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FORWARD 

INTRODUCTION 

The Jacksonville State University Faculty Handbook, as approved by the board of trustees, serves as a 
reference manual for faculty members and administration. It is the product of faculty and administration 
collaboration, which reflects broad-based participation in the governance of the university. 

The Faculty Handbook is a compilation of selected policies, regulations, procedures, and guidelines 
currently in operation. It may be revised from time to time to reflect official policy changes. When 
official policies are changed by the board of trustees or other duly constituted authority, such changes 
become effective on the date designated at the time of their adoption and supersede any contrary 
provisions of the Faculty Handbook. 

Copies of and changes in the Faculty Handbook will be distributed through normal organizational 
channels and on the university website by the provost and senior vice president for academic affairs, 
whose office is the repository for the official master copy and signed acknowledgements of receipt by 
faculty of the Jacksonville State University Faculty Handbook. Individual faculty members are 
responsible for maintaining their own copy or referring to the Jacksonville State University website: 
www.jsu.edu. 

PURPOSE 

This handbook is provided for faculty members to use as a ready reference and as a summary of 
Jacksonville State University academic faculty policies, work rules, and benefits. It is to a faculty 
member's advantage to read the entire handbook as soon as possible to have a complete understanding 
of the material. This handbook and the policies herein do not in any way constitute, and should not be 
construed as, a contract of employment between Jacksonville State University and the faculty member, 
or a promise of future or indefinite employment. The policies and procedures contained in the 
handbook can be changed, modified, or amended. 

http://www.jsu.edu/


Last Update: June 2023 Page 2 

EQUAL OPPORTUNITY/AFFIRMATIVE ACTION STATEMENT 

Jacksonville State University is an equal opportunity employer and educational provider that is 
dedicated to non-discrimination of any member of the university's community on the basis of race, 
creed, color, sex, religion, national origin, age, disability, genetic information, veterans' status, marital 
status, sexual orientation, gender identity, gender expression, or any other legally protected group 
status. This policy applies to faculty, staff, students, visitors, applicants, and contractors in a manner 
consistent with applicable laws, regulations, ordinances, orders, and university policies, procedures, and 
processes. 

The university will consider through appropriate and designated procedures the complaint or grievance 
of any individual who has reason to feel he or she has been affected by discrimination because of race, 
color, religion, gender, national origin, age, disability, or veteran status. 

As an institution of higher education, and in keeping with its policy of equal employment opportunity, 
the university hereby declares its policy of equal educational opportunity. All applicants for admission 
will be considered solely upon the basis of individual qualifications. All available student job 
opportunities will be distributed without regard to an applicant's race, color, religion, gender, national 
origin, age, disability, or veteran status. This policy will be noted in all student handbooks, and the 
complaint or grievance of any student or prospective student who has reason to feel he or she has been 
affected by discrimination will be considered through appropriate procedures. 

A representative has been appointed as equal opportunity officer for the university. The equal 
opportunity office serves as an extension of the president's office and is directly responsible for the 
administration of the affirmative action plan of the university. 

Notification of Non-Discrimination on the Basis of Sex and Grievance Procedures 

JSU does not discriminate on the basis of sex in  the educational programs or  activities that  
it operates. JSU is required, by Title IX of the Education Amendments of 1972 and 
Department of Education regulations to implement Title IX, not to discriminate in such a manner. 
This requirement to not discriminate in educational programs and activities 
extends to employment by the university and to  admission thereto. Questions regarding 
Title IX and the implementing regulations should be referred to  JSU’s Title IX  Coordinator, 
to the Assistant Secretary of Education for Civil Rights, or to both. For more information 
about the Title IX grievance procedure, including how to report or file a complaint of sex 
discrimination, how to report or file a formal complaint of sexual harassment and how JSU 
will respond to such complaints, please visit our Title IX website at www.jsu.edu/titleix or 
contact our Title IX Coordinator: 

Title IX Coordinator Angle Hall, 
Suite 301-A (256) 782-5769
titleix@jsu.edu

http://www.jsu.edu/titleix
mailto:jlargo@jsu.edu
mailto:titleix@jsu.edu
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SECTION 1 
HISTORY, MISSION, GENERAL ORGANIZATION, AND GOVERNANCE 

1.1 HISTORY 

From modest beginnings, Jacksonville State University has evolved into the educational center of 
Northeast Alabama. The Alabama Legislature, in the 1882-83 session, created a state normal school 
when Governor Edward O'Neal signed into law a bill creating the school on February 22, 1883. 
Jacksonville State Normal School acquired the facilities and equipment of Calhoun College, consisting of 
twelve (12) acres of land and a two (2)-story brick building. The Board of Directors elected James G. 
Ryals, Jr., as the first president. The school opened with three instructors: W. J. Borden, mathematics; 
Eliza A. Bowen, English; and Ida J. Woodward, primary department. As stipulated in the establishing act, 
the Normal School administered a preparatory school for children of the town and surrounding areas. At 
the end of the first year, on August 15, 1884, William Mark Hames, President of the Board of Directors, 
reported that funds totaling $4,751.25 had been received, including $2,500 from the state; that twenty- 
five (25) students were enrolled in the normal school; and that two hundred twenty-two (222) were in 
the preparatory school. 

The normal school remained in operation until 1930, when it became Jacksonville State Teachers 
College. Five (5) years later, the college earned regional accreditation from the Southern Association of 
Colleges and Schools. The name again changed to Jacksonville State College in 1957 when the first 
graduate program—the master's degree in elementary education—was created. On August 2, 1966, the 
legislature authorized the State Board of Education to elevate the college to university status. On August 
17, 1967, the legislature established an independent board of trustees for the university and divested 
jurisdiction from the State Board of Education. 

Jacksonville State University has been served by twelve (12) presidents: James G. Ryals, Jr. (1883-85), J. 
Harris Chappell (1885-86), Carleton Bartlett Gibson (1886-92), J. B. Jarrett (1892-93), Jacob Forney IV 
(1893-99), Clarence William Daugette (1899-1942), Houston Cole (1942-71), Ernest Stone (1971-81), 
Theron E. Montgomery (1981-86), Harold J. McGee (1986-99), William A. Meehan (1999-2015), and John 
M. Beehler (2015-present).
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Jacksonville State University has developed into a modern regional university serving Northeast Alabama 
on a three hundred ninety-two (392)-acre campus with seventy-six (76) buildings. In addition, the 
university operates off-campus centers in Anniston and Jacksonville. Through its programs of teaching, 
research, and service, Jacksonville State University has served the region and state for more than one 
hundred thirty (130) years. 

1.2 MISSION STATEMENT 

Jacksonville State University, a learning-centered community, provides distinctive educational, cultural, 
and social experiences to prepare students to be competent, ethical professionals and engaged, 
responsible, global citizens. 

1.3 VISION STATEMENT 

Jacksonville State University will be recognized nationally for excellence in providing a transformational 
learning environment that supports student success and engagement, regional stewardship, and 
innovation. 

1.4 KEY STRATEGIC INITIATIVES 

1. Increase Enrollment: Increase enrollment by improving upon the overall recruitment and
retention strategies of undergraduate and graduate students.

2. Expand Regional Stewardship: Serve our region of Northeast Alabama by promoting direct, two- 
way interaction with communities and key external constituencies through the development,
exchange, and application of knowledge, information, and expertise for mutual benefit.

3. Enhance University Resources: Maximize and make effective use of resources in order to
improve and secure the financial future of Jacksonville State University by increasing revenues,
increasing productivity, redefining the fee structure and fee allocation, and diversifying the
revenue stream.

4. Expand Innovative Educational Experiences: Develop strategies to enhance the awareness of the
importance of providing innovative educational experiences to students and identify
innovations in curriculum, learning spaces, academic support systems, and student experiences
that enhance learning and career preparation.

5. Enhance Branding and Marketing: Enhance the branding and marketing of JSU through
increased brand awareness and targeted and engaging marketing strategies to our primary and
secondary markets. This will be accomplished through the development of a comprehensive
integrated marketing plan that will be delivered through various media and kept current by
continuous assessment of our technology and marketing software platforms.

6. Enhance Human Capital: Provide new opportunities, and further enhance existing opportunities
for promoting and maintaining all aspects of the health, knowledge, skills, abilities, talents,
experiences, judgment, and motivation which are possessed by JSU employees. Enhancing of
the aforementioned elements, both individually and collectively, help increase the value,
morale, and productivity of employees and that of JSU’s resources, and further increase the
sense of belonging. Enhancing JSU’s human capital enables employees to enjoy a high standard
of health, when access to varied and satisfying opportunities for work, personal creativity, and
recreation are provided.
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7. Enhance University Infrastructure: Improve and maintain the physical facilities, information
technology, and networks required to support the university’s mission.

 

1.5 ACCREDITATION 

Jacksonville State University is accredited by the Commission on Colleges of the Southern Association of 
Colleges and Schools to award bachelor’s, master's, educational specialist's, and doctoral degrees. 

1.6 ACADEMIC AFFAIRS/ADMINISTRATIVE GOVERNANCE STRUCTURE 

1.6.1 Board of Trustees 

The board of trustees is the governing body for Jacksonville State University. The board has the 
statutory authority to organize the university; to appoint the faculty and other employees; to fix salaries 
and compensation and increase or reduce the same at its discretion; to regulate, alter, or modify the 
government of the university; to prescribe courses of instruction and rates of tuition and fees; to confer 
degrees; and to do whatever else it may deem best for promoting the interests of the university. 

The board of trustees consists of two members from the congressional district in which the institution is 
located, one from each of the other congressional districts in the state, and one member from the state 
at large. The governor is president of the board and, together with the state superintendent of 
education, is an ex-officio voting member. The trustees are appointed by the governor, by and with the 
advice and consent of the state senate, and hold office for a term of twelve (12) years or until their 
successors are appointed and qualified. The board is divided into three groups, as nearly equal in 
number as possible, so that one third may be chosen quadrennially. 

The board of trustees holds its annual meeting at the university on the third Monday in October. 
Quarterly meetings are scheduled at this session unless the board determines to hold its meetings at 
other times. Special meetings of the board may be called by the governor or upon the written 
application of any three members of the board. 

The board appoints the president and other officers of the university. The president serves as the 
secretary to the board. 

1.6.2 President 

The board of trustees invests the president with full administrative responsibility for the institution. As 
the chief executive and administrative officer of the university, the president is responsible for the 
governance of the institution and for carrying out the policies of the board. 
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In the implementation of the overall administrative responsibility for the university, the president seeks 
the advice and assistance of faculty, students, and administrative personnel. This assistance is 
accomplished primarily through elected and appointed faculty and student representatives and through 
administrative appointments and delegations of authority. 

1.6.3 Provost and Senior Vice President for Academic Affairs 

The provost and senior vice president for academic affairs (provost/VPAA) has administrative 
jurisdiction over all academic affairs personnel and programs. The provost and senior vice president for 
academic affairs recommends to the president long- range plans for academic affairs development and 
formulates policies to implement approved plans, coordinates and furnishes direction and guidance to 
the associate vice presidents and deans in the development and operation of their academic affairs 
programs, presides at meetings of the academic faculty, and serves as chair of the university council and 
the council of deans. All academic affairs personnel and departments report through their appropriate 
department heads and deans/directors to the provost/VPAA who, in turn, reports to the president. 

1.6.4 Vice Provost 

The vice provost reports to the provost and senior vice president for academic affairs. The vice provost 
is responsible for divisional activities such as, but not limited to, the faculty commons, graduate studies, 
continuing education and community outreach, and Online@JSU. The vice provost is a member of the 
executive council, council of deans, and other standing committees as deemed appropriate by the 
provost/VPAA and president. 

1.6.5 Associate Vice Provost 

The associate vice provost reports to the vice provost. The associate vice provost is responsible for 
undergraduate studies and special academic programs; international academic partnerships; and 
sponsored programs, grants, and contracts. The associate vice provost is a member of the council of 
deans and other standing committees as deemed appropriate by the provost/VPAA and president. 

1.6.6 School Deans 

School deans are responsible for coordinating and managing the operations within their respective 
schools. Deans report to the provost and senior vice president for academic affairs. The individual dean 
is the administrator of the school and serves as a liaison between the provost and senior vice president 
for academic affairs and the school. School deans have certain responsibilities for personnel matters; 
the development and maintenance of programs, plans, and goals for the school; and other assigned 
duties. School deans are members of the council of deans and the executive council. 

1.6.7 Dean of Library Services 

The dean of library services reports to the provost and senior vice president for academic affairs and is 
responsible for library operations, collections, and services. The dean of library services is responsible 
for personnel; the development of programs, plans, and goals for the library; and other assigned duties. 
The dean of library services is a member of the council of deans and the executive council. 

1.6.8 Department Heads 

Department heads are responsible for the general direction and supervision of their departments. 
Department heads report to their respective deans. The department head is an administrator and the 
academic leader of the faculty in the development of the department's programs, plans, and goals. The 
department head maintains liaison between the department, the dean, and external agencies. 
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1.7 GENERAL INSTITUTIONAL GOVERNANCE 

1.7.1 Executive Council 

The executive council represents all divisions of the university and serves as the main administrative unit 
that recommends policy to the president. The provost and senior vice president for academic affairs 
serves as chair of the university council and establishes additional standing and ad hoc committees as 
deemed necessary. 

1.7.2 Council of Deans 

The council of deans serves as an advisory unit to the provost/vice president for academic affairs. The 
membership of the council includes all deans, the vice provost, the associate vice provost, and others as 
deemed necessary. The provost/VPAA is the chair of the council of deans. 

1.7.3 Athletic Council 

The athletic council is a committee that serves at the pleasure of the university president. It consists of 
representatives from faculty, staff, athletic department, and students. It is chaired by the faculty athletic 
representative, who represents the university's interest before any appropriate conference and before 
the National Collegiate Athletic Association. The council is charged with the responsibility of insuring 
that athletic policies are consistent with the overall educational objectives of the Institution. 

The council also advises the president; serves as a link between academics and athletics; serves as the 
due process body for adjudicating athletic grievances; reviews the university's philosophy, policies, and 
objectives regarding athletics; and reviews aspects of the athletic program such as admission prices, 
sponsorships, and personnel needs or changes. 

1.7.4 The Faculty Senate 

The faculty elects from among its members a representative body known as the faculty senate. The 
faculty senate is an advisory body and as such may consider and make recommendations through the 
provost and senior vice president for academic affairs. Those areas affecting the academic activities of 
the university and faculty welfare are appropriate for consideration by the faculty senate. The minutes 
of the faculty senate are published on its website: www.jsu.edu/facultysenate. 

1.7.5 Graduate Council 

The graduate council is responsible for recommending policies and regulations relative to all aspects of 
graduate education. Membership consists of representatives of the graduate faculty, graduate students, 
the deans of the schools, and the provost and senior vice president for academic and student affairs. 
The director of graduate studies serves as chair, ex-officio, of the graduate council. 

1.7.6 Student Government Association 

The Student Government Association (SGA) is composed of four branches of government: executive, 
legislative, judicial, and student activities council. The student body elects the officers of the SGA and all 
registered students are automatically members of this organization. The SGA office is located on the 
fourth floor of the Theron Montgomery Building. The director of student life and orientation oversees 
the SGA. 

1.7.7 Standing Committees 

Standing university committees exist for athletic council, budget committee, distance education 
advisory council, diversity and employment equity, enrollment management, institutional effectiveness, 
institutional review board, research and service, safety and environmental health, scholarship/financial 

http://www.jsu.edu/facultysenate
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aid, strategic planning, undergraduate admission appeals, university compliance committee for athletics, 
and university support services for athletes. Ad hoc committees and task forces are appointed at 
presidential discretion. The president's office maintains a current list of committee memberships. 
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SECTION 2 
FACULTY POLICIES, REGULATIONS, AND PROCESSES 

2.1 DEFINITION OF FACULTY STATUS 

The faculty generally includes all persons appointed as regular full-time faculty, temporary full-time and 
temporary part-time faculty, adjunct faculty, visiting faculty, and special appointment faculty. Specific 
employment contracts are awarded to all faculty. 

2.1.1 Ranked Faculty 

A ranked faculty member is an employee of the university who has been appointed to one of the six 
regular full-time academic ranks: instructor, distinguished instructor, assistant professor, associate 
professor, professor, or distinguished professor. Librarians have the same rank structure as faculty. 

2.1.2 Rank of Instructor 

The rank of instructor is a non-tenured rank. A faculty member holding this rank does not possess any 
right to permanent or continuous employment; does not have any manner of legal right, interest, or 
expectancy of renewal or any other type of appointment; and is subject to annual renewal by the 
university. Because of the one-academic-year contract provision, with no expectation of renewal for the 
rank of Instructor, the highest academic degree required for an Instructor’s position is an appropriate 
master’s or educational specialist's degree in the discipline. 

2.1.3 Instructors Obtaining Terminal Degrees 

Faculty holding the rank of Instructor may pursue a terminal degree in the hopes of obtaining a tenure- 
track position. These instructors are highly encouraged to discuss the terminal degree program with 
their department head and dean. SACSCOC requires that the University employ qualified faculty to 
teach; therefore, it is essential that the instructor and the University agree that the intended terminal 
degree meets the institution’s needs and standards for the discipline. However, because faculty staffing 
needs change with time, obtaining an agreed-upon terminal degree does not warrant automatic 
appointment to a tenure-track faculty line. Instructors obtaining a terminal degree are eligible and 
encouraged to apply for advertised faculty positions but are not guaranteed a transition in rank or 
position. Instructors who obtain tenure-track positions may request up to two years of service credit 
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towards promotion and/or tenure. The prior service credit process will be the same as for new faculty, 
as outlined in sections 2.5 and 2.6. 

2.1.3.1 Exceptions to Criteria for Terminal Degree 

Exceptions to the requirement for a terminal degree may be made in cases of extraordinary 
faculty performance in teaching, service/community engagement, or scholarly/creative activity. 
To qualify as an exception, the faculty member's accomplishments must be more extensive in 
quantity and generally more impressive in quality than those of faculty members with the same 
length of service and with the terminal degree who have been promoted. Furthermore, the 
faculty member's extraordinary performance must be recognized regionally or nationally. 
Request for such an exception must be approved in writing by the department head, dean, and 
provost. 

2.1.4 Criteria for Appointment to Specific Ranked Faculty Status 

At the time of initial appointment of a regular faculty member, the dean, in consultation with the 
division and/or department head, recommends rank for the initial contract, using the criteria described 
below. Upon approval of the provost and senior vice president for academic affairs, written copies of 
the appointment and contract will be provided to the department, dean, and individual involved. 
Thereafter, rank changes are subject to Promotion guidelines. All faculty members are contract 
employees with the university. 

