State Unemployment Insurance 
 G.  Vehicle Liability Insurance 
 H.  Payment for Absences due to Work-Related Injuries 
 

4.2 LEAVE BENEFITS 
 A.  General Absence Policy  
 B.  Sick and/or Annual Leave 
 C.  Maternity Leave 
 D.  Transfer of Sick Leave 
 E.  Military Leave 
 F.  Personal Leave 
 G.  Leave Without Pay 
 H.  Sick Leave Bank 
 I.  Court Attendance 
 J.  Professional Leave 
 K.  Family and Medical Leave Act 
 L.  Professional Leave 
 M.  Compensation Time Policy 

 
4.3 OTHER BENEFITS 

 A.  Retirement System 
 B.  Tax Sheltered Annuities 
 C.  Facility Benefits 
 D.  Tuition Waiver 
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4.1  INSURANCE BENEFITS 

 
(Note:  In the following sections, “SBP” stands for State Board Policy.  Current State Board Policies 
and Policy Guidelines can be found under the State Board of Education link at the Alabama 
Community College System website, www.accs.cc .) 
  
A. Hospitalization-Medical Insurance 
 Hospitalization and medical insurance is av ailable for all eligible employees (20 hours per week 

or more) not to exceed coverage amounts specified by the State Bo ard of Education.  The State 
allocation for each eligible em ployee is a set dolla r value per m onth.  To be eligible for a full 
allocation, a teacher must be full-time and a support worker must be employed at least twenty (20) 
hours per week (excluding bus drivers who are fu ll-time by law).  Part-tim e employees will be 
entitled to a prorata allocation, the details of which can be obtained from the Business Office.  

 
 This coverage may be transferred to any el ementary, secondary, or other institution under the 

control of the State Board of Education or ot her state two-year col lege, provided the request  i s 
made in writing.  Funds m ay not be transferred to any other agency if one spouse i s covered by  
the State Public Educat ion Employee Heal th Insurance Program  and t he other i s covered by  an 
independent i nsurance com pany.  Dependent  cove rage is also allowed by the State Board of 
Education. 

 
 Optional coverages are avai lable and are provided by  st ate al located funds.  Each el igible 

employee m ay sel ect one or m ore opt ional c overage(s) provi ded by  t he Publ ic Educat ion 
Employee’s Health Insurance Boar d.  The following four opt ional plans are avai lable:  Hospi tal 
Indemnity, C ancer, Dent al, and Vi sion.  If t he st ate al location is not being used for health 
insurance, the four optional coverages may be obtained at no cost to the employee. 

 
 Supplemental coverage i s avai lable through the PEEHIP program .  If the state allocation is not 

being used for health insurance coverage or for the optional coverages, it may be used to fund the 
supplemental coverage. 

 
B. Life Insurance 
 All faculty who participate in  the State Teachers’ Retirem ent System have a retirem ent death 

benefit equal to one year’s salary, contributions and interest in their retirement account, as well as 
a death benefit through that affiliation.  The Busi ness Office has information on the details of this 
coverage.  Inform ation booklets on the Teacher Retirem ent System are available online at 
www.rsa-al.gov.   

 
C. Disability Insurance Not Available 
 Because Athens State University is a state agency, workm an’s com pensation is not directly 

available.  Several professional organizations may also provide disability insurance.  The Business 
Office has more information on these options. 

 
D. Professional Liability Insurance Not Available 
 Professional Liability insurance is not currently available through state funds.  However, m any 

professional associations do provide this kind of coverage. 
 
E. Theft Insurance 
 The Alabama State Insurance Fund i ncludes a po licy for burgl ary insurance for the property of 

state two-year col leges.  Thi s pol icy provides coverage for propert y of Athens State University 
excluding automobiles, buses, and ot her type of vehicles.  The pol icy provides a set  deduct ible 
clause, the details of which can be obtained from the Business Office. 
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F. State Unemployment Insurance 
 Athens State University belongs t o t he St ate Unemployment Insurance C ompensation Program.  

The Alabama State Employment Office has more information concerning this program. 
 
G. Vehicle Liability Insurance 
 Athens State University will purchase liability protection with provisions that cover not only the 

named insured but also the agents, employees, and ot hers usi ng t he m otor vehi cle wi th t he 
permission of t he named insured.  The pol icy shall provide for payment of premiums by insurer 
on bonds to release attachments and on appeal bonds where necessa ry. Provisions are m ade for 
direct suit against the insuran ce com pany for dam ages sustaine d.  The prem iums for sai d 
insurance are t o be pai d by  Athens State Un iversity in  o ne p ayment as authorized by the State 
Board o f Ed ucation.  Th e in surance will p rovide set co verage lim its o n v ehicles o wned b y th e 
University for:  bodily injury to each person, bodily injury for each occurrence, property damage, 
medical paym ents to each person, and uninsured  m otorist coverage.  The Business Office can 
provide information on coverage limits. 

 
H. Payment For Absences Due to Work-Related Injuries 
 The salary of an employee may be continued during absences if satisfactory evidence is presented 

which d emonstrates th at th e ab sence is d ue to  o r arisin g fro m a j ob-related in jury.  Salary 
continuation for an em ployee for absences due t o a job-rel ated i njury m ay be made only for 
temporary d isabilities wh ere th ere is a reaso nable ex pectation o f th e em ployee’s retu rning to  
work; salary continuation shall in no event exceed 90 working days.  (SBP:  610.02) 
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4.2 LEAVE BENEFITS 

 
A. General Absence Policy 
 An employee who i s absent from work for any  reason i s expected to report his or her absence to 

his or her administrator or College Dean as soon as possible. 
 
B. Sick And/Or Annual Leave 
 All full-tim e adm inistrative, faculty, and suppor t personnel will earn one day of sick leave per 

month of em ployment and m ay accumulate a set maximum of sick leave days.  Faculty do not 
accumulate annual leave. Information concerning the maximum limit of sick leave and conversion 
of accumulated sick leave to cr edible m onths of service for Teachers’ Retirem ents system  
members is available in the Business Office.  (SBP:  610.01) 

 
C. Maternity Leave 
 A full-time employee of the University will be granted up to a maximum of one year of maternity 

leave without pay.  Persons on m aternity leav e without pay resulting from  pregnancy m ay use 
earned sick leave upon request.  A person who resi gns instead of t aking maternity leave cannot 
use accumulated sick leave.  Persons taking m aternity leave to stay hom e with adopted children 
will not be paid for earned sick  leave.  Leav e earn ings will co ntinue fo r the period covered by 
maternity leave payments.  The tenure status of persons on maternity leave will not be affected. 

 
 The one y ear maximum designation in the State Board of Education policy on maternity leave is 

intended to apply exclusively to unpaid maternity leave.  Therefore, any  paid leave taken by an 
employee for m aternity purposes will not reduce the m aximum am ount of one year of unpaid 
maternity leave which the employee may also take. 

 
 A fu ll-time University employee is en titled to  “step” increases based on the number of years of 

full-time serv ice wh ich the respective em ployee com pletes.  Th ese step increases m ust be 
approved by the State Board of Education.  In order for an em ployee to earn a year of service for 
step placem ent purposes, the employee must complete at least nine m onths (or the equivalent 
thereof) of full-tim e employment during a given academic year (Septem ber 1 - August 31).  All 
paid workday s and pai d l eave day s shoul d c ount t oward t he requi red ni ne-month minimum.  
However, time spent on unpaid maternity leave should not be counted in computing the amount 
of time worked during a given academic year.  (SBP:  611.01) 

 
D. Transfer of Sick Leave 
 Employees o f an  Alab ama in stitution m ay tran sfer earn ed sick  leav e fro m th at in stitution to  

Athens State University when their employment status changes.  Appropriate request forms and a 
statement of procedures are available in the Business Office.  (SBP:  610.01) 

 
E. Military Leave 
 All employees of Athens State University who are act ive members of a reserve com ponent of the 

United States are en titled military leave of absence pursuant to the terms of the Code of Alabama 
(1975) on days that they shall be engaged i n field or coastal defense or ot her training or on ot her 
services ordered under t he provi sions of t his chart er, or of t he Nat ional Defense Act , or of the 
federal l aws governi ng t he Uni ted St ates R eserve, wi thout l oss of pay , t ime, effi ciency rat ing, 
annual vacation, or sick leave.  Maxim um military leave granted with pay in any calendar year 
shall be twenty-one (21) working days.  (SBP:  610.01) 

 
F. Personal Leave 
 Full-time faculty em ployees are au thorized fi ve personal  l eave days during a state fiscal year.  

Personal leave days should be requested prior to their occurrence, but do not require justification. 
Personal leave days are not cumulative. 

 Unused personal leave will be converted to sick leave at the end of the year.  (SBP:  610.01) 
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G. Leave Without Pay 
 Employees of t he Uni versity m ay need t o t ake l eave ot her t han t hose descri bed herei n.  Upon 

approval of their immediate supervisor, the President, and the Chancellor, leave time without pay 
may b e g ranted.  A su m eq uivalent to  o ne d ay’s co mputed salary will be deducted from the 
employee’s monthly salary for each day of leave without pay.  (SBP:  611.01) 

 
H. Sick Leave Bank 
 The State Board of Education has authorized th e form ation of a sick leave bank for full-tim e 

employees.  The purpose of t he bank i s to provide a l oan of day s for i ts participating members 
after their accum ulated sick, annual (staff only), a nd personal leave days have been exhausted.  
(SBP:  610.01). 

  
 A com prehensive descri ption of det ails of t he Sick Leave Bank is available in the Office of 

Human Resources.     
 
I. Court Attendance 
 Full-time employees who are required to attend court in the capacity of jurors or wi tnesses under 

subpoena will be granted special leave with pay to attend such court.  (SBP:  610.01) 
 
J. Professional Development Leave 
 According to State Board Policy 612.01, ful l-time personnel shall be grant ed professional and/or 

vocational leave with pay for up to ten (10) day s per y ear provi ded, i n t he opi nion of t he 
President, that the professional and/or vocational development activity will significantly enhance 
the employee’s direct contributions to the institution and that it is consistent with the goals of the 
employee’s professional and/or vocational development plan.  The ful l-time employee must have 
a written statement accompanying each request and m ust provide a written report to the President 
upon completion of the activity.  (SBP:  612.01) 
 

K. Family and Medical Leave Act 
Purpose: 
 
 The Family and Medical Leave Act (FMLA) of 1993 was passed by  Congress to balance 

demands of the work place with needs of fam ilies, prom ote stability and econom ic 
security of families, an d p romote n ational in terests in  p reserving fam ily in tegrity; 
minimize the potential for employment discrimination on the basis of gender by ensuring 
generally that leave is available for eligible medical reasons (including maternity-related 
disability) and for compelling family reasons; and promote the goal of equal employment 
opportunity for women and men. 

 
 FMLA requires covered em ployers to provide up t o twelve (12) weeks of unpai d, job-

protected leave per year to eligible employees due to the birth or adoption of a chi ld, the 
employee’s own serious health condition, or because the employee is needed to care for a 
parent, child, or spouse with a serious hea lth condition.  Health benefits m ust be 
maintained during the leave at the same level of employer and employee contribution as 
prior to the leave.   

 
 Details of eligibility, definitions, leave entitlement, and other information is av ailable in 

the Office of Human Resources. (State Board Policy 611.01). 
 
L. Professional Leave 

Professional leave with pay may be grant ed t o any  ful l-time em ployee when federal  or ot her 
noninstitutional funds are available for such purposes.  A person granted a leave with pay m ust 
return to the institution for a m inimum period of two (2) years or repay the monies received while 
on leave.  Th e tenure status o f persons on professional leave will not be affected.  Professional 
leave will be granted only on written request from the President and approval by the Chancellor.  
(SBP:  610.01) 
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M. Compensation Time Policy – Nonexempt Employees 
 
Nonexempt employees (Salary Schedules E & H) may occasionally have a need to work beyond 
the normal work hours .  All such instances must be pre-approved by the Supervisor (Department 
Head/Dean/Vice President, etc.).   
Any approved compensation time worked will accrue at the rate of one and one-half (1 ½) tim es 
the rate of actual extra time worked for the workweek. 
All pre-approved com pensation t ime earned shal l be used within 30 day s from the date earned.  
Exceptions must be approved by the President. 
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4.3 OTHER BENEFITS 

 
A. Retirement System 
 All employees (20 hours or m ore per week) are members of the Teachers’  Retirement System of 

Alabama.  Payroll deductions for retirem ent will be m ade according to percentage required by 
law.  It is mandatory that eligible employees participate in the program with a p ercentage of the 
monthly gross salary being deducted and deposi ted into the State Retirement fund.  Em ployees 
severing rel ations wi th t he Uni versity pri or t o ret irement shoul d cont act t he Offi ce of Human 
Resources concerning the indivi dual’s equity in the State Retirement Fund.  Additional 
information and speci fic det ails are al so avai lable from  Hum an R esources personnel .  (SBP:  
606.06) 

 
B. Tax Sheltered Annuities 
 Companies wi th whom  personnel  em ployed by  At hens St ate University own tax-sheltered 

annuities are to be approved upon the request of the employee.  Personnel who have tax-sheltered 
annuities may upon request, transfer their annuities fro m one institution to another.  All insurance 
companies dom iciled in the State of Alabam a a nd all com panies represented in the State of 
Alabama may be approved by the President with the approval of the Chancellor.  There must be at 
least ten individuals contracted with an individual company in order to initiate a payroll deduction 
plan. 

 
C. Facility Benefits 

1. Athens State University personnel may join the North Alabama Educators Credit Union. 
 
2. Faculty and st aff m embers al ong wi th m embers of t heir househol ds have borrowi ng 

privileges at the University library. 
 

D. Tuition Waiver 
1. General 
 The tuition waiver program is designed for al l full-time employees (and employees who 

work 35+ hours per week) of The Al abama C ommunity C ollege Sy stem and t heir 
dependents as defined under subsection 2 below. 

  
An ap plication fo rm fo r th e tu ition assistan ce program  is available in the Office of 
Human Resources and shoul d be com pleted prior to registration for cl asses.  A copy  of 
the completed form must be maintained by the Business Office.  

 
2. Definitions 
 Em ployee:  Any full-time employee of Athens State Un iversity.  Th is program will n ot 

include temporary or part-time employees, or persons serving as independent contractors 
to an y o f th e p ublic two -year co lleges o r to  th e DPE.  By th e term s o f th is program, 
employees of the DPE are elig ible to  p articipate in  th e Em ployee Tu ition W aiver 
Program.   

 
 Dependent :  The spouse of any  ful l-time em ployee and unmarried, natural or adopted 

children, o r step children o f an y fu ll-time em ployee, residing in the em ployee’s 
household. 

 Additional inform ation regarding Definiti ons, Eligibility, Lim itations, Conditions, and 
Auditing is available in the Office of Human Resources.  (SBP:  612.02) 
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PART FIVE 

POLICIES 

 
5.1 FEDERAL AND STATE POLICIES/PROCEDURES 

 A.  Equal Opportunity Employment 
  B.  Title IX Policy 
  C.  Title IX Grievance Procedures 
  D.  Sexual Harassment Policy 
  E.  Hearing Procedures for Postsecondary Employees 
  F.  Athens State University Grievance Procedure 
 G.  Instructional Policy Regarding Americans With Disabilities 

Act (ADA) 
 
5.2 ATHENS STATE UNIVERSITY PERSONNEL 

POLICIES/REGULATIONS 
  A.  Drug Abuse Prevention Program 
  B.  Sick Leave Bank Policy 
  C.  Hiring Process for Full-time Positions 
  D.  Conflict of Interest 
  E.  Ethics Policy 
  F.  Criminal Background Checks 
  G.  Evaluation of Personnel 
  H.  Personnel Record Information 
  I.  Abandonment of Position 
  J.  Resignations 
  K.  Employee Conduct Code 
  L.  Employment of Relatives 

 
5.3 ATHENS STATE UNIVERSITY GENERAL 

POLICIES/PROCEDURES 
 A.  Calendars, Duty Days and Holidays 

  B.  Meetings 
  C.  Scheduled Use of University Facilities 
  D.  Smoking Policy 
  E.  Safety and Security Policies 
  F.  Computer Technology Acceptance Use Policy 
  G.  Communications and Publications Policy  
  H.  Tornado/Emergency Policy & Procedures 
  I.  Crisis Communication Plan 
  J.  Website Guidelines 
  K.  Request to Submit Grant Proposal 
 
5.4 PROMOTION 
  A.  Faculty 
  B.  Staff 
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5.1  FEDERAL AND STATE POLICIES/PROCEDURES 

 
A. Equal Opportunity Employment 
 

Athens State University is an equal opportunity employer.  It is the official policy of the Alabama 
Department of Postsecondary Education, including postsecondary institutions under the control of 
the State Board of Education, that no person sha ll, on the grounds of race, color, national origin, 
religion, age, disability, marital status, or gender, be excluded from participation in, be denied the 
benefits of, or be subjected to discrimination under any program, activity, or employment.   
  

B. Title IX Policy 
 
Athens State University has adopted the following statement relative to Title IX: 

 
It is th e p olicy o f Ath ens State Un iversity to  b e in  co mpliance with  Title IX of the 
Education Amendments of 1972 which provides that no person shall, on the basis of sex, 
be excl uded from  part icipation i n, be deni ed t he benefi ts of, or be subject ed t o 
discrimination under any educational program or activity. 

 
An institutional Title IX Coordinator will be appointed by the President of Athens State 
University. 
 

C. Title IX Grievance Procedure 
The procedure set forth below is intended to pr ogram or function sections within each service 
division of the State Department of Education as well as in stitutions and service agencies under 
control of the State Board of Education.  For t his procedure t o apply t o col leges and t echnical 
institutions, the President or di rector must be thought of as the Section Coordinator and the 
Chancellor shall act in the stead of the State Superintendent of Education. 

 
Steps to be Followed in Processing Title IX Griev ance Pro cedures fo r State Dep artment o f 
Education: 

 
Step 1 -  The ori ginal and t wo copi es of Gri evance Form  A m ust be fi led with 

complainant’s Sect ion C oordinator wi thin 30 cal endar day s following date of 
alleged violation(s) of the Title IX Regulation.  The alleged violation(s) must be 
clearly and specifically stat ed (complainant is advised to keep a copy  of al l 
forms used in Steps 1-8 for his or her files). 

 
Step 2 - Complainant’s Section Coordinator will im mediately notify the School Dean 

and the Title IX Coordinator of receipt of the Grievance Form  A.  The Section 
Coordinator will have 30 calendar days fo llowing date of receipt of Grievance 
Form A t o i nvestigate and st udy com plainant’s al legations,  hol d a form al 
hearing, and make a written report of findings to complainant.  Form A must be 
used for the report.  Co pies o f Fo rm A m ust b e p rovided to  th e Title IX 
Coordinator and t he School  Dean.  C omplainant’s copy must be m ailed to his 
home address by certified mail, return receipt requested. 

 
Step 3 - Complainant m ust, within 15 cal endar days following receipt of Section 

Coordinator’s report, file with the Section Coordinator and Title IX Coordinator 
a written notice of acceptance or appeal of the report.  If a notice of appeal is 
filed, appeal Form B  m ust be used.  Com plainant m ust state clearly and 
specifically on Form B the objectives t o t he fi ndings and/ or deci sions of t he 
Section Co ordinator.  Co pies o f Fo rm B m ust b e p rovided th e Title IX 
Coordinator and the appropriate Division Director.  If t he complainant fai ls to 
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file notice of appeal by 5:00 p.m . on the 15th calendar day following receipt of 
Section Coordinator’s report, the right to further appeal will be forfeited. 

 
Step 4 - The School Director will have 30 cal endar days following date of receipt of 

complainant’s n otice o f appeal to investigate and study com plainant’s 
allegation, the report of the Section Coordinator, and make a written  report of 
findings to complainant.  Form B must be used for the report.  Copies of Form B 
must be provided the Title IX Coordinator and the Chancellor.  A copy must be 
mailed to the com plainant’s hom e address by certified m ail, return receipt 
requested. 

 
Step 5 - Complainant must, within 14 calendar days following receipt of Chair 

Director’s report, file with th e Ch air Directo r an d Title IX Co ordinator, a 
written notice of acceptance or appeal of the report.  If a notice of appeal is 
filed, appeal Form C  m ust be used.  Com plainant m ust state clearly and 
specifically on Form  C  t he object ions t o t he findings and/or decisions of the 
Chair Director.  Copies of Form C must be provided the Title IX Co ordinator 
and the Chancellor.  If complainant fails to file notice of appeal by 5:00 p.m. on 
the 15th calendar day following receipt of Chair Director’s report, the right to 
further appeal will be forfeited. 

 
Step 6 -  The Chancellor will have 30 calenda r days following the date of receipt of 

complainant’s n otice o f appeal to investigate and study com plainant’s 
allegations and the report of the Chair Director and make a written report of the 
findings to complainant.  Form C must be used for the report.  Copies of Form C 
must be provided to the Title IX Co ordinator and Chancellor.  A co py must be 
mailed to the com plainant’s hom e address by certified m ail, return receipt 
requested. 

