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INTRODUCTORY STATEMENT

The revised edition of the Atlanta Metropolitan College Faculty Handbook contains
updated information regarding new policies and procedures instituted since the earlier edition of
the Handbook was published in 1998. It is not intended to be exhaustive, but includes
information thought to be pertinent to the needs, interests and concerns of faculty members as
they carry out their responsibilities as outlined in the Statutes of Atlanta Metropolitan College.

Faculty members are reminded that the Faculty Handbook is not a governance document;
rather it is for informational purposes only, primarily indicating how the policies and procedures
of The Board of Regents of the University System of Georgia are to be implemented at Atlanta
Metropolitan College.

The Faculty Handbook is a helpful document in guiding faculty through various aspects
of day-to-day procedures about which they should be knowledgeable. The appendix provides a
compendium of the latest forms currently in use at the college.

Atlanta Metropolitan College is accredited by the Commission on Colleges of the
Southern Association of Colleges and Schools to award associate degrees.
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I. ORGANIZATION AND ADMINISTRATION

1.1 THE UNIVERSITY SYSTEM OF GEORGIA AND BOARD OF REGENTS

Atlanta Metropolitan College is one of 34 units of the University System of Georgia. It is
governed by the Board of Regents, a constitutional entity of the State of Georgia. The Board of
Regents is composed of 16 members, one from each Congressional District in Georgia and five
from the State-at-Large. All members are appointed for a seven-year term by the Governor of
Georgia with the approval of the State Senate. This board has broad jurisdiction over all the
units of the University System and is charged with the responsibility for government, control,
and management of the system of higher education in Georgia.

1.2 CHANCELLOR OF THE UNIVERSITY SYSTEM

The Chancellor is elected by the Board of Regents and serves as the chief administrative officer
of the University System. The Chancellor is also the chief officer of the Board of Regents and
makes all recommendations regarding appointments, promotions, and dismissals; recommends
the appointment of all presidents and all other administrative officers, members of instructional,
research staffs, and all other employees of the institutions and divisions of the University
System. The Chancellor may veto any act of any council, faculty, or committee of any
University System institution; such a veto may be appealed to the full Board of Regents.

1.3 ADMINISTRATIVE OFFICERS OF THE COLLEGE

The Administrative Officers of the college, whose responsibilities are described in the Atlanta
Metropolitan College Statutes, are the President, Vice President for Academic Affairs, Vice
President for Student Affairs, Vice President for Fiscal Affairs, Director of Admissions,
Registrar, Director of the Library, and the Chairpersons of the Academic Divisions.

1.4 COLLEGE FACULTY

The Faculty, as defined by Regents' Policies and the Statutes of Atlanta Metropolitan College,
consists of (1) all full-time teaching personnel with the rank of instructor, assistant professor,
associate professor, or professor and (2) the following non-teaching personnel: the President, the
Vice President for Academic Affairs, the Vice President for Student Affairs, Vice President for
Fiscal Affairs, Director of the Library, Director of Admissions and the Registrar.



1.5 COLLEGE COMMITTEES

The primary channel through which the faculty participates in the governance of the college is
through its standing committees. They