As referenced below, a college/university of "recognized standing" means a college/university 
accredited by one of the six regional accrediting associations, e.g., the Southern Association of Colleges 
and Schools, or a college/university of recognized international standing. 

2.1.4.1 Instructor 

General criteria for rank of Instructor shall be: 

1. Possession of a master's degree from a graduate institution of recognized standing or
equivalent experience and professional recognition.

2. Either demonstrated or presumptive potential for effective teaching and for satisfying
the duties and responsibilities of a faculty member.

3. Either demonstrated or presumptive potential for effective service activities/community
engagement.

4. Either demonstrated or presumptive potential for collegiality.
5. Credit for the minimum number of hours of graduate work required by the accrediting

agency in the area of teaching responsibility.

2.1.4.2 Distinguished Instructor 

The Distinguished Instructor is one of JSU’s most prestigious teaching awards. It recognizes a 
significant contribution to teaching excellence at JSU over a significant number of years. General 
criteria for the rank of distinguished instructor, which is a non-tenured rank, shall be: 

1. Minimum of twelve (12) years at the rank of Instructor at Jacksonville State University.
2. An established reputation among students and colleagues for excellence in teaching or

professional effectiveness for librarians, including the ability to interest and motivate
students to achieve high standards.

3. Demonstrated clear and ongoing efforts to keep abreast of implementing new teaching
methods and to participate in course design and curriculum development.
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4. Leadership contributions to teaching and other educational and/or scholarly/creative
activities.

5. Substantial contribution to service activities and/or community engagement.
6. Evidence of sustained collegiality.
7. A recommendation by the dean of the school for the rank and approved by the provost

and senior vice president for academic affairs and the president.

This rank carries a salary adjustment equivalent to the increase provided to faculty promoted 
from assistant professor to associate professor and shall be permanent. 

General guidelines for this award are as follows: 

1. Portfolio review will proceed in the same manner as for those applying to faculty
advancing in other ranks, including a review of the most recent full five-year period.

2. The university deans will serve as the Distinguished Instructor Selection Committee. A
dean from a respective school will bring forth his/her candidate(s) for consideration by
the Committee. Recommendations made by the Committee will be forwarded to the
provost and senior vice president for academic affairs and then to the president for
approval.

3. Candidates who are not successful may apply again during the regular call for
applications each fall semester.

4. Decision of the president is not appealable.

2.1.4.3 Distinguished Affiliate Instructor 

This title is a courtesy and honorary title assigned by the university to individuals who offer 
educational experiences for the university. Such appointments do not qualify for compensation 
or benefits, unless the provost and senior vice president for academic affairs approves an 
exception, such as a full-time temporary or visiting instructor. This rank is not eligible for tenure. 

2.1.4.4 Assistant Professor 

General criteria for the rank of Assistant Professor shall be: 

1. Possession of an appropriate earned doctorate or an appropriate terminal professional
or academic degree from a graduate institution of recognized standing or
accomplishments that are considered equivalent (e.g., recognized performance in the
creative arts or in the business community).

2. Either demonstrated or presumptive potential for effective teaching and for satisfying
the duties and responsibilities of a faculty member.

3. Either demonstrated or presumptive potential for scholarly/creative, or professional
activities as defined by discipline.

4. Either demonstrated or presumptive potential for service activities and community
engagement.

5. Either demonstrated or presumptive potential for collegiality.
6. Credit for the minimum number of hours of graduate work required by the accrediting

agency in the area of teaching responsibility.

2.1.4.5 Associate Professor 

General criteria for the rank of Associate Professor shall be: 

1. Possession of an appropriate earned doctorate or an appropriate terminal professional
or academic degree from a graduate institution of recognized standing or experience



Last Update: June 2023 Page 12 

and professional recognition (e.g., outstanding performance in the creative arts or in the 
business community). 

2. A minimum of five complete years of full-time teaching at the rank of assistant professor
at a regionally accredited college or university (or its equivalent).

3. Evidence of sustained excellence in teaching.
4. Evidence of sustained excellence in scholarly/creative, or professional activities as

defined by discipline.
5. Evidence of sustained, effective university service and community engagement.
6. Evidence of sustained collegiality.
7. Credit for the minimum number of hours of graduate work required by the accrediting

agency in the area of teaching responsibility.

2.1.4.6 Professor 

General criteria for the rank of Professor shall be: 

1. Possession of an appropriate earned doctorate from a graduate institution of recognized
standing, or an appropriate terminal professional or academic degree from a graduate
institution of recognized standing, or widely acclaimed accomplishments in the field
(e.g., the creative arts or the business community).

2. A minimum of 10 years of full-time teaching as an assistant and/or associate professor
in a regionally accredited college or university (or its equivalent), with a minimum of five
complete years of full-time teaching at the rank of associate professor, including the
“year in wait.” The “year in wait” refers to the academic year between applying for
promotion to associate professor and the actual year of beginning in rank as associate
professor. Faculty who are successful in achieving associate professor rank are eligible
to apply the “year in wait” toward the numbers of years required in rank when applying
for full professor.

3. Evidence of sustained excellence in teaching.
4. Evidence of sustained excellence in scholarly/creative, or professional activities as

defined by discipline.
5. Evidence of sustained, effective university service and community engagement.
6. Evidence of sustained collegiality.
7. Credit for the minimum number of hours of graduate work required by the accrediting

agency in the area of teaching responsibility.

2.1.4.7 Distinguished Professor 

Becoming a Distinguished Professor is the highest honor that can be awarded to a faculty 
member at Jacksonville State University. A Distinguished Professor is expected to have 
demonstrated and is expected to continue to model the high ideals of a learning-centered 
teaching institution. 

General criteria for the rank of distinguished professor shall be: 

1. A minimum of seven (7) years of service at JSU and be holding the rank of full professor
with tenure for at least five (5) years at JSU.

2. A continuous and sustained record of excellence in teaching.
3. A continuous and sustained record of excellence in publications, presentations,

performance or creative works at the regional, national, or international level in the
discipline.
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4. A continuous and sustained record of effective community engagement/service to the
University and to the discipline.

5. A continuous and sustained record of collegiality.
6. A brief narrative of the significance of scholarly/creative activity, service, or any unusual

circumstances for the cited accomplishments.
7. A current CV.
8. Positive review by two (2) of the three (3) outside reviewers, who will be asked to

review scholarship and service in relation to the discipline.

Salary increase will be equal to the amount provided for faculty promoted to full professor and 
shall be permanent. 

General guidelines for this award are as follows: 

1. Portfolio review will proceed in the same manner as for those applying to faculty
advancing in other ranks, including a review of the most recent full five-year period. The
timeline is slightly altered to allow for review  of  portfolio  by  external
reviewers.

2. The university deans will serve as the Distinguished Professor Selection Committee. A
dean from a respective school will bring forth his/her candidate(s) for consideration by
the committee. Recommendations made by the committee will be forwarded to the
provost and senior vice president for academic affairs and then to the president for
approval.

3. Candidates who are not successful may apply again during the regular call for
applications each fall semester.

4. Decision of the president is not appealable.

2.1.4.8 Distinguished Affiliate Professor 

This title is a courtesy and honorary title assigned by the university to some individuals teaching 
as adjuncts who offer educational experiences for the university on a part-time basis. Such 
appointments do not qualify for compensation or benefits, unless the provost and senior vice 
president for academic affairs approves an exception, such as a full-time temporary or visiting 
professor. This rank is not eligible for tenure. 

2.1.5 Regular Faculty 

Generally, a regular faculty member: 

1. Has full-time teaching duties or teaching and other duties (e.g., research, scholarly/creative
activity, academic administration, advising) equivalent to a full-time workload.

2. Fulfills the duties and responsibilities of a faculty member.
3. Holds academic rank.

2.1.6 Temporary Faculty 

2.1.6.1 Adjunct Faculty 

Adjunct faculty members teach on a per-course basis, as needed. Adjunct faculty: 

1. Possess a master's degree from a graduate institution of recognized standing or
equivalent experience and professional recognition.
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2. Teach no more than 12 credit hours during any semester or combination of short terms,
with no more than 4 credit hours in any 4-week term or 6 credit hours during a 6-week
term.

3. Have no other faculty non-teaching duties and responsibilities, unless special approval is
given from the dean.

4. Have the minimum number of hours of graduate work required by the accrediting
agency in the area of teaching responsibility.

5. Receive a contract, with no fringe benefits other than those required by Federal or State
law, e.g., FICA.

6. Do not accrue time towards, and are not eligible for, tenure or promotion.
7. Work no more than 27 hours per week.

2.1.6.2 Visiting Faculty 

All visiting faculty appointments are for a limited period of time with no intent of ongoing 
employment. Visiting appointments by rank are reserved for faculty members who meet 
minimum requirements for full-time faculty employment. If a visiting faculty member receives a 
tenure-track faculty appointment, the period of the visit, or some portion thereof, may be 
counted as part of the probationary period at the discretion of the Provost and President. 

2.1.7 Special Appointment Faculty 

2.1.7.1 Emeriti Appointments 

Retired professors, associate professors, assistant professors, instructors, and administrative 
staff who have been in the service of the university for 10 or more years are eligible for emeritus 
status. For faculty, they must have been members of the faculty who have made outstanding 
contributions in teaching, scholarship, or service/community engagement. For administrative 
staff, they must have made a significant contribution in service to the university. 

Nominations for emeritus status shall be made to a committee on faculty honors chosen by the 
faculty senate and with one representative from each school within the university. The 
committee shall make final recommendations to the provost and senior vice president for 
academic affairs for recommendation to the president. For administrative staff, 
recommendations shall come from the university council. The final decision to award the 
designation shall be made by the president. 

Those enjoying emeritus status are entitled to the full honors of their rank; to participate in all 
formal ceremonies of the university; to share in the social life of the faculty; to continue to use 
university facilities such as the cafeteria, the library, and recreational facilities. They are invited 
to attend all formal events held by the university. They may also obtain tickets to concerts, 
lectures, and sports and recreational events at faculty rates. 

Compensation is neither earned nor accrued by virtue of this honor, unless, by mutual 
agreement between the provost and senior vice president for academic affairs and the 
individual, the individual is offered a part-time term contract to teach or fulfill other duties. In 
such cases, compensation and supplementary benefits, if any, shall be set forth in the contract. 

2.1.7.2 Artist/Writer/Scholar-In-Residence 

The university may appoint distinguished artists, writers, poets, or scholars to the special faculty 
status of artist/writer/scholar-in-residence. Such appointments shall be full-time or part-time, 
depending on the needs of the university. The appointments are non-tenure-track. 
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2.1.7.3 Replacement Faculty 

The university may appoint faculty members as adjunct faculty, visiting faculty, or temporary 
faculty to replace faculty on leave for the duration of such leave. Service under such contracts 
does not count for tenure, promotion, or professional development leave unless such service is 
recognized by the provost and senior vice president for academic affairs at the time of offering a 
probationary (tenure-track) contract. 

2.1.7.4 Joint Appointment 

Joint appointment refers to those faculty contracts held by one person with specific contractual 
designation in more than one program area. For the purposes of salary determination, 
promotion, tenure, performance assessment, and other personnel matters, individuals holding 
joint appointments shall be assigned by the president, upon recommendation of the provost 
and senior vice president for academic affairs and the appropriate deans and department heads, 
to a program area as determined by the percentage of workload or level of responsibility. Such 
appointments shall be made only when the credentials of a faculty member and/or the needs of 
the degree or program area so justify. 

2.1.7.5 Courtesy Appointment 

Applications for courtesy faculty appointments may be made to the provost and senior vice 
president for academic affairs by qualified administrators. Applicants must meet minimum 
criteria specific to ranked faculty status and must receive recommendations from the dean and 
department head. Courtesy appointment faculty are ineligible for promotion and tenure, and 
shall not be considered for full-time faculty positions except by participation in a normal search 
process for an authorized vacancy. 

2.1.8 Administrators with Faculty Rank 

Full-time ranked faculty who accept full-time administrative appointments at the level of department 
head or above shall retain the rank held at the time of the administrative appointment. 

Faculty holding tenure at the time of an administrative appointment shall retain tenured faculty status. 
Faculty in probationary tenure-track appointments who accept an administrative appointment may 
continue to pursue promotion and/or tenure. Associate and full professors who accept an 
administrative appointment may continue to pursue promotion and/or tenure. 

For those administrators pursuing tenure and/or promotion, the portfolio should reflect an evaluation 
with supporting evidence of administrative accomplishments and achievements, with supporting 
evidence, as well as the standard evidence associated with teaching, scholarly/creative activity, and 
service. 

Upon becoming an administrator from regular faculty status, a faculty member’s salary will generally be 
adjusted to an annual rate by multiplying the current salary by 1.2 and then adding the amount of the 
agreed-upon administrative stipend for the position. For example, for a faculty member on a nine- 
month contract with a salary of $60,000 who becomes an administrator with a $5,000 stipend, the 
$60,000 salary is multiplied by 1.2 to annualize the salary ($72,000) before adding the $5,000 stipend, 
for a total of $79,000. Likewise, administrators, upon cessation of an administrative appointment, 
return to a full-time faculty appointment at a salary determined by first reducing the administrative 
salary by the amount of the administrative stipend and then dividing 1.2 into the remaining annual 
salary to establish the new nine-month faculty salary. Given the example above, if the administrative 
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salary has increased (due to raises, etc.) to $85,000, subtraction of the $5,000 administrative is the first 
step ($80,000). That amount is then divided by 1.2, so the nine-month salary would be $66,667. 

For tenured faculty appointed to the executive administrative positions of Dean, Vice President, or 
President, the formulas above may be overridden by contractual terms. Non-tenured administrators 
who leave administrative appointments for any reason, other than denial of tenure, may continue their 
faculty appointments upon the recommendation of the appropriate department head, dean, and the 
provost and senior vice president for academic affairs, and with the approval of the president. 

2.2 CONTRACTS 

2.2.1 Non-tenure and tenure-track contracts 

A full-time or part-time contract is for a designated period and automatically expires at the end of that 
period (e.g., spring semester). Full-time non-tenure track and probationary tenure-track faculty receive 
9-month contracts, unless special approval is received for a 10-, 11-, or 12-month faculty contract.
Tenure-track appointments shall begin with appointment to the rank of full-time assistant professor or a
higher rank. The non-tenured period for tenure shall not exceed 7 years. Included within this period, if
the initial contract stipulates, shall be approved full-time tenured service at other institutions of higher
education. It may be agreed in writing that a faculty member’s new appointment is for a probationary
period of less than five complete years at Jacksonville State University.

The university shall not be bound by any prior promises, agreements, or understandings, oral or written, 
regarding the faculty member's contractual employment with the university. The terms and conditions 
applicable to the faculty member's appointment may not be changed orally but only in writing and duly 
signed by the university through its authorized representative in accordance with established 
procedures. 

The contractual rights of the faculty member and university are personal to each party and may not be 
assigned or transferred to any other person or entity. The faculty member's duties and responsibilities 
may not be delegated. 

Contracts are not required to be issued to tenured faculty. 

2.2.2 Supplemental Contracts 

Overload and/or summer differential contracts are awarded to faculty members, upon approval of the 
dean and the provost and senior vice president for academic affairs, regardless of tenure-track status. 
Adjunct faculty receive designated contracts and receive no fringe benefits other than those required by 
Federal or State law, e.g., FICA. Contracts are also used to provide compensation for faculty who 
perform supplemental duties, such as extra compensation from grants or contracts. 

2.2.3 Faculty Appointment 

All faculty contracts have the initial designation of program area stated in the letter of appointment. 
Appointment for tenured faculty shall be the program area in which they hold tenure. Faculty members 
who change program areas within the university retain their tenure or progress toward tenure. Program 
area is subject to change at the discretion of the university. 

2.2.4 Contract Form, Issuance, and Receipt 

Faculty contracts shall typically include the following: 

1. Type of contract and appointment.
2. Salary.
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3. Designation of program area(s).
4. Designation of academic rank, academic title, or special academic status.
5. Duration of contract.
6. Special conditions (if any).
7. For overload and adjunct contracts, all course sections taught with enrollment numbers,

including regular teaching load and any overload courses, should be included.

All full-time tenure-track and non-tenure-track contract renewal offers for an academic year will 
generally be issued before end of the spring semester for the following academic year. Signed contracts 
must be returned within two weeks. The contractual rights of the faculty member and university are 
personal to each party and may not be assigned or transferred to any other person or entity. The faculty 
member's duties and responsibilities may not be delegated. 

All contracts are issued and returned on an individual basis. 

2.3 SEARCH/APPOINTMENT/ORIENTATION 

2.3.1 Search/Appointment Procedures 

The university gives notice of employment opportunities by appropriate publication and follows 
procedures outlined in the Jacksonville State University Manual of Policies and Procedures in the 
recruitment, selection, and appointment of applicants. Jacksonville State University is an equal 
opportunity employer (EEO). 

2.3.2 Orientation 

The office of the provost and senior vice president for academic affairs shall have the primary 
responsibility for distribution of the Faculty Handbook and for orientation of first-year faculty to the 
policies, regulations, and procedures of the university. Orientation to specific duties and responsibilities 
shall be conducted at the school or departmental levels. 

2.3.3 Equal Opportunity/Affirmative Action 

It is the policy of the university not to unlawfully discriminate against any employee or applicant for 
employment because of race, color, age, gender, national origin, religion, veteran status, or disability 
status. No employee shall unlawfully discriminate against another employee or student. For additional 
information, see the Jacksonville State University Equal Opportunity Policy and Policy of 
Nondiscrimination and Affirmative Action in the Jacksonville State University Manual of Policies and 
Procedures. 

2.3.4 Nepotism/Employment Conflict of Interest 

It shall be considered a conflict of interest in employment for an employee to serve in a direct 
supervisory capacity over a child, spouse, sibling, descendant (grandchild, great-grandchild), step- 
children, in-laws. 

2.4 FACULTY REVIEW 

The purpose of faculty annual review (FAR) is to encourage faculty to fully develop their potential as 
instructors, scholars, leaders, and citizens of the academic community (formative purpose); to promote 
activities and achievements that further the goals of the university; and to provide appropriate 
information for making personnel decisions (summative purpose). Faculty evaluations should be 
completed on all full-time and part-time faculty. 
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Generally, procedures developed for evaluation of faculty should be rigorous and fair and be conducive 
to the development and support of a wide range of faculty talent and interests, while channeling faculty 
efforts toward teaching and other activities essential to the university's fulfillment of its mission. 