 
Step 7 - Complainant must, within 15 calendar days following receipt of report, file with 

the Chancellor and Title IX Coordinator a written notice of acceptance or appeal 
of the report.  If a not ice of appeal  i s fi led, appeal  Form  D m ust be used.  
Complainant must state clearly and speci fically on Form D the objections to the 
findings and/ or deci sions of t he C hancellor.  C opies of Form  D m ust be 
provided the Title IX Co ordinator and the Chancellor.  If complainant fails to 
file notice of appeal by 5:00 p.m . on the 15th calendar day following receipt of 
the Chancellor’s report, the right to further appeal will be forfeited. 

 
Step 8 - The Chancellor will have 30 cale ndar days following date of receipt of 

complainant’s n otice o f appeal to investigate and study com plainant’s 
allegations and report  of t he C hancellor, hol d a form al hearing, and make 
written report of findings to complainant.  Fo rm D must be used for the report.  
Copies of Form D must be provided the Title IX Co ordinator.  A co py must be 
mailed to the com plainant’s hom e address by certified m ail, return receipt 
requested. 

 
Note: Complainant has the right to further appeal to the proper court; to the Office for 

Civil Rights of the United States Department of Health, Education, and Welfare; 
or the State Personnel Board i n appropri ate cases.  Al l part ies shal l have t he 
right to legal counsel and t o produce wi tnesses in their own behalf.  If the last 
day for fi ling not ice of appeal  fal ls on ei ther Sat urday, Sunday , or a legal 
holiday, a complainant will have until 5:00 p.m. the first working day following 
the 15th calendar day period to file. 
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D. Sexual Harassment Policy (State Board Policy 601.04, effective 10-25-07) 
1. The State Bo ard o f Ed ucation is co mmitted to  providing both employment and 

educational environments free of harassm ent or discrimination related to an individual’s 
race, color, gender, religion, national origin, age, disability, or any other protected class.  
Such harassm ent i s a vi olation of St ate B oard of Educat ion pol icy.  Any  pract ice or 
behavior that constitutes harassment or d iscrimination sh all n ot b e to lerated o n an y 
campus or site, or in any division, or depart ment by  any  em ployee, st udent, agent , or 
nonemployee on any institution’s property a nd while engaged in any institutionally 
sponsored activities. 

 
It is within this commitment of providing a harassment-free environment and in keeping 
with the efforts to establish an em ployment and educat ional envi ronment i n which t he 
dignity and wort h of m embers of t he com munity are respected, that harassm ent of 
students and em ployees is unacceptable conduct a nd shall not be tolerated at any of the 
institutions that comprise The Alabama Community College System. 

 
A nondiscriminatory environment is essential to the mission of The Alabama Community 
College Sy stem.  An abusi ve envi ronment i nhibits, i f not  prevent s, the harassed 
individual from performing responsibilities as student or em ployee and creates a hostile 
work environment.  It is essen tial that institutions maintain an environment that affords 
equal protection against discrimination, including sexual harassment.  The institutions of 
The Alabama Community College System shall take all the necessary steps to ensure that 
harassment, in any form, does not  occur. Em ployees and st udents who are found i n 
violation of this policy shall be di sciplined as deem ed appropriate by  the investigating 
authority as to the severity of the offense with final approval from the President. 

 
Employees and students of The Al abama C ommunity C ollege Sy stem shal l st rive t o 
promote an envi ronment t hat fost ers personal  i ntegrity where t he worth and di gnity of 
each hum an being is realized, where dem ocratic principles are prom oted, and where 
efforts are made to assist colleagues and students to realize their full potential as worthy 
and effective m embers of society.  Administrators, professi onal st aff, facul ty, and 
support st aff shal l adhere t o t he hi ghest et hical st andards t o ensure professionally 
functioning institutions and to guarantee equal educational opportunities for all students. 

 
For these purposes, the term “harassment” includes, but is not necessarily limited to: 

 
Slurs, jokes, or other verbal, graphic, or physical conduct relating to an individual’s race, 
color, gender, relig ion, n ational o rigin, ag e, d isability, o r an y o ther p rotected class.  
Harassment also includes unwelcom e sexual advances, request for sexual  favors, and 
other verbal, graphic, or physical contact if perceived as such by the recipient. 
 
Any contact solicited during non-traditiona l business hours m ay be perceived as 
harassment by recipient unless it is specifically associated with work related duties. 
 

2. Harassment of employees or students by nonemployees is a violation of this policy.  Any 
employee or st udent who becom es aware of  an y su ch h arassment sh all report the 
incident(s) to the appropriate in stitution o fficial. Failu re to  act, wh ich in cludes in itial 
investigation, shall be deemed in direct violation of this policy. 
 

3. Sexual harassment is a form  of sex discrim ination which is illegal under Title VII of the 
Civil Rights Act of 1964 for em ployees and under Title IX of the Education 
Amendments of 1972 for students.  Sexual harassment does not refer to occasional 
compliments; it refers to  behavior of a sex ual nature which interferes with the work or 
education of its victims and their co-workers or fellow students.  Sexual harassment may 
involve the behavior of a person of ei ther sex against a person of t he opposite sex or the 
same sex, and occurs when su ch b ehavior co nstitutes u nwelcome sex ual ad vances, 
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unwelcome requests for sexual favors, or other unwelcome verbal or physical conduct of 
a sexual nature, when perceived by the recipient that: 

 
a. Submission to such conduct is m ade eith er explicitly or im plicitly a term  or 

condition of an individual’s employment or educational opportunities; 
 

b. Submission to or rejection of such conduct  is used as t he basis for employment 
or academic decisions affecting that individual; 
 

c. Such conduct  has t he purpose or effect  of unreasonably interfering with an 
individual’s work or academ ic performance, or creates an intim idating, hostile, 
or offensive work or educational environment. 
 

Any i ncident of harassm ent shal l be report ed t o t he gri evance offi cer as promptly as 
possible after the harassment occurs. 

 
4. The employees of th e in stitutions with in Th e Alab ama Co mmunity Co llege System  

determine the ethical and m oral tone for these institutions through both their personal 
conduct and their job perform ance.  Therefore,  each employee must be dedicated to the 
ideals of honor and i ntegrity i n al l publ ic and personal  rel ationships.  R elationships 
between institution personnel of different ranks, including that of instructors and 
students, which involve partiality, preferentia l treatment, or the im proper use of position 
shall be avoi ded.  Furt her, such relationships m ay have t he effect  of underm ining t he 
atmosphere of trust on which the educat ional process depends.  Im plicit i n the idea of 
professionalism i s t he recogni tion by  t hose i n posi tions of authority that in their 
relationships wi th st udents or em ployees t here i s al ways an element of power.  It is 
incumbent on those with authority not to abuse the power with which they are entrusted. 
 
All personnel shall be aware that any romantic relationship (consensual or otherwise) or 
any otherwise inappropriate involvement with another employee or student makes them 
liable for formal action against them if a co mplaint is initiated by the aggrieved party in 
the relationship.  Even when bot h part ies have consent ed to the development of such a 
relationship, it is th e su pervisor in  a su pervisor-employee relatio nship, th e facu lty 
member in a faculty-student relationship, or t he em ployee i n an em ployee-student 
relationship who shall be held accountable for unprofessional behavior. 
 

5. This policy encourages faculty, students, and employees who believe that they have been 
the victims of harassment to contact the grievance officer or other appropriate official at 
the institution wh ere th e alleg ed in cident o ccurred.  An y rep risals sh all b e rep orted 
immediately to the grievance officer or other appropriate official. 
 

6. This pol icy shal l be di stributed, com municated and implemented in a manner which 
provides all interested parties the opportunity to be i nformed of t his policy.  A sy stem-
wide educational program sh all b e u tilized to  assist all m embers o f th e co llege 
community to understand, prevent and combat harassment. 
 

7. A harassment educat ional program may consist of sem inars, workshops, vi deos, and/or 
printed materials. The educational elements of this policy seek to achieve the following 
goals through dissemination of t his pol icy and provi ding a t raining program  by : (1) 
ensuring that all adm inistrators, faculty, stude nts, and all em ployees are made aware of 
their rights concerning sexual harassment; (2) not ifying i ndividuals of conduct  t hat i s 
prohibited; (3) i nforming administrators and supervisors about the proper procedures i n 
addressing com plaints. Thi s program  m ust be adm inistered annual ly and approved by 
Department of Postsecondary Education. 
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8. The Chancellor will issue guidelines to ensure the adherence to, implementation of, and 
enforcement of this policy. 

 
E.   Hearing Procedures for Postsecondary Employees - Probationary and Non-Probationary 

Employees (State Board Policy 619.01, issued 12-8-94) 
 

1. Definitions 
a. Institution:  A community, junior, or t echnical college or ot her postsecondary 

education institution under the control of the Alabama State Board of Education. 
 

b. Employees:  Al l persons em ployed on a ful l-time basis by the president of an 
institution an d wh ose salary is d erived fro m salary sch edule D or E as 
established and adopted by the Alabama State Board of Educat ion.  The t erm 
“employees” also  includes persons employed by the president of an institution 
on a ful l-time basi s who are adul t bus dri vers and furt her i ncludes other full-
time employees whose duties require twen ty (20) or more hours in each norm al 
working week of the school term, institution holidays excepted.  Substitute 
teachers and substitute workers are excluded from the term “employees.” 
 

c. President:  Presid ent sh all m ean th e ad ministrative h ead o f an  in stitution, 
irrespective of the title actually held. 
 

d. Service:  Service of any notice required hereunder shal l be deem ed completed 
on the date of receipt. 
 

e. Time:  In com puting any period of time prescribed under these regulations, the 
day of the act or event from which the designated period of t ime begins to run 
shall not be included.  The l ast day of t he period computed shal l be i ncluded, 
unless it is a Saturday, Sunday, legal holiday (recognized by the institution) or 
institutional holiday, in which event the period shall run until the end of the next 
day which is not a Saturday, Sunday, legal holiday, or institutional holiday. 
 

2. Voluntary Relinquishment of Tenure 
a. Resignation:  Upon resignation from  his or he r position at an institution, an 

employee loses tenure.  A resignation shall be deemed effective as in subsection 
2.(b), below, or when accepted in writing by the president of the institution. 
 

b. Failure to Report for Duty:  An employee who wi thout good cause fai ls t o 
report fo r d uty at th e em ploying in stitution at th e b eginning of a quarter or 
semester shall be deemed to have resigned. 

 
3. Probationary Period 

a. All em ployees as defi ned i n subsect ion 1. (b) of t hese regul ations shal l be 
deemed employed on a probat ionary status for a period of three years from the 
date of his or her initial employment.  

b. During said probationary period, t he em ploying aut hority shal l cause t he 
employee’s performance to be evaluated. 

 
c. With respect to any full-time employee on salary schedule E, at any time during 

such employee’s probat ionary period, the employing authority may remove an 
employee by furnishing said  employee written  notification at least fifteen (15) 
days prior to the effective day of termination. 
 

d. If a probat ionary employee paid under sal ary schedule D is terminated within 
the p eriod o f a co ntract th e em ployee is en titled to  b e g iven cau se an d the 
opportunity for a hearing under these hearing procedures adopted by the Board.  
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Employment agreements shal l be offered for ei ther 3, 9, or 12 months.  If 15 
days prior to the end of t he contract period the person is not notified in writing 
that their services will no longer be requi red, he/she shall be offered another 
employment agreement for the sam e length as t he pri or cont ract unl ess 
otherwise agreed to by the president and the employee. 
 

4. Non-Probationary Status 
Upon the completion by  t he em ployee of sai d probat ionary peri od, sai d 
employee shal l be deem ed em ployed on a non-probat ionary st atus and said 
employee’s employment shall thereafter not  be terminated except for failure to 
perform hi s or her dut ies i n a sat isfactory m anner.  Incom petency, neglect of 
duty, insubordination, im morality, justifiable decrease in jobs in the institution, 
or other good and just  causes;  provi ded, however, such t ermination of 
employment shall not be made for political or personal reasons on the part of the 
President of the institution. 

 
5. Termination of Employment 

a. Employment of an employee on permanent status must be terminated only in the 
manner specified in subsection 5. (b) below. 
 

b. The Presid ent sh all g ive n otice in  writin g to  th e employee, said notice to 
contain: 
(1) A statement in detail of the reasons for the proposed termination; 
(2) A statement of the facts upon which such reasons are based; 
(3) A statement giving notice of the em ployee’s rights to a heari ng as set 

out herein; 
(4) The effective date of the termination; 
(5) A statement setting forth the names of the persons who potentially will 

testify against the employee and the nature of their testimony; 
(6) If in cases i nvolving moral turpitude an em ployee i s to be suspended 

without pay pendi ng a fi nal heari ng, t he not ice shal l cont ain a 
statement that the em ployee is furt her entitled to respond to the notice 
of termination no later than th e en d o f th e th ird wo rking d ay after 
receipt of the notice of termination.  A written or oral response or both 
may be made to the President or his designee. 

(7) A statement as to when the employee’s compensation shall cease.  In 
no event shall the employee’s compensation cease before the tim e for 
making t he response described in subsection 5. (b) (6) above has 
passed. 

 
c. If in cases of moral turpitude an em ployee i s t o be suspended wi thout pay  

pending a final hearing, t hen pri or t o m aking a fi nal deci sion concerni ng t he 
cessation of an employee’s compensation, the President or his designee shall 
consider any tim ely written response as described in 5. (b) (6), and, upon 
request, shal l hear and consi der any  timely oral  response as described in 
subsection 5. (b) (6).  No l ater t han one (1) worki ng day  aft er the employee 
responds either in writing or orally to  the President or his designee, the 
President shall notify the employee of hi s decision concerning the response.  If 
the President makes a determination adverse to the employee, the President shall 
also notify the employee of the date when his compensation shall cease. 

 
6. Notice of Termination:   Right to Hearing 

Notice to the em ployee shall be  served either by  personal  servi ce or by  Uni ted St ates 
registered or cert ified mail with postage prepaid thereon, to said employee’s last known 
address.  The employing President may suspend said employee with pay until the charges 
are heard and det ermined.  Thi s sect ion, however, does not mandate pay in cases 



4/09 

involving m oral t urpitude.  If such charges are found to be unfounded, pay would be 
reinstated.  Such notice shall also inform  the employee that in  o rder to  co ntest said  
termination, th e em ployee m ust file with  th e em ploying Presid ent an d the Chancellor 
within fifteen (15) days after receipt of such notice, a notice of an intention to contest the 
termination of sai d cont ract.  If t he em ployee does not  fi le not ice of i ntent t o cont est 
within fifteen (15) days after receipt of the notice of intenti on to terminate said contract, 
then t he em ploying presi dent m ay di smiss t he em ployee, and such di smissal shal l be 
final. 

 
7. Appellate Process to Contest Termination 

Upon receipt of a notice contesting term ination, the em ploying President and the 
employee may (1) mutually agree upon a person t o hear t he employee’s appeal  or (2) 
select a panel of t hree persons, one sel ected by  t he em ploying Presi dent, and anot her 
selected by the employee and a third agreed upon by  the two parties listed herein above 
which shall constitute an employee review panel to hear the employee’s appeal.  If th ere 
is no ag reement on the selection o f a th ird member with in ten  (10) days fo llowing the 
selection of t he second m ember, t he Probat e Judge of t he county i n which t he dispute 
originated shall subm it t he nam es of t hree i ndividuals who are qual ified t hrough t heir 
experience and training to render a fair and impartial decision as the third member of the 
employee review panel and sai d persons sel ected for m embership on t he em ployee 
review panel shall not be currently employed in the field of education.  From these three 
names, the employing President shall then st rike the fi rst name and t he employee shall 
strike the second name with the person whose name remains becoming the third member 
of the employee review panel. 

 
8. Hearing Process 

Upon the employee review panel’s selection to hear a case, the panel shall within ten (10) 
days establish a date, place, and tim e for the h earing to be conducted.  The date of such 
hearing shall in no case be l ater t han si xty (60) day s fol lowing t he deci sion of t he 
employing president.  Upon the completion of a de novo heari ng, the panel ’s deci sion 
must be rendered wi thin forty-five (45) days.  The parties shall have the right of counsel 
or representation of their choosing.  In m aking i ts deci sion t he panel  shal l consi der 
whether the action of the President or adm inistrative staff was arbi trary or unjust  or for 
political o r p ersonal reaso ns o n th e p art o f th e Presid ent o r h is staff, an d whether the 
President’s act ion was warrant ed based upon t he facts of t he case and the employment 
record of t he employee.  The deci sion of t he panel  shal l be fi nal and bi nding upon the 
parties.  Expenses and fees of t he employee review panel shall be shared equal ly by the 
institution and employee. 

 
9. Transfer 

The employing President shall have authority to transfer employees from one position at 
the institution to another, however, such transfer shall be based upon good and just 
cause, needs of the institution, and shall not be for political or personal reasons on the 
part of t he President and shal l be wi thout loss of st atus for t he employee.  Appeal s of a 
decision t o t ransfer shal l be handl ed i n t he sam e m anner as for termination and the 
decision of the employee review panel shall be final and binding on the parties. 
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10. Discipline 
The employing president shall have authority to reprimand, censure, or suspend wi th or 
without pay , an em ployee for just  cause.  Such action on the part of the employing 
president or staff shall not be for political or personal reasons on the part of the President.  
The employee shall have the right to contest the President’s action by appealing through 
the same manner as for t ermination and the decision of the employee review panel shall 
be final and binding on the parties. 

 
11. Incorporation 

a. These regulations or applicable portions thereof shall be deemed as a part of the 
terms and conditions of appointment or employment of any employee. 
 

b. Any employee who accepts appointment or employment at any institution shall, 
by acceptance thereof, be deem ed to ha ve agreed to be em ployed under and 
abide by these regulations or as they may hereafter be modified or amended. 
 

12. Severability 
The provisions of these regulations are severable.  If any subsection, paragraph, sentence, 
clause, p rovision, o r portion o f these regulations is held unconstitutional or invalid, by 
any court  of com petent jurisdiction, such hol ding shal l not  affect any other subsection, 
paragraph, sentence, clause, provision, or portion of these regulations which is not in and 
of itself unconstitutional or invalid. 

 
13. Repealer Clause 

Any and all other regulations or pol icies adopt ed by  t he Al abama St ate B oard of 
Education which are in conflict with these regulations are hereby repealed. 

 
14. Effective Date 

These regulations shall take effect September 1, 1984. 
 

F. Athens State University Grievance Procedure 
The following is a description of the process by which a University employee or student who has 
a v alid co mplaint o r g rievance m ay p ursue th e reso lution o f th e m atter o f co ncern.  For the 
purposes of this procedure, a “complaint” shall mean a statement of dissatisfaction of any official 
activity of or sponsored by  the University, or any  other matter which is within the scope of the 
authority of the University’s administration or faculty.  A “grievance” shall be a complaint which, 
after reasonable attempts at informal resolution, has not been satisfactorily resolved. 

 
Athens State Uni versity prom otes t he open exchange of i deas am ong al l m embers of t he 
University community - students, faculty, staff and administration.   An environment conducive to 
the open exchange of ideas is essential for intellectual growth and positive change.  However, the 
University recogni zes t hat, at  t imes, peopl e m ay have di fferences whi ch t hey are unabl e or 
unwilling to resolve themselves.  The procedure described below shall be available to a University 
employee or st udent onl y aft er t he em ployee or st udent has m ade every  reasonabl e at tempt t o 
resolve his or her probl em wi th t he appropri ate Uni versity offi cial or represent ative.  For an 
employee or st udent who has m ade a good fai th effort  t o resol ve a probl em but  who has been 
unable to resolve the matter informally,  th e University offers the following grievance procedure 
as the appropriate course of action for settling disputes and resolving problems.  The names of 
the University officials with responsibilities relating to grievance resolution can be obtained 
from the President’s Office. 

 
1. Initial Steps To Resolve A Complaint 

Any st udent complaint or concern not  otherwise covered under t he St udent Handbook 
and/or University Catalog may be addressed under this grievance procedure. 
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Complaints relating to a disability sha ll be reported to the University’s ADA/504 
Coordinator.  Other types of complaints shall be reported to  the appropriate University 
official.  If t he com pliant i s about  a specific occurrence, the complaint must be made 
within ten (10) school days after the occurre nce or after the em ployee or student became 
aware of the occurrence. 

 
An employee or student with a co mplaint sh all b egin h is/her attem pt to  reso lve th e 
situation b y b ringing it to  th e atten tion o f th e ap propriate Un iversity o fficial, as stated 
above.  If, aft er di scussion bet ween t he em ployee or st udent and t he respective 
University official, it is d etermined th at th e co mplaint is v alid an d can  b e reso lved 
immediately, the University official will tak e actio n to  reso lve th e co mplaint.  If th e 
matter at  i ssue i nvolves an al legation of phy sical abuse or raci al, sexual , or ot her 
discrimination or harassment, or the complaint relates to a d isability, or if th e complaint 
relates to a matter involving theft or any  ot her act  of di shonesty, t he respect ive 
University official will submit a written report within ten (10) working days of the filing 
of the complaint to the University Grievance Officer, d escribing both the complaint and 
how it was or will be resolved. 