Since academic disciplines differ, it is appropriate that each discipline develop its own faculty evaluation 
procedures and conduct its own evaluations. The information in this handbook section represents 
guidelines to be followed by each unit in developing evaluation procedures. All evaluation systems 
should address the areas of teaching and advising (as assigned), scholarly and creative productivity, 
service/community engagement, and collegiality. They must also describe general procedures for using 
evaluation data. Finally, for those faculty serving in administrative roles, the administrative duties and 
goals should be evaluated in the FAR in addition to the aforementioned areas. 

2.4.1 Evaluation Procedures for Full-Time Faculty 

2.4.1.1 Faculty Annual Review (FAR) 

An annual performance review of all full-time tenured and non-tenured faculty shall be 
conducted by the department head, dean/director, or supervisor by the end of the spring 
semester; it shall be based upon evidence of performance in the calendar year (Spring, Summer, 
and Fall terms). Faculty will submit their annual review materials to their supervisor at the 
beginning of the spring semester. The purpose of the FAR is to provide documentation for 
tenure, promotion, or reappointment, and to provide feedback to faculty members about their 
ongoing performance and the extent to which they have met applicable performance criteria for 
their role. Faculty evaluations may be used in decisions regarding salary, reappointment of non- 
tenured faculty, promotion, tenure, participation in faculty development activities, and/or 
administrative appointments. 

2.4.1.2 Criteria for Evaluation Procedures 

As referenced above, the evaluation process used in each school shall be based on Teaching 
Effectiveness and Academic Advisement, Scholarly/Creative Activity, Service/Community 
Engagement, Collegiality, and/or Professional Effectiveness of Librarians. For some faculty, 
Faculty Administrative Responsibilities may also be addressed in the evaluation process. 

In determining the effectiveness of faculty members, the combined workload of teaching, 
scholarly/creative activity, and service/community engagement shall be determined by each 
school in conjunction with the institution’s mission. The workload percentages for evaluation 
should reflect the actual workload of the faculty member. Any overload and/or administrative 
responsibilities should be included. A factor in determining overall annual performance must be 
the relative percentage associated with each of the areas of performance. 

After a review of all evaluation information, the department head's and/or dean's conclusions 
will be communicated to the faculty member in an evaluation meeting. The evaluation meeting 
must provide an opportunity to discuss the faculty member’s performance, professional 
contributions, and needs as perceived by both the faculty member and the supervisor. 

2.4.1.3 Development of Formative Plan 

Following communication of the department head's or supervisor’s evaluation, the department 
head/supervisor and the faculty member will establish a formative plan that sets the goals, 
objectives, and workload percentages for the next evaluation period. The formative plan should 
be consistent with the goals and needs of the department and university. 
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2.4.1.4 Third Year Review* 

At the time of the third annual evaluation, tenure-track faculty will be reviewed on the 
performance of the past thirty-six months to ensure that the candidate for promotion and 
tenure is appropriately progressing toward meeting the promotion and tenure expectations. 
The detailed Third Year Review portfolio will be submitted to the department head and/or dean 
as part of the FAR. The department head and/or dean will review the portfolio and document 
findings on the Third Year Review form. The Third Year Review Form should be maintained in the 
faculty member’s personnel file within the department; a copy sent to the provost’s office. 
Additionally, the department head may choose to write a letter for the faculty member’s file 
inclusive of strengths, recommendations, and a full tenure/promotion appraisal. 

*Department heads/deans should be cognizant of service credit received by faculty members
when determining timing of third year review. For instance, a faculty member receiving two
years of service credit toward promotion and tenure would receive a third-year review at the
end of the first year at JSU.

2.4.2 Evaluation Procedures of Adjunct Faculty 

Adjunct faculty serving in roles as full-time temporary or part-time temporary should receive an 
evaluation of teaching effectiveness annually, based upon their teaching schedule. The 
evaluation should be completed by the supervisor and sent to the Dean’s office of the 
respective school. The supervisor of the adjunct should use the Adjunct Faculty Teaching 
Evaluation Form for completion of this process. 

2.4.3 Teaching Effectiveness 

2.4.3.1 Criteria for Teaching Effectiveness 

Evaluation procedures must properly reflect that teaching is the priority of faculty members. 
Faculty members at Jacksonville State University are scholarly teachers who provide evidence 
that their teaching is effective. Effective teaching will be documented through student and peer 
evaluations as well as through self-evaluation. Students will evaluate teachers on the 
professional aspects of teaching and on their response to instruction. Peers may evaluate 
pedagogical content knowledge as well as the professional aspects of teaching. Faculty 
members will provide a self-evaluation on the relationship between their instruction and 
relevance to the discipline. 

Given JSU’s mission as a learning-centered community, the following areas of effective teaching 
should be addressed: 

1. Content expertise, which includes command of one's subject, knowledge of current
developments in one's discipline and pedagogy, and the ability to relate one's subject to
other areas of knowledge.

2. Instructional delivery skills, which include the use of interactive technology skills that
promote or facilitate learning, effectiveness in communicating with students, the ability
to stimulate and broaden student interest in the subject matter, and the ability to
motivate students to engage in independent work.

3. Instructional design skills, which include the ability to design and implement effective
program, course, and/or instructional experiences to promote student learning.

4. Student learning outcomes and assessment skills, which accurately measure that
learning has occurred.
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2.4.3.2 Evidence of Teaching Effectiveness 

Each program or department should use as many of the following sources as are appropriate 
and feasible to provide evidence of teaching effectiveness: 

1. Course materials (syllabi, assignments, exams, etc.) reflective of knowledge,
organization, innovation, and teaching/pedagogical skills including, if in use, the learning
management system organization of each course.

2. Student evaluations. The evaluator using these data must be cognizant of the relevant
class and course characteristics that affect student ratings.

3. Evaluations by the department head, program director, or dean.
4. Evaluations by peers from inside and/or outside the university.
5. Self-evaluation.
6. Further course work or other continuing educational activities such as seminars and

workshops in one's field.
7. Professional development, including, but not limited to, participation in seminars and

workshops on pedagogy.
8. Evidence of student-learning outcomes.
9. Evidence of course development/revisions and/or program development/revisions.
10. Evidence of student work if applicable.
11. Evidence of work with graduate students, including theses, dissertations, and degree

completions.
12. Teaching Awards/Honors.

2.4.4 Academic Advisement/Professional Consultation 

2.4.4.1 Criteria for Effectiveness in Academic Advisement/Professional Consultation 

The following criteria should be addressed when evaluating student advisement/professional 
consultation: 

1. Ability to help students select a course of study appropriate to their interests and
aptitudes.

2. Ability to assist students in academic and career planning.
3. Use of the services and support from the Office of Career Services.
4. Use of EAB-GradesFirst/Navigate to improve student academic outcomes.

2.4.4.2 Evidence of Effectiveness in Academic Advisement/Professional Consultation 

Effectiveness in advisement/professional consultation should be assessed and documented by 
the following: 

1. Evaluation by supervisor.
2. Self-evaluation.
3. Student evaluations.
4. Letters of reference.
5. Participation in workshops or seminars designed to improve academic advisement skills.
6. Documentation from EAB-GradesFirst/Navigate.

2.4.5 Professional Effectiveness of Librarians 

Since librarians are seldom involved in formal pedagogical activities with students, they are usually 
evaluated on professional effectiveness rather than teaching effectiveness and academic advisement. 
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2.4.5.1 Criteria for Professional Effectiveness of Librarians 

The attributes and qualifications to be documented in assessing the effectiveness of librarians 
should be related to the appropriate position classification and include, but not be limited to, 
the following: 

1. Command and knowledge of one's specialty area and ability to instruct in such areas as
required.

2. Fulfillment of one's principal responsibilities as stated in the job description,
performance contracts, or other guidelines, as published by the dean of library services.

3. Knowledge of current developments in one's area of responsibility.
4. Ability to effectively use ideas gained from individual study and observation for the

improvement of one's area of responsibility in the library.
5. Ability to direct the activities of subordinate staff members.
6. Ability to interact and communicate effectively with library patrons.

2.4.5.2 Evidence of Professional Effectiveness of Librarians 

Sources of documentation for evaluating librarians' effectiveness should include, but are not 
limited to, the following: 

1. Self-reflections.
2. Supervisor evaluations.
3. Evaluation by users of the librarian's expertise.
4. Evaluation by outside experts.

2.4.6 Scholarly/Creative Activity 

Departments should recognize and evaluate a wide variety of scholarship activities consistent with the 
department’s and the University’s missions. Scholarly activities should not be rigidly categorized. Many 
activities and products can be classified as more than one type of scholarship. 

To ensure consistency within the school, the dean, along with department heads, will approve 
departmental criteria, and its equivalents, for departmental scholarly requirements. In the evaluation of 
such activities, quality should prevail over quantity. 

Consistent with its mission and vision as a regionally engaged institution, Jacksonville State University 
defines scholarship broadly through the Boyer model (Glassick, Huber, Maeroff, 1997), which includes 
four categories of scholarship: 

1. Scholarship of Discovery: The scholarship of discovery encompasses what academics historically
have referred to as basic or traditional “research,” as well as creative work in the literary, visual,
and performing arts. Its primary purpose is understood as “contributing to the stock of human
knowledge and the intellectual climate of a college or university.”
Examples: refereed publications based on research, scholarly books, book chapters, entries in
reference works, performances, exhibits, digital media, and/or monographs.

2. Scholarship of Integration: The scholarship of integration involves faculty members “overcoming
the isolation and fragmentation of the disciplines, making connections within and between the
disciplines, altering the contexts in which people view knowledge and offsetting the inclination
to split knowledge into ever more esoteric bits and pieces.”
Examples: professional development workshops, literature reviews, presentations of research
at scholarly conferences or invited conference presentations/roundtables, and non-academic
publications that address discipline-related concerns.
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3. Scholarship of Application: The scholarship of application moves toward engagement as the
scholar asks, “How can knowledge be responsibly applied to consequential problems?” Lessons
learned in the application of knowledge can enrich teaching, and new intellectual understanding
can arise from the very act of application. In brief, theory and practice interact in such ventures
and improve each other.
Examples: research grants; development of centers for study or service; research projects that
address issues of local, state, or other need; preparation of documents such as briefs, manuals,
or other publications based on research for the good of the community (theory into practice);
consultation arranged through the Office of the Provost and VPAA or as requested by other
organizations; service as an editor or editorial board member of a discipline-related professional
publication or other form of media (newspaper, magazine, literary magazine, scholarly
professional journal, CD, video, website); new program development; conference planning—
including paper, poster, abstract reviews, etc. Application of research for assessment; program
reviews; accreditation reports, including surveys created, administered, and analyzed. Evidence
of unpublished discipline-specific scholarship that is peer reviewed.

4. Scholarship of Teaching: The scholarship of teaching “initiates students into the best values of
the academy, enabling them to comprehend better and participate more fully in the larger
culture.” Reciprocal benefits flow as well to the faculty members who enrich their teaching by
building on what they learn in exchanges with students.
Examples: a publication of findings in a pedagogical journal or presentation with peers at a
conference external to JSU.

2.4.6.1 Criteria for Scholarly/Creative Activity:

Scholarly/creative activity should include, but not necessarily be limited to, the following:

1. Sustained inquiry in one’s discipline.
2. Scholarly productivity demonstrated by publication or, when appropriate, artistic works

and performances.
3. Submission of significant proposals for research grants and projects.
4. Presentation of scholarly findings/creative work at professional meetings.
5. Submission of significant program/school/university-related documents (e.g.,

policies/procedures, annual reports, manuals/handbooks, new program proposals,
curriculum development documents required to meet accreditation requirements, etc.).

6. Sharing expertise with the university community.
7. Use of research in developing new curricula, teaching methods, library services, or

programs.

2.4.6.2 Evidence of Scholarly/Creative Activity 

Excellence in scholarly/creative activity should be assessed by evidence produced by the 
following types of procedures and activities: 

1. Documented self-report of activities.
2. Evaluation by professional peers.
3. Publications, presentations, performances, and/or creative works.
4. Awards of grants, prizes, commendations, residencies, or proposals submitted for

external/internal funding opportunities.
5. Demonstrated skills in the methods of one's scholarly discipline.
6. Technical reports, program proposals, accreditation documents, or other reports that

are peer evaluated.
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7. Community response to outreach programs, other evaluations or studies of impacts and
outcomes of outreach or partnership activities that have led to scholarly reports,
policies, academic and/or professional presentations, publications, etc.

2.4.7 Service/Community Engagement 

The university considers service to include activities related to the university, the school/department, 
the community, and the profession. Community engagement, as defined by the Carnegie Campus 
Compact and JSU, is collaboration between institutions of higher education and their larger 
communities (local, regional/state, national, global) for the mutually beneficial exchange of knowledge 
and resources in a context of partnership and reciprocity. 

2.4.7.1 Criteria for Service to the University/School/Department 

Service should include, but is not necessarily limited to, the following: 

1. Service on departmental/program committees, attendance at departmental/program
meetings, participation in decision-making, curriculum development, and program
evaluation.

2. Participation on school/university committees.
3. Leadership in some area of school/university governance.
4. Service as chair of a committee, director of a program, or officer of the faculty senate

(without extra compensation).
5. Service as an advisor to an approved student organization.
6. Service as a representative of the university to the larger regional, national, or

international community.

2.4.7.2 Evidence of Service to the University/School/Department 

Demonstration of university/school/department/program service activities should include, but 
is not necessarily limited to, the following types of evidence: 

1. Documented self-reflection of activities.
2. Evaluations by the dean, department head, or program director.
3. Committee reports of participation.

2.4.7.3 Criteria for Service to the Profession/Discipline 

Service activities in support of the profession/discipline include, but are not necessarily limited 
to: 

1. Leadership positions in professional organizations.
2. Appointment in a scholarly capacity to a state, regional, or national post.
3. Participation in professional organizations.
4. Presentation of papers (other than research) before learned societies.
5. Service in the individual's professional area as a consultant or resource person.
6. Review of creative work (without extra compensation).

2.4.7.4 Evidence of Service to the Profession/Discipline 

Demonstration of service to the profession/discipline should include, but not necessarily be 
limited to: 

1. Documented self-reflection of activities.
2. Evaluation by professional peers.
3. Published citations or acknowledgments of contributions.
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2.4.7.5 Criteria for Service to the Community/Community Engagement 

Service to the community should reflect the application of knowledge and skills related to one's 
professional field and may include, but is not necessarily limited to, the following. Community 
engagement activities include, but are not limited to, inquiry into community, engaged teaching 
and learning, and/or forms of participatory action research with community partners that 
embody both the characteristics of community engagement and scholarship. 

1. Lectures or performances to community groups.
2. Participation as a member of, or as a consultant (without compensation) to, non-profit

organizations designed to serve the general public.
3. Service Learning. Service learning is a pedagogical technique in which students

participate in volunteer community service as part of their work for class. Students
apply the skills and knowledge from their classes in their service and reflect, in the
classroom, on the people, organizations, agencies, and social institutions they
encounter. Students use volunteer work as a foundation for their course work
throughout the semester. For faculty, service learning may be considered service to the
university as a part of curriculum development and, by definition, service to the
community.

4. Public art installations.

2.4.7.6 Evidence of Service to the Community/Community Engagement 

Demonstration of appropriate service to the community should include, but not necessarily be 
limited to: 

1. Self-reflections adequately documented.
2. Recognition of service by community groups or leaders.
3. News articles or announcements.
4. Pedagogical documents from teaching, including but not limited to, handouts, syllabi,

and/or assignments.
5. For community engagement, evaluation of community partnerships, documentation of

community response to outreach programs, or other studies of impacts and outcomes
of outreach or partnership activities that have led to scholarly reports, policies,
academic and/or professional presentations, publications, etc. These examples may also
reflect scholarly activities.

2.4.8 Faculty Administrative Responsibilities to the University/School/Department 

Across the university, many faculty are assigned administrative responsibilities which vary from program 
to program. Some faculty may serve as department heads, program coordinators, program chairs, grant 
coordinators, etc. The department head should evaluate the administrative assignment of the faculty to 
determine if the responsibilities are indeed administrative versus service activities. Faculty also serving 
in administrative roles should be evaluated on that role during the Faculty Annual Review. Faculty 
serving as department head, are evaluated by the dean. 

Specific criteria and evidence to evaluate effectiveness should be determined in consultation with the 
department head and/or dean and align with the goal of the administrative role. 

Faculty administrative responsibilities may include, but are not limited to, the following: 

1. Program oversight.
2. Grant oversight.
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3. Recruitment/marketing.
4. Program reports.
5. Coordination or oversight of capstone courses, field placements, practica, co-op/internship

experiences, etc.
6. Program admission decisions and advisement.
7. Mentorship and training of faculty.
8. Assistance with program evaluation and/or accreditation activities.
9. Evaluation of program outcomes.
10. Overall management of an academic department.

2.4.8.1 Evidence for Faculty Administrative Responsibilities to the University/School/ 
Department 

Demonstration of appropriate administrative responsibilities should include, but not necessarily 
be limited to: 

1. Documented self-reflection of administrative responsibilities.
2. Enrollment trends.
3. Documented marketing activities.
4. Trended program reports regarding capstone courses, field placements, practica, co- 

op/internship experiences etc.
5. Advisement reports.
6. Recruitment and retention reports.
7. Program outcomes reports.
8. Other reports or documentation which reflect administrative effectiveness or successful

completion of responsibilities.

All evidence sources listed may not be applicable for all administrative roles. Other evidentiary 
sources may be identified as appropriate. 

2.4.9 Collegiality 

2.4.9.1 Criteria for Collegiality 

Demonstrate a willingness and ability to work effectively with colleagues to support the mission 
of the university and the common goals of the academic unit, which includes working 
professionally with colleagues to create an academic community that values the contributions of 
all members and encourages cooperation and collaboration. Any aspects of a faculty member’s 
conduct that impacts performance, positive or negative, will be addressed in faculty annual 
reviews. 

2.4.9.2 Evidence of Collegiality 

Demonstration of collegiality should include, but not necessarily be limited to: 

1. Self-reflection adequately documented.
2. Effective team teaching, if applicable, as evaluated by the dean/department head.
3. Letters of support by professional peers.
4. Recognition of collegiality by peers, community groups, and/or leaders.
5. Letters of support from committee members, program/department colleagues,

colleagues external to the university.
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2.5 PROMOTION 

2.5.1 Policy 

Faculty are promoted on the basis of the fulfillment of qualifications associated with 
teaching/advisement, scholarly activity/creative work, community engagement/service, collegiality, 
and/or professional effectiveness of librarians. Any credit for prior service, which has been recognized 
and agreed to, must be confirmed in writing in the first contract at the time of the initial appointment. 

In order to deliver programs and curricula, university needs, at times, may result in unique 
appointments reflective of clinical and/or other special appointments in rank. This type of appointment 
must be approved by the dean, provost and senior vice president for academic affairs, and president. 

It is expected that faculty members will apply for promotion and tenure simultaneously, whenever 
applicable. 

Special circumstances allowed to stop the promotion/tenure clock should be nonprofessional with a 
significant impact on the productivity of the assistant professor and should be approved by the 
department head, dean, provost, and president. Requests for an extension must be submitted in writing 
to the department head. The faculty member is not required to request an extension if productivity is 
minimally impacted. Promotion/Tenure period extensions are granted in one-year increments. One year 
is normally the maximum probationary period extended for any combination of reasons. Requests 
should be made within a year of the special circumstance and prior to the department deadline for 
submission of promotion/tenure application. Exceptions to these limitations should be approved by the 
president upon recommendation by the provost. 

2.5.2 Procedure 

Annually, generally in September, the provost and senior vice president for academic affairs will call for 
nominations and applications for promotion from all faculty. The promotion process proceeds from the 
department head, to the dean, to the provost and senior vice president for academic affairs, to the 
president. Candidates for promotion are responsible for compiling a portfolio and for meeting 
appropriate deadlines. The responsibility of applying for promotion rests with the individual faculty 
member. The schedule for the promotion and/or tenure process can be found on the Academic Affairs 
website. The candidate should prepare the portfolio for submission according to the Portfolio 
Guidelines. 

Any credit for prior service, which has been recognized and agreed to, must be confirmed in writing in 
the first contract at the time of the initial appointment. A faculty member may request rescission of 
service credit as long as the request is submitted in writing to the department head by June 1. If the 
faculty member has more than one year of service credit, only one year can be requested at a time. If an 
additional year of service credit needs to be rescinded, the faculty member will follow the same process 
the following academic year. The department head will review the request and notify dean and provost 
of recommendation. If the dean or the provost deny the recommendation, the decision is final. 

Candidates for promotion must prepare a portfolio for submission according to the Portfolio Guidelines. 
The submission process may be terminated in early stages of the review if the portfolio packet is 
determined to be lacking necessary evidence to support promotion. This decision may be made by the 
faculty member submitting the portfolio or by the dean reviewing the portfolio. Once the portfolio is 
submitted to the provost, the process cannot be terminated. Further, no additional evidence may be 
added to the portfolio once submitted to the provost. 
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If a faculty member begins employment between January 1 and May 31st or is promoted at the 
beginning of the spring semester, the partial academic or calendar year shall not count as part of the 
probationary period, unless by choice of the faculty member. 

Assistant professors who have completed five academic years of full-time employment in a tenure-track 
position at the university, or who have a combination of university full-time employment and credit for 
prior service with a total of five complete academic years and have been reappointed for the sixth 
academic year, may be considered for promotion during the sixth academic year. 

Associate professors who have met minimum criteria and time-in-rank requirements for promotion, 
including any prior service, should make application for promotion through their department heads. Any 
credit for prior service, which has been recognized and agreed to, must be confirmed in writing in the 
first contract at the time of the initial appointment. Associate professors much have a minimum of five 
complete years of time in rank as an associate professor, including the “year in wait.” The “year in wait” 
refers to the academic year between applying for promotion to associate professor and the actual year 
of beginning in rank as associate professor. Faculty who are successful in achieving associate professor 
rank are eligible to apply the “year in wait” toward the numbers of years required in rank when applying 
for full professor. 

The department head's recommendation for promotion will be based on evidence contained in the 
portfolio. All faculty in the candidate's discipline, department, or school having rank equivalent to, or 
higher than, that being sought may be allowed to review the portfolio and be invited to submit letters to 
the department head. The portfolio, any letters from eligible faculty in the candidate's department 
and/or school, and the department head's recommendation will be included in the portfolio and 
forwarded to the dean, who will review the portfolio and also submit a letter of recommendation to the 
provost and senior vice president for academic affairs, who will then submit a recommendation to the 
president. The letters of recommendation should address the degree to which the candidate meets the 
appropriate criteria for the rank to which the candidate is applying. 

When a department head applies for promotion, the application must be accompanied by a 
recommendation from the dean. When a dean is applying for promotion, the application must be 
accompanied by a recommendation from the provost and senior vice president for academic affairs. 
These evaluations should address the degree to which the candidate meets the appropriate criteria. 

After review of the candidate’s portfolio, the provost and senior vice president for academic affairs, on 
behalf of the president, will notify the applicant of the decision. This communication will occur on or 
around March 1. When an application for promotion is approved, the promotion will normally be 
effective fall semester of the following academic year. 

Under special circumstances, faculty who are performing significantly above the expectations for their 
current rank may be considered for “early” promotion. In these instances, an exemplary record must 
reflect exceptional accomplishments in teaching, scholarly/creative activity, and service/community 
engagement. The department head and dean must approve early promotion submissions prior to 
submitting to provost and senior vice president for academic affairs and president for review and 
approval. Candidates for early promotion must follow the same process of portfolio preparation as 
other candidates. Early promotion may only be considered according to the following criteria: 

1. For early promotion from assistant professor to associate professor, faculty must have served a
minimum of three years as an assistant professor with a minimum of three years at JSU and
must have a completed third year review on file.

2. For early promotion from associate professor to professor, faculty must have served a minimum
of four years as an associate professor with a minimum of three years at JSU.
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Exceptions to this policy may be made upon approval of the provost and senior vice president for 
academic affairs and the president. 

2.5.3 Promotion Appeals 

The following establishes a promotion and tenure appeals committee and procedure for promotion 
appeals for associate professor and professor ranks only: 

1. Should the faculty member wish to appeal the decision of promotion denial, the faculty
member must, within 14 working days of the date of denial letter, file an appeal with the
president of the faculty senate and the provost and senior vice president for academic
affairs. The initial request for appeal must be initiated by a letter in writing sent by certified
mail.

2. Notification of receipt of appeal request to the faculty member from the provost and senior
vice president for academic affairs will occur via certified mail within 14 working days of the
faculty member’s request for appeal.

3. Barring unusual circumstances, the promotion appeals committee should act on the
appellant faculty member's appeal within 30 working days of the receipt of the faculty
member’s request to appeal.

4. The promotion and tenure appeals committee shall be composed of one tenured full
professor elected from each school and the library to serve. Faculty senate officers shall
oversee elections to this committee, and elections shall occur in the Fall, so that the
committee is in place prior to any appeal. The committee should elect the chair. Members
will serve a three-year term. A committee member who is in the same department of the
appellant must recuse himself/herself from the committee.

5. The provost and senior vice president for academic affairs shall make available the
appellant's promotion portfolio to the promotion and tenure appeals committee. The
committee shall make its decision based on the promotion portfolio as submitted to the
provost and whether that evidence meets criteria for promotion as set forth in the Faculty
Handbook and school/department policies.

6. The promotion and tenure appeals committee shall submit its recommendation(s) to the
provost for incorporation into the candidate's portfolio. The provost shall forward the
portfolio and the committee’s recommendation to the president for final decision.

7. The decision of the president is final.

2.6 TENURE 

2.6.1 Policy 

The ranks of assistant professor, associate professor, and professor are tenure-track ranks. Other ranks 
are not eligible to be considered for tenure. Tenure is not automatic; it is awarded because of 
demonstrated performance and collegiality. Tenure-track appointments shall begin with appointment to 
the rank of full-time assistant professor or a higher rank. 

Faculty who were tenured at another institution may request tenured status or credit toward tenure at 
the time of hire. Such requests shall be made to the department head and shall have the dean’s 
recommendation to the provost and senior vice president for academic affairs. The provost and senior 
vice president for academic affairs will make a recommendation to the president for review and 
approval. Any credit for prior service, which has been recognized and agreed to, must be confirmed in 
writing in the first contract at the time of the initial appointment. 
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Any credit for prior service, which has been recognized and agreed to, must be confirmed in writing in 
the first contract at the time of the initial appointment. A faculty member may request rescission of 
service credit as long as the request is submitted in writing to the department head by June 1. If the 
faculty member has more than one year of service credit, only one year can be requested at a time. If an 
additional year of service credit needs to be rescinded, the faculty member will follow the same process 
the following academic year. The department head will review the request and notify dean and provost 
of recommendation. If the dean or the provost deny the recommendation, the decision is final. 

Tenure-track faculty members, regardless of rank, must apply for tenure during their sixth year 
(inclusive of prior service credit) if they have not been granted tenure earlier. Under no circumstances 
should the length of the tenure-track or probationary period exceed seven years of full-time service 
(inclusive of prior service credit) except when the probationary period has been extended due to special 
circumstances approved by the department head, dean, provost and senior vice president for academic 
affairs, and president. 

Special circumstances allowed to stop the promotion/tenure clock should be nonprofessional with a 
significant impact on the productivity of the assistant professor and should be approved by the 
department head, dean, provost, and president. Requests for an extension must be submitted in writing 
to the department head. The faculty member is not required to request an extension if productivity is 
minimally impacted. Tenure period extensions are granted in one-year increments. One year is normally 
the maximum probationary period extended for any combination of reasons. Requests should be made 
within a year of the special circumstance and prior to the department deadline for submission of 
promotion/tenure application. Exceptions to these limitations should be approved by the president 
upon recommendation by the provost. 

It is expected that faculty members will apply for promotion and tenure simultaneously, whenever 
applicable. 

The areas in which performance will be evaluated for tenure include teaching, scholarly/creative 
activity, service/community engagement, and collegiality. The following are minimum requirements for 
tenure consideration: 

1. Earned terminal degree as defined by discipline.
2. Evidence of candidate's performance and collegiality.
3. Evidence of teaching effectiveness.
4. Evidence of sustained scholarly/creative activity as defined by discipline.
5. Evidence of service/community engagement to and for the university.

Tenure shall not be construed to mean that a faculty member has the right to indefinite employment. 
Tenure does assure that if a faculty member's employment is terminated, the faculty member must be 
informed of the reason(s) for termination and provided an opportunity to present his/her case before 
the university hearing committee (UHC). 

2.6.2 Procedure 

Annually, generally in September, the provost and senior vice president for academic affairs shall call for 
nominations and applications for tenure from all eligible faculty. The responsibility of applying for 
tenure and the burden of demonstrating and establishing performance and collegiality rests with the 
individual faculty member. The tenure process proceeds from the department head, to the dean, to the 
provost and senior vice president for academic affairs, and to the president. Candidates for tenure are 
responsible for compiling a portfolio and meeting appropriate deadlines. The schedule for the 
promotion and/or tenure process can be found on the Academic Affairs website. The candidate should 
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prepare the portfolio according to the Portfolio Guidelines. No additional evidence may be added to the 
portfolio once submitted to the provost. 

If a faculty member begins employment between January 1 and May 31st, the partial academic or 
calendar year shall not count as part of the probationary period, unless by choice of the faculty member. 

It is very important that all individuals and committees participating in tenure reviews understand that 
any individual who has received a tenure period extension must be held to the same standard – not a 
higher or more stringent one—to which other candidates without such an extension are held. 

All tenured faculty in the candidate's department or school may be allowed to review the portfolio and 
be invited to submit letters to the department head. The department head's recommendation of those 
applying for tenure shall be based on evidence contained in the portfolio. The portfolio, any letters from 
eligible faculty in the candidate’s department or school, and the department head’s recommendation 
will be included in the portfolio and forwarded to the dean. The dean will review the application and will 
submit a recommendation to the provost and senior vice president for academic affairs, who will then 
give a recommendation to the president. The letters of recommendation should address the degree to 
which the candidate meets the appropriate criteria for tenure. 

After review of the candidate’s portfolio, the provost and senior vice president for academic affairs, on 
behalf of the president, will notify the applicant of the decision. This communication will occur on or 
around March 1. Denial of tenure results in non-reappointment/non-renewal of contract beyond the 
following academic year. 

Regardless of the stated term or other provisions of any tenure-track appointment, written notice that a 
tenure-track appointment is not to be renewed shall be given to the faculty member in advance of the 
expiration of the appointment. Failure to issue timely notice does not constitute an award of tenure. 

Exceptions to this policy may be made in unusual cases upon the approval of the provost and senior vice 
president for academic affairs and the president. 

2.6.3 Tenure Appeals 

The following establishes a promotion and tenure appeals committee and procedure for tenure appeals: 

1. Should the faculty member wish to appeal the decision of tenure denial, the faculty member
must, within 14 working days of the date of denial letter, file an appeal with the president of the
faculty senate and the provost and senior vice president for academic affairs. The initial request
for appeal should be initiated in writing by certified mail.

2. Notification of receipt of appeal request to the faculty member from the provost and senior vice
president for academic affairs will occur via certified mail within 14 working days of the faculty
member’s request for appeal.

3. Barring unusual circumstances, the promotion and tenure appeals committee should act on the
appellant faculty member's appeal within 30 working days of the receipt of the faculty
member’s request to appeal.

4. The promotion and tenure appeals committee shall be composed of one tenured full professor
elected from each school and the library to serve. Faculty senate officers shall oversee elections
to this committee, and elections shall occur in the Fall, so that the committee is in place prior to
any appeal. The committee should elect the chair. Members will serve a three-year term. A
committee member who is in the department of the appellant must recuse himself/herself from
the committee.

5. The provost and senior vice president for academic affairs shall make available the appellant's
tenure and promotion portfolio to the promotion and tenure appeals committee. The
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committee shall make its decision based on the tenure and promotion portfolio as submitted to 
the provost and whether the evidence meets JSU criteria for tenure. 

6. The promotion and tenure appeals committee shall submit its recommendation(s) to the
provost for incorporation into the candidate's portfolio. The provost shall forward the portfolio
and the committee’s recommendation to the president for a final decision.

7. The decision of the president is final.

2.7 SEPARATION 

2.7.1 Resignation 

Any faculty member who does not plan to be employed by Jacksonville State University for the next 
academic year shall submit a written resignation to his/her immediate supervisor by March 15 of each 
year. Tenure is relinquished upon resignation. 

2.7.2 Retirement 

Tenure is relinquished upon retirement from the university. 

2.7.3 Non-Reappointment of Non-Tenured Faculty 

Full-time non-tenured faculty members (instructors and tenure-track) are employed by contract on a 
year-to-year basis. The option to extend or renew a faculty appointment and contract rests solely and 
exclusively with the university. Further, the faculty member is under no obligation to agree to an 
extension or renewal. A non-tenured faculty member shall not have expectancy of appointment for the 
next academic year. The provost and vice president for academic affairs shall notify the faculty member, 
in writing, of his/her non-reappointment. Generally, JSU will provide instructors and non-tenured faculty 
written notice of non-reappointment by March 1. However, JSU reserves the right to send such notice 
up until such time as an employment contract for the following year is executed. 

2.7.4 Expired Tenure 

Tenure expires upon an event of permanent inability of a faculty member to continue to perform his/her 
assigned duties. 

2.7.5 Automatic Resignation 

A faculty member shall automatically forfeit and waive his/her tenure or contract upon failure to report 
for service at the designated date of the beginning of any academic term. Such failure to report shall be 
deemed to be a resignation unless the faculty member has shown good cause for such failure to report. 
The burden of establishing good cause shall rest upon the faculty member. The president’s decision as 
to whether the affected faculty member has established good cause shall be final. 

2.7.6 Suspension 

The provost and senior vice president for academic affairs may suspend a faculty member, with or 
without salary and benefits, from his/her assigned duties at the provost and senior vice president for 
academic affairs’ discretion to safeguard the health and safety of faculty, students, or employees of the 
university; to prevent a disruption of normal operations of the university; or upon the recommendation 
of a department head and dean. A faculty member may appeal his/her suspension to the university 
hearing committee (UHC), if salary and benefits have been suspended. See UHC procedures. 



Last Update: June 2023 Page 32 

2.7.7 Problem-Solving and Discipline Policy 

In dealing with problem solving and discipline, a series of communications and informal actions must 
occur to facilitate positive modification of behavior. In such instances, department heads, directors, and 
other supervisors must use the sequence of progressive steps specified below. 

Aid to Memory: The supervisor will discuss the matter with the faculty member. A written summary of 
the discussion will be placed in the faculty member's personnel file. 

Written Notice: The supervisor will provide written notice to the faculty member regarding the 
inappropriate behavior/action. This action will be retained in the individual's personnel file. 

Actions Referencing Disciplinary Recommendations. The supervisor will notify the faculty member in 
writing of continued unacceptable behavior and describe some appropriate disciplinary action to be 
taken. 

2.7.8 Removal for Cause: Dismissal or Termination for Adequate Cause 

2.7.8.1 Dismissal 

A faculty member with tenure, or a faculty member on a tenure-track appointment prior to the 
end of the appointment, or a faculty member on a temporary appointment prior to the end of 
the appointment, may be dismissed. It is impossible to list all potential disciplinary problems and 
the various circumstances that may lead to dismissal. In general, reasons for dismissal may 
include, but may not be limited to, the following: 

1. Inability, refusal, or failure to perform the duties or responsibilities for which the faculty
member was employed.

2. Unexcused absenteeism.
3. Refusal or failure to comply with the policies of the university, school, or department.
4. Insubordination or refusal or failure to perform specific assignments designated by a

supervisor.
5. Dishonesty.
6. Illegal or improper use of narcotics or intoxicants or a violation of the university's drug

and alcohol policy.
7. Violation of academic or professional ethics.
8. Unauthorized disclosure of confidential information.
9. Commission of a criminal act defined as a felony or as a crime involving moral turpitude.

2.7.8.2 Procedures for Dismissal for Adequate Cause or Termination for Financial or Curricular 
Reasons 

The provost and senior vice president for academic affairs shall notify the faculty member, in 
writing, of his/her dismissal or termination. The notice shall state reasons for dismissal or 
termination and inform the faculty member of his/her right to request an appeal/hearing. 
Should the dismissed/terminated faculty member desire to appeal the dismissal, an appeal may 
be allowed, provided the dismissed faculty member requests such appeal in writing. The written 
request for appeal may be mailed via certified mail and must be received by the Office of the 
Provost and senior vice president for academic affairs within 7 working days from the date of 
the faculty member's notice of dismissal. Failure to request an appeal to the provost and senior 
vice president for academic affairs within 7 working days from the date of delivery precludes 
any further appeal by the faculty member and the dismissal is final. 