 
2. Plan Of Resolution 

If t he em ployee’s or st udent’s com plaint cannot  be resolved immediately, but requires 
instead a “p lan of resolution”, the University official to whom the complaint was made 
shall submit a written report to th e Un iversity Griev ance Officer.  Th e rep ort sh all b e 
submitted within ten (10) school days of the complaint and shall detail the complaint and 
the plan to resolve the complaint. 

 
3. Grievance Process 

If t he em ployee’s or st udent’s com plaint cannot  be resol ved in the manner described 
above, such an unresolved com plaint shall be  term ed a “grievance”.  An em ployee or 
student who su bmits a co mplaint to  th e ap propriate Un iversity o fficial in  th e m anner 
described above and who i s not  i nformed of a satisfactory resolution, or plan of 
resolution, of the complaint within ten (10) school  days, shall have the right to file with 
the University Grievance Officer a written statement detailing the grievance.  The written 
grievance statement shall be filed using Grievance Form A, wh ich will b e provided by 
the Grievance Officer, and shall include at least the following information: 

 
a. Date the original complaint was reported; 

 
b. Name of the person to whom the original complaint was reported; 

 
c. Facts of the complaint; and 

 
d. Action taken, if any by the receiving University official  to resolve the 

complaint. 
 

The grievance statement may also contain ot her i nformation rel evant t o t he gri evance 
which the Grievant wants to be considered by the Grievance Officer. 

 
If the grievance involves a claim  of discri mination based on sex, race, age, national 
origin, religion, handicap, or disability, the com plaining party should state with 
particularity the nature of the discrimination and a reference to any statute, regulation, or 
policy which the Grievant believes to have been vi olated.  The Gri evant shal l fi le any  
grievance involving alleged illega l discrimination within forty-five (45) calendar days of 
the occurrence of the alleged di scriminatory act  or of t he dat e on whi ch t he Gri evant 
became aware that the alleged discriminatory act took place. 
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The University shall have ten (10) calendar days from the date of the receipt by the 
University Grievance Officer of the grievance to notify the Grievant as to the time frame 
of conducting an investigation of the allegation(s), holding a hearing (if requested) on the 
grievance, and submitting a written report to the Grievant of the findings arising from the 
hearing.  Grievance Form A shall be used to report  both the grievance and t he hearing 
findings. 

 
4. Investigation Procedure 

The Grievance Officer, either personally or w ith the assistance of such other persons as 
the Presi dent m ay desi gnate, shal l conduct  a fact ual investigation of the grievance 
allegations and shall research each applicable st ature, regulation, and/or policy, if any.  
The University Grievance Officer sh all determine, after co mpletion of the investigation, 
whether or not there is substantial evidence t o support  t he gri evance.  The fact ual 
findings of the investigation and the conclusions of the Grievance Officer shall be stated 
in a written  report which shall be submitted to  the Grievant and to  the party o r parties 
against whom the complaint was made (the “Respondent(s)”) and shall be made a part of 
the hearing record, if a hearing is requested by the Grievant.  Each  of the parties shall 
have the opportunity to file written objections to  any of the factual findings and, if there 
is a hearing, to make their objections part of the hearing record.  Publ ications or verified 
photocopies containing relevant statutes, regulations, and pol icies shall also be prepared 
by the Grievance Officer for the hearing reco rd.  If the Grievance Officer finds that the 
grievance i s support ed by  subst antial evi dence, he or she shal l al so make a 
recommendation in the report as to how t he gri evance shoul d be resol ved.  Upon t he 
receipt by the Grievant of the Grievance Officer’s report, the Grievant shall have three 
(3) school days to notify the Grievance Officer whether or not  the Grievant demands a 
hearing on t he grievance. The fai lure by the Grievant to request a hearing by the end of 
the third school day shall constitute a waiver of the opportunity for a hearing.  However, 
the University Grievance Officer may, nevertheless, at  his or her di scretion, schedule a 
hearing on t he gri evance i f t o do so woul d appear t o be in the best interest of the 
University.   In t he event  t hat no heari ng i s t o be conduct ed, t he Grievance Officer’s 
report shall be filed with th e President, and a copy provided to the Grievant and each 
Respondent. 

 
5. Hearing Procedure 

In the event that the University Grievance Officer schedules a hearing, the President shall 
designate a qualified, unbiased person or committee to conduct the grievance hearing.  
The choice of either a hearing officer or a h earing committee shall be at the option of the 
Grievant.  The hearing officer and/or committee members will generally be employees of 
the University.  Ho wever, the President shall have the discretion to select persons other 
than University employees to serve as a h earing officer or as a com mittee member.  The 
hearing officer or committee shall notify the Grievant and each Respondent of the tim e, 
place, and subject m atter of the hearing at least seventy-two (72) hours prior to the 
scheduled begi nning of t he heari ng.  The hearing shall be conducted i n a fai r and 
impartial manner and shall not be open to the public unless both parties agree in writing 
for the hearing to be public. 

 
At the heari ng, t he Gri evant and R espondent(s) shal l be read t he gri evance st atement.  
After the grievance is read into the record, the Grievant  will have the opportunity to 
present such oral  t estimony and offer such ot her supporting evidence as he/she shall 
deem appropriate to his/her claim.  Each Respondent shall then be given the opportunity 
to present such oral testimony and offer such other evidence as he/she deems appropriate 
to the Respondent’s defense against the charges.  In t he event that the University, or the 
administration of the University at large, is the party against whom the grievance is filed, 
the Presid ent sh all d esignate a representative to appear at  t he hearing on behal f of t he 
University. 
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Any party to a grievance hearing shall have the right to retain, at th e respective party’s 
cost, the assistance of legal counsel or ot her personal  represent ative.  However, t he 
respective atto rney or personal representative, if any, shall act in an advisory role only 
and shal l not  be al lowed t o address t he hear ing body or quest ion any  wi tness.  In t he 
event that the University or i ts administration at large is the Respondent, the University 
representative shall not be an attorney or us e an attorney unless the Grievant is also 
assisted by an attorney or other personal representative. 

 
The hearing shall be recorded ei ther by a court  reporter or an audi o or vi deo tape or by 
other el ectronic recording medium.  In addi tion, al l i tems offered i nto evidence by  the 
parties, whether admitted into evidence or not, shall be marked and preserved as part of 
the hearing record. 

 
6. Rules Of Evidence 

The hearing officer or committee shall make the participants aware that the rules relating 
to the admissibility of evidence for the hearing will be similar to, but less stringent than, 
those which apply to civil trials in the Circuit Courts of Alabama. 

 
Generally speaking, i rrelevant or immaterial evidence and pri vileged information (such 
as personal medical information or attorney-client communications) shall be excludable.  
However, hearsay evidence and unauthenticated documentary evidence may be admitted 
if the hearing officer or chairperson determ ines that the evidence offered is o f the type 
and nat ure com monly rel ied upon or t aken i nto consi deration by  reasonabl y prudent  
persons in conducting their affairs. 

 
In the event of an object ion by any party to any testimony or ot her evidence offered at  
the hearing, the hearing officer  or committee chairperson shall have the authority to rule 
on th e ad missibility o f th e ev idence, an d th is ru ling sh all b e fin al and binding on the 
parties. 

 
7. Report Of Findings And Conclusions 

Within five (5) working days following the hearing, there shall be a written report given 
to the University Grievance O fficer (with a copy to the Pres ident, the Grievant, and each 
Respondent) of t he fi ndings of t he heari ng offi cer or t he chai rperson of the hearing 
committee, whichever is applicable, and the report shall contain at least the following: 

 
a. Date and place of the hearing; 

 
b. The name of the hearing officer or each member of the hearing com mittee, as 

applicable; 
 

c. A list of all witnesses for all parties to the grievance; 
 

d. Findings of fact relevant to the grievance; 
 

e. Conclusions of law, regulations, or policy relevant to the grievance and; 
 

f. Recommendation(s) arising from the grievance and the hearing thereon. 
 

8. Conciliation of Grievance (Student) 
In t he event  of a fi nding by  t he heari ng officer/committee that the grievance was 
unfounded or was not supported by  t he evi dence present ed, t he Uni versity Gri evance 
Officer shall notify the Grievant of any appeal which may be available to the Grievant. 

 
In the event  of a fi nding that the gri evance was support ed, in whole or in part, by the 
evidence presented, the University Grievance Officer sh all meet with  the Grievant and 
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the appropriate University representative(s) (which may include the Respondent(s)) and 
attempt to bring about a reasonable resolution of the grievance. 

 
 

9. Available Appeal 
If the grievance does not involve a claim of illegal discrimination or does not pertain to a 
disability, the findings of the hearing officer/committee shall be final and non-appealable.  
If the grievance involves a claim  of illegal disc rimination or pertains to a disability, the 
Grievant shall have the right to appeal the decision of  the hearing officer or committee to 
the President of Athens State University, provided that: 

 
a. A n otice o f ap peal is filed , u sing Griev ance Fo rm B, with  the University 

Grievance Officer and the Pr esident within fifteen (15) calendar days following 
the Grievant’s receipt of the hearing report. 
 

b. The notice of appeal contains clear a nd speci fic object ion(s) to the finding(s), 
conclusion(s), or recommendation(s) of the hearing officer or committee. 
 

If the appeal is not filed by the close of business on the fifteenth (15th) day following the 
Grievant’s receipt of the report, the Grieva nt’s opportunity to appeal shall have been 
waived.  If the appeal does not contain clear and specific objections to the hearing report, 
it shall be denied by the President. 

 
10. President’s Review 

If an appeal is accepted by the President, the President shall have thirty (30) calendar 
days from his/her receipt of the notice of app eal to review and investigate the allegations 
contained in the grievance, to review the hearing record, to hold an appel late hearing (if 
deemed appropriate by the President), and to produce a report of the President’s findings 
of fact and conclusions of law.  The President shall have t he authority to (1) affi rm, (2) 
reverse, or (3) affirm  in part and reverse i n part  the fi ndings, concl usions, and 
recommendations arising from the University grievance hearing.  Th e President’s report 
shall be served t o t he Gri evant and R espondent(s) by personal  servi ce or by  cert ified 
mail, return receipt requested, at their respective home addresses. 

 
11. Appeal To The Chancellor 

Except in cases involving a clai m alleging a violation of Title  IX of the Civil Rights Act 
of 1964, as am ended, the President’s findings and conclusions shal l not  be appeal able.  
However, pursuant  t o St ate B oard of Educat ion pol icy, a Gri evant who i s alleging a 
claim of illegal discrimination based on a v iolation of Title IX m ay file an  appeal to the 
Chancellor of t he Al abama Depart ment of Post secondary Educat ion for review of the 
President’s report and the findings arising from the University grievance hearing. 

 
A Grievant who has grounds for appealing the findings of the President to the Chancellor 
may do so by: 

 
a. Filing the notice of appeal , using Grievance Form C, to  the Chancellor and the 

President o f th e Un iversity with in fifteen  (1 5) calen dar d ays fo llowing the 
Grievant’s receipt of the report of the President’s findings; and 
 

b. Specifying in the notice of appeal cl ear and specific objection(s) to the 
finding(s), conclusion(s), or recommendation(s) affirmed by the President. 
 

If th e ap peal is n ot filed  with  th e Ch ancellor by  t he cl ose of busi ness on t he fi fteenth 
(15th) day following the Grievant’s receipt of the President’s report, the Grievant’s 
opportunity to appeal shall have been wai ved.  If t he appeal does not contain clear and 
specific objections to the President’s report, it shall be denied by the Chancellor. 
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12. Review By The Chancellor 

If an appeal is accepted by the Chancellor, the Chancellor shall have thirty (30) calendar 
days following his/her receipt of the Grievant’s notice of appeal to investigate and review 
the allegations contained in the grievance, to review the reports of the President and the 
University hearing officer/committee, to hold an appellate hearing (if he/she deems such 
appropriate), and to issue a report of his/her findings of fact and conclusions of law.  The 
Chancellor sh all h ave th e au thority to  (1 ) affi rm, (2) reverse, or (3) affirm in part and 
reverse in part  the findings, conclusions, a nd recommendations of the President and/or 
the hearing officer/com mittee.  The report of  th e Ch ancellor sh all b e serv ed to  th e 
Grievant and respondent (s) by personal service or by certified m ail, return receipt 
requested, to the respective hom e addresses of the parties.  Th e report of the Chancellor 
shall not b e fu rther ap pealable with in The Alabam a Com munity College System .  
However, the Grievant shal l not  be precl uded form fi ling hi s or her gri evance wi th an 
appropriate court or administrative agency. 

 
13. General Rule On Filing Deadlines 

If the last date for filing a document under this procedure falls on a Saturday, Sunday, or 
legal holiday, the date of the first school day following the respective Saturday, Sunday, 
or legal holiday, shall be considered the deadline date. 

 
G. Instructional Policy Regarding Americans With Disabilities Act (ADA)   

Each faculty member should ensure t hat syllabi for courses have a st atement alerting students of 
the com mitment to the ADA/504 policies:  “Any student with a disability who will require 
academic accommodations should inform the instructor as soon as possible, preferably within the 
first week of the term.” 

 
If a student indicates that he /she has a disability for which he/she wishes to receive 
accommodations or services, the procedures below should be followed: 
 
1. Direct the student to contact the Disability Services Office o n campus within one week 

from th e b eginning o f th e term  (Disability Services Specialist, Sandridge Student 
Center).  The student is not required to discuss the specifics of his/her disability with the 
faculty member. 

 
2. After the student has interviewed with the Disability Services Specialist and appropriate 

documentation is confirmed, the Disability Services Specialist will forward to the faculty 
member a Letter o f Acco mmodations o utlining th e effective learning strategies and 
reasonable accommodations m ost helpful to the student.  Accom panying the Letter of 
Accommodations will be a Request For A ccommodations Receipt Form . The faculty 
member should com plete the Request for Accommodations Receipt Form as indicated 
below: 

 
a. Face-to-Face Classes:  Th e faculty member will meet briefly and confidentially 

with the student, as early as possible in the term, and review the student’s needs 
in the classroom.  Bo th th e facu lty m ember and t he st udent are t o si gn t he 
completed Request For Accom modations Receipt Form and the form  should be 
returned to the Disability Services Office.   

 
b. Distance Learning Classes:  Th e facu lty m ember will sen d an  em ail to  th e 

student acknowledging the receipt of th e Letter of Accom modations and the 
Request For Accommodations Receipt Form from the Disability Services Office 
indicating the student’s request for academic accommodations.  In the email, the 
faculty m ember shoul d gi ve t he st udent cont act i nformation so the 
accommodations that will be most helpful in the Distance Learning Class can be 
discussed. (Sample email can be found at 
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 www.athens.edu/counseling/disability services.php ). The faculty m ember 
should send the com pleted and signed Request For Accom modations Receipt 
Form and a copy of the email(s) to  th e Disab ility Serv ices Office.  It is n ot 
necessary to have the signature of the student on the form. 

  
The return of the completed Request For Accommodations Receipt Form ensures that the 
faculty member received the notification and is working to help the student compete on a 
more equi table basi s wi th hi s/her peers.  R eturn of t his form  al so shows At hens St ate 
University is in compliance with the Americans with Disabilities Act and Section 504. 

 
3. The facul ty m ember shoul d keep t he ori ginal copy  of t he Let ter of Accommodations 

indicating specific accom modations for the student, a c opy of the Request For 
Accommodations Receipt Form , a copy of the email(s) (if applicable), and any other 
student correspondence for at  l east one y ear.  The facul ty m ember i s responsi ble for 
helping the student implement the accom modations within the cont ext of the academ ic 
environment, whether in the classroom, blended, or distance learning. 

 
4. Please be aware that all information regarding a student’s disability is to be kept 

confidential. 
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5.2 ATHENS STATE UNIVERSITY PERSONNEL 
 POLICIES/REGULATIONS/PROCEDURES 

 
A. Drug Abuse Prevention Program 

In compliance with the drug-free workplace requirements of Public Law 100-690 for recipients of 
Federal contracts and grants, the following policy is in effect for Athens State University. 
 
1. The unlawful manufacture, distribution, dispensation, possession, or use of a controlled 

substance is prohibited by Athens St ate Uni versity on any  propert y owned, l eased, or 
controlled by  At hens St ate Uni versity or duri ng any  activity conducted, sponsored, or 
authorized by or on behalf of Athens State University. 
   
A “controlled substance” shall include any substance defined as a controlled substance in 
Section 102 of the Federal Controlled Subst ance Act  (21 U.S. C ode 802) or i n t he 
Alabama Uniform Controlled Substance Act (Code of Alabama, Section 20-2-1, et. seq.). 
 

2. Athens State University has and shall maintain a drug-free awareness program  to inform 
employees about: 

 
a. the dangers of drug abuse in the workplace; 
b. the policies of the University to maintain a drug-free workplace; 
c. any available drug counseling, rehabilita tion, and employee assistance program; 

and 
d. the penalties that may be imposed upon employees for drug abuse violations. 

 
3. All em ployees o f Ath ens State Un iversity sh all co mply with  the policy stated in 

Paragraph D.1 above. 
 

4. Any employee who is convicted by any federal  or st ate court  of an offense whi ch 
constitutes a violation of Para graph 1 above shall notify the president of Athens State 
University in writing of sai d conviction within five (5) days after the conviction occurs.  
Conviction, as defined in P.L. 100-690, shall mean “a finding of guilt (including a plea of 
nolo contendere) or imposition of sentence, or both.” 
 

5. In t he event  of a report  of a convi ction pursuant  t o paragraph 4 above where the 
employee is working in a project or a program funded through a federal contract or grant, 
Athens State University shall notify in writing within ten (10) days any federal agency to 
whom such notification by Athens State University is required under P.L. 100-690. 
 

6. In the event an em ployee violated Paragr aph 1 above or recei ves a conviction as 
described in Paragraph 4 above, t he respective employee shall be subject to appropriate 
disciplinary action which may include, but is not limited to, termination of employment.  
Athens State University shall also reserve the right to require said em ployee, as a 
condition of continued employment, to sat isfactorily com plete a drug t reatment or 
rehabilitation program of reasonable duration and nature. 
 

B. Sick Leave Bank Policy 
The State Board of Education has authorized th e form ation of a sick leave bank for full-tim e 
employees.  The basic concept can be ascertain ed from the following ex cerpt from the Board’s 
guidelines to govern such a bank. 

 
“Any full-time employee of the University (or the University President) who has completed a Sick 
Leave Authorization Form contributing five (5) days to the bank is eligible to borrow up to fifteen 
(15) days from the bank.  On ly persons contributing to  the Sick  Leave Bank will be eligible to 
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borrow from the bank.  An em ployee m ust be a member of the Sick Leave Bank at least six 
months prior to submitting an application to borrow from the Sick Leave Bank.” 

 
If you are interested in participating in the bank, contact the Office of Human Resources. 
 

 
C. Hiring Process for Full-Time Positions 
 

Vacancies in presidentia l, full-tim e faculty, and other full- time adm inistrative and supervisory 
positions, regardless of whether the position is shown on Salary Schedules A, B, C, or D, shall be 
filled according to the practices and procedures  set out in The Alabam a Com munity College 
System Uniform Guidelines. (SBP:  602.02) 

 
1. To initiate a j ob search, the department submits a Jo b Search Request to the appropriate 

Vice President.  Aft er funds are veri fied by the Vice President of Fi nancial Affairs, the 
Job Search Request is sent to the President for approval.  The Job Search Request is sent 
to t he Depart ment of Postsecondary Education before t he search process begi ns.  The 
Vacancy Notice will be developed from the position job description. 

2. The Recruitm ent and Selection Com mittee w ill be appointed by the President.  The 
Committee will include membership that is at least 40% black and that is 50% female. 

3. The Vacancy Notice will be posted and distributed by the Office of Human Resources. 
Job announcements will be posted and advertised in: 
a. Athens News Courier 
b. Decatur Daily 
c. Hu ntsville Times 
d. Alabama State Employment Service 
e. The Department of Postsecondary Education 
f. All colleges in the Alabama Community College System 
g. IM Diversity.com 
h. Athens State University website 
i. Notices will be mailed to Department of Education applicant pool members 
j. Bulletin Board on main campus and University Centers 

4. All application materials will be received by the Office of Human Resources. 
5. The Recru itment an d Selectio n Co mmittee w ill d evelop th e Qu alifications/Verification 

Form from the job announcem ent for each positi on and screen applicants for minimum 
qualifications. 

6. The Co mmittee m ust in terview all q ualified ap plicants.  If there are more than ten 
qualified ap plicants, th e Presid ent m ay p articipate in  screen ing th e ap plicants to  
determine at least ten to interview. 

7. After the interviews, the Committee will determine the top three finalists and recommend 
to the President in alphabetical order. 

8. The to p th ree fin alists will b e in terviewed by the appropriate administrator and the 
President. 

9. The Presid ent will n otify th e Office o f Hu man Reso urces reg arding the employment 
decision. 

10. Applicants will be notified in writing of the President’s decision.   
11. The Department of Postsecondary Education will be notified of the President’s decision, 

along with inform ation including the Fam ily Disclosure Form and Search Com mittee 
makeup.   