Last Update: June 2023 Page 33 

If a hearing is requested in a timely fashion, an appeal/hearing will be conducted by the 
university hearing committee (UHC). 

2.8 FACULTY RIGHTS AND RESPONSIBILITIES 

2.8.1 General Statement 

Membership in the academic profession carries with it responsibility for the stimulation of students' 
intellectual growth, the advancement of knowledge, and the improvement of society. Faculty must 
order and evaluate their activities in terms of their commitment to these goals, as well as in terms of 
their own personal and professional development. 

Moreover, the faculty has a special obligation to understand the nature of Jacksonville State University 
and to appreciate its unique characteristics, its philosophy, and objectives. The faculty should strive to 
improve the intellectual and practical effectiveness of the university. 

While teaching shall normally be a faculty member's primary responsibility, faculty are also responsible 
for scholarship, which sustains and enriches teaching, research, publication, and service. In the arts, 
faculty are responsible for such evidences of creativity as exhibits, performances, and publication. Other 
faculty responsibilities are academic advisement; participation in department, school, and university 
governance; student recruitment; and community service. A faculty member shall be responsible for 
carrying out assigned duties satisfactorily. The responsibility to give time and talents to improve one's 
education and teaching, to seek professional achievement in one's academic discipline, and to support a 
general education shall also be an obligation of faculty members. During the term of, or upon the 
renewal of, the faculty member's appointment, the university reserves the right to change the faculty 
member's duties and responsibilities or to reassign the faculty member to another position, including 
one in a different academic department consistent with the needs of the university, so long as such 
change or reassignment take into consideration the faculty member's education and training. 

The university does not wish to impose a rigid body of codified rules upon the members of its faculty. 
The university does, however, have certain legitimate expectations concerning the conduct of 
professional academics. The obligations incumbent on faculty members at Jacksonville State University 
are outlined below in a general way. 

2.8.2 Adherence to University Regulations 

An organization can operate effectively and consistently only if it has policies, guidelines, and rules to 
guide it and its members. The material in the Faculty Handbook represents an attempt to summarize 
those regulations pertaining directly to the faculty. Any new or amended policies will be approved by 
the appropriate bodies of the university and, as needed, will be disseminated online in the Manual of 
Policies and Procedures to the university community. 

Each faculty member has a responsibility to know these regulations and to adhere to them. If questions 
of interpretation arise, clarification should be sought from the department head, dean, provost and 
senior vice president for academic, or the president. Any exceptions mutually agreed to by the 
university's administration and a faculty member must be in writing and signed by the faculty member 
and the appropriate university officials. 

2.8.3 Principal Occupation 

A faculty member is appointed with the expectation that he/she shall be principally occupied with the 
academic growth and development of Jacksonville State University’s students. 



Last Update: June 2023 Page 34 

Participation in individual learning/development projects (e.g., faculty development activities, research, 
grants, contracts, etc.) is encouraged. The faculty member is required to devote his or her full effort to 
teaching, scholarly activity, and service at Jacksonville State University, unless an exception has been 
agreed to by the university and the faculty member. The university expects that all faculty members will 
avoid activities that create a conflict of interest with their duties and responsibilities as faculty members. 
The university also expects that faculty members will observe the highest moral and ethical standards in 
any dealings in which they represent the university. 

2.8.4 Classroom Management 

2.8.4.1 Class Procedures 

The faculty member must, at the beginning of each semester or short term, distribute a syllabus 
that explains: 

1. The course objectives and student-learning outcomes.
2. Special requirements for the course, such as term papers, oral reports, field trips, etc.
3. Grading procedures.
4. Attendance policy.

Faculty members must maintain clear records of all grades. Students will be allowed to review 
grades by appointment. Faculty shall report grades of students making D's, F's, or NC’s on the 
official mid-term grade report. A written record of all grades must be kept for at least one (1) 
year after the grade is recorded in the administrative computer system. 

A faculty member is expected to: 

1. Conduct classes in a professional manner, whether the format is traditional, hybrid, or
online.

2. Grade and return test results within a reasonable time.
3. Maintain adequate records of grades and be accountable in grading. In the event of

separation from the university, faculty shall leave such records with the department
head or director.

4. Maintain regular, scheduled office hours regardless of the delivery format of courses
taught. Faculty members shall establish and inform students of their regular weekly
office hours. These hours shall be set in accordance with school policy.

Faculty members shall consult the current Jacksonville State University Student Handbook for 
policy statements on academic honesty. 

2.8.4.2 Grading System 

Undergraduate: Faculty members shall refer to the current Student Handbook for the 
undergraduate grading system. 

Graduate: Faculty members shall refer to the current Graduate Catalog for the graduate grading 
system. 

2.8.4.3 Changing of Grades 

No grade except Incomplete (I) may be changed after the submitting of final grades except in 
the case of error. Within 6 weeks after grades have been reported, an instructor may change a 
grade due to an error by a written application through the appropriate department head to the 
Office of the Registrar, stating the reason for the error and the need to change. Faculty 
members are accountable for accurate grading and recording. This procedure does not apply to 
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removal of Incompletes (“I”). To remove an Incomplete and assign a permanent grade, faculty 
that do not have a school policy on Incomplete reporting may go to the Office of the Registrar to 
change the grade or send a signed memorandum to the registrar to initiate the change. 

2.8.4.4 Tests and Examinations 

In fairness to students, instructors shall apprise students of the nature of their methods of 
evaluation. 

All undergraduate tests and examinations shall be proctored. In cases where cheating is 
encountered or suspected, faculty members should handle each situation with good judgment. 

Faculty members should exercise caution and seek the advice of the department head, who may 
then refer the matter to the dean of the appropriate school for action. Faculty members should 
consult the current Student Handbook for policy statements on academic honesty. 

The registrar is responsible for the schedule of final examinations. All final examinations shall be 
given at the scheduled time unless a change is approved by the department head and dean. 
Under extenuating circumstances, a faculty member may reschedule an individual student's 
final examination for just cause. 

2.8.4.5 Make-Up Examinations 

Faculty members shall, at the beginning of the semester, acquaint their traditional, hybrid, or 
online classes with their policy on make-up examinations. In some areas of academic work, 
course work and experience cannot be made up, and the faculty member should so advise in the 
syllabus. Students who miss announced examinations or announced assignments for legitimate 
reasons may take a make-up examination, which shall be scheduled by the faculty member at a 
reasonable time and under reasonable conditions. The legitimacy of the excuse for missing the 
test or assignment is to be determined by the faculty member; however, a student may appeal 
the decision to the department head and the dean, if there is disagreement about the legitimacy 
of the excuse. 

2.8.4.6 Student Attendance 

Specific policies on attendance for traditional classes or participation in non-traditional classes 
may be established by individual departments or schools. Faculty members should be familiar 
with all policies that apply in the department and should communicate these policies to their 
students through the syllabus given at the beginning of the semester. 

If a policy requires attendance or participation, faculty are required to maintain attendance 
records to support the policy. Students are held responsible for attendance or participation at 
all meetings of their classes or delivery modes. 

2.8.4.7 Official University-Excused Absences 

Official university-excused absences may be issued to groups or individuals by the provost and 
senior vice president for academic affairs for participation in authorized Jacksonville State 
University activities. Although absences may be excused, work missed in class is not. It is the 
student’s responsibility to initiate a request to make up class work missed. 

Faculty members sponsoring an activity for students for which an excused absence is required 
may obtain the appropriate form from any academic dean's office or the office of the provost 
and senior vice president for academic affairs. The form must be completed prior to the 
scheduled activity. 
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2.8.5 Curriculum Development 

The primary responsibility for development of new courses, deletion or changes in existing courses, 
initiation of new programs, and program modifications lies with the faculty. All proposals concerning 
programs and curriculum shall be reviewed by department, school, and university curriculum 
committees, in accordance with established procedures. For curriculum actions that require notification 
to the Southern Association of Colleges and Schools Commission on Colleges (SACSCOC) or the Alabama 
Commission on Higher Education (ACHE), please refer to the Substantive Change Policy/Curriculum 
Change Request Process in the Jacksonville State University Manual of Policies and Procedures. 

2.8.6 Course Offerings and Content 

All course offerings shall be in accordance with the general requirements of the university, the needs of 
the department's majors, and the needs of students. Faculty members are responsible for teaching at a 
standard appropriate to the level assigned to the course; for planning and presenting the course 
material; for establishing course objectives and student-learning outcomes consistent with 
departmental policy and making them known to students; for selecting texts and supplemental 
materials; for preparing, administering, and grading tests and examinations; and for assigning grades. 

2.8.7 Faculty Absence 

Faculty are expected to adhere to scheduled traditional class-meeting times. If a faculty member is 
unable to meet a traditional class, appropriate arrangements shall be made with the department head 
by the faculty member. If a faculty member is unable to deliver an online or hybrid course, the 
department head should be notified immediately. 

2.8.8 Use of Copyrighted Material 

Faculty are responsible for knowing and observing the laws concerning copyrighted material. University 
employees who wish to use copies of material created by others (printed material, videotape, computer 
software, or other materials related to electronic media) are responsible for determining its copyright 
status and should obtain written permission from the copyright owner before using the material except 
when the "fair use" criteria have been met. See copyrighted material policy in Jacksonville State 
University Manual of Policies and Procedures. 

2.8.9 Deadlines 

Each faculty member is responsible for meeting appropriate deadlines established by the department 
head, dean, registrar, provost and senior vice president for academic affairs, and the campus bookstore. 

2.8.10 Academic Freedom 

The university affirms and follows the idea that all members of the faculty are entitled to academic 
freedom, as defined in the following statements: 

Institutions of higher education are conducted for the common good. The common good depends upon 
the free search for truth and its expression. 

Academic freedom is essential to this purpose and applies to both teaching and research. Freedom in 
research is fundamental to the advancement of truth. Academic freedom in its teaching aspect is 
fundamental to the protection of the rights of the faculty member in teaching and to the student to 
freedom in learning. It carries duties along with rights. 

The faculty member is entitled to full freedom in research and in publication of the results, subject to 
the adequate performance of his/her other academic duties, but research for pecuniary return should 
be based upon an understanding and approval with the administration of the institution. 
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The faculty member is entitled to freedom in the classroom in discussing his/her subject, but should be 
careful not to introduce into his/her teaching controversial matter that has no relation to his/her 
subject. 

The faculty member is a citizen, a member of a learned profession, and a representative of an 
educational institution. When he/she speaks or writes as a citizen, he/she should be free from 
institutional censorship or discipline, but his/her special position in the community imposes special 
obligations. As a person of learning and an educational representative, he/she should remember that 
the public may judge his/her profession by his/her utterances. Hence, he/she should at all times be 
accurate, exercise appropriate restraint, show respect for the opinions of others, and make every effort 
to indicate that he/she is not an institutional spokesperson. 

2.8.11 Code of Professional Ethics 

Although no set of rules or professional code can either guarantee or take the place of the faculty's 
personal integrity, the university endorses the following statements as reminders of the obligations 
assumed by all members of the academic profession. 

2.8.11.1 Statement of Professional Ethics 

Professors, guided by a deep conviction of the worth and dignity of the advancement of 
knowledge, recognize the special responsibilities placed upon them. Their primary responsibility 
is to seek and to state the truth as they see it. To this end, professors devote their energies to 
developing and improving their scholarly competence. They accept the obligation to exercise 
critical self-discipline and judgment in using, extending, and transmitting knowledge. They 
practice intellectual honesty. Although they may follow subsidiary interests, these interests 
must never seriously hamper or compromise their freedom of inquiry. 

As teachers, professors encourage the free pursuit of knowledge in their students. They hold 
before them the best scholarly and ethical standards of their discipline. Professors demonstrate 
respect for students as individuals and adhere to their proper role as intellectual guides and 
counselors. Professors make every reasonable effort to foster honest academic conduct and to 
assure that their evaluations of students reflect each student's true merit. They respect the 
confidential nature of the relationship between professor and student. They avoid any 
exploitation, harassment, or discriminatory treatment of students. They acknowledge significant 
academic or scholarly assistance from them. They protect students' academic freedom. 

As colleagues, professors have obligations that derive from common membership in the 
community of scholars. Professors do not discriminate against or harass colleagues. They 
respect and defend the free inquiry of associates. In the exchange of criticism and ideas, 
professors show due respect for the opinions of others. Professors acknowledge academic debt 
and strive to be objective in their professional judgment of colleagues. Professors accept their 
share of faculty responsibilities for the governance of their institution. 

As members of an academic institution, professors seek, above all, to be effective teachers and 
scholars. Although professors observe the stated regulations of the institution, provided the 
regulations do not contravene academic freedom, they maintain their right to criticize and seek 
revision. Professors give due regard to their paramount responsibilities within the institution in 
determining the amount and character of work done outside it. When considering the 
interruption or termination of their service, professors recognize the effect of their decision 
upon the program of the institution and give due notice of their intentions. 



Last Update: June 2023 Page 38 

As members of their community, professors have the rights and obligations of other citizens. 
Professors measure the urgency of these obligations against their responsibilities to their 
subject, to their students, to their profession, and to their institution. When they speak or act as 
private persons, they avoid creating the impression of speaking or acting for their school or 
university. As citizens engaged in a profession that depends upon freedom for its health and 
integrity, professors have a particular obligation to promote conditions of free inquiry and to 
further public understanding of academic freedom. 

2.8.11.2 Statement of Freedom and Responsibility 

Membership in the academic community imposes on students, faculty members, 
administrators, and trustees an obligation to respect the dignity of others; to acknowledge their 
right to express differing opinions; and to foster and defend intellectual honesty, freedom of 
inquiry and instruction, and free expression, both on and off the campus. The expression of 
dissent and the attempt to produce change may not be carried out in ways that injure 
individuals, damage institutional facilities, or disrupt the classes of one's teachers or colleagues. 
Speakers on campus must not only be protected from violence but also given an opportunity to 
be heard. 

Students are entitled to an atmosphere conducive to learning and to evenhanded treatment in 
all aspects of the teacher-student relationship. Faculty members may not refuse to enroll or 
teach students because of their beliefs or the possible use to which they may put the knowledge 
gained in a course. Students should not be forced by the authority inherent in the instructional 
role to make particular personal choices as to political action or their own part in society. 
Evaluation of students and the awarding of credit must be based on academic performance, 
professionally judged, and not on matters irrelevant to that performance, whether personality, 
race, religion, degree of political activism, or personal beliefs. 

Their mastery of a particular subject and scholarship on that subject entitles faculty members to 
freedom of presentation of their subject in their classrooms. However, it is inappropriate for a 
faculty member to persistently intrude material not related to the subject being taught, and it is 
also inappropriate for a faculty member to fail to present subject matter announced to the 
students and approved by the faculty in their collective responsibility for the curriculum. 

Because academic freedom has traditionally included a faculty member’s full freedom as a 
citizen, most faculty members face no unresolvable conflicts between the claims of politics, 
social action, and conscience, on the one hand, and the claims and expectations of their 
students, colleagues, and institution, on the other. However, if such conflicts become acute and 
the faculty member’s attention to obligations as a citizen and moral agent precludes the 
fulfillment of substantial academic obligations, that faculty member cannot escape the 
responsibility of that choice and should either request a leave of absence or resign his/her 
position. 

2.8.11.3 Course Conflict of Interest 

Although faculty members strive to exercise objectivity and avoid biased or preferential 
treatment of any student, when the student is a relative/dependent, other students are likely to 
perceive favoritism at their expense. Because the faculty member's credibility among students 
may suffer, students should be discouraged from registering in a class taught by a relative or by 
someone to whom they are a dependent. If a student enrolls in a course taught by a 
relative/dependent, the department head must be informed of this enrollment, and mutually 
agreed upon steps for grade determination should be made. 
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2.8.12 Consensual Relations Policy 

Faculty members, including students or other persons with teaching responsibilities, shall not have a 
relationship (consensual or otherwise) with a student who is enrolled in a course taught by the faculty 
member or whose academic work (including work as a teaching assistant) is being supervised by the 
faculty member. Faculty members who violate this policy may be subject to dismissal or termination. 

Relationships between faculty and students occurring outside the instructional context may also lead to 
difficulties. Faculty may face serious conflicts of interest and should be careful to avoid any decisions 
that may reward or penalize the student involved. 

2.8.13 Violations of Faculty Rights, Academic Freedom, and Professional Responsibility 

While affirming academic freedom as a right, the university recognizes that, in some circumstances, 
academic freedom becomes enmeshed in questions of professional incompetence or irresponsibility. In 
the effort to distinguish between these two issues, the guiding principle is that charges of professional 
incompetence or irresponsibility shall not be used to limit academic freedom, nor shall appeals to 
academic freedom be automatically accepted as a shield for professional incompetence or 
irresponsibility. 

2.9 ACADEMIC YEAR AND WORKLOAD 

The 9-month academic year consists of the Fall and Spring semesters. The academic year begins with the 
date for the return of faculty for Fall semester, as published in the academic calendar, and ends with the 
completion of the Spring semester. Nine-month faculty are employed for the entire academic year. The 
workload is comprised of a teaching load and other duties and expectations. Twelve-month faculty shall 
teach in the Fall, Spring, and Summer semesters. 

2.9.1 Teaching Load/Workload 

The standard teaching load obligation for the Fall and Spring semesters is 12 credit hours per semester 
for regular full-time faculty, plus other duties and responsibilities. The standard workload expectation 
for the Fall and Spring Semesters is 15 hours per semester. The teaching load may be adjusted at the 
discretion of the department head and dean to accommodate special faculty roles, graduate intensive 
course loads, and the needs of the university, both off and on campus. For example, a hypothetical 
workload adjustment might yield 9 hours teaching, 3 hours scholarly activity, and 3 hours of non- 
teaching assignments for a total workload of 15 hours. Examples of non-teaching assignments are noted 
in 2.9.2.Teaching load credit for supervising students enrolled in independent study, research, practical 
internship, and similar courses shall be determined by the department head with approval by the 
appropriate dean. Librarians performing their assigned professional duties shall be deemed to be 
fulfilling their teaching-load obligations. 

2.9.1.1 Overloads 

To allow faculty to concentrate their energies adequately on a reasonable teaching load, it is the 
policy of the university to generally avoid the use of overloads. Any arrangement for an overload 
must have the approval of the dean and provost and senior vice president for academic affairs. 

2.9.2 Other Duties and Expectations 

The standard non-teaching duties required of all full-time faculty include: 

1. Academic advising. The responsibilities of faculty with respect to academic advising include, but
are not limited to, scheduling office hours to meet advising responsibilities regardless of mode
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of delivery of the curriculum; assisting students in setting academic goals; informing students 
of curriculum requirements; maintaining appropriate records of advising; and providing, as 
necessary, referrals to appropriate student services. 

2. Participating in meetings of the general faculty, school, and department.
3. Participating in departmental activities such as curriculum planning, departmental policy- 

making, evaluation procedures, library additions, program assessment, and care of
instructional supplies and equipment.

4. Participating in student recruitment activities.
5. Engaging in appropriate scholarly activities.
6. Participating in community engagement and other service activities.

2.9.3 Availability and Office Hours 

As per school policy, all faculty members shall be available for consultation with students enrolled in 
their classes, regardless of the mode of delivery. University policy allows a department or school to 
adjust faculty workload by 3 hours for non-teaching assignments, e.g., committee work, class 
preparation, student advisement and/or consultation, or other non-teaching duties as assigned. During 
pre-registration advisory periods and during registration itself, faculty members shall be available for 
scheduled advising periods. 

Each faculty member shall establish, post, and make students aware of regular and adequate office 
hours so distributed throughout the week as to be convenient to students. A copy of the office hours 
schedule is to be submitted to the department head and dean. The department head is responsible for 
notifying the faculty member if office hours are inadequate. 

2.10 FINANCIAL EXIGENCY 

According to the procedures outlined in the Financial Exigency Policy, contained in the Jacksonville State 
University Manual of Policies and Procedures, the university may terminate or reduce the contract rights 
of tenured and non-tenured faculty members, when the board of trustees, in consultation with the 
president, determines that the university is faced with financial exigency. 

2.11 UNIVERSITY HEARING COMMITTEE 

The university hearing committee (UHC) is the university's grievance committee. This committee 
considers faculty grievances and appeals concerning charges of disability, race, sex, and age 
discrimination; Affirmative Action-related grievances; and faculty without salary and benefits, 
termination, and dismissal. Certain issues do not fall under this procedure, such as: sexual harassment; 
promotion decisions; non-reappointment; tenure decisions; evaluation; salary; suspension with salary 
and benefits; merit raises; benefits; assigned workload; and financial support for grants, contracts, 
equipment, or travel. 

1. All informal and administrative appeals and/or grievance procedures must be exhausted
through the department/school/division before an appeal may be made to the UHC. The
provost and senior vice president for academic affairs shall ascertain and determine if all
such appeals and/or procedures have been exhausted.

2. If all such appeals and/or procedures through the school/department level have been
exhausted, the faculty member may file with the provost and senior vice president for
academic affairs his/her written grievance or appeal stating the specific issues the UHC is to
review.
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3. The UHC shall consist of the following:
a. vice provost for academic affairs, as chair (ex- officio)
b. one dean, appointed by the provost
c. one department head, appointed by the provost
d. president of the faculty senate
e. two faculty members, appointed by the president of the faculty senate
f. one faculty member, appointed by the provost

Members deeming themselves disqualified because of bias or interest shall remove 
themselves from the UHC. The provost and senior vice president for academic affairs and/or 
the president of the faculty senate shall make new or substitute appointments as needed. 
Replacements or substitutes shall be chosen in the manner described above. In the event 
that the faculty senate president is disqualified for some reason, the vice president of the 
faculty senate shall assume the president's role and function. 

4. At least 20 days prior to the scheduled hearing date, the chair of the UHC shall serve notice
of the meeting, stating time, place, and the specific issues, appeals, and/or charges that
have been made. Except for such simple publicity announcements as may be required (such
as the time of the hearing and similar matters), public statements and publicity about the
appeal or grievance by either the faculty member or administrative officers shall be avoided.

5. At the hearing, the faculty member shall have the opportunity to present his/her appeal or
grievance. The UHC may request other parties to testify as circumstances dictate. The
committee shall not be bound by strict rules of legal evidence and may admit any evidence
that is of value in determining the issues involved. Every effort shall be made to obtain the
most reliable information available. The findings of fact and the decision shall be based on
the hearing record. The hearing records, including all related documents and exhibits, shall
be the property of the university.

6. Following the hearing, the UHC shall make its written recommendation to the provost and
senior vice president for academic affairs. Its recommendation shall be based upon the
preponderance of the evidence in the record considered as a whole. A copy of the
recommendation shall be mailed to the faculty member who filed the grievance or appeal.

7. The provost and senior vice president for academic affairs shall review the recommendation
of the UHC and shall affirm or deny the appeal or grievance. Unless there is a claim of denial
of procedural due process, the decision of the provost and senior vice president for
academic affairs is final.

8. An appeal may be made to the president only on the basis of denial of procedural due
process. All appeals shall be in writing and must be mailed via certified mail (and received)
by the president within 7 days of the date of the provost and senior vice president for
academic affairs’ decision. The faculty member must demonstrate, in writing, to the
president that a necessary policy or procedure was not followed in his/her appeal or
grievance. In that case, the president shall review all relevant records and shall affirm or
deny the grievance or appeal. In all such cases, the decision of the president is final. If the
president determines that all policies and procedures were followed, the decision of the
provost and senior vice president for academic affairs is final.

2.12 SUMMER APPOINTMENT 
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Based on university and programmatic needs, summer appointments may include teaching, scholarly 
activity, and/or service activity. For full-time 9-month faculty, summer differentials are based on the 
number of credit hours at one thirty second (1/32) per credit hour of instruction or its equivalent times 
the nine-month salary; e.g., a three-credit hour course would be 3/32 X 9- month salary for the summer 
differential. Nine credit hours during May 12 term are the maximum credit hours to determine a 
summer differential; 6 credit hours are the maximum credit hours during May 6 and June 6 terms; and 3 
credit hours are the maximum credit hours during June 4 and July 4. Overloads during the short terms 
are discouraged, but if required, compensation will be at the adjunct rate. Compensation for courses 
that may be required for a few students during the summer may be prorated, if the instructor agrees to 
the reduction in compensation. 

2.12.1 Non-Teaching Summer Activities 

Scholarly activity and/or service may be substituted for teaching during the summer sessions upon 
specific approval of the department head, dean, and provost and senior vice president for academic 
affairs. 

2.12.2 Summer Overloads 

No overload compensation is available during the summer terms except upon the specific approval of 
the department head, dean, and provost and senior vice president for academic affairs. Contracts will be 
issued for all overloads and will specify the exact terms of the overload agreement. 

2.13 CREDIT HOURS AWARDED FOR COURSES 

Jacksonville State University has policies and procedures for determining the credit hours awarded for 
courses and programs which conform to commonly accepted practices in higher education and to 
SACSCOC policy, which states, “not less than 1 hour of classroom or direct faculty instruction and a 
minimum of 2 hours out of class student work each week for approximately 15 weeks for one semester 
or trimester hour of credit, or 10 to 12 weeks for one quarter hour of credit, or the equivalent amount 
of work over a different amount of time, or at least an equivalent amount of work as required above for 
other academic activities as established by the institution including laboratory work, internships, 
practica, studio work, and other academic work leading to the award of credit hours.” 

2.13.1 Credit Hour Definition 

JSU awards 1 unit of credit for satisfactory completion of 1 60-minute session of classroom instruction 
and a minimum of 2 hours of out-of-class work for a minimum of 3 hours of course activities per week 
for a typical semester of not less than 14 weeks. For example: 

Typically, courses at JSU are awarded 3 semester credit hours per course. The 3 semester hours 
of credit consists of the equivalent of at least 3 hours (60-minute period) per week of "seat 
time" in-class and 6 hours per week of out-of-class academic activities for a period of at least 14 
weeks. Hence, a standard 3 semester credit hour class meets for at least 42 contact hours per 
semester, plus a minimum average of 6 hours of activities outside of the classroom per week for 
14 weeks. 

Alternatively, a credit hour may be granted for an equivalent amount of work as itemized above 
for other academic activities or instructional modes of delivery, such as distance education 
(blended, distance, and face-to-face instruction), laboratory work, internships, practica, studio 
work, and other academic work leading to the award of credit hours. Course instructors are 
responsible for making adjustments so that the total number of hours of work required by 
students, regardless of instructional mode, is equivalent. Assigning credit for courses with 
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alternate delivery methods is based on content and instructional activities. When courses are 
offered both in the traditional format as well as via distance, the syllabi for the modes of 
delivery demonstrate similar content and expectations so that distance education and face-to- 
face instruction classes are awarded the same number of credit hours. For classes offered in a 
shortened format, such as summer terms, the hours are prorated so that classes contain the 
same total number of contact hours and instructional activities as if the classes were scheduled 
for a full 14-week semester. 

When developing courses, faculty are responsible for ensuring that the designated work load for a 
course justifies granting the student the specified number of credit hours as indicated in the course 
description. When courses are taught via distance learning where no actual “contact hours” are 
required, faculty are responsible for designing their courses to ensure that an equivalent quantity of 
content and academic activities are included as would be required if the course were taught in a 
traditional format. Ultimately, the responsibility for protecting the academic integrity of curricula, 
programs, and class schedules rests with the university’s provost and senior vice president for academic 
affairs. 

For graduate and professional students, even though the face-to-face meeting time may be equivalent 
to that required for undergraduate students, the required academic work will exceed the total nine 
hours per week as described above since out-of-class demands will exceed 2 hours per week. 

The university may adjust its basic measure for awarding academic credit proportionately to reflect 
modified academic calendars and formats of study as long as it meets the aforementioned criteria. 

2.13.2 Review and Approval Process for New Courses and Course Revisions 

Faculty developing new courses or revising currently existing courses must ensure that the required 
quantity of student learning/activities per credit hour is equivalent to a minimum of 42 hours of 
coursework over a 14-week semester that instructional activities for the course address and 
demonstrate student competencies in defined learning outcomes that a semester credit hour will be 
consistent throughout all academic programs of the university. 

These instructional activities should draw upon instructional practices approved by the provost and 
senior vice president for academic affairs. 

2.13.3 Policy Administration 

For each academic term, the university registrar will assist academic units to schedule classes in 
conformity with the university’s semester credit hour policy. 

Periodically, the university curriculum committee, university council, the provost and senior vice 
president for academic affairs, and faculty senate will review the semester credit hour policy as defined 
and, if changes are identified, forward recommendations for identified changes to the president for 
approval. 

The provost and senior vice president for academic affairs is responsible for disseminating the policy to 
the university website and ensuring that the policy definition is included in the Undergraduate Catalog, 
the Graduate Catalog, and the Faculty Handbook. 

2.14 FACULTY RECORDS AND LEAVE 



Last Update: June 2023 Page 44 

2.14.1 Personnel Files 

The Office of Human Resources maintains all official personnel records. Faculty members must notify 
the Office of Human Resources of name changes, changes in marital status, and changes in telephone 
numbers, addresses, etc. Personnel files are records of the university and are considered by the 
university to be confidential. Faculty members have the right, upon request and at reasonable times, to 
inspect their files in the Office of Human Resources. Faculty employee records cannot be removed and 
may be duplicated by an employee only by a written request and an agreement of the director of the 
Office of Human Resources. Reasonable copy charges will apply, as established by university policy. 

2.14.2 Credentials Files 

The provost and senior vice president for academic affairs maintains a file for each faculty member. 
These records are the property of the university. This file contains the vita; transcripts; correspondence 
with the provost and senior vice president for academic affairs; copies of contracts for non-tenured 
faculty, adjunct, and temporary faculty; and promotion and tenure documentation. Faculty members 
may review their credentials file by requesting an appointment with the provost and senior vice 
president for academic affairs. 

2.14.3 School and Departmental Files 

Deans and/or department heads shall maintain files containing faculty evaluations, correspondence, 
records, and, for non-tenured faculty, copies of contracts. These files may vary from department to 
department. These records are the property of the university. Faculty members may review their school 
or departmental file by requesting an appointment with the dean or department head. 

2.14.4 Professional Development Leave 

Professional development leave may be granted by the president of the university to any tenured 
faculty member who has completed at least 6 years of full-time service with the university. The purpose 
of professional development leave is to relieve faculty of normal duties so that they can pursue 
significant projects facilitating their professional growth and development, thus enhancing their future 
contributions to the university. Such leaves are not granted automatically upon completion of the 
necessary period of service. See the website for the Division of Academic Affairs (Faculty Resources). 

2.14.5 Faculty Educational Leave 

The Faculty Educational Leave provides opportunities for faculty to pursue a terminal degree. Faculty 
who are interested in educational leave are invited to work with their department head and dean or 
designee to prepare their request. Requests will be evaluated on a case-by-case basis by the Provost and 
Senior Vice President for Academic Affairs. See the website for the Division of Academic Affairs (Faculty 
Resources) for more information. 

2.14.6 Wuhan Scholar Exchange 

Jacksonville State University’s partnership with Wuhan University (WU) provides an opportunity for 
professors, staff, and students from Jacksonville State University to travel to Wuhan, China, to teach and 
study, while allowing professors from WU to conduct research, teach classes, and observe educational 
practices in the United States. For additional information, consult the website of the Division of 
Academic Affairs (Faculty Resources). 

2.14.7 Personal Leave Days 

Each faculty member may request two personal days of leave for each academic year with no 
explanation. Personal days may not be used to expand official university holidays. Arrangements for 
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covering teaching assignments and other duties must be made by the faculty member. All arrangements 
for the absence must be made by the faculty member with 10 days written notice to the department 
head and/or dean. The classes to be missed and the provisions made for coverage of classes must be 
reported by the faculty member in writing to the department head. 

2.14.8 Leave of Absence without Salary 

Normally, the university does not grant leaves of absence to non-tenured faculty members. Leave time 
does not count toward promotion. If leave is granted to a non-tenured faculty member, the period does 
not count toward tenure. All leaves of absence must be approved by the department head, the dean, 
the provost and senior vice president for academic affairs, and the president. Faculty are advised to 
consult the Office of Human Resources regarding benefits, if any, during leave. Overstaying a leave of 
absence without approval of the president or (while on a leave of absence) seeking and accepting other 
employment without previous authorization constitutes an automatic resignation and subsequent loss 
of benefits. 

2.14.9 Family and Medical Leave 

The Family and Medical Leave Act of 1993 provides for up to 12 weeks of unpaid leave during a one year 
period for certain qualifying events. The one year period will be defined as twelve months from the date 
the employee last began an approved Family and Medical Leave (FML). 

If approved for FML, health insurance benefits will continue during the approved period as they are 
normally paid. However, if an employee chooses not to return to employment at JSU at the end of the 
approved period, the employee will be required to repay health premiums to JSU for the entire period 
of unpaid FML. 

Employees returning from Family Medical Leave must report through human resources to the 
supervisor. Overstaying a leave without previous authorization constitutes an automatic resignation and 
subsequent loss of benefits. Upon return from leave, the employee will be returned to the same or 
equivalent position with equivalent pay, benefits, and other employment terms. For eligibility 
requirements and additional information concerning FML, see human resources’ website or contact the 
Office of Human Resources. 

2.15 EXPERIMENTAL COURSES 

An experimental course is a course approved and offered at the departmental or school level for a 
limited number of times to test its viability in the program’s curriculum. An experimental course does 
not require university undergraduate or graduate curriculum committee approval. 

A course may be offered experimentally over a 2-year period to assess student interest, demand, and 
course appropriateness. Although an experimental course may be submitted through the regular 
curriculum process any time during the two-year limit, the course must be submitted through the 
regular curriculum process (undergraduate and/or graduate) within the 2-year limit to be offered during 
the third year or later. The 2-year time limit begins with the course’s first offering. Failure to act in a 
timely fashion to remove an experimental course or to pursue the regular curriculum approval process 
will result in the course being removed from the class loadings by the Office of the Registrar. 

2.16 APPROPRIATE DRESS 

As representatives of the university, faculty members should dress in a manner appropriate to their 
position. Faculty are required to perform a variety of functions, and they are expected to dress 
appropriately for the functions that they perform. Faculty should avoid tee shirts, shorts, or other very 
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casual dress, except as required in an instructional role (e.g., an activity class in Health, Physical 
Education, and Recreation or field trips in Biology). Any faculty member engaging in flagrant violations of 
commonly accepted standards of dress or cleanliness may be subject to disciplinary action. 



Last Update: June 2023 Page 47 

SECTION 3 
ACADEMIC ORGANIZATIONS 

3.1 LIBRARY 

3.1.1 Mission 

The mission of the Houston Cole Library is to provide information services and bibliographic resources to 
support the scholarly and informational needs of the university community. In doing so, the library 
strives to reflect the curriculum first, with secondary emphasis on faculty research and statewide 
resource sharing. The library serves students, faculty, administration, and staff of the university. It also 
makes its resources available to the local community, businesses, schools, and Alabama libraries, 
thereby contributing to the educational, cultural, and economic well-being of the area. It is an integral 
part of the division of academic and student affairs and reports to the provost and senior vice president 
for academic and student affairs. Librarians work in partnership with the academic departments to 
enhance the learning experience outside the classroom. Library instruction, reference, database 
searching, circulation of books and reserve materials, interlibrary borrowing, and audio-visual services 
contribute directly to the faculty's pedagogic success. 

Materials acquisitions and cataloging build the library's collections and make them accessible to its 
clientele. 

3.1.2 Collection 

The library collection is intended to support the curriculum of the university and to reflect the 
pedagogical and scholarly informational needs of the academic community. The collection contains 
books, periodicals, electronic resources, microforms, films, filmstrips, videos, CDs, DVDs, slides, 
transparencies, records, tapes, and maps. Audiovisual equipment is available for non-print media. 
Faculty are encouraged to review the collection in their subject specialties and recommend materials to 
support their teaching, scholarly activities, and service. As the curriculum changes, faculty suggestions 
are vital to maintaining a relevant and current collection. Suggestions should be submitted to the 
acquisitions librarian or subject specialist. 
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3.1.3 Hours 

The Library is open as posted during all academic terms. Holiday and intersession hours are posted in 
advance in the lobby and on the web. 

3.1.4 Services 

Subject librarians are assigned to each floor of the library. They provide reference service, reader advice, 
bibliographic instruction, and general supervision of their floor's collection. All librarians can provide 
basic instruction in library use and instruction in the resources special to each subject. Teaching faculty 
are encouraged to schedule with the library faculty a meeting of their classes in the library for 
instruction. The library provides access to numerous commercial databases for students, staff, and 
faculty. These can be accessed anywhere via the Internet. 