12. A written  j ustification o f em ployment b y th e Presid ent will b e part of the permanent 
record including the Family Disclosure Form and Search Committee makeup.  
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D. Conflict of Interest 
 
 State Board Policy 615.02 specifies: 
 

1.  Honesty and professional integrity are expected of al l em ployees.  It  woul d be a seri ous 
violation of this trust if the in terests of any institution under the di rection and control of the State 
Board of Education were t o be di sregarded in the course of perform ing professional duties.  The 
use of official position and influence to  further personal gain or that of families or associates is 
unacceptable behavior. 

 
2.  All em ployees have t he ri ght t o acqui re and retain st atus of a professi onal, personal , or 
economic nature.  In a com munity as diverse and complex as the instituti ons that com prise The 
Alabama Community College System, there is always the possibility that the pursuit of individual 
interest may result in a conflict w ith those of the employing institution.  This places an im portant 
responsibility on faculty and staff to recognize potential conflicts and prevent them .  It is not 
expected that every employee will have a com plete and current knowledge of the laws and 
regulations th at ap ply to  co nflict o f in terest.  However, al l persons, particularly those with 
significant exposure to potential conflict of interest  situations, should develop a sensitivity to this 
issue and seek guidance when appropriate. 

 
Additional guidelines to this policy include: 

 
a. Full-time em ployees o f System  in stitutions m ay, with  th e approvals described below, 

contract t o perform  i ndependent research, t o furnish services as a consul tant, or bot h, 
provided t hat such act ivity: (a) does not  i nterfere wi th t he perform ance of ot her 
responsibilities as a System  employee; (b) is lim ited in tim e; (c) is compatible with the 
interests of the in dividual em ploying in stitution; an d (d ) d oes n ot req uire u se o f 
institutional resources or facilities. 
 

b. Because of the great variation in the natu re of employee expertise and outside activities, 
it is difficult to establish sp ecific ru les o r tim e allo cations fo r o utside co nsulting 
activities.  It is the responsibility of the em ployee, Department or Division chair, Dean, 
and President to exercise judicious oversight and control of consulting activities so that 
no institutional or System functions or policies are n eglected.  Written prior approval to 
participate in  an y o utside co nsulting activ ities sh all b e o btained fro m th e President 
through the appropriate Depart ment or Division Chair and Dean.  Activities which shall 
be exempt from the requirement for prior approval include those things which, assuming 
they d o n ot co nstitute a co nflict o f in terest o r co nflict o f commitment, are generally 
recognized as professional responsibilities, are limited in time, and do not involve the use 
of institutional resources.  Examples of such activities might include:  (a) participation in 
uncompensated manuscript review, grant/contr act review, or academ ic program review; 
(b) u ncompensated p rofessional stu dies o r serv ices fo r n ot-for-profit en tities; an d (c) 
occasional compensated or uncompensated seminars, presentations, or perform ances for 
civic groups or at schools, colleges, university, research  institutes, or for-profit 
businesses. 
 

c. All other external consulting activities which draw upon the knowledge and skill of an 
employee require prior approval.  Su ch compensated activities usually will in clude, but 
are not limited to: (a) one-time o r m ultiple v isits to  a b usiness fo r th e p urposes o f 
offering advi ce and counsel ; (b) carry ing out  investigations or st udies whi ch are not 
institutional grants or contracts; (c) a series  of non-institutional lectures or performances; 
(d) serving as an expert witness; (e) rendering other specific professional services. 

 
 
 
 



4/09 

E. Ethics Policy 
 
Every em ployee i s requi red t o part icipate i n Et hics Training provided by the Department of 
Postsecondary Education upon em ployment.  The Ethics Training will provide a basic awareness 
and understanding of the standards for ethical behavior.  It will provide a strong foundation upon 
which the policies and procedures put into pl ace by the State Board of Education can be 
implemented and successfully carried out in th e workplace.  The training is conducted by the 
Office of Human Resources. 

 
F. Criminal Background Check 

 
A criminal background check shal l be conduct ed on all applicants and current  employees.  Any  
individual selected  fo r em ployment will b e req uired to  su bmit a fu ll co nsent in  ad dition to 
personal identifying information in order t o complete a cri minal history background check. Any  
offer of employment will be contingent upon an acceptable bac kground check. The applicant will 
be responsible for the cost of the background check.  
 
The President, upon consultation with the Department of Postsecondary Education, will determine 
the necessi ty of subsequent  cri minal background checks for current employees who have a 
background check on file and who are being promoted or transferred to a new position.  Factors to 
be considered will be rem oteness of pr evious background checks and the duties and 
responsibilities of the new position.  In the event of a finding of a felony  or a crim e involving 
moral turpitude, resolution w ill be in accord ance with the Alabama Fair Dismissal Act and 
provisions of State Board Policy 623.01. 
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G.   Evaluation of Personnel 
 
All i nstructors and ot her em ployees at  At hens St ate University are evaluated at least annually.  
Individual written evaluation records shall be maintained for all employees.  (SBP:  607.01) 

 
H. Personnel Record Information 
 

It is the policy of Athens State University to protect the privacy of its employees.  (SBP:  616.01)  
Personnel files are maintained in the Office of Human Resources (OHR).  These fi les are kept  in 
locked, fireproof cabinets.  To further guard t he privacy of em ployees, the following regulations 
will be followed for payroll files (p ayroll files are files containing payroll, insurance, retirement, 
and other information not related to the evaluation of employees): 

 
1. The following persons may view a payroll file: 

a. President 
b. Vice President of Financial Affairs 
c. Payroll Staff or other appointed OHR personnel 
d. Indi vidual employee 

2. No one may remove a payroll file from the OHR. 
3. An OHR employee must be present when another employee views his/her payroll file. 
4. To receive a copy of any m aterial in hi s/her payroll file, the em ployee must present a 

written request to the OHR. 
5. Only OHR employees may copy a payroll file. 
6. If an em ployee adds any  information to his/her fi le, the attending OHR employee must 

initial the document and notate the time and date received. 
7. Furthermore, if an employee adds any information to her/her file, the employee must sign 

the document. 
8. Persons other than those l isted in sect ion H.1who request  permission to view a payroll 

file must first have the President’s written approval. 
 

I. Abandonment of Position 
 

All absences from  work shall be approved in accordance with procedures  established.  Any 
employee who is absent from work wi thout approved leave or without appropriate notification to 
his or her supervi sor shall forfeit compensation and shall be subject  to disciplinary action.  Any  
employee who i s absent from work for t hree (3) consecutive workdays without approval shall be 
considered to have abandoned the position and to  have resigned from  Athens State University. 
(SBP:  618.01) 

 
J. Resignations 
 

1. All instructional personnel shall give wr itten notice of resignation at least 30 calendar 
days prior to the beginning of a term.  Each instructional staff member shall complete all 
instructional duties and be cl eared by  t he Pr esident or designee for any term  started, 
except by mutual written agreement by both parties. 

2. All other personnel shall give written notice of resignation at least 30 calendar days prior 
to the effective date of resignation, except by mutual written agreement of the President 
or designee and employee.  (SBP:  617.01) 
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K. Employee Conduct Code 
 

Honesty and professional integrity are expected of all employees.  It would be a serious violation 
of this trust if the interests of  any institution under the direction a nd control of the State Board of 
Education were t o be di sregarded i n t he course  of perform ing professi onal dut ies.  The use of 
official position and influence to  fu rther p ersonal g ain o r th at o f fam ilies o r asso ciates is 
unacceptable behavior.  More inform ation concerning Conflict of Interest  can be found at SBP 
615.01. 

 
L. Employment of Relatives 
 

Athens St ate Uni versity com plies wi th St ate B oard Pol icies 205.3, Em ployment of Relatives;  
Policy 205.04, Di sclosure of Em ployment of R elatives; and Pol icy 205.05, Supervi sion and 
Evaluation o f Relativ es.  All ap plicants fo r employment must disclose certain relationships to 
employees in the Alabam a Community College Syst em or to any m ember of the State Board of 
Education.  Upon initial em ployment, all em ployees m ust com plete a Fam ily Relationship 
Disclosure Form.  A revised form must be completed within 15 days of a change of circumstances 
relating to this information.  Ad ditionally, a rev ised fo rm m ust b e co mpleted if an  em ployee 
changes p ositions at th e Un iversity.  All ap plicable relatio nships will b e rep orted to the 
Chancellor’s office as required, to be reviewed for possible conflicts of interests.  (SBP:  205.03, 
205.04, 205.05) 
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5.3 ATHENS STATE UNIVERSITY GENERAL 
 POLICIES/REGULATIONS/PROCEDURES 

A. Calendars, Duty Days and Holidays 

Athens St ate Uni versity devel ops i ts own cal endar m eeting requi rements of State Board of 
Education Policy 201.02, and submits the proposed calendar to the Chancellor for approval. 

 
Athens State University will be open all wo rk days excluding official holidays.  Ex ceptions are 
made for weekend cl asses and l ibrary operat ion.  Em ployees sh all b e allo wed th e fo llowing 
official holidays on which days the University shall be closed: 

 
  New Year's Day 

Martin Luther King/Robert E. Lee Birthday 
National Memorial Day 
Independence Day 
Labor Day 
Veterans Day 
Thanksgiving Day 
Day after Thanksgiving Day 
Christmas Eve 
Christmas Day 
 

The academic year consists of two regularly sc heduled semesters (fall and spring) and a summer 
semester which consists of a variety of course formats. 
 

B. Meetings 
Faculty/staff m eetings are held on a regular basis, usually the last Friday of each m onth.  All 
personnel are expected to attend. 

 
C. Scheduled Use of University Facilities 

Non-classrooms:  All activities involving academ ics, students, public relations and alum ni, and 
off-campus groups or individuals shall be sche duled though the President’s office and placed on 
the Un iversity calen dar b y th e Presid ent’s Ex ecutive Assistan t.  Un iversity facilities av ailable 
include all ro oms an d areas ex cept classro oms.  A facility reservation form (available from the 
President’s o ffice) m ust b e co mpleted fo r an y activ ity o r ev ent where a facility is reserved by 
external groups or individuals.  Specific University facilities are available to all Athens State 
University employees and their im mediate fam ilies (living under the sam e roof) as a courtesy 
provided adherence t o al l Uni versity pol icies.  M ore i nformation m ay be obt ained from  t he 
President’s office.  No employee may use state facilities for personal gain. 
Classrooms:  Classroom  usage is reserved first and fo remost for official university business.  
Availability for outside usage is lim ited, however, permitted for educational purposes only on a 
“first come-first serve” basis.  Individuals or organi zations wishing to reserve a cl assroom must 
contact the Office of Academic Affairs. 
 

D. Smoking Policy 
Smoking wi thin al l Uni versity bui ldings i s prohi bited.  This policy is applicable to all lobbies, 
public areas, classrooms, and offices located on the campus. 
 

E.   Safety and Security Policies 
 Complete policies may be found in the Athens State University Health and Safety Manual. 
 

Timely report ing of all accidents, inj uries, and illnesses of  significant im portance m ust be 
reported as soon as possible.  Reporting is mandatory.  Immediate notification provides the  
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opportunity for an on-the-scene investigation of accidents, insures prompt preventive action, and 
provides the individuals with assistance in matters of i nsurance and em ployee benefits.  It is the 
responsibility of each employee and/or supervisor  to report all accident s/illnesses in accordance 
with the criteria outlined in the Health and Safety Manual. 

 
F. Computer Technology Acceptable Use Policy 

Individuals are fully responsi ble for t heir own act ions whi le usi ng At hens St ate Uni versity's 
"computer technology" (defined as Uni versity com puters and com puter-related equi pment, 
programs, supplies, and network communications, including Internet access gained through the 
University’s computer network). Users must respect the pri vacy and ri ghts of ot hers, and t he 
integrity of bot h t he hardware and soft ware being used. Accordi ngly, users m ust assum e 
responsibility for making the best possible use of access privileges and for not abusing them. 
 
1. Limited Access: The University reserves the right to lim it the access of any and all 

employees t o cert ain soft ware program s or di rectories. Each user is provided with a 
certain access level. A user m ay not access a computer without aut horization or exceed 
authorized access. A user' s activity is rest ricted to access of only those program s or 
directories in that user' s respective access le vel.  Likewise, a user may not obtain access 
to another level by means of another user's access. Any user who exceeds their respective 
level, assists another user to gain access to  an otherwise inaccessible level, or allows 
another user to gain access to an otherwise inaccessible level will be held accountable for 
the violation of this policy. A user m ay not continue to enter an access level which was 
previously assigned to the user, but  whi ch has si nce been suspended, revoked, or 
otherwise continued. 
 
No user may knowingly: 
a. Use ei ther Uni versity com puter t echnology or personal technology to "break 

into" or "hack into" University or ot her computers and st orage devices for t he 
purpose of readi ng, copy ing, del eting, m odifying or di stributing dat a and/ or 
information of others, or any other purpose. 

b. give passwords, access codes or other security level access inform ation to 
others. 

c. share personal electronic mail (e-mail) accounts. 
 

2. Acceptable Use:  It is acceptable to use University  computer technology for purposes 
relating directly to education, educational research, and administration of the University. 
Examples of acceptable use are: 
a. Using the software/hardware only in the condition and set tings provided by the 

University. User m ay not  modify software set tings, t o add or del ete hardware 
components or modify software features, unl ess so i nstructed by  appropri ate 
University officials.  

b. Using t he net work for t he purpose of i nstructional support. This may include 
class assignm ents, research, skill development, and/or the production of 
materials used in the educational process. 
 

3. Unacceptable Use: It is unacceptable to use University com puter technology for any 
illegal p urpose o r to  in terfere with  o r d isrupt other users, services or equipment. Such 
unacceptable use includes, but is not limited to, the following: 
a. Engage in activities to damage or disrupt computer, computer system, network, 

information, data, or a program , by such acts as virus creation and propagation, 
wasting system resources, or overloading networks with excessive data. 

b. Engage in activities for the purpose of promoting personal gain and or profit or 
use of Uni versity t echnology for organi zations ot her t han At hens St ate 
University. 
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c. Engage in any activity which is in violation of the Code of Alabama (1975) §§ 
36-25-1 through 36-25-30, as amended, (the "State Ethics Law"), or whi ch, in 
the opinion of the University administration, maybe contrary to such law. 

d. Use of any computer technology in a m anner that violates patent protection or 
license agreements. 

e. Engage in any activity that violates any and all copyright law. Such activity may 
include utilizing University technology to  copy and/or dist ribute copyrighted 
materials of any type that the user does not have a valid and legal right to copy. 

f. Engage in any activity that  utilizes University technology to copy any software 
from any source for which the user does not have a valid and legal license. 

g. Engage in  an y u se th at is illeg al o r resu lts in the commission of any illegal 
activity.  Use Uni versity com puter t echnology t o support  or oppose any  
candidates or candidates for public office, o r fo r an y o ther p olitical p urpose. 
(Use of State property for political purposes is against Alabama law.) 

h. Engage in any non-educational purpose, such as for ent ertainment or l eisure 
activities.  Gam e playing is n ot considered appropriate use unless the use of a 
particular computer game is assigned by an authorized University official as an 
educational activity. 

i. Transmit messages of a rom antic or sexual  nat ure t o any  person or persons. 
Create, display, transmit or make accessible threatening, racist, sexist, offensive, 
annoying or harassing language and/or material. 

j. Transmitting unsolicited inform ation which contains obscene or indecent 
material as defined by law. 

k. Knowingly perform an act which will interfere with the normal operation or use 
of computers, terminals, peripherals, or networks. 

l. Create copies, or take into the user's personal possession copies of institutionally 
owned soft ware and/ or hardware t echnology such as com puters, components, 
disks, or peripherals. 

m. Using another person's computer account or allowing someone else to use your 
account (e-mail, secure systems, etc.) 

n. Sharing of personal e-mail accounts. 
o. Masking the identity of an account or machine in any m anner misrepresenting 

your identity in email or other electronic communication. 
p. Creating, m odifying, ex ecuting o r retran smitting an y co mputer p rogram o r 

instructions intended to obscure the true identity of the sender of electronic mail 
or electronic messages, collectively referred to as "Messages," including, but not 
limited to, forgery of Messages and/or alteration of system and/or user data used 
to identify the sender of Messages. 

q. Communicating any information concerni ng password, i dentifying code, 
personal i dentification num ber or ot her confi dential i nformation wi thout t he 
permission of its owner. 

r. Attempts to gain unauthorized access to any inform ation facility, whether 
successful or not . Thi s i ncludes runni ng programs t hat attempt to calculate or 
guess passwords, or t hat are desi gned and craft ed t o t rick ot her users i nto 
disclosing their passwords, and any  at tempts t o ci rcumvent dat a prot ection 
schemes or uncover securi ty l oopholes. It  also includes electronic 
eavesdropping or communication facilities. 
 

4. Internet Access:  Any em ployee or student access to the Internet through the 
University's com puter network is limited to the acceptable use as set out below. 
Likewise, any em ployee or st udent who accesses the Internet through the University' s 
computer network for an unacceptable use or  causes an unacceptable result will be held 
accountable for the violation. 
a. The use of the Int ernet m ust be i n support  of educat ion and research and 

consistent with th e ed ucational o bjectives o f Ath ens State Un iversity. 
Transmission of any material in violation of any  federal  or st ate regul ation i s 
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prohibited. This includes, but is not limited to: copyrighted material, threatening 
or obscene m aterial, or m aterial protect ed by trade secret. Any use of the 
Internet through the University' s computer network for political advertisem ent 
or political lobbying is also strictly prohibited. 

b. Users of the Internet through the University’s computer network are expected to 
abide by th e ru les o f n etwork etiq uette. An y swearin g, v ulgarities o r o ther 
inappropriate l anguage i s prohi bited. Users are al so prohi bited from revealing 
personal addresses or phone numbers of students or colleagues. 

c. Users are hereby warned that e-mail is not guaranteed to be private. People who 
operate the system do have access to all m ail. Messages relating to or in support 
of illegal activities may be reported to the authorities. 

d. Internet access is conditional upon strict com pliance with any additional 
University rules attached hereto. 
 

5. Access is a Privilege, Not a Right:  Th e Un iversity reserv es th e rig ht to deny the 
privilege of the use of any or all types of computer technology to individuals who violate 
this Acceptable Use Policy. Users m ay also be held accountable for violations of Federal 
and/or Alabama Laws (i.e. Com puter-Related Crime, etc.). Violations of this policy may 
result i n t he t ermination or suspensi on of em ployment, suspensi on of com puting 
privileges, disciplinary review, any other forms of employee or student discipline, and/or 
financial restitution to the University for any damages and costs related to inappropriate 
or unacceptable use, and/or crim inal or ci vil legal action. Athens State University 
reserves the right to modify or clarify this policy at any time. 
 

6. Computer Crimes: The Alabam a Computer Crime Act,  codified at Code of Alabama 
(1975) §§ 13A-8-101 - 13A-8-103, makes it a crime for a person t o damage, or wi thout 
authorization to modify, computer equi pment, com puter net works, and com puter 
programs and supplies, or without authorization to access, examine, or use computer data 
and programs, and provides for puni shment up to a Class B Felony (imprisonment for 2 
to 20 years and/or a fine up to $10,000.00 or double the damage or loss to the victim).  A 
copy of the Alabam a Com puter Crime Act is available for the reader' s inform ation. 
Federal law also m akes it a crim e to, without authorization, access level to computers or 
computer networks devoted in part to Federal purposes.  Any violation of such St ate or 
Federal laws respecting computers sh all also  co nstitute a v iolation o f th e Ath ens State 
University Com puter Technology Acceptable Use Policy.  Furtherm ore, this policy 
prohibits various actions (described above) which may or may not constitute a crime. 
 

G. Communication and Publications Policy 
 

The visual and verbal im ages of  Athens State University presen ted to off-cam pus audiences are 
important to the uni versity’s success. A coordi nated approach t o present ing a consi stent and 
accurate image of the university is considered vital as the university  presents itself to its publics, 
including alumni, donors, legislators, parents, prospective students, taxpayers and others. 
 
This policy is designed to better insure the communications representing the university are of high 
quality, present Athens State University consiste ntly and accurately, and meet the requirem ents 
expected of a public institution. 

 
1. Communications meeting all of the following cri teria m ust have approval  from  t he 

Printing and Publications Office and: 
a. Bear the name of Athens State University. 
b. Are intended for distribution off-campus. 
 

2. Communications falling under this policy include the following: 
a. Publications i ncluding brochures, newsl etters, di rect m ail items, catalogs, 

letterhead, and envelopes and all items directed toward off-campus audiences. 
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b.  Print, broadcast and internet advertising. 
c. Photographs and videos produced to represent the university to a mass audience. 
d. University Logo/ University Seal . The At hens St ate Uni versity l ogo is a 

registered tradem ark filed with the Al abama Secretary of State. Use of the 
Athens State University logo is required on al l electronic and pri nted materials 
to reinforce the identity and image of the institution. Letterhead, envelope and 
business cards will include the logo in Bl ue (PMS 293) and Black or in single 
colors of Blue or Black. No other co lor combinations are perm itted. The logo 
should appear on al l university publications. It should appear prominently (i.e., 
on the front cover) unless there is an unusually compelling reason why it would 
be awkward or graphi cally i nappropriate. W henever, possi ble, t he uni versity 
logo should appear i n Blue and B lack on al l printed materials. The l ogo must 
not be redrawn, modified or reported to form an addi tional design symbol. The 
university seal is Blue (PMS 293). The seal  is intended for official functions of 
the University, and is reserved for sp ecific form al and academ ic use by the 
University’s executive offices.  

e. Forms for on-campus and off-campus distribution. 
f. Certain material produced by student organizations. 
g. Press releases representing the university.  
 

3. Communications not falling under this policy include: 
a. Materials produced primarily for classroom or educational use. 
b. Materials for scholarly publications and presentations. 
c. Advertisements for positions. 
d. C orrespondence. 
 

H. Tornado/Emergency Procedures 
 

The Emergency Management sirens will b e the primary signal for all severe weather warnings 
or other emergencies which require shelter on t his campus.  All classes are to be DISMISSED 
AND CANCELED when the siren sounds.  Students will be allowed to use their own discretion 
as to seeking shelter or leaving cam pus facilities o nce class h as b een d ismissed an d can celed.  
Athens State University will not accept the responsibility for the student once the siren has 
sounded and class has been dismissed.   

 
The Information Desk Clerk or security officer will attempt to alert facu lty and staff in  the event 
of a tornado warning or tornado.  The Information Desk Clerk or security officer will inform each 
shelter location when it is safe to exit the shelter. 

 
Complete d etails o f p rocedures are lo cated in  th e Ath ens State Un iversity Health and Safety 
Manual. 

 
I. Crisis Communication Plan 
 

How Athens State University com municates to its varied audiences is vital during an unforeseen 
crisis or emergency. It is the responsibility of th e Office of University Relations to set a strategy 
that will allow for the m ost effectiv e way to  co mmunicate with  stu dents, facu lty/staff an d th e 
public when an emergency is declared.  

 
In the event of the em ergency, the Office of University Relations m ust wo rk clo sely with  th e 
University Presid ent, ad ministration, campus p olice an d o ther p ublic safety entities, which may 
have jurisdiction. It will be critical that the Un iversity collect and veri fy information about the 
crisis, d etermine its sev erity an d co me to  co nclusions o n how to best address these issues to 
internal and external audiences.  
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Events that pose immediate threat to life and propert y on cam pus t ypically cal l for urgent  
communication. It is expected that under t hese circumstances internal communication across t he 
campus will b e a p riority. Th e Office o f Un iversity Relatio ns, after conferring with the 
administration and public safety officials, will u se the following strategies to  communicate with  
students, faculty/staff and campus visitors:  

 
1. Email/e2campus notification (text and voice) to students/faculty/staff regarding the event 

and state the needed action desired at that time.  
Responsibility: Security  

2. Post information to the University website.  
Responsibility: University Relations  

3. Contact media outlets to post information.  
Responsibility: University Relations  

4. Depending on t he si tuation, t elephone com munication m ay provi de a more immediate 
contact across campus.  
Responsibility: University Relations/Security  

5. Depending on the situation, make personal contact with personnel in campus buildings.  
Responsibility: Security  

6. Depending on the situation, use campus PA system to notify students/faculty/staff across 
campus.  
Responsibility: Security  

  
The Office of University Relations will be res ponsible for gathering a nd verifying inform ation 
about a crisis, assist in assessing its severity, and develop strategies on how information should be 
released. C ertain event s m ay requi re a si ngle response or briefings with the media to keep the 
public informed. It is critical th at our messages be clear. Therefore, no one is authorized to speak 
to t he news m edia i n a cri sis wi thout t he cl earance of the Office of University Relations. All 
inquiries shoul d be di rected t o t his offi ce for a response. Information may be released through 
several outlets including news briefings, telephone, personal contact, email, website posts and fax 
transmissions. 

 
The Office of University Relations will d ocument th e n ews co verage fro m lo cal, reg ional an d 
national so urces. Th e o ffice will co mpile in formation an d ev aluate its efforts to determine the 
overall success or failure of the crisis communication effort. This evaluation will direct the office 
on how to avoid future problems and appropriate follow-up measures.  

 
J. Website Guidelines 

 
 Purpose 

The Athens State University website is th e University’s internet communications tool to provide 
information to students, faculty, staff, alumni and friends. 

 
Goals 

 
1. To provide timely information on admissions, financial aid, academ ic programs, alumni, 

career opportunities, events, academic information and student support services. 
2. To provide a consistent design that promotes a positive image of the institution. 
 
Oversight and Management 

 
The At hens St ate Uni versity websi te i s under t he m anagement of t he Offi ce of University 
Relations. All design and m aintenance are the res ponsibility of the site ed itor or designees. All 
pages must follow the design guidelines set forth by the Office of University Relations. 
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Website i nformation provi ded for col leges, depa rtments, and other uni versity offi ces are t he 
responsibility of the appropriate Vice President or  College Dean. A designee m ay be appointed to 
update and maintain current information. 

 
 To keep the website attractive and current all webpages should: 

1. Be substantially complete in content. 
2. Follow the approved design guidelines for the University website. 
3. Diligently update information in a tim ely fashion – removing out-of-date information or 

announcements. 
4. Review all pages at least once every 60 days. 
5. Insure that the website as a whole addresse s any applicable statutes or policies including 

FERPA, copyrights and patents, ADA and handicap accessibility. 
6. Pages failing to adhere to these guidelines may be removed from the website.  

 
Non-Institutional Webpages 

 
Non-institutional webpages include those of faculty, staff, students, student organization and other 
pertinent organizations. These are not  part  of t he official University website and must provide a 
visual separation. They may not use the institutional page design. The webpage must include the 
name of the individual or group responsible. Information must be kept current and reviewed every 
60 days. 

 
These webpages shoul d m eet t he requi rements of al l Uni versity pol icies, st udent and facul ty 
handbooks, and copyright laws. Sites considered or deemed obscene, harassing, threatening or in 
violation of local, state or federal law will be removed without warning. 

 
K. Request to Submit Grant Proposal 

 
Employees that wi sh t o appl y for grant s m ust com plete a Grant  Sum mary/Approval Form  and 
receive approval to proceed before applying for grants. 
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5.4 PROMOTION  
 

A. Faculty - Salary Schedule D 
  

See Section 6. 8 for promotion principles, criteria and procedures. 
 

B. Staff - Salary Schedule E 
 
Criteria for Promotion 
The staff member being considered for promotion shall be evaluated by the appropriate University 
Vice President with reference to the Uniform Guidelines for Advancement – Salary Schedule E as 
listed below. 
 
Advancement wi thin a l evel for a position on Salary Schedul e E shal l be based on several  
components as listed below. 
 

A. Individuals seeki ng advancem ent wi thin a l evel on Sal ary Schedul e E must 
have the following: 

 
1. Written request to  th e Presid ent fro m th e in dividual d esiring 

advancement; and 
2. Written reco mmendation(s) fro m appropriate administrator(s), 
 with appropriate documentation; and 
3. Job perform ance, as dem onstrated by a series of performance 
 evaluations, with individual scoring “above average” or “exceeding
 expectations” on t he l ast t wo annual  job perform ance eval uations,
 with no major weaknesses, liabilities or problems noted; and 
4. Incumbency in the position at the current salary grade for at least
 three years, absent unusual and extenuating circumstances documented
 by the appropriate administrator(s); and 
5. Adherence to a written  Pro fessional Dev elopment Plan , wh ich m ust
 include the following: 
 (a) Addition to the position of higher order compensable factors, 

 including, but  not  l imited t o t he posi tion of i ncreased 
 supervisory responsibility; 
(b) Attainment of appropri ate educat ion and/or professional 

development which is job rel ated and whi ch i ncreases t he 
individual’s knowledge or skills germ ane to the position, 
resulting in the individual becoming more valuable in helping 
the organization to meet stated goals or objectives; and 

(c) Attainment of i ncreased t echnical com petence t hrough 
certification, l icensing, or t raining whi ch i s job rel ated and 
which expands the ability of the individual to perform critical 
job functions. 

 
B. In addi tion t o t he above requi rements, for i ndividuals seeki ng advancem ent 

within a level on Salary Schedule E, th e Presid ent m ay also  co nsider th e 
following factors: 

 
 1. Market conditions in the area served by the institution; 
 2. Existence of unique circumstances or situations at individual  
  institutions, justifying advancement, including demonstration of  
  ingenuity, creativity, etc. 
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Promotion Procedures Timeline 
The form for the Professional Development Plan for Support  St aff can be obt ained from  t he 
computer network cam pus shared drive in a fold er marked “Forms”.  It is a W ORD document 
and the file name is “Uniform Guidelines for Advancement Schedule E”.   
 
 A. Complete p romotion p ackets co nsisting o f all th e item listed in the Uniform 

Guidelines fo r Ad vancement m ust b e su bmitted to  th e appropriate University 
Vice President by January 15. 

 B. Recommendations reg arding p romotion will b e su bmitted in writing to the 
President by April 15. 

 C. Final approval of all promotions will be by the President prior to the beginning
 of the next academ ic year.  The staff member will receive notification of the
 President’s decision at this time.  

 D. Nominees recommended but not  prom oted m ay resubm it t heir packet  for 
 consideration the next year.  The nominee will update the m aterials and the
 appropriate ad ministrator(s) will su bmit a n ew letter o f recommendation for
 the promotion adhering to the same dates and guidelines outlined. 
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PART SIX 

FACULTY 
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6.1 ACADEMIC FREEDOM 
 

Institutions of higher learning are established for the common good.  The common good depends upon the 
free search for truth and its free advancement.  Academic freedom is essential to these purposes and applies 
to both teaching and research.  Athe ns State University therefore suppor ts the intent of the Am erican 
Association of University Professors’ 1940 Statement of Principles on Academic Freedom and Tenure, 
With 1970 Interpretive Comments. 

 
Faculty m embers of Athens State University are entitled to academic freedom  for their professional 
activities.  Faculty should feel free to pursue respons ible, scholarly activities which will benefit hum anity 
as a whole.  However, faculty m embers should recogni ze that their activities are subject to the review of 
their peers (e.g., see Section 4.3, Curriculum Review Process). 

 
Faculty members are citizens, and should be free from  institutional censorship or discipline when speaking 
or writing as citizens.  However, faculty m embers should recognize that thei r special position in the 
community carries special obligations, and that th e public will often judge their profession and their 
institution by their statements, whether oral, written, or electronic in nature. 

 
 



4/09 

6.2 DESCRIPTION OF FACULTY POSITION 

 
Job Summary:  Faculty m embers at Athens State University  are expected to carry out the traditional 
duties expected from  a faculty m ember at a baccalaureate institution.  These duties fall under the three 
broad categories of teaching, schol arship/professional developm ent, a nd service.  Faculty m embers are 
expected to support the mission of the university and abide by i ts regulations and t hose of t he Alabama 
Community College System. 

 
Qualifications:  The minimum credential for fu ll-time faculty m embers at Athens State University is a 
Master’s degree in their teaching discipline.  Faculty whose graduate degree is not in the same discipline as 
their teaching assignment, must have earned at least 18 semester hours of credit in the teaching field for it 
to be considered adequat e.  It  i s st rongly preferred that ful l-time facul ty hold a terminal degree in t heir 
assigned discipline. Candidates possessing a terminal degree in the appropriate discipline should be hi red 
unless exigent circumstances necessitate hiring a candidate without a terminal degree.  Previous teaching 
experience is also highly desirable. 

 
Duties: 

 
I. Teaching: 

1. Teach assigned courses in accordance with the course syllabi and a schedule of classes that 
may include day, evening, weekend, and di stance classes offered by  the main campus and at 
the University Centers. 

2. Engage in development of new and creative instructional materials.   
3. Assist in keeping the curriculum of the program up-to-date.  
4. Advise students in the successful completion of their degree program. 
5. Post and hold office hours in a physical and electronic format as appropriate. 
6. Assist with the departmental plan of assessment. 
7. Assist with  stu dent recru itment, particularly when lo w stu dent en rollment is an  issu e in  th e 

program. 
 

II. Scholarship/Professional Development: 
1. Maintain an up-to-date knowledge of advances and innovations in the academic discipline. 
2. Engage in scholarly activity related to the discipline, e.g., presentation of papers, servi ng on 

panel discussion, publication of articles and books, grant writing, ar t exhibits, participation in 
seminars, book reviewing and abstracting. 
 

III. Service: 
1. Assist with committee work and administrative task s related  to  th e facu lty m ember’s 

department. 
2. Assist with committee work and tasks related to the College. 
3. Assist with committee work and tasks related to the University. 
4. Engage in shared governance of the University through the appropriate institutions. 
5. Engage in service to the community. 
6. Engage in service to the faculty member’s academic discipline. 
7. Advise student organizations. 
8. Attend depart mental, col lege and uni versity meetings along wi th i n-service workshops, 

registration duties, honors and awards ceremonies, and graduation. 
 

IV. Miscellaneous: 
1. Perform other duties as assigned. 

 
Reporting: 
 

Individual faculty members report to and are responsible to their College Dean, the Vice President 
of Academic Affairs and the University President in ascending order.   
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6.3 FACULTY HIRING PROCEDURES 
 

The recruitment and selectio n p rocedures fo r th e h iring o f fu ll-time facu lty m embers will fo llow th e 
following steps (see Uniform Guidelines from the Alabama Community College System): 

 
1. Identification and documentation of need by concerned Colleges. 

 
2. Budget support for the position by the Vice President of Academ ic Affair s, Vice President of 

Financial Affairs, and President. 
 

3. Approval by the Chancellor to advertise. 
 

4. Publication of available position nationally. 
 

5. Appointment of Search Committee by the President. 
 

6. Review of complete applications by Search Committee. 
 

7. Screening and identifying finalists by the Search Committee. 
 

8. After interviews are conducted by the Search Com mittee, the Sear ch Com mittee recom mends 
three (3) applicants to the President in alphabetical order who best match the requirements of the 
job. 
 

9. President interviews the three finalists. 
 

10. Invitation of employment will be offered by the President. 
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6.4 KINDS OF FACULTY APPOINTMENTS 

 
Members of the faculty at Athens State University are appointed in one of the following categories: 

 
1. Ad Hoc Appointments  

Ad hoc appoi ntments include Research Associate, Lecturer, or other titles.  Perso ns holding ad 
hoc appointm ents are without elig ibility for tenure, sabbatical leave, or fringe benefits of 
employment unless specifically delineated as having such in an appointment letter or contract for 
employment. 

 
 A candidate for Research Associate must be recommended by or be the principal investigator on 

a contract or grant which has sufficient funds to  support the position and must be approved by the 
faculty of the discipline(s) concerned. 

 
 A Lecturer is someone who has except ional talent, expert ise, or experi ence who is invited as a 

teacher for a given course or as a speaker for a series of lectures.   
 
 Other titles may be used to designate ad hoc appointments for special purposes or limited periods 

of time. 
 

2. Temporary Appointments (Term Appointments) 
 Temporary appointments are assigned to faculty whose servi ces are requi red onl y for a cert ain 

specific period of time which is identified in the appointment letter or cont ract for em ployment.  
Temporary faculty, frequently called Adjunct Faculty, are not eligible for tenure or promotion. 
 

3. Probationary Appointments (Tenure - Track Appointments) 
 Probationary appointments are assigned to faculty m embers who because of scholarly or 

professional achievement are on a tenure track. 
 

4. Tenured Appointments 
 Tenured appoi ntments are assi gned t o facul ty who have com pleted t he probat ionary peri od 

necessary to be awarded tenure.  Usually only tenured faculty are eligible for promotion. 
 

5. Department Chairs 
Administrative department chairs are responsible for coordinating with the College Dean and t he 
Vice President of Academ ic Affair s su ch d uties as: assistin g with  th e p reparation o f th e fall, 
spring, and sum mer schedules; the preparation of assessment documents; identifying appropriate 
adjuncts and recommending such adjuncts to the College Dean; advising students and responding 
to student concerns within the respective programs; working at registrations and performing other 
routine duties as may be request ed by  t he C ollege Dean and/or Vice President of Academ ic 
Affairs.  Departm ent chairs will not evaluate faculty within th eir unit, but should attem pt to 
resolve informally any student concerns prior to their submission to the College Dean. 
 

6. Partner Faculty 
 Partner faculty are those who work part-tim e as ad junct instructors, but are ful l partners with the 

faculty.  They have exceptional expertise, certificatio ns, o r e ducational experi ences.  Part ner 
faculty m ay have key roles in teaching, m ay hold doctorates in their fields, or m ay be 
exceptionally gifted teachers.  Partner faculty may also serve on college com mittees, serve on 
admission p anels fo r p articular p rograms, su pervise students in internships and fulfill roles of 
partnering with local schools as  required by accrediting agencies.  Each college will have 
particular specialized functions for their partner faculty.  
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6.5  CONTINUATION OF APPOINTMENTS (TENURE) 
  
The following principles are set forth as policy on continuation of appointment of a faculty member: 
 
1. Temporary Appointment (Term Appointment) 
 A facul ty m ember who hol ds a temporary appointment does not  have a commitment for 

continuation of appointment and is not considered to have an ongoing contract. 
 

2. Probationary Appointment (Tenure-Track Appointment) 
A faculty member who has a probationary appointment an d wh o h as n ot b een g iven written  
notice of non-continuation of appointment is considered to have an ongoing contract. 
 

3. Tenured Appointment 
 A faculty member who has a tenured appointment is considered to have attained tenure as a 

faculty member.  Tenure is attained after completion of three years of satisfactory employment in 
faculty classification at Athens State University.  No letter of ten ure is sen t u nless th ere is a 
problem with the possibility of tenure, in which case a faculty member will be notified according 
to the guidelines of the procedures for Postsecondary Employees (see Part Seven - Policies). 
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6.6 ACADEMIC RANKS 

 
The faculty shall consist of the ranks of Professor, Associate Professor, Assistant Professor, and Instructor.  
The specific criteria listed below shall be used at the tim e of the initial faculty appointm ent and for 
promotional consideration and shall be considered minimal criteria for such purpose. 

 
1. Instructor 

To be eligible for this rank, the faculty member should possess the minimum educational level of 
the master’s degree in the professional field of se rvice.  The instructor need not have teaching 
experience at the college level. 

 
2. Assistant Professor 

To be el igible for t his rank, a faculty member should possess strong potential for further 
development as a teacher and a scholar.  In addition, the member should possess a master’s degree 
and a minimum of two years appropriate experience or the terminal degree in the teaching field. 

 
3. Associate Professor 

To b e elig ible fo r th is ran k, a facu lty member must have demonstrated an above average 
performance in teaching and m ust possess strong potential for further development as a teacher.  
Also, t he m ember m ust have dem onstrated a good record of perform ance in professional 
contributions or scholarly activities.  In addition, the individual should ha ve accumulated at least 
seven years of servi ce at  Athens State University and should possess the terminal degree in the 
appropriate field of appointment at Athens State University. 

 
4. Professor 

To be eligible for this rank, a faculty member must have demonstrated outstanding performance 
in teaching as well as above average performance in professi onal cont ributions or schol arly 
activities.  In addition, the individual should have accum ulated ten or  more years of m eaningful 
experience at  At hens St ate Uni versity and m ust hol d t he t erminal professi onal degree in the 
appropriate field of appointment at Athens State University. 

 
5. Emeritus Status 

Upon the recommendation of the Chancellor, t he St ate B oard of Educat ion m ay recogni ze 
outstanding contributions to an institution and/or to the Alabama Community College System by 
conferment of the title of “Em eritus” upon certain retiring Presidents, faculty or staff.  To be 
eligible for such consideration, such individuals must have had at least ten (10) years of honorable 
and distinguished service to the institution from which they are retiring.  The criteria to be used in 
determining eligibility for selection for the award can be found in State Board of Education Policy 
217.01. 
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6.7 FACULTY EVALUATION 

 
A course/instruction evaluation will be completed at the conclusion of each semester for all classes.  Each 
faculty member must use the standard university form, but may also use an additional form or approach of 
their choice.  Any additional forms or approaches must be reviewed by the appropriate College Dean.   

 
All full-time faculty will go through a review/evaluation process during January-February of the academic 
year.  The procedure starts when the faculty m ember conducts a sel f-review according to a form  that 
includes teaching competency, advising responsibility, and other faculty du ties.  The self-evaluation, along 
with d ocumentation, is th en rev iewed b y th e facu lty m ember and College Dean. W hen the review is 
completed and signed, it is forwarded to the Vice President of Academic Affairs.   

 
Signing the annual review is an acknowledgement that a meeting occurred between the College Dean and 
the facul ty m ember i n whi ch t he facul ty m ember was gi ven an opportunity to read and discuss the 
evaluation.  It  does not  i mply agreem ent wi th t he cont ent of the evaluation.  Signing as an 
acknowledgement is mandatory. 
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6.8 PROMOTION 
 

Principles for Promotion 
Faculty members become eligible for promotion according to the following principles: 
1. The specific criteria establishing eligibility for a particular faculty rank shall be regarded 

as minimum requirements for promotional consideration.  Such criteria shall be balanced 
with t he underst anding t hat except ional m erit m ay waiver the time requirements for 
promotion. 