Faculty may borrow circulating books for a period of up to one year. Each year during the May Term, 
library staff remind faculty of the books charged to them and require that the books be returned or 
rechecked for the purpose of inventory control. If requested, books checked out to a faculty member 
may be recalled after two weeks. Reference materials and periodicals do not circulate except with the 
permission of the subject specialist librarian. 

Materials not in the library can usually be obtained through interlibrary loan for faculty and graduate 
students or through universal borrowing agreements with other state institutions. Contact the 
interlibrary loan clerk, circulation desk, or reference desk for more information. 

Faculty may place library materials or other assigned readings on reserve or electronic reserves. Reserve 
arrangements should be made with the circulation assistant and should specify the number of copies to 
be reserved and the length of the loan period. Library materials placed on reserve must follow proper 
copyright procedures. 

Faculty may request media production services in the Audio-Visual Center. Faculty may also request that 
Audio-Visual Center personnel deliver the equipment or audio-visual materials to the classroom. 

The Conference Center on the eleventh floor is available for academic activities and personal use by 
faculty. A small fee is charged for personal use. For additional information, contact the dean of library 
services’ office. 

3.2 ACADEMIC SUPPORT SERVICES 

3.2.1 Academic Computing Resources 

The university provides a variety of computer facilities and services to the faculty, staff, and students. A 
range of modern equipment and software is available in the computer laboratories on campus. Either 
through hard-wired or Wi-Fi, Internet connectivity is available in computer labs, faculty offices, 
dormitories, and campus classrooms. The use of the facilities for research and teaching is strongly 
encouraged. 

The chief information officer is responsible for the management of all centralized computing resources 
and for the administration of computer-related activities on campus. The academic computing and 
network support group is responsible for providing computing and data processing facilities for 
academic purposes throughout the main campus and its satellite facilities. Requests for the use of 
computer facilities and services are submitted through academic channels to the Division of Information 
Technology. 
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See the “Computer Services Policy” in the Jacksonville State University Manual of Policies and 
Procedures. 

3.2.2 Learning Services 

The Department of Learning Services (LS), located on the ground floor of the Houston Cole Library, is an 
academic support center offering learning assistance to all university students. 

The Department of Learning Services, which is under the Division of Student Success, offers courses in 
reinforcing basic skills in reading, writing, quantifying, and academic-performance management. All 
learning-skills courses are designed to develop the academic skills necessary for college success. 

LS courses numbered "developmental" (09 level) receive institutional credit, counting for class load and 
full-time eligibility requirements, but not credit toward graduation. Developmental courses, numbered 
100 and above, receive elective credit and count toward graduation. 

3.2.3 Instructional Services Unit 

The Instructional Services Unit (ISU) is a division within the School of Education that provides a variety of 
support services. It consists of the Teaching/Learning Center (T/LC), Learning Resource Center (LRC), and 
the Multimedia Instructional Laboratory (MIL). 

The T/LC is an on-campus, free tutorial service to city and county school students in grades K-12. The ISU 
offers teachers-in-training an opportunity to gain practicum experience through the T/LC in-house 
laboratory tutoring program. Pre-service teachers and children use the latest technology and strategies, 
including the Internet. 

The LRC provides educational materials and equipment to teachers currently employed in the public 
schools, undergraduate and graduate students in education, and university faculty. The materials 
include instructional games, kits, books, computer programs, and audiovisuals. A wide variety of 
subjects are represented in the center, including reading, language, mathematics, social studies, science, 
health, perceptual motor, special education, and social-emotional development. Most of the items are 
available for short-term checkout. Additionally, the center offers media preparation services, such as 
laminating, copying, duplicating, letter cutting, and transparency making. 

The MIL is also associated with the ISU. The MIL supports technology-equipped classrooms in the School 
of Education. The technology resources help to insure that students are exposed to the latest 
technologies available. 

The ISU reflects goals and objectives that maximize the effective use of facilities, staff, and resources in 
the School of Education. 

3.2.4 Center for Economic Development 

The Center for Economic Development and Business Research (CED) provides applied research in 
economic development to state and local governmental agencies and conducts business research for 
private commercial enterprises on a contractual basis. The Center for Economic Development is a unit of 
the School of Business and Industry. 

Faculty and students are encouraged to participate in the activities of the center. 

As an integral part of the university’s outreach program, the CED comprises several different 
departments – Government Services, Business Services, Small Business Development Center, Small 
Business Procurement System, and the Alabama Center for Retiree Research and Recruitment. The CED 
is an Alabama State Data Center affiliate as well. 
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The center’s departments share the common goal of promoting economic growth and development. 
The professional staffs of these departments, in addition to utilizing faculty experience and expertise, 
provide assistance to government, industry, and business. 

3.2.5 Center for Economic Education 

The National Council on Economic Education designated Jacksonville State University as a Center for 
Economic Education (CEE) in 1988. Primarily funded by the university, the CEE provides in-service and 
pre-service teacher-training workshops on the application of economic concepts in curriculum and 
instruction in grades K-12. The CEE also maintains a teacher resource center. The coordinator of the CEE 
reports to the dean of the School of Business and Industry. 

3.2.6 Jacksonville State University – McClellan Campus 

The Jacksonville State University campus at the former Fort McClellan includes Community Engagement 
and Outreach; Department of Emergency Management; In-Service Education Center; Alabama Math, 
Science; Technology Initiative; Center for Applied Forensics; Environmental Policy and Information 
Center; JSU Field Schools; and the Northeast Alabama Police Academy. 

3.2.7 Office of Community Engagement and Outreach 

As a learning-centered unit, the Office of Community Engagement and Outreach (CEO) is committed to 
the view that learning is a life-long process. We support the Jacksonville State University mission by 
providing continuous learning opportunities to enhance community ethical, social, intellectual, and 
leadership qualities by extending knowledge, skills, and educational resources to our region, throughout 
the State, and beyond. Our region includes the following counties: Blount, Calhoun, Cherokee, Clay, 
Cleburne, DeKalb, Etowah, Marshall, Randolph, St. Clair, and Talladega. 

Through a variety of programs and technologies, the Office of Community Engagement and Outreach 
provides individuals, professionals, faculty, and businesses access to high-impact and innovative 
professional development programs, conferences, and training including: certificate programs, 
customized business training, workforce development courses, community education, and 
miscellaneous non-credit short courses, as the need arises. 

3.2.8 Online@JSU 

Online@JSU serves as the hub for online teaching and learning at JSU. The staff of instructional 
designers and technical specialists support all aspects of online education. Services range from providing 
around-the-clock technical assistance to online students to helping instructors develop and deliver high- 
quality, engaging, and effective online and blended classes. 

3.2.9 In-Service Education Center 

The Jacksonville State University In-Service Education Center is one of eleven regional centers created by 
the 1984 Alabama legislature to “provide rigorous in-service training in critical needs areas for the 
state’s school personnel.” The non-credit professional development programs are based on the needs of 
the fifteen school systems in the center’s service area. The center is funded by an appropriation from 
the state and is governed by an eighteen member board. 

The In-Service Center is also responsible for the administration of the Alabama Math, Science, 
Technology Initiative; Alabama Science in Motion; Alabama Technology in Motion; and the Alabama 
Reading Initiative projects for the 11-county system JSU region. The director of the In-Service Education 
Center reports to the dean of the School of Education. 
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3.2.10 Environmental Policy and Information Center 

The mission of the center is to work closely with organizations, government, business, and the public to 
guide and provide sound programs, policies, and practices that encourage economic development while 
protecting both natural and cultural resources. Created in 1995, EPIC programs include the 
development, coordination, and operation of JSU Field Schools, the Canyon Center, and the Talladega 
Mountains Natural Resource Center (aka “Mountain Center”). The director of EPIC reports to the dean 
of the School of Business and Industry. 

3.2.11 Jacksonville State University – Canyon Center 

The Jacksonville State University Canyon Center is located on a campus of approximately 60 acres that 
adjoins the Little River Canyon National Preserve in DeKalb County. Its serves as a facility to support JSU 
classes and services focused around environmental sciences, arts, and recreation. It consists of 
conference facilities and includes classrooms, an education store, library, hiking trails, museum exhibits 
and offices for the National Park Service. The Canyon Center is a function of JSU’s EPIC and its director 
reports to the dean of the School of Business and Industry. 

3.2.12 Jacksonville State University – Mountain Center 

The Jacksonville State University Mountain Center houses the JSU Field Schools and the Cleburne County 
EMA and acts as a visitor center to “the highest concentration of nationally protected natural areas” in 
the country. 
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SECTION 4 
BENEFITS, INSTITUTIONAL POLICIES, AND FACILITIES 

4.1 INSURANCE AND ANNUITIES 

4.1.1 Health Insurance 

Group health insurance is provided to eligible employees. Jacksonville State University participates in 
the Public Education Employees’ Health Insurance Plan (PEEHIP). Faculty may contact the Office of 
Human Resources for specific details for coverage and cost for individual faculty and family coverage. 
Optional plans for eligible employees cover dental, vision, cancer, and hospital indemnification. 

4.1.2 403-B Plans: TIAA/CREF and VALIC 

The university offers various types of tax-deferred annuities through Teachers Insurance and Annuity 
Association and VALIC. Normally, after two years of full-time employment, contributions by faculty 
members are matched by the university at 3%, 4%, or 5% and will provide a retirement annuity in 
addition to the regular Alabama Teachers Retirement System. Contributions to these annuities are tax- 
deferred until they are withdrawn at retirement. Faculty members may contact the Office of Human 
Resources for additional information. 

4.1.3 Disability Insurance 

After one year of regular, full-time employment, disability insurance coverage is provided to JSU 
employees at no cost. This plan pays 60% of Monthly Earnings to a Maximum Gross Monthly Benefit of 
$5,000.00 per month subject to reduction by deductible sources of income or Disability Earnings. If 
approved, benefits will begin at the beginning of the month following six months from the date of 
disability. This benefit continues until age 65, disability ceases to exist, or death. 

4.1.4 Term Life Insurance 

Jacksonville State University provides basic group life insurance for all regular, full-time employees in 
amount equal to two times an employee’s annual salary, not to exceed $300,000. This also includes 
accidental death and dismemberment at two times an employee’s salary, not to exceed $300,000. 
Supplemental life insurance up to three times an employee’s salary and dependent life insurance for 
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spouse and/or any number of dependents may be purchased as an option to the basic group policy 
provided to the employee, not to exceed $300,000. Faculty members may contact the Office of Human 
Resources for additional information. 

4.1.5 Liability Insurance 

The university provides liability insurance for faculty in cases where an individual faculty member has 
exposure for acts performed in the line and scope of that individual's duties as an employee of the 
university. Faculty members may contact the Office of Human Resources for additional information. 

4.2 MANDATORY BENEFITS 

4.2.1 Teacher Retirement System 

All regular full-time faculty positions are required to be members of the Alabama Teachers Retirement 
System. Complete information regarding contribution rate, retirement benefits, withdrawal provision, 
etc., is available in the Office of Human Resources. 

4.2.2 Social Security 

All faculty are required to participate in the social security program (Federal Insurance Contributions 
Act). Faculty will contribute the percentage of salary specified by current law, and the university will 
contribute the amount specified for the employer. A valid social security card must be presented at the 
time of orientation. Complete information on contribution rate, retirement benefits, etc., is available in 
the Office of Human Resources. 

4.2.3 State Board of Adjustments 

By Alabama law, Jacksonville State University is exempt from workmen's compensation insurance. 
Claims for injury and loss of life may be submitted to the State Board of Adjustments in Montgomery. 
The Office of Human Resources can provide assistance in filing Board of Adjustments claims. 

4.2.4 Unemployment Compensation 

Faculty are covered by the Unemployment Compensation Law of the State of Alabama. Since the 
university makes the payments, no part of the cost is withheld from the salaries of individual faculty 
members. 

4.2.5 Direct Electronic Deposits of Salary and Reimbursements 

Faculty must participate in direct deposit. Deposits may be made at two or more financial institutions or 
into two or more accounts (savings and/or checking) at one institution. 

Reimbursements from JSU Accounts Payable (travel and other reimbursements) will be deposited 
directly into the faculty member’s account. Monthly salary deposits will be electronically issued on the 
first working day of the month, following the month in which compensation was earned. Arrangements 
for the required electronic deposits are made through the Office of Human Resources. 

4.3 INSTITUTIONAL BENEFITS 

4.3.1 Tuition-Assistance Program 

Jacksonville State University offers a tuition assistance program, managed by the Office of Human 
Resources. After one year of full-time employment, Jacksonville State University employees may 
participate in the tuition assistance program. Faculty members may contact the Office of Human 
Resources for additional information. 
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4.3.2 Campus Security 

The Jacksonville State University Police Department (UPD) is staffed 24 hours a day, and police may be 
contacted at any time. After the switchboard closes, the main university telephone number is answered 
in the UPD. This office maintains radio contact with campus police. As required by the Campus Security 
Act, campus crime statistics are available at www.jsu.edu/police/crimestats. 

4.3.3 Parking Decal 

Vehicles used by faculty on campus must be registered and have current color-coded parking decals, 
which are available from the UPD. The registration fee may be paid by payroll deduction. The 
Jacksonville State University traffic and parking regulations are available at www.jsu.edu/police/parking. 

4.3.4 Office and Building Keys 

Faculty are issued office and building keys/cards, at no charge, by their dean and/or department head, 
who, in turn, requests keys/cards from the building manager. (A list of building managers is available in 
the Jacksonville State University Manual of Policies and Procedures.) Keys may not be duplicated, and 
any lost keys must be reported to the building manager. Faculty are responsible for replacement fees. 

4.3.5 Athletic Events and Drama Season Ticket Discounts 

Faculty are eligible to purchase season tickets to all regular season athletic and drama events at a 
considerable discount. Payment for these events may be made by payroll deduction. 

4.3.6 Deferred Compensation (RSA-1) 

Additional tax-deferred contributions may be made to the Alabama Teachers Retirement System and 
credited to a deferred compensation plan. Participation in this plan is voluntary and not matched by the 
university. For additional information, contact the Office of Human Resources. 

4.3.7 Health Services 

4.3.7.1 RMC/JSU Health Center 

RMC/JSU Health Center, located at 1701 Pelham Road South, provides quality services that are 
accessible and affordable to the entire campus community regardless of race, handicap, 
nationality, sexual orientation, familial status (having one or more children), religion/religious 
beliefs or gender. For further details on services and benefits, contact the Office of Human 
Resources. 

4.3.7.2 Sick Leave 

Sick leave is accrued by all regular, full-time faculty at the rate of 8 hours per month. The 
maximum accrual of sick leave by full-time faculty during any twelve-month period is 96 hours. 
Escrowing salary does not affect the rate of accumulation. The accumulated amount may be 
used for employees’ illness, injury, surgery, childbirth, doctor/dentist appointments; or for the 
illness, injury, surgery, doctor/dentist appointments for immediate family member of employee. 
Immediate family member is defined as legal spouse, child, parent of employee or spouse, 
sibling of employee, grandparent of employee. Sick leave is granted to the faculty member in 
relation to 8-hour days or portions of work days; e.g., 4 hours for half day or one 1-hour visit to 
the dentist. The university reserves the right to require a faculty member to obtain a physician’s 
statement of the employee’s illness or family member’s illness. Sick leave may be accumulated 
to an unlimited amount. Upon retirement, faculty are allowed to convert unused sick leave time 
into service time for the purpose of retirement. Faculty members may contact the Office of 
Human Resources for additional information. 

http://www.jsu.edu/police/crimestats
http://www.jsu.edu/police/parking
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4.4 BEREAVEMENT LEAVE 

Leave may be granted for bereavement purposes in cases of death in the immediate family or death of a 
person to whom unusually strong personal ties exist, due to the employee's having been supported or 
educated by a person of some relationship other than those specified above. The employee must file a 
written explanation of the circumstances, along with the request for sick leave, to the department head 
or director. Bereavement leave is limited to 3 days per case. 

4.5 INSTITUTIONAL FACILITIES 

4.5.1 Telephone Services 

The university telephone center handles incoming calls between 8:00 a.m. and 4:30 p.m., Monday 
through Friday. When the telephone center is not in operation, incoming calls go to the university police 
department. 

The State of Alabama maintains a telephone system for use by the state government. The university is a 
part of this system, which permits direct calls to any state office or location in Alabama for purposes of 
official business. Business calls outside the state must be made by long distance service. Each budget 
manager is furnished a billing code and records of all telephone calls involving toll charges. Long- 
distance phone calls for personal purposes are not permitted. 

4.5.2 Faculty Mail 

The mail center, managed by an outside vendor, is located on the fourth floor of the Theron E. 
Montgomery Building. Both U.S. mail and campus mail are distributed to individual boxes, located either 
in the mail center or in the building where the faculty member's office is located. 

Faculty members may have professional and business mail metered and charged to the departments. 
Personal mail must be stamped by the sender. Departments and faculty may also ship professional and 
business parcels through a parcel service, such as the United Parcel Service, from the mail center. 

4.5.3 Print Shop and Printing Policy 

The print shop has a wide range of capabilities to meet administrative, academic, and other university 
printing requirements. All official university publications prepared for public distribution must meet 
certain standards with regard to composition, printing quality, and overall impression. Faculty should 
refer questions to the executive director of marketing and communications for procedures regarding 
university stationery, promotional and informational brochures, and use of the university seal and/or 
logo. See Jacksonville State University Manual of Policies and Procedures. 

4.5.4 Faculty Wellness 

The 101,000 square foot Recreation and Fitness Center provides a full range of services and activities. All 
current & retired JSU employees are eligible to purchase memberships. As an added benefit, employees 
will have the ability to choose payroll deduction as a method of payment. Proof of employment will be 
verified at time of purchase by presenting a valid JSU employee or retiree ID. For further information, 
visit: http://www.jsu.edu/urec/rfc/index.html. 

http://www.jsu.edu/urec/rfc/index.html
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4.5.5 Building Maintenance and Cleaning Services 

Minor maintenance tasks, such as repairs to windows and woodwork, replacement of light bulbs, 
adjustments of heating equipment, and cleaning, should be requested through the designated building 
manager. 

Faculty and staff may bring personal items to the university to decorate their offices, to assist in 
performing their jobs, or to fill other needs. The university supports the use of these items, so long as 
these personal items do not interfere with the mission of the university or the performance of duties by 
any employee. However, these items are not covered by insurance of any kind, and the university 
assumes no liability for damage or theft of personal items. 