2. While participation in institutional management/administration by faculty members is o f 
service to the University, the primary emphasis for promotion is excellence in teaching. 

3. The Uni versity shal l have no quot a sy stem as t o the number or percentage of persons 
who can hold any particular rank. 

 
Criteria for Promotion 

The faculty member being considered for promotion shall be evaluated by the appropriate College 
Dean and the Vice President of Academic Affairs with refere nce to academ ic preparation, 
professional experience, and service to the institution according to the following guidelines: 
1. Academic preparation shall be evidenced by post-baccalaureat e study at an institution of 

higher learning leading to a graduat e degree.  Degree exam ples are:  the Master’s, Juris 
Doctorate, Educat ional Speci alist, Doct or of Educat ion, and/ or Doct or of Philosophy 
degree.  The institution from which the degrees  were obtained must be accredited by the 
appropriate regional accrediting agency. 

2. Professional experience shall be eval uated on t he basi s of t he facul ty m ember’s 
contributions and potential to contribute in the following areas:  1) teaching 
effectiveness; 2) advising, c ounseling, and assisting in stude nt activities; 3) research or 
scholarly activities; and 4) institutional, co mmunity, p rofessional, an d civ ic activ ities.  
While the single most important criterion is teaching effectiveness, the other areas are not 
necessarily listed in order of i mportance.  In recogni tion of t he advancem ent of 
knowledge, si gnificant consi deration shal l be gi ven t o part icipation i n schol arly 
activities. 

 
 
A. Doctoral Degree Defined 

Doctorate degrees include all earned academic and professional doctorates from 
accredited institutions of higher learni ng and professional schools provided the 
service to the institution is within the field of the earned doctorate. 

 
B. Advanced Academic Preparation 

Study conducted at the Master’s, Doctoral, or Post  Doctoral level is considered 
to be advanced study at Athens State University. 

 
In the creative or applied arts, and in specialized professi onal, t echnical, or 
vocational fields, evi dence of professi onal com petency as dem onstrated by 
research, publications, teaching success,  honors, awards, or other recognition 
may be acceptable in lieu of form al advanced academ ic preparation.  
Documentation is required. 
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Promotion Procedures 
 
The procedures to be followed for consideration for promotion are outlined below: 
 
1. B y October 1 i n t he y ear of prom otion qual ification (based upon t ime i n servi ce and 

educational degree), eligible faculty members shall fill out an Application for Promotion 
and submit this to their College Dean.  Upon receipt of these applications, each College 
Dean shal l conduct  an el ection wi thin t he respect ive col lege t o sel ect t wo faculty 
members to serve on a University Peer Prom otion Committee.  In addition, each College 
Dean shall select one faculty member from within the college to serve on the Committee.  
Each member must be t enured and hol d the rank of Associ ate Professor or Professor i n 
order to serve on the University Peer Prom otion Committee.  A facul ty member cannot 
serve if applying for a promotion, and cannot participate in the individual process for a 
faculty member who is applying for a higher rank than the Com mittee member currently 
holds.   

 
The Vice President of Academic Affairs shall convene the first meeting of the University 
Peer Pro motion Co mmittee with in th e first week  o f Octo ber an d sh all assist with  th e 
election of the Chairperson.  The Chairper son of the Committee shall notify each faculty 
member who completed an  application that a d igital portfolio must be submitted to the 
Chairperson by  October 31.  Th e d igital p ortfolio sh all co nsist o f a co py of the 
Application for Prom otion; vita; supporting docum entation as to teaching and advising, 
research/scholarship, and servi ce; any  l etters of support from other faculty/students; 
syllabi of courses taught since last promotion or hi ring; annual performance reviews by 
the College Dean since the l ast promotion or hi ring; and any  addi tional support  at  t he 
nominee’s discretion.  It is the nom inee’s re sponsibility to provide evidence of merit. 
Additional docum entation m ay be ret ained i n t he candi date’s offi ce for vi ewing i f 
requested or in the can didate’s d igital p ortfolio.  Th e Un iversity Peer Pro motion 
Committee shall review each portfolio and pr ovide the individual College Deans with a 
written evaluation of each candi date from their colleges by December 15.  C andidates 
shall be eval uated as hi ghly qual ified, m oderately qualified o r less q ualified, with  
explanations.  If more than one candi date exists, the candidates shall be ranked i n order 
of qualification. 

 
2. In cases of exceptional m erit, a faculty m ember m ay be nom inated for prom otional 

consideration under the “exceptions rule” by the College Dean or a faculty member.  The 
process may be initiated by advising the Vice President of Academic Affairs in writing as 
to a candidate’s merits.  A l etter of support /non-support from the College Dean shoul d 
accompany this request.  The sam e timelines and requirements shall be followed for this 
process. 

 
3. It is the responsibility of the College D eans to review their own college candidates’ 

digital p ortfolios an d th e ev aluations b y th e Un iversity Peer Promotion Committee by 
January 30.  A written evaluation of each candidate shall be com pleted by the College 
Dean along with a ranking of t he candi dates.  The port folios and eval uations shal l be 
then sent to the Vice President of Academic Affairs.  

 
4. The Vice President of Academic Affairs shall review the candidate’s digital portfolio and 

evaluations by  t he C ollege Deans and t he Un iversity Peer Pro motion Committee, 
following the guidelines of academ ic rank and promotions criteria.  The Vice President 
of Acad emic Affairs m ay co nsult with  th e College Deans or th e University Peer 
Promotion Committee during this review.  The Vice President of Academic Affairs shall 
forward port folios and eval uations t o t he Presi dent and shal l m ake a recom mendation 
regarding promotions in writing to the President by March 1.    
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5. The Presi dent shal l revi ew t he di gital port folios, recom mendations and rankings, and 
consult with  th e Vice Presid ent o f Acad emic Affairs or College Deans as necessary.  
Final approval of all promotions shall be made by the President by April 1 or as soon as 
possible thereafter, based upon budget constraints, and any other circumstances that must 
be tak en in to co nsideration.  Th e Presid ent sh all try to ensure that promotions are 
equitable for all colleges.  Th e President shall no tify each candidate of the final decision 
in writing.   

 
6. In years of budget ary const raints, candi dates recom mended but  not  prom oted m ay 

request a resubmission of their digital portfolio to the College Dean for consideration the 
next year.  The candidate may update the portfolio and t he College Dean shal l submit a 
new letter of support/non-support of t he prom otion, adheri ng t o t he sam e dat es and 
guidelines as outlined. 
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6.9 FACULTY POLICIES AND REGULATIONS 

 
1.  Role of Faculty in Academic Matters and Improvement of Educational Programs 

Any measure relating to academ ic matters and properly passed by the facu lty shall becom e the 
policy and practice of t he University unless it (a) ca nnot be perform ed for fi scal or ot her strictly 
administrative reasons or (b) concerns an issu e wherein the law, including state board policy, 
requires the administration to set law o r policy.  In  either of these cases, the administration shall 
report promptly to the faculty the reasons why the measure cannot become policy and practice, in 
which case th e measure becomes a reso lution expressing the will o f the faculty if and when the 
administration is able to act. 

 
2. Faculty Schedule 

Teaching faculty members are expected to work a full professional week to include 35 hours duty 
per week.  At the beginning of each sem ester, faculty members will subm it a tim e-use schedule 
including office hours to their College Dean. The College Dean will submit this information to the 
office of the Vice President of Academic Affairs and to the Information Desk. 

 
3. Class Scheduling 

In regard to employment hours, t here i s no di stinction bet ween day , ext ended day , eveni ng or 
weekend programs.  In scheduling classes, a conti nuous analysis of student needs will be m ade to 
ascertain the number of day classes and the number of night classes required for optimum service 
to students.  The need of students will in all cases govern the structur ing of class schedules; 
faculty members will be assigned teaching duties accord ingly.  Every effort will be made to fully 
utilize the services of full-time faculty members prior to the employment of part-time faculty. 

 
4. Classroom Location Changes 

Changes in classrooms from scheduled locations must be cleared by the Administrative Assistant 
to the Vice President of Academic Affairs.  College Deans must be notified of all changes. 

 
5. Final Examination Schedule Changes 

All faculty should follow the final exam ination schedule published for each sem ester.  Any 
changes must have the approval  of t he C ollege Dean  p rior to  alteratio n fro m th e p ublished 
schedule. 
 

6. Other Duties/ Additional Duties 
Employment i ncludes facul ty i n-service workshops, facul ty m eetings, st udent advising, 
school/department m eetings, com mittee res ponsibilities, registration, honors and award 
ceremonies, and graduation.  All faculty members will attend to these duties as part of their basic 
employment contract.  All faculty members are expected to be thoroughly fam iliar with the 
approved programs of study included in the college catalog.   

 
Faculty who have additional duties, such as department chair or other administrative assignments, 
may have a reduced teaching load for that tim e pe riod.  In the event that a faculty m ember is 
scheduled to teach a course(s) which fails to a ttain a sufficient enrollm ent, the faculty m ember 
will be given o ther d uties as assig ned.  Th e n ature o f th ese d uties will b e d etermined at th e 
discretion of the president and the academic administration.  

 
7. Faculty Productivity 

An average individual productivity factor of 105 semester hours credit per semester per full-time 
equivalent faculty member should be maintained.  In order t o meet the needs of st udents and t o 
attain this productivity goal, faculty members may be expected to teach up to 15 semester hours in 
any given semester. 
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8. Teacher Load 

The specific duties of the teacher s and the hours involved will be determined by the President or 
his designee with the understanding that good professional judgm ent will be exercised.  All 
faculty m embers are expected to devote a full academ ic work week to include:  classroom  
teaching of an average of eight (8) three-semester hour courses per ni ne-month academic year.  
Except by specific request from  the faculty member, this load is not to exceed twelve sem ester 
hours nor more than four preparations per semester, except in those cases where enrollment in the 
faculty member’s courses fall below a total of 105 credit hours.  If a facul ty member’s credit hour 
production falls below that number, they may be assigned an overl oad course or other duties but 
without additional compensation. 

 
9. Advising 

Each faculty m ember will be assigned advisees by the appropriate counselor in the Transfer 
Center.  The faculty member must maintain a record on the academic progress of each student and 
should meet with the advisee to plan a program of study as needed. 

 
10. Research or Scholarly Activities 
  (See also Section 3.11, Research Policies and Procedures.)  Th e in stitution h as an  important 

obligation and dedication to the advancement of knowledge.  Therefore, part icipation in research 
or scholarly activities is given sig nificant weig ht in  v arious d ecision-making p rocesses, m ost 
importantly those involving promotion.   

 
Institutional funds for research projects of m edium to large scale are not usually available.  
Successful competition for external funds can be accompanied by release time from instruction or 
other assi gned dut ies, t he ext ernal funds used, in part , as com pensation.  However, smaller 
research projects, especially those i nvolving st udents, can be funded from  institutional m onies 
when available. 

 
11. Faculty Support Per Major 

Each instructional area of major should be st affed by  at  l east one ful l-time facul ty m ember t o 
assure program continuity. Additional faculty will be considered only after a review of that area or 
discipline has been m ade and such i ncreases as  may be proposed can be just ified based on t he 
number of majors, the number of minors, the service functions of the discipline, the contact hours 
currently scheduled, and the number of graduates per year. 

 
12. Class Size – Maximum and Minimum 

In order to ensure a reasonabl y equi table workload for facul ty and t he prudent  operat ion of t he 
university, i t i s necessary  t o est ablish cri teria for m aximum and minimum class sizes.  Under 
normal circumstances, given that Athens State University teaches only upper-division courses, the 
maximum size of a cl ass should be 25 and t he minimum size should be 8.  The maximum credit 
hour (CH) production of a full-tim e faculty member should normally not exceed 300 CH without 
receiving overload pay.   The m inimum credit hour production of a full-tim e faculty m ember 
should be at least 105 CH. 

 
Circumstances frequently require that classes be offered with m ore or fewe r students.  If a class 
reaches an enrollment of 40, steps will be taken to split that class into two sections.  The faculty 
member teaching the class will be offered the option of teaching the cla ss as an overload or 
dropping one of t heir ot her cl asses and have i t r eassigned.  However, i f t he affected faculty 
member is teaching one or m ore classes that ha s less than 8 students, they m ay not qualify for 
overload pay.  That determination will be at th e d iscretion o f th e Co llege Dean  in  co nsultation 
with the Vice President of Academic Affairs. 

 
If a class enrollment falls below 8, it will be continued only at the discretion of the College Dean, 
based on st udent and program  needs.  If a cl ass enrol lment fal ls bel ow t hree and the faculty 
member wants to teach it, the under-subscribed course will be treated as an independent study or a 
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directed readings course for purposes of the faculty member’s workload.  This determination will 
be at the discretion of the College Dean and the Vice President for Academic Affairs and will be 
based on the history of enrollments in the faculty member’s classes. 

 
13. Adjunct Faculty Employment 

In order to maintain institutional quality and continuity, the policy will b e to have no more than 
one-third of the total full-time faculty equivalency nor t wenty percent of t he student credit hours 
taught by adjunct instructors.  

 
The Vice President of Academic Affairs and C ollege Deans shal l assure adequat e orientation of 
adjunct instructors. Adjunct  instructors must submit o fficial transcripts to  the office of the Vice 
President o f Acad emic Affairs p rior to  em ployment. Acad emic qualifications for adjunct 
instructors shall be the same as those for full-time faculty. 

 
Adjunct instructors will be expected to be on cam pus or at a designated alternate site for each 
scheduled class meeting and t o maintain the class throughout the scheduled meeting time.  The 
quality of instruction should reflect  the highest standards associated  with the academic life of the 
school.  Each adjunct instructor is encouraged to activ ely participate in the academ ic and social 
life of the campus. 

 
14. Other Professional Activity and Consultant Leave Time 

Involvement i n t he publ ic school s, i n professi onal organi zations/conferences, and servi ng as a 
professional or educational consultant are vital parts of faculty activity at Athens State University. 

 
Upon the request of a facul ty m ember and approval  of t he Presi dent, professi onal act ivity or 
consultant leave time may be granted. 

 
15. Class Attendance Policy 

It is accepted academ ic philosophy that sustaine d class attendance is essential to the overall 
educational value of a course of st udy in higher education.  In order to achieve maximum benefit 
from educational activ ities, Ath ens State Un iversity ex pects reg ular class atten dance fro m all 
students and faculty. 

 
The standards of performance to be met by each student, including specific attendance regulations 
for each course, will be set by each faculty member for the course.  Class attendance policies and 
other course requirem ents will be published in th e course syllabus, distri buted to students and 
discussed in detail by the faculty m ember on the first day of classes each sem ester.  It is the 
prerogative of the faculty member to allow make-up examinations. 

 
16. Outside Compensated Activity 

Full-time faculty are required to work a full professional week, fu lfilling their academ ic duties.  
Compensated activities, outside of normal working hours should not adversely im pact the faculty 
member’s ability to perform his or her assigned institutional duties. 

 
17. Professional Development Program  

Athens State University has a professi onal devel opment program  avai lable t o facul ty.  Thi s 
program provides lim ited financial support for a variety of activities (release tim e, travel 
expenses, materials, etc.) th at facilitate th e p rofessional endeavors o f the faculty member.  This 
support may extend to a five-year development program for the faculty member.  

 
18. Resignation 

All faculty members intending to resign are req uired to give written notice of resignation at least 
thirty (3 0) d ays p rior to  th e b eginning o f a sem ester.  Each  facu lty m ember shall complete all 
instructional duties and be cleared by the Vice President of Academ ic Affairs and the President 
for any semester started, except by written mutual agreement by both parties. 
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6.10  PROFESSIONAL IMPROVEMENT LEAVE (SABBATICAL) 

Revised May 2009 
(Refer to State Board Policies 610.01 and 611.01 for information on other leave opportunities.) 

 
Full-time faculty m embers, upon com pletion of each seven continuous academ ic years of service, are 
eligible for professional improvement leave without pay .  The purpose of t he professional improvement 
leave program  is to enable facu lty m embers to  p ursue th eir sch olarly in terests, free o f th eir n ormal 
institutional duties.  Th e ranks of Professor, Associate Professor, and Assistant Professor are elig ible for 
professional leave. 
 
Professional i mprovement l eave i s not  aut omatic. The facul ty m ember m ust first submit a professional 
improvement leave application, as described bel ow, t o t he C ollege Dean and t o a revi ew com mittee 
comprised of six full-time tenured faculty members (two from each school).  The committee will be formed 
under the purview of the Faculty Senate.  The com mittee will review each leave application and will list 
the merits of each application.  The findings of th e committee will be forwarded to the Vice President of 
Academic Affai rs.  The appl ication m ust be subsequent ly approved by the College Dean, the Vice 
President of Academic Affairs, the President, and the Chancellor.  If a department has multiple requests for 
leaves at any one tim e, m aternity leave, child care leave, and prof essional i mprovement l eaves have 
priority, in that order.  C ollege Deans m ay ask t o postpone requests for professi onal improvement leave 
when such absences would make it difficult for t he depart ment or school  t o m eet i ts i nstructional 
obligations, although applications m ay still be forw arded through the entire process.  Leave m ay be 
postponed for the above reasons for no more than two years. 
 
The member must continue to make their contributions to insurance and other benefit programs for them to 
remain in effect.  Contributions normally made by the University to the faculty member’s and other benefit 
programs shall be continued during the leave without pay period.   
 
A faculty member granted professional improvement leave without pay must submit a written report of all 
activities and accomplishments to the Co llege Dean and Vice President of Academic Affairs by the end of 
the first semester after returning to campus. 
 
Professional Improvement Leave Application 

 
Applications for Professional Improvement Leave m ust be subm itted no later than Decem ber 15 
of the academic year preceding the academic year in which the leav e is requested.  This tim eline 
gives the university adequate time to assess the impact of l eave requests on finances, instruction, 
etc.  A l eave request outside this timeline may be considered, but must be clearly shown to be an 
exceptional opportunity (see above) which was unknown to the faculty member during the normal 
timelines.  Leave requests made during the normal tim elines will take precedence over any 
requests made outside the timelines. 
 
The Professional Im provement Leave Appl ication m ust i nclude t he fol lowing (cover form s are 
available from the Office of the Vice President of Academic Affairs): 

 
1. A full description of planned activities during the leave period. 
2. An explanation o f h ow th ese activ ities will b enefit th e in stitution an d th e facu lty 

member’s professional growth. 
3. A descri ption of arrangem ents t o c over the facu lty m ember’s in structional 

responsibilities, supervision of advisees, and other duties for which the faculty member is 
responsible.  
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6.11  RESEARCH POLICIES AND PROCEDURES 
 

Proposal Development 
A proposal is t he m echanism used t o appl y for ext ernal fundi ng for a research project .  It  
introduces t he i dea t o be i nvestigated, provi des rel evant background information, identifies the 
person(s) who will do the work, indicates how the research will be conducted, and lists the costs 
involved.  W hen writing proposals one should know the target agen cy; adhere to the agency’s 
proposal format; and present a clear, concise stat ement of what is being proposed and how it will 
be achieved. 
 
The Offices o f Academic Affairs an d Institutional Research assist the investigators with  certain  
aspects of t he preparat ion and subm ission of research and i nstructional proposal s t o external 
agencies. 
 
Criteria for a Research Project 
Approval of any research project is based upon several  criteria specified by the Vice President of 
Academic Affairs: 
1. The research must fit within the framework of the University’s objectives. 
2. The research must be proposed and conduct ed within a regular University department or 

unit or through the cooperation of several  departments or uni ts, and must be di rected by 
an individual holding faculty rank. 

3. All proposals for external funding must be approved by  t he appropri ate uni t 
administrator(s). 

4. Provisions must be made for facilities that are adequate to carry out the objectives of the 
proposal. 

5. The budget must be adequate for the work proposed. 
6. Provisions m ust be m ade for any  requi red Uni versity funds (cost  shari ng and/ or 

matching) and expenses must be computed in accordance with usual University practice. 
7. Terms of any  contract or grant  to support research m ust permit flexible operation under 

regular University policies and procedures; allow for publication of results; reimburse the 
indirect costs where allowed; conform  t o t he pri nciples of C opyright Pol icy; and i n 
general, permit the University to exercise administrative control and responsibility for the 
work. 

 
The Vice President of Academ ic Affairs does not re view the substance or the technical m erit of 
proposals.  This is the responsibility of the appropr iate departm ent head(s), director(s), and/or 
College Dean(s). 
 
University Obligations for Proposed Research 
In accepting a research award, the University agrees to: 
1. Provide an appropriate share of the faculty member’s time to perform the research. 
2. Provide appropriate administrative support , at  both the University and the departmental 

levels. 
3. Provide appropriate facilities, resources, and personnel necessary for the proposed work. 
4. Submit requi red report s and publ ications describing the research perform ed and t he 

results achieved.  
5. Comply with the terms and conditions of the grant or contract. 
 
Eligibility to Submit Proposals 
Any individual who hol ds one of t he following ranks may serve as a pri ncipal investigator and 
submit research proposals for external funding. 
1. Tenured or Tenure-Track Faculty 
2. Instructor 
3. Assistant Professor 
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4. Associate Professor 
5. Professor 
6. Professor Emeritus 
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Budget 
The complexity of the project must be refl ected i n t he budget , i .e., t he object ives and m ethods 
described in the proposal should drive the budget , not  vi ce versa.  Al though budget s are cost  
estimates of future research, they must be prepared wi th care and m ust provi de a det ailed 
breakdown of each proposed cost category. 
 
In preparing the budget section, the principal investigator should review thoroughly the sponsor’s 
requirements, comply with the suggested/required format, and understand what items are allowed 
as direct costs.  Because som e sponsors do not send the budget section to the reviewers, the 
agency m ay request  t he budget  be separate from the t echnical descri ption.  Ot her agenci es ask 
reviewers to evaluate the budgeted direct costs as they relate to the contents of the proposal.  In all 
cases, however, the investigator should ensure t hat t he proposed research pl an support s t he 
requested budget. 
 
1. Direct Costs 
  

A.   Salaries and Wages 
The sal aries and wages sect ion i s one of t he m ost cruci al am ong the various 
budget categories.  Agency staff want to know each participant’s title, nam e, 
employment level, annual  salary, type of appoi ntment (nine or twelve-month), 
and the percentage of effort to be spent on the project. 
The salaries of tenured and non-t enured faculty members and ot her University 
personnel constitute an appropriate di rect cost proportion to the tim e each 
expects to spend on the project.  Other personnel services that are purchased on 
an hourly basis also may be charged.   
Salaries and wages should reflect accurate ly the current com pensation level of 
employees.  However, i n vi ew of t he l ength of t he revi ew process and the 
duration of the project, future salary in creases should be built into the budget.  
An i nvestigator who fai ls t o ant icipate such needs m ay be underfunded i f the 
grant is awarded.  This would require ei ther a real location of funds wi thin the 
approved cost  cat egories or a suppl ementary request  t o t he fundi ng agency , 
which may not be approved.  Finally, investigators on an academic-year contract 
are reminded that sum mer salaries are pr ojected at the rate of their academ ic-
year salary for the full sum mer.  So me agencies, however, m ay only approve 
two summer months per year or two-ninths of the academic year salary. 
Faculty and st aff m embers, regardl ess of appoi ntment m ay not  be rei mbursed 
for m ore t han 100 percent  of effort  i n any  gi ven t ime peri od.  Furthermore, 
Some agencies may have an annual  salary cap per individual for an allowable 
direct cost salary change. 
Grant funds may not be used to augment the total salary or rate of pay of faculty 
or staff.  Grant funds are replacement funds and are used to release a percentage 
of the employee’s time to work on t he project.  Salaries charged against grants 
must follow a scale consistent with University policies and practices. 

 
B.   Fringe Benefits 

Fringe b enefits reflect th e Un iversity’s co ntribution to  So cial Security, 
retirement, and insurance programs.  These costs are computed in the budget of 
the proposal as estimated percent ages of t he t otal di rect sal aries and wages;  
however, the funded project will be charge d for the actual costs of the benefits, 
which may vary from these estimates. 

 
C. Consultants 

Compensations for services of out side expert s who are consul ted for speci fic 
tasks of short duration are usually made in a single payment.  If the services are 
required repeat edly duri ng t he project , t he consul tant shoul d be pai d as a 
University employee, and t he estimated cost of t he services should be included 
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under the salaries and wages category.  If a University faculty member is needed 
as a consul tant, i t i s necessary  t o budget  t he col league’s fee to the specific 
project account  (t o cover t he percent age of hi s/her sal ary requi red for the 
project) or the request that the service be provided as a professional courtesy in 
the form of cost sharing. A University employee cannot be compensated for 
more than 100 percent of effort.  So me federal agencies limit reimbursement 
for consul tants t o t he equi valent rat es for governm ent-service (GS) level 
personnel. 
The use of paid consul tants m ust be just ified careful ly, and i nvestigators are 
advised to explain in the budget narrative that the required expertise either does 
not exi st on cam pus or i s not  easi ly avai lable.  The budget explanation also 
states the time period for which the consultant will serve. 

 
D.   Equipment 

 
E.   Expendable Equipment and Supplies 

 
F.   Travel and Subsistence 

Domestic travel i s request ed based on est imated expenses for l odging, m eals, 
and round-t rip econom y ai rfare.  The budget  must justify the purpose, 
destination, an d d ates o f d omestic trav el.  Trip s to  th e co ntractor’s facility o r 
appropriate scientific meetings should be included.  Foreign travel requests must 
specify the destination an d are listed  sep arately fro m d omestic trav el.  W hen 
travel is extensive, details are item ized o n a sep arate sh eet.  Un iversity rates 
used to determ ine the cost of travel and specific guidelines are available from  
the Office o f Financial Affairs.  Ev en if p aid v ia a grant, all travel must have 
appropriate approval from the University, Postsecondary, and Governor before 
travel can be taken. 

 
G.   Publication Costs 

Investigators m ay budget  t he ant icipated cost s of publ ishing t he results of 
sponsored research, including the costs of reprints, page charges, and illustration 
costs, i f requi red.  However, on fede ral grants, this budget  cat egory m ay not  
include charges for publ ication of books, m onographs, or pamphlets, or costs 
for prom otion, di stribution, and general  handl ing of m aterials.  These costs 
require special agency approval.  Costs for services performed prior to printing 
(typing, edi ting, etc.) are not  considered publ ication costs and are budgeted in 
the “other cost” category. 

 
H.   Other Direct Costs 

Other di rect cost s m ay i nclude cost s for pre-printing publications, animal 
maintenance, payment of volunteers in approved st udies using human subjects, 
shop charges, servi ce cont racts, com puter charges, graphic arts and 
photographic services, equipment rent al, et c.  Indi cate separat ely t he cost s i n 
each category and justify any excessive costs that may appear. 

 
2. Indirect Costs 
 

Indirect costs are, in effect, unallocated ove rhead.  They include costs that have been 
incurred for common or joint objectives of a university and the research effort housed at 
its facilities.  Such costs ar e legitim ate and cannot always be identified readily and 
uniquely with a particular sponsored project or institutional activity.  Exam ples include 
utilities, facilities maintenance and libraries. 

 
The U.S. Office of Management and Budget publishes Cost Principles for Educational Institutions 
(circular A-21), which p rovides to  co lleges, universities, and federal agencies the p rinciples fo r 
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determining the costs applicable to research and other work performed under federally sponsored 
agreements.  Calculations are based on actual costs incurred for the previous fiscal year.  
 
Over-Expenditures of Grant/Contract Funds 
Principal investigators have the primary responsibility for managing expenditures within the fiscal 
regulations and am ounts speci fied by  the sponsor.  The principal investigator i s responsible for 
carefully analyzing the monthly status reports to ensure that al l i tems are correct , that none are 
absent, and that adequate funds rem ain to complete the project.  Any  over-expenditure of funds, 
whether it be by audit disallowance or otherw ise, is the responsibility of the appropriate 
department or unit. 
 
Laws, Regulations, Policies, and Procedures Governing Research 
 
1. Conflict of Interest 

 
It is important for faculty, staff, and administrators to avoid conflicts of interest between 
or am ong research obl igations, out side i nterests, and ot her University obligations.  
Faculty m embers m ust com ply wi th al l st ate and federal  regul ations pert aining to 
conflicts of interest. 

 
A.  Alabama State Board of Education Policy 615.01: Conflict of Interest 

1.   Honesty and professional integrity are expected of all employees.  It 
would be a serious violation of this trust if the interests of any institution 
under the direction and control of the State Board of Education were to 
be disregarded in the course of performing professional duties.  The use 
of official position and influence to further personal gain or that of 
families or associates is unacceptable behavior. 

 
2.  All college employees have the right to acquire and retain status of a 

professional, personal, or economic nature.  In a community as diverse 
and complex as the institutions that comprise The Alabama Community 
College System, there is always the possibility that the pursuit of 
individual interest may result in a conflict with those of the employing 
institution.  This places an important responsibility on faculty and staff to 
recognize potential conflicts and prevent them.  It is not expected that 
every employee will have a complete and current knowledge of the laws 
and regulations that apply to conflict of interest.  However, all persons, 
particularly those with significant exposure to potential conflict of interest 
situations, should develop sensitivity to this issue and seek guidance 
when appropriate. 

 
University Policies and Procedures 
 

Consulting for Remuneration 
Consulting is defined as external professional activities for pay, and includes any activity 
that: is performed on an individual contractual basis for any individual(s), firm or agency 
other t han t he Uni versity; i s based on the professi onal knowl edge, experience and 
abilities of the faculty m ember; is undertak en for personal com pensation beyond the 
payment of a nom inal honorari um and/ or reimbursement of expenses; and clearly 
enhances the professional development and expertise of the faculty member. 

 
Appropriate consulting activ ities m ay b e m utually b eneficial to  th e facu lty an d th e 
University and m ay result in im proved teaching, research and/or service.  Hence, 
reasonable part icipation in consul ting i s encouraged wi thin the parameters described in 
the Policy Manual of the State Board of Education. 
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Consulting does not  include private business undertakings of faculty members nor those 
responsibilities that are part of their regular professional responsibilities to the University 
for which they are already being compensated. 

 
In some cases, there may appear to be a “g ray area” between a research agreem ent and a 
consulting agreement.  All re search agreements must be submitted through the Office of 
Financial Affai rs and t he Presi dent’s Offi ce.  All consulting agreements should be 
discussed with the appropriate school dean to ensure no conflict with assigned duties and 
responsibilities.  Faculty m embers are cau tioned not to sign a conflicting patent 
agreement.  
 
A facu lty/staff m ember is co mpensated fo r th e activ ities req uired in  fu lfillment of the 
employee’s obligation to the University.  W hen a grant  is obtained, grant funds may be 
used to purchase release for the percentage of the faculty/staff member’s time based upon 
the current salary contract and that amount of time which will be devoted to the proposed 
grant activities.  The grant m ust provide repl acement funds equal to that percentage of 
time identified as release with in the g rant.  For example, if the faculty/staff m ember is 
released for 50%, t he grant  m ust provi de 50% of t he current  cont ract sal ary pl us 
appropriate fringe benefits provided by the faculty member and the institution (insurance, 
retirement, FICA and Social Security). 
 
It is the responsibility of a faculty/staff m ember to ensure that teaching/job assignm ents 
can be “reasonably accom modated” through the use of adjuncts or hiring of term-
appointments during the time of rel ease.  The si gnature approval  on t he grant  request  
from the Vice President o f Acad emic Affairs will b e p rovided o nly after su ch 
accommodations have been docum ented to the satisfaction of the College Dean and the 
Vice Presid ent o f Acad emic Affairs.  Th e fi nal sig nature o f th e President will provide 
assurance that, should the grant be funde d and accom modations obtained, purchased 
release time will be allowed.  For faculty, the release from one class will be equivalent to 
12.5% during the nine-m onth contract period; summers will be 25% for each class.  For 
staff, the release will be based upon a 40-hour workweek within a twelve-month contract 
period. 
 
Any faculty/staff member who performs consulting activities for which compensation is 
provided must request personal/annual leave during those work hours for which they are 
being compensated as a consultant. 
 
All release-time, personal/annual l eave m ust be approved by  t he C ollege Dean, Vi ce 
President of  Academic Affairs and the President of the University. 
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6.12  FACULTY-CREATED MATERIALS AND WORKS – 
COPYRIGHTS, PATENTS, AND ROYALTIES   
 
It is the policy of the State Board of Education that in a situation where a college instructor or administrator 
develops a copy rightable or pat entable m aterial or work, and t he devel opment of t he m aterial or work 
arises in whole or in part from the use of col lege resources, the college shall have com plete and exclusive 
ownership of all resulting copyrights and/or patents.  However, in recognition of the principles of academic 
freedom and scholarship, and t o encourage t he development of copy rightable and pat entable materials, i t 
shall be the policy of Athens State University that ownership of copyrights and/or patents and the division 
of an y resu lting ro yalties will b e d etermined b y wh ether the copyrights or patents were the result of 
individual efforts, University-Assisted efforts, or University-Assigned efforts, as defined below.  

 
1. Individual Efforts:  In recogni tion of t he l ong-standing cust om t hat facul ty m embers 

own copyright to their individual scholarly work, a facul ty m ember of At hens St ate 
University is entitled to ownership of copyright or patents, and royalties or other income, 
derived from individual scholarly works or pers onal research.  Indi vidual effort or work 
by a faculty m ember is defined as that scholarly work generally expected of faculty and 
work wh ich is in corporated in to th e reg ular reward s p rocesses o f th e University (see 
Section 3.2, Description of Facul ty Position) and i s not a speci fic task or requi red duty 
assigned by the University. 

 
 As an individual effort, it is expected that the faculty m ember may make routine use of 

the University library, office space, supplies, facilities, or personnel, in producing their 
scholarly wo rks. Th is ro utine u se d oes n ot co nstitute Un iversity assistan ce.  Use of 
University resources that are not routine will classify th e work as a Un iversity-Assisted 
effort.  For exam ple, subm itting an entir e textbook m anuscript to a departm ental 
secretary for word-processing would not be consi dered rout ine use of University 
resources. 

 
2. University-Assisted Efforts:  In cases where faculty members produce m aterials or 

works in which the University co-sponsors the work and/or shares in the production costs 
beyond routine use of University resources, the m aterials or works shal l be subject  t o 
copyright or pat ent by  t he facul ty m ember and/ or the University.  The assignment of 
copyright o r p atent an d d ivision o f an y ro yalties will b e d etermined in advance in  an 
application and contract execu ted between Athens State University and the employee in 
which th e em ployee will b e au thorized to  u se th e reso urces o f Ath ens State in  the 
development of the material or work.  In particular, the contract will specify: 

 
a. The nature, scope, type, and am ount of At hens State University resources t hat 

are to be used in the product’s development. 
 
b. The assignment of copy right or pat ent with the employee, with the University, 

or both, depending on the percentage of assistance supplied by the University. 
 
c. The proportionate share of royalties or fees which the employee or University 

will be eligible to receive.  The application and contr act must specify the types 
of documentation to  b e p rovided to  th e Un iversity as to  wh at Un iversity 
resources were used and what  out side resources were used t o devel op t he 
material. The portion of any royalties or f ees to be received by the em ployee or 
University must have a direct relationship t o t he veri fiable am ount of t he 
employee’s personal time, resources, and/or funds whi ch are t o be used i n the 
product’s development, as compared to the verifiable amount of the University’s 
resources to be devoted to the development of the product. 
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d. That any com pensation to the em ployee ari sing from  t he development of the 
product m ust be m ade from  proceeds derived directly from  the publication, 
manufacture, sale, lease, or di stribution of the products, and not from any State 
or Federal funds. 

 
e. That the contract does not provide an exem ption from , and does not  i mply 

compliance with, the Alabam a Ethics Law,  an d th at it sh all be subject to the 
scrutiny o f th e Alab ama Eth ics Co mmission, wh ich will b e p rovided with  a 
copy of the contract. 

 
f. That p rior to  th e p ayment o f any compensation to any University em ployee 

under a cont ract of t he type described above, that the Chancellor must approve 
any payment in writing. 

 
Any Athens State University em ployee who is interested in  entering in to an  agreement 
with Athens State for the development of a instructional material or work with University 
assistance should begin the process by subm itting to the Vi ce President of Academ ic 
Affairs a written proposal which describes in  detail the proposal, and which contains a 
list o f all an ticipated Un iversity reso urces n eeded fo r th e d evelopment o f th e wo rk as 
well as all resources to be provided by the employee or any other person or source other 
than the University. 
 

3. University-Assigned Efforts:  In cases where faculty m embers produce m aterials or 
works i n whi ch t he Uni versity di rectly sponsors t he work and specifically assigns the 
faculty member to write o r produce the materials or works, the materials or works shall 
be subject  t o copy right or pat ent by  t he Uni versity.  If det ermined in advance by  t he 
producer and the University, sharing of any ro yalties or fees with th e author or producer 
may be authorized as an i ncentive to encourage further development of copyrightable or 
patentable m aterials.  A facul ty m ember’s general  obl igation t o produce scholarly or 
creative works and/or the receipt of a Pr ofessional Im provement Leave (see Section 
3.10), unless there is a specific agreement to the contrary, do not constitute University-
Assigned Efforts as defined in this policy. 
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PART SEVEN 

FACULTY GOVERNANCE 

 
 

 7.1 ROLE OF FACULTY 
 
 7.2 FACULTY CONSTITUTION AND BY-LAWS 
 
 7.3 CURRICULUM REVIEW PROCESS 
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7.1 ROLE OF FACULTY 

 
Academic policy-making rests in  the faculty at Athens State University.  The entire faculty constitutes the 
academic governance body of the institu tion, with the Faculty Senate acting as an executive committee and 
transacting the regular business of the Faculty.  The Senate m eets monthly, while the entire Faculty m eets 
twice during the nine-month academic period.  Special meetings may be called at other times. 
 
Currently, the Faculty has six standing committees: 
 
1. Academic Affairs Committee 
2. Cu rriculum Committee 
3. Faculty Affairs Committee 
4. Learning Resources Committee 
5. Sabbatical Committee 
6. Faculty Elections Committee 
 
These committees accept charges from  the Faculty or the Faculty Senate and report back to the respective 
group for action on their findings.  Th e presiding officer will issue a call to all faculty m embers for 
requests for standing com mittee assignments at the beginning of th e academic year and new Faculty m ay 
submit requests at  the t ime they are hi red, with the presiding officer assigned the task of matching these 
requests.  Standing committees of the Faculty should have equal representation from each College. 
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7.2 FACULTY CONSTITUTION AND BY-LAWS  
 (Revised by vote of The Faculty, October 2008) 
 
At i ts meetings, the time and frequency  of whi ch shall be determined by itself, the Faculty shall conduct 
business according to the rules of parliamentary procedure whenever a quorum  consisting of a sim ple 
majority o f all reg ular v oting facu lty m embers sh all be present.  Regular voting faculty m embers are 
defined as al l those who are not  retired, adjunct, or t emporary.  [Historical note: President Jerry Bartlett 
placed a restriction on voting m embership in an offi cial memo dated February  14, 1991, excluding those 
faculty members whose duties are exclusively or essentially administrative.  At that time, heads of schools 
were not  affect ed by  t his rest riction and coul d par ticipate fu lly in  Facu lty m eetings.  Ho wever, o n th e 
occasion of the appointm ent of School (now College)  Deans, the President aske d that the Deans exempt 
themselves from Faculty meetings.]  The presiding officer at these m eetings shall be elected by the regular 
voting faculty from its own membership. 
 
Any measure relating to academic matters and properly passed by the Faculty shall become the policy and 
practice of the institution unless it (a) cannot be performed for fiscal or other strictly administrative reasons 
or (b) concerns an i ssue wherein the law, including state-board pol icy, requires the administration to set 
policy or practice for the institution or to follow already existing law or policy.  In either of these cases, the 
administration shall report promptly to the Faculty the reasons why the measure cannot become policy and 
practice, in which case the measure becomes a resolution expressing the will of the Faculty if and when the 
administration is able to act. 
 
The type and num ber of com mittees and councils sha ll remain the sam e as in the 1989-90 academ ic year 
until the regular voting faculty, through parliamentary procedure, enacts changes. 
 
This proposal assumes that on non-academ ic matters of shared concern, such as the selection of employee 
benefit p lans, th e facu lty will m eet with the staff and ad ministration in  a facu lty-staff m eeting en tirely 
separate from the Faculty meetings described above and will vote on the issue, each vote counting equally. 
 
(Historical Note: The Faculty adopted this constitution by written vote on February 11 and 12, 1991.  
President Jerry Bartlett had approved the governance committee plan to allow only individua ls holding 
regular facul ty rank t o vot e for or agai nst adopt ion, and he had al so decl ared administrators, except for 
heads of schools, ineligible to vote.  The official margin of adoption was 27 yea, 16 nay.) 
 
By-Laws of the Athens State University Faculty 
 
Article I.  Name.  The nam e of the governing body establishe d by the Constitution shall be the Athens 
State University Faculty or, in house, the Faculty. 
 
Article II.  Purpose.  The purpose of this body is to provide governance in all academic matters at Athens 
State University to the maximum extent allowed by law. 
 
Article III.  Members.  Vot ing m embers shal l consi st of al l facul ty m embers who are not  adjunct , 
temporary, or retired, excluding those who hold regular faculty rank but  whose dut ies are excl usively or 
essentially administrative (e.g., College Deans). 
 
Article IV.  Officers.  There shall be a presiding officer elected by the Faculty  according to the process 
described in Article XI, Paragraph C.  The presiding officer shall be eligible for re-election.  The presiding 
officer shal l appoi nt a secret ary who shal l be respons ible for recordi ng t he m inutes of al l Facul ty and 
Senate meetings and for preparing and distributing updated copies of the constitution and by-laws to every 
Faculty member yearly.    The presiding officer must be a tenured member of the Faculty.  The presiding 
officer shall preside over all meetings of the Faculty and the Faculty Senate.   
 