4.5.6 Campus Food Service 

Sodexo currently operates all campus food services. Use of the President's Dining Room for university- 
related groups is scheduled through the president's office and arranged through the university’s 
contracted food service vendor. On-campus catering service is required through Sodexo for university 
events. Sodexo offers meals at a reduced rate for Jacksonville State University employees at the Jack 
Hopper Dining Hall. Contact Sodexo for current rates for discounted meal plans. 

4.5.7 Child-Development Facility 

The Department of Family and Consumer Sciences operates a child-development facility for children 
aged 3 and 4. The facility provides students enrolled in university courses opportunities to work with 
children and to provide children enrolled in the facility an environment conducive to optimum 
development. Application forms may be obtained from the Department of Family and Consumer 
Sciences. 

4.5.8 Bookstore 

The bookstore stocks textbooks used by the academic departments. In addition to textbooks (new and 
used), the store handles school supplies and personal items for students and faculty. 

Academic apparel may be rented or purchased through the bookstore. 

4.5.9 Flexible Benefit Plan 

Jacksonville State University offers both a health flexible spending and dependent care account. These 
plans use pre-tax dollars for health care and child care. For additional information, contact the Office of 
Human Resources. 

4.6 BENEFITS OF RETIRED FACULTY 

Subject to current policies, restrictions, and fees applicable to full-time faculty, retired faculty may: 

1. Participate in all ceremonies of the university.
2. Share in the social life of the faculty.
3. Continue to use university facilities such as meeting rooms, the bookstore, the cafeteria, the

library, and recreational facilities.
4. Attend all formal events held by the university.
5. Obtain tickets to concerts, lectures, sports, and recreational events.
6. Obtain an identification card.
7. Obtain a parking permit.
8. Participate in the tuition-assistance program.
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4.7 BENEFITS OF EMERITI FACULTY 

The following privileges are available to emeriti faculty: 

1. Emeriti faculty will receive special recognition at one commencement each year; and
2. Emeriti faculty may be provided office space, if available, at the discretion of the university.

4.8 CIVIC DUTY 

4.8.1 Part-Time Public Office 

As responsible members of the community, faculty members often undertake civic duties and 
participate in political life. Faculty members may freely seek election or appointment to municipal, 
county, state, or federal offices that are not considered full-time jobs (i.e., city commission, state 
boards, presidential elector) and that would not interfere with their academic responsibilities. Faculty 
members may not use university property or supplies for campaigning. 

4.8.2 Jury Duty 

If a faculty member is called to serve as a juror or is subpoenaed as a witness, the faculty member will 
be granted administrative leave with pay. The faculty member may retain jury fees. In all cases 
arrangements must be made by the faculty member to cover teaching assignments and other duties, 
with approval of the department head. 

A faculty member must be granted time off for jury duty. Faculty members are expected to report for 
work if they are excused from jury duty or are on a standby status. The faculty member must notify 
his/her department head of anticipated jury duty by presenting the court/jury summons or notice. The 
faculty member shall also provide day-to-day notice to his/her department head of the faculty 
member's jury status and of the anticipated termination of jury duty. 

4.8.3 Military 

In accordance with state and federal laws, military leave will be granted for annual field training or other 
active-duty training exercises upon presentation of a copy of military orders. 

4.8.4 Holidays 

The university lists observed holidays in the official calendar and the Human Resources website: 
jsu.edu/hr/holidays. 

4.8.5 Inclement Weather Policy 

Jacksonville State University is primarily a self-contained campus with a large number of residential 
students requiring a variety of support services, regardless of the weather. Normally, the university does 
not completely close because of bad weather. Decisions to close university operations, including classes, 
will be made by the president or a designee. In the interest of safety and in recognition of the difficult 
driving conditions that occur in certain areas, the university permits a liberal make-up policy for 
commuter students who cannot attend classes during times of bad weather. In the event that the 
university remains open on days of extreme weather, faculty who cannot reach campus should advise 
their department heads so their classes can be covered. 

4.8.6 Full-Time Public Office 

Faculty or staff members who are elected or appointed to municipal, county, state, or federal offices 
that are considered to be full-time employment or that would interfere with academic responsibilities 
must request a leave of absence or resign from the university. 
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4.9 SALARY SCHEDULES 

Salary schedules indicate salary ranges for each academic rank. The board of trustees authorizes these 
ranges. 

The labor market dictates, to a large extent, the salaries that must be paid to faculty in different 
disciplines; therefore, there is no assurance that faculty members holding identical academic rank will 
be paid identical salaries. Furthermore, because of overlapping salary ranges in each academic rank, it is 
possible for an individual faculty member holding a higher academic rank to be paid less than another 
faculty member holding a lower academic rank. The primary determinants of salary are the forces of 
supply and demand, the needs of the university, and the individual's performance on the job. 

4.9.1 Salary Increments 

Salary increments (within budgetary limitation) shall be recommended by the department head and by 
the dean of the appropriate school. These recommendations are to be consistent with the annual 
performance evaluation of the individual faculty member. Performance evaluation shall take into 
account the effectiveness of the individual in the traditional areas of teaching, scholarly activity, and 
service. All salary increments must be approved by the provost and senior vice president for academic 
affairs and the president. 

4.9.2 Compensation for Administrative Officers 

For traditional classroom teaching, no additional compensation shall be paid to administrative officers 
(president, vice-presidents, deans, department heads, etc.) with a 12-month faculty appointment who 
teach. These officers receive their regular monthly salary regardless of the number of hours they teach. 
With the approval of the provost and senior vice president for academic affairs, administrative officers 
may be compensated for teaching courses after normal work hours. 

4.9.3 Advances 

Advance payments for salaries are not available. 
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SECTION 5 
STUDENT AFFAIRS INFORMATION 

5.1 STUDENT RIGHTS AND RESPONSIBILITIES 

Student rights and responsibilities are specifically stated in the Jacksonville State University Student 
Handbook and other official documents. Areas pertinent to Jacksonville State University faculty are 
identified below. 

5.1.1 Sexual Harassment 

It is the established policy of Jacksonville State University to provide a work and study environment for 
faculty, staff, and students that is free from all forms of sexual harassment, intimidation, and 
exploitation, as stated in the Jacksonville State University Manual of Policies and Procedures and the 
Jacksonville State University Student Handbook. 

The university recognizes that harassment on the basis of sex is a violation of Section 703 of Title VII, 
Civil Rights Act, 1964, and of Title IX, Educational Amendment, 1972. 

The Equal Employment Opportunity Commission's guidelines define sexual harassment as unwelcome 
sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature when: 

1. Submission to the conduct is made a condition of employment or the acceptance of an
applicant.

2. Submission to, or rejection of, the conduct is made the basis for a personnel decision
(recommendation for promotion or tenure) or grades.

3. The conduct seriously affects an employee or student's performance or creates an
intimidating, hostile, or offensive work or study environment.

Sexual advances by any Jacksonville State University employee, faculty, or staff toward another 
employee or student that become a condition of employment or affect the academic relationship 
constitute unlawful practices. Unsolicited or unwelcome physical or verbal behavior of a sexual nature, 
which has the purpose or effect of creating an atmosphere of intimidation, is a violation of Title VII. In 
the case of such harassment, an employee or student has the right to pursue the grievance procedure 
for redress. Claims by a student relating to harassment by a faculty member, classified staff, or student 
employee should follow the policy set forth in the current Jacksonville State University Student 
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Handbook. Claims by employees follow the policy in the Jacksonville State University Manual of Policies 
and Procedures. 

Annually, the Office of Human Resources conducts mandatory prevention training modules by computer 
to educate all Jacksonville State University faculty and staff concerning sexual harassment, JSU policy, 
and the law. 

5.1.2 Student Conduct Code 

The university has established guidelines for academic honesty and behavior. Specific university policies 
on the academic honesty code of conduct and other regulations are outlined in the university Policies 
Section of the Jacksonville State University Student Handbook. The Jacksonville State University Student 
Handbook also describes student rights and the university judicial system. 

5.1.3 Privacy Rights of Students 

The university complies with current regulations concerning the privacy rights of students. See the 
Jacksonville State University Undergraduate Catalog. 

5.1.4 Student Discipline Code 

Under its authority to set reasonable disciplinary standards, the university has established a system of 
judicial and disciplinary procedures. The university judicial system is described in the Jacksonville State 
University Student Handbook. 

5.2 FACULTY REFERENCES AND RECOMMENDATIONS 

Faculty members are frequently asked to provide references and recommendations for employment, 
graduate or professional school, and for other purposes. If the faculty member agrees to give a 
reference and/or recommendation, it should be discreet, professional, and timely. 

5.3 STUDENT INFORMATION 

5.3.1 Student Handbook 

The Jacksonville State University Student Handbook contains information about many of the services 
available to students, important administrative policies and procedures affecting students, academic 
regulations, and student-conduct regulations. Students are given a copy of the handbook upon entering 
the university and are responsible for becoming familiar with it. The Jacksonville State University 
Student Handbook can also be found on the Jacksonville State University website. 

5.3.2 SGA Constitution 

The SGA Constitution is reprinted in the Jacksonville State University Student Handbook. 

5.3.3 Student Organizations 

A complete list of the student clubs and organizations chartered by the university can be found in the 
Jacksonville State University Student Handbook. Faculty members who require verification of student 
organizational activities, who are interested in serving as a faculty advisor, or who need to obtain 
information about student organizations may contact the SGA office to obtain the name of the 
organization's president or its assigned faculty advisor 
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SECTION 6 
DEVELOPMENT AND INTERNAL/EXTERNAL AFFAIRS 

6.1 NON-INSTITUTIONAL PROFESSIONAL ACTIVITIES AND EXTRA COMPENSATION 

Non-institutional professional activities for outside clients and participation in university activities for 
additional compensation are encouraged when they provide a service to business, industry, 
government, the region, or the university and allow faculty to keep abreast of current practices and 
problems in their academic fields. See the Non-Institutional Professional Activities and Extra 
Compensation Policies in the Jacksonville State University Manual of Policies and Procedures. 

6.2 CONFLICT OF INTEREST 

When faculty engage in either sponsored or university-supported research or activities, such as serving 
as paid or unpaid consultants, as part-time employees of any organization or agency, or as owners with 
significant interests in private business, their conduct may be subject to the conflict-of-interest statutes. 

Faculty are responsible for being alert to possibilities of actual and potential conflicts of interest when 
they are involved in university-sponsored activities at the same time that they have significant interests 
in private businesses, engage in outside part-time work, or provide consultative services. Prior to 
engaging in such activities, faculty must notify their immediate supervisors, in writing, of any actual or 
potential conflicts of interest entailed. The supervisor shall forward such statements for review to the 
provost and senior vice president for academic affairs or to an administrator designated by the provost 
and senior vice president for academic affairs. A written opinion as to whether conflict of interest does 
or does not exist shall be transmitted to the faculty member, to the dean, and to the department head. 
See also the Jacksonville State University Manual of Policies and Procedures. 

6.3 FACULTY RESEARCH GRANT PROGRAM 

6.3.1 Guidelines 

Through the Faculty Research Grant Program, the university provides funds to encourage and support 
faculty involvement in research or creative activities. Research proposals are accepted from all fields of 
academic endeavor. However, no dissertation/thesis research projects or curriculum development 
projects will be accepted. Proposals should be submitted to the chair of the faculty research committee 
and should include the objective of the project, the benefits of the research to the discipline and to the 



Last Update: June 2023 Page 62 

university, the methods and techniques involved, special consideration, such as prospects of future 
contracts or grants funding, and a detailed budget. 

Specific instructions on the submission process are available online on the academic affairs website. 

Proposals must be submitted in March for the upcoming academic year. They are evaluated by the 
faculty research committee, which recommends funding to the provost and senior vice president for 
academic affairs. 

To support a diverse population of researchers, a general funding limit is placed on each request. 
However, when proposals are of exceptional quality with possible broad benefits to the university, 
funding requests exceeding the year’s funding limit will be considered. 

Awards are generally made for the next fiscal year, although a proposed project may continue for 
several years. A one-year funding of a multi-year project does not guarantee future funding. No projects 
will be funded if the principal investigator/research coordinator fails to submit a summary report 
detailing the results of previously funded projects. Monetary awards should be expended within the 
appropriate fiscal year. A faculty member is limited to submission of one proposal per year. 

6.3.2 Faculty Research Committee 

The faculty research committee consists of full-time faculty members nominated by the faculty senate 
and appointed by the provost and senior vice president for academic affairs. 

Members serve for 3-year terms with one third of the committee replaced annually. Primary functions 
of the faculty research committee are as follows: 

1. To encourage and promote scholarly research/creative endeavors in all academic
disciplines.

2. To establish and maintain procedures to solicit and evaluate internal research grant
proposals.

3. To forward recommendations regarding funding and support to the provost and senior vice
president for academic affairs.

4. To make an annual report to the provost and senior vice president for academic affairs on
the effectiveness of the JSU Faculty Research Grant Program and to make recommendations
for improvement.

5. To review applications for faculty research recognition and make recommendations for
recognition to the provost and senior vice president for academic affairs.

6.4 FACULTY TRAVEL AND SELF-IMPROVEMENT GRANTS 

Faculty Travel and Self-Improvement Grants are intended to provide opportunities for faculty self- 
improvement and renewal. The program guidelines are intentionally broad so that faculty throughout 
the university can propose innovative and diverse projects in a variety of areas. 

Presentations of scholarly papers or creative activities at regional, national, or international professional 
meetings will be supported with these funds. Travel grants are not made for normal course 
development. Also eligible are faculty who hold official positions or offices in professional organizations 
and who are not compensated for expenses associated with attendance at organizational meetings. 
Submission of the application is made through the department head and dean to the professional 
development committee, which reviews applications and makes recommendations for funding to the 
provost and senior vice president for academic affairs. 
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Additional information concerning faculty development grants may be obtained from the academic 
affairs website or the office of the associate vice president for academic affairs. 

6.5 EXTERNALLY FUNDED/SPONSORED PROJECTS AND GRANTS 

The mission statement of the university specifies that it provides service to the community through 
research activities. Moreover, the university's goals include providing faculty with resources for 
professional development, increasing fiscal resources through externally funded projects and grants, 
and maintaining a reputable academic standing. Therefore, the university encourages and supports 
faculty efforts to acquire and maintain funding for research from external sources. 

The Office of Sponsored Programs will assist faculty and university personnel in the pursuit and 
administration of externally funded grants and contracts, in compliance with the requirements 
established by federal and state laws, sponsor rules and regulation, and university policies and 
procedures. The Office of Sponsored Programs offers a Proposal-Development Guidebook, available 
from its website. For specific guidelines concerning submission of proposals and policies relevant to 
protection of experimental subjects, civil rights, patents, copyrights, cost-sharing, indirect costs, and 
related matters, faculty should consult the Jacksonville State University Manual of Policies and 
Procedures. 

When grants and awards are made to faculty members, the faculty member will normally be designated 
project director and budget manager for a university account for that project. Faculty members should 
consult the appropriate sections of the Jacksonville State University Business Procedures Manual and 
the Jacksonville State University Manual of Policies and Procedures upon approval of grants and 
projects. 

6.6 FUND RAISING, ENDOWMENTS, AND GIFTS 

The coordination of these activities and plans for solicitation is the responsibility of the Division of 
University Advancement. Its primary purpose is to coordinate fund-raising activities and to insure that 
each development activity is consistent with the long-range missions of the university. 

The Jacksonville State University Foundation receives private gifts of money, securities, land, personal 
property, and any other assets for the benefit of Jacksonville State University in a manner that may be 
designated by the donor. These gifts may be used to create endowment accounts or may be provided 
for immediate use as restricted or unrestricted funds. Prior to any development activities on behalf of 
any unit at Jacksonville State University, faculty members should consult the vice president for 
university advancement or the Jacksonville State University Manual of Policies and Procedures. 

6.7 INTELLECTUAL PROPERTY 

Consistent with the university's objectives of supporting faculty research and maintaining a reputable 
academic standing, faculty members are encouraged to engage in scholarly activities that may result in 
the creation of patents and copyrights. Faculty members shall retain ownership of copyrights and patent 
rights from individual creative works, if no substantial aid from the university or from an outside agency 
operating through official university channels is received. 

Rights pertaining to materials that result from university-assisted efforts, externally sponsored efforts, 
and university-assigned efforts shall be determined in accordance with the terms of the Jacksonville 
State University Manual of Policies and Procedures. 
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6.8 EQUIPMENT 

Equipment that is acquired through a grant or sponsoring agency becomes the property of the university 
and the responsibility of the department head unless otherwise specified in advance by the sponsoring 
agency. 

6.9 EXPERIMENTAL SUBJECTS 

All research involving human subjects conducted at the university or under the aegis of the university 
must be approved in advance by the Institutional Review Board. Consult the Jacksonville State University 
Manual of Policies and Procedures for additional details. 

All research involving animal subjects conducted at the university or under the aegis of the university 
must be approved in advance by the Animal Care and Use Committee. Consult the Jacksonville State 
University Manual of Policies and Procedures for additional details. 

6.10 HAZARDOUS WASTE 

The university makes every effort to comply with state and federal laws pertaining to hazardous waste 
disposal. The university safety officer is charged with this responsibility. For additional information, 
contact the safety officer, listed in the JSU phone directory under departments and offices. 

6.11 INJURY, ILLNESS, INCIDENTS, AND ACCIDENTS 

Injuries, illnesses, and incidents, other than traffic-related accidents that occur on university property or 
affect university personnel or equipment, must be reported on the OSHA Form 101 (available in the 
Office of Human Resources). Traffic-related accidents should be reported to the Jacksonville State 
University Police Department or an appropriate law enforcement agency. 

Additionally, incidents that resulted in no loss or injury but had significant accidental-loss potential 
should also be reported through this system. See the Jacksonville State University Manual of Policies and 
Procedures for additional details. 

6.12 PUBLICITY AND PROMOTION 

The Office of Public Relations is the official channel for university publicity. All publicity releases shall be 
coordinated through this office. See the Jacksonville State University Manual of Policies and Procedures 
for additional details. All official university publications, prepared for public distribution, must meet 
certain standards with regard to the quality of the writing, printing quality, and overall impression. In 
addition, any administrative office, department, or individual desiring to distribute printed materials 
that advertise, solicit, or inform on behalf of the university must obtain prior approval from the vice 
president for university advancement. 

The university's name, logo, and seal are the exclusive property of the university. Use of the university 
seal and the university logo is determined by the executive director of marketing and communications 
or the vice president for university advancement. See the Jacksonville State University Manual of 
Policies and Procedures for additional details. 
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