4/09 

If t emporarily absent  from  a m eeting or port ion of a m eeting, the presiding officer shall appoint a 
temporary presiding officer from among current senators.  If a permanent vacancy shall occur in the office 
of p residing o fficer, th e sen ator with  th e m ost sen iority at Ath ens State Un iversity sh all im mediately 
assume the duties of presi ding officer, and t he Faculty Elections Committee, using a procedure si milar to 
that outlined in Article XI Paragraph C, shall organize and conduct within thirty days an election by secret 
signed or electronic ballot am ong The Facul ty t o sel ect a new presi ding offi cer from  am ong current  
senators. 
 
The presiding officer serves a term  of one year.  The term of office for presiding officer com mences on 
June 1. 
 
Article V.  Quorum.  A quorum  shall consist of a si mple majority of al l those eligible to vote in Faculty 
meetings. 
 
Article VI.  Parliamentary Authority.  Robert's Rules of Order shal l be the parliamentary authority used 
to settle procedural objections or points of order. 
 
Article VII.  Meetings.  The regular meeting times of the Faculty shall be immediately following the first 
and last monthly Faculty and Staff meetings called b y th e Presid ent o f Ath ens State Un iversity in  th e 
regular academ ic year  (Adopted October, 1995).  The Faculty will o nly m eet d uring th e n ine-month 
academic period (Adopted September, 1991).  Special meetings may be called by any Faculty member by 
notifying the entire membership in writing and stating the purpose of the meeting.  If a quorum attends this 
meeting, business may be conduct ed but  i s l imited t o t he st ated purpose of t he meeting.  The presiding 
officer and secretary will com pile a strictly informational, nonprescriptive agenda for all Faculty m eetings 
(Adopted April, 1991).  Proxy votes are only allowed for or against referring a published agenda item to a 
committee (Adopted May, 1992). 
 
Article VIII.  Limitations on Debate.  Debat e shal l not  be l imited to motions on t he floor but  shal l be 
permitted about academic issues and concerns even wh en no motion is pending.  However, when a motion 
is pending, debate shall be lim ited to the issue it concer ns in accordance with Robert 's Rules of Order.  In 
all di scussion or debat e, whether in regard t o a pe nding motion or ot herwise, the presiding officer shal l 
recognize all persons seeki ng the floor to speak on an i ssue before recogni zing any previous speaker on 
that issu e.  Ex empt fro m th is article are committee m embers presenting a report, for in that case the 
assembly needs to hear th em answer charges and questions in a t imely manner.  Furt her, the maker of a 
motion, including an amendment, who has had no opport unity to answer objections shall have the right to 
answer them, even if this means speaking for a time after debate has been closed by a call for the previous 
question. 
 
Article IX.  Committees.  The Faculty shall have t he right and power t o form both standing and ad hoc 
committees.  The p residing o fficer will issu e a call to  all facu lty m embers fo r req uests fo r stan ding 
committee assignments at the beginning of the academ ic year and new Faculty m ay submit requests at the 
time they are hi red, wi th t he presi ding offi cer assi gned t he t ask of m atching t hese request s.  St anding 
committees of the Faculty should have equal representation from each College.   Committees appointed or 
elected at meetings or in response to m otions at meetings shall include a repr esentative from each College, 
with the library considered as a part of the College of Arts and Sciences.   
 
Except for committee reports considered by the Senate, committee reports affecting the Faculty as a whole 
for an academ ic year or longer shall be presented to  all m embers at least one week in advance of the 
Faculty meeting where the report will be orally presented and discussed.   The actual vote shall be by secret 
signed or electronic ballot presented to all members n o later th an th e Tu esday fo llowing th e Facu lty 
meeting where the issue is discussed and deadlined  n o earlier th an th e fo llowing Fri day.  Such vot es 
require a quorum (a majority of the Faculty casting a valid ballot).  For passage, a proposition must receive 
a m ajority of vot es of t hose cast ing valid ballots.  The bal lots shal l be kept  on fi le for one m onth for 
inspection by any Faculty member, and a tabulated summary of the ballots shall be kept on permanent file. 
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Pursuant to this by-law, the Facu lty h as estab lished th e fo llowing stan ding co mmittees:  th e Acad emic 
Affairs Com mittee, the Learning Resources Com mittee, the Cu rriculum Co mmittee, th e Facu lty Affairs 
Committee, the Sabbatical Committee, and the Faculty Elections Committee. 
 
The Sabbatical Com mittee must consist of six full-time tenured faculty m embers, two from  each College 
(see Faculty Handbook Section 3.10).  The Faculty Elec tions Committee must consist of nine m embers, 
three from each College.  Members of the Faculty Elections Committee cannot be candidates for any senate 
offices or positions. 
 
A continuing duty of the Academ ic Affairs Com mittee will be to subm it to th e Faculty early in each 
academic year a proposed calendar for the following year (Adopted February, 1992). 
 
A continuing duty of the Faculty Affairs Com mittee will be to conduct an annual review of the Faculty 
Handbook and to submit proposed changes to the Faculty for approval when appropriate.  
 
The presiding officer will be the representative of the Faculty on th e President's Administrative Council  
(Adopted April, 1992). 
 
All committees must keep form al minutes of their meetings to m eet the accreditation requirem ents of the 
Southern Association of Colleges and Schools (SACS). 
 
Article X.  Amendment of Constitution and By-Laws.  The Co nstitution may b e amended o nly b y a 
written and recorded two-thirds vot e of the Faculty followed by a written acceptance by the President of 
the University.  Th e By-Laws m ay be amended by a written and recorded two-thirds vote of the Faculty 
participating i n a vot e where a quorum  i s present  or part icipating.  The B y-Laws may be temporarily 
suspended by a t wo-thirds vote of t hose voting at a m eeting where a quorum is present, but this does not 
apply to the Constitution.  When a provision from the Constitution is repeated in the By-Laws, the rule in 
this article that governs the Constitution shall apply. 
 
Article XI.  The Faculty Senate.  Duri ng i nterim peri ods bet ween regul ar meetings of The Facul ty of 
Athens State Un iversity, the Faculty Senate of Athens State Un iversity shall transact the business of The 
Faculty. 
 

A.  Membership.  The Senat e shal l consi st of 12 regul ar vot ing members of The Faculty, 
including the p residing officer.  Each  College will elect fo ur senators by secret ballot using the 
procedure specified in Paragraph B below.  Senators serve a term of one year.  The terms of office 
for senators commence on June 1.  

 
B.  Election of Senators.  Early in  Jan uary, th e th ree m embers of the Faculty Elections 
Committee from each College will ca ll for nom inations for senators from the Faculty from  their 
College.  The m embers of the Faculty Electi ons Committee from each College will then conduct 
elections by  secret  bal lot for four senat ors from  t he nom inees from  t heir College during the 
January C ollege m eetings.   Nom inees for t he Senat e m ust have been em ployed as ful l-time 
faculty m embers at Athens State for at least one  academ ic year.  (Note: for Colleges to have 
potential nom inees for presi ding offi cer senat or-elects m ust be t enured facul ty.)  Nam es of the 
senators-elect must be submitted to the entire Faculty Elections Committee no later than February 
1. 

 
If for any reason a permanent vacancy occurs in the Senate membership, the three members of the 
Faculty Elections Com mittee from  the College in which the vacan cy occurs shall organize and 
conduct a special election within th irty days to fill the vacancy.  A senator elected to fill a mid-
term vacancy shall take office im mediately and shall serve the rem ainder of the predecessor' s 
term. 
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C. Election of Officers. Upon receipt of the list of senato rs-elect from  the Colleges, three 
members (one from  each College) of the Facu lty Elections Com mittee will issue a call for  
nominations to  th e entire v oting facu lty fo r th e p osition o f p residing o fficer.  On ly fu ll-time 
faculty members may submit nominations for the presiding officer position.   
 
The three members of the Faculty Elections Committee will be responsible for verifying the list of 
nominees (i.e., en sure that nominees are ten ured faculty and are willin g to serve), and the list of 
nominees must be finalized no later than March 1. 
 
The election for presiding officer will be conducted by the three members of the Faculty Elections 
Committee via secret signed or electronic ballot, a nd the election must be completed no later than 
April 1.  The presiding officer shall be elect ed upon receiving a m ajority of votes cast in the 
election. 

 
D.  Power of Proxy.  If for any  reason a senator is to be absent from a Senate m eeting, such 
senator is empowered to authorize a proxy to attend meetings and to vote on behalf of the absent 
senator.  However, such aut horization must be in writing and m ust be present ed to the presiding 
officer of the Senate prior to the start of the Senate meeting.  The proxy must be a regular voting 
member of The Faculty from the College of the absent senator.    

 
E. Meetings.  Prior to the first working day of the second m onth of each academ ic year, the 
Senate shall establish and distribute to The Facu lty a meeting schedule (dates/times/places) of the 
Senate's regular meetings.  Such regular meetings shall be held at least once per month during the 
nine-month academic year.  Special m eetings of th e Senate may be called at the request of the 
presiding officer, or shall be called by the presiding officer upon receipt of a written petition 
which has been signed by at least seven members of the Senate.  No regular or special meeting of 
the Senate shall be held unless members of The Faculty are given at least seven days notice of the 
meeting and its agenda via campus mailboxes. 
 
The first o rder o f b usiness at a Sen ate m eeting sh all b e a reco rded ro ll-call tally of Senate 
membership; this tally sh all be maintained by the recording secretary as the record of attendance 
by senators.  A m ember of the Senate who, accordi ng to this tally, is abse nt from more than three 
regular meetings of the Senate during a term  of office shall have vacated the office; the members 
of th e Facu lty Electio ns Committee from that senator' s academ ic College  shall b e n otified 
promptly of this vacancy by the presiding officer of the Senate.    
 
F. Voting.  The Senate shall transact business only if sev en or more senators are p resent in  the 
meeting ro om.  On  all m atters b efore th e Sen ate, a reco rded ro ll-call v ote sh all b e taken if 
requested by at least th ree senators in a tim ely manner; otherwise, viva voce voting is p ermitted.  
No secret or anonym ous balloting shall be pe rmitted under any circum stances.  The presiding 
officer shall have an equal vote in all m atters. The Senate' s proceedings shall be conducted in 
accordance with Robert's Rules of Order unless a ltered or prohibited by the Faculty Constitution, 
these By-laws or a m ajority vote of the Senate.  Th e Sen ate sh all m ake effo rts to  reco rd all 
proceedings by electronic device and written notations; these record s shall be available to all 
members of The Faculty.  
 
G. Proposals.  A regular voting member of The Facul ty and m embers of t he Senate shall enjoy 
the right to sponsor and m ake proposals to the Senate at its meetings, provided such members of 
The Faculty and Senate adhere to the following guidelines: 

 
1.   a m ember shal l gi ve 10 day s not ice t o t he presi ding offi cer of t he Senat e 

regarding t he m ember's i ntentions about  a gi ven proposal except for 
resolutionsthat are exclusively an expression of congratulations or condolences,  

2.   a member shal l not  address t he Senate for l onger than five minutes about any 
one proposal without the unanimous consent of the senators present, 
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3.   a member shall not introduce more than one proposal per Senate meeting, 
4.   only one member shall introduce and speak in support of a given proposal, and 
5.   a member must be present in person to make a proposal  to the Senate. 

 
All proposals before t he Senate shall originate in the form of a t yped resolution.  The "whereas" 
section of the resolution shall contain the factual assertions and rationale for the proposed action; 
the "therefore" section shall contain the proposed action.   The first page or cover sheet of the each 
resolution shall adhere to one of the formats prescribed in either Sample Form A o r B fo llowing 
these By-laws.  All such proposals shall contain the names and signatures of the faculty sponsor(s) 
of the resolution.   
 
Immediately prior to the introduction of a resolution at a Senate meeting, a copy of the resolution 
shall be given to each member of the Senate and two copies shall be made available to the Senate's 
recording secretary.  Immediately following the introduction of a resolution,  the presiding officer 
shall assign the resolution to a committee for evaluation and recommendation.  A reso lution shall 
be assi gned t o a st anding com mittee of The Facul ty or to an ad hoc co mmittee created by the 
Senate.  However, a resolution shall not be assigned to a committee if the subject of the resolution 
is exclusively an expression of congratulations or condolences, or if a motion is made in a timely 
manner to suspend the requirem ent for committee review and this motion receives the affirmative 
votes of 10 senators.  Resolutions not assigned to committee shall be consi dered immediately by 
the Senate.   
 
Resolutions assigned to a committee for evaluation shall be reviewed by that committee within 45 
days of introduction to the Senate and shall be reported to the full Senate with a recommendation 
for passage without change, a recom mendation of passage with change, or a recom mendation of 
non-approval.  Failure by a com mittee to review and report a resolution to the Senate within 45 
days of introduction shall perm it consideration of the resolution by the Senate without com mittee 
evaluation, provi ded such consi deration by  t he Senat e i s aut horized by  an affirmative vote of 
seven senators.  Committee reports about proposals/resolutions shall be a fixed agenda item for all 
Senate m eetings; su ch rep orts sh all b e m ade to  th e Sen ate b y co mmittee ch airpersons o r their 
designees.   
 
The Senate may amend resolutions by the affirmative votes of seven senat ors, and m ay approve 
resolutions which relate exclusively to matters of congratulations or condolences if seven senators 
vote in the affirmative for the resolution.  Ho wever, final approval of a resol ution by the Senate 
shall require the affirmative votes o f 10 senators if su ch resolution relates to matters other than 
expressions of congratulations or condolences.   
 
Notwithstanding any rule to the contrary, seven senators may submit a resolution, which has had 
an opportunity for com mittee c onsideration, to a secret  signed or electronic  ballot vot e am ong 
eligible Faculty or as an agenda item at the next meeting of The Faculty.   
  
Resolutions approved by the Senate which meet the aforementioned criteria shall be considered an 
official expressi on of The Facul ty of  At hens State Un iversity.  Su ch reso lutions, after fin al 
approval, shall be su bmitted b y th e p residing o fficer o f th e Sen ate to  ap propriate Un iversity 
authorities and other relevant par ties, and shall be m ade availa ble for public inspection at the 
University library. 
 
Notwithstanding any rule to the cont rary, seven senat ors m ay cal l a speci al m eeting of The 
Faculty,  provi ded members of The Facul ty are gi ven at  least seven day s notice of this meeting 
and its agenda.   
 
Resolutions which are su bmitted to the Senate for consideration on or after Ju ne 1 of every year 
shall receive final approval by the Senate or Th e Faculty by the following May 31, or shall have 
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been submitted for a secret signed or electronic ballot vote by the following May 3 1; otherwise 
the resolution must be resubmitted for reconsideration by the aforementioned processes. 
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Sample Form A 
 
Page 1/Cover Sheet 
 
 
RESOLUTION OF COMMENDATION (CONDOLENCE) 
 
 
Date of Introduction: (Month/day/year):  
 
Resolution Number: (Assigned by Recording Sec.):  
 
Sponsor(s):   
 
 
 
Sponsor(s) Signature(s): 
 
 
 
 
Subject Matter of Resolution: 
 
 
Senate Action (Date and Decision):  
 
 
Administrative Action/Follow-Up:   
 
 
------------------------------------------------------------------------------------------------------ 
 
Page 2 and Subsequent Pages... 
 
 W HEREAS ........ 
 
 W HEREAS ........ 
 
 W HEREAS ........ 
 
 NOW, THEREFORE BE IT RESOLVED BY THE FACULTY OF ATHENS STATE 
UNIVERSITY THAT: 
 
 .............. 
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Sample Form B 

Page 1/Cover Sheet 

 
RESOLUTION RELATING TO INSTITUTIONAL GOVERNANCE 
 
 
Date of Introduction: (Month/day/year): 
 
Sponsor(s):   
 
 
 
Sponsor(s) Signature(s): 
 
 
 
Subject Matter of Resolution: 
 
 
 
Resolution Number: (Assigned by Recording Sec.):  
 
Committee Assignment: (Assigned by Presiding Officer):  
 
Committee Recommendation:  
 
Senate Action (Date and Decision):  
 
 
Administrative Action/Follow-Up: 
 
------------------------------------------------------------------------------------------------------ 
 
Page 2 and Subsequent Pages... 
 
 W HEREAS ........ 
 
 W HEREAS ........ 
 
 W HEREAS ........ 
 
 NOW, THEREFORE BE IT RESOLVED BY THE FACULTY OF ATHENS STATE 
UNIVERSITY THAT: ......... 
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7.3 CURRICULUM REVIEW PROCESS 
 

(In March of 1993, the Faculty Curriculum  Com mittee created and subm itted for Faculty approval a 
process by which curricula may be modified or changed.  This process was adopted via a secret ballot vote 
by the Faculty on April 12, 1993.  The official margin of adoption was 36 aye, 3 nay.) 
 
 

Instructions for Requesting Curriculum Review 
 
All curriculum ch anges at Ath ens State Un iversity are su bject to  th e m ultidisciplinary rev iew o f th e 
Curriculum C ommittee.  Fol lowing t he recom mendation of t he Sout hern Associ ation of C olleges and 
Schools and wi th the support of t he Vice President of Academ ic Affairs, the Faculty Senate has charged 
the committee with the responsibility to review the im pact of curricu lum changes on the institution.  A 
recommendation for approval or non-approval i s forwarded t o t he Vi ce Presi dent of Academ ic Affai rs.  
The fo llowing in structions refer to  th e sectio ns o n th e Curriculum Review Form (a sample of which 
follows) and will help to ensure that all needed information is submitted. 
 
I.  Curriculum requests are usually one of three types: 
 
 Course Modification - a change i n a m inor aspect  of a course such as name, credit hours, some 

content revision, prerequisites, prefix, number, etc. 
 
 Substantive Course Change - adding or deleting a course from a program or a major content revision 
 
 Substantive Program Change - addi ng or del eting a t otal program  or m ajor changes in several 

courses in a curriculum (major) area 
 
II.   Name of course(s) affected (Title, Prefix, Number, etc.) 
 
III.  St atement of Act ion Request ed - expl ain cl early and t horoughly t he nat ure of t he request.  Add a 

syllabus for each course even when only a tentative one is available, as may be the case for substantive 
course or program changes.  Additional pages of explanation may be provided as deemed necessary. 

 
IV.  Justification of Action Requested - check the factors that have been considered in making the request. 

(Not Appl icable m ay be appropri ate for som e request s.)  Sponsors shoul d write a statement 
explaining why the request shoul d be positively received.  Feel free to add all appropriate 
documentation or ext ra pages of expl anation.  (See t he example list below of some of the questions 
that should be answered.) 

 
V.    Act ions R equired t o Im plement C hange - include equi pment purchases, personnel  requi rements, 

catalogue page changes, etc. 
 
The writer is responsible for seeing that the appropriate  review is held at each level, Departmental and 
College, before the proposal is submitted to the Curriculum Committee.  The review should include public 
discussion within the Department and the College.  In addition to arranging for the reviews and acquiring 
the requested signatures, the wri ter shoul d al so be prepared t o present  t he proposal  i n person t o t he 
Curriculum Committee. 
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Curriculum Review Procedure 

Process 
 
Order of submission of Curriculum Review Requests:  
 

Department  College  Curriculum Committee  
 
 Curriculum Committee then serves in an advisory capacity to the Vice President of Academic Affairs 

and in an informational capacity to the Faculty. 
 
 Communication about curriculum changes will be reported at Faculty Senate meetings and minutes of 

Curriculum Committee minutes will be made available to all faculty members. 
 
 Appeal process - curriculum requests that are rejected at any point in the process may be re-submitted. 
 
 Curriculum Review Deadlines: 
 Substantive Program Change - October 1 
 Course Modification or Substantive Change - October 1 / April 1 
 
 The Vice President of Academic Affairs  will take and document appropriate steps to implement the 

approved change.  
 
Committee Structure 
 
 Service on the Curriculum Committee is voluntary. 
 
 In the event that committee membership is not representative of all Colleges, the Presiding Officer of 

the Faculty will be empowered to request representatives from those Colleges not represented. 
 
 Committee should be no larger than twelve members. 
 
 In the event that more than twelve faculty members volunteer to serve on the committee, the Presiding 

Officer of the Faculty will be empowered to allocate four slots per College and to ask the volunteer 
faculty members to align themselves accordingly.  

 
Curriculum Review Request (continued) 

 
Questions Concerning Curriculum Changes – The following represent some examples of questions that 
should be addressed by the supporting documentation in a Curriculum Review Request. 

 
1.  Who can teach the course(s)? 
 
2.  When will the course(s) be taught? 
 
3.  What is the amount of money needed to establish course(s)? 
 
4.  Will the content of the course(s) conflict with current Athens State University course offerings? 
 
5.  How will the course(s) help the students in the particular program and/or College? 
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NOTE: 
 

Policies and procedures included in this handbook that are not in accord with the 
policies of the Alabama State Board of Education or the laws 

of the State of Alabama are void. 
 

4/01/09 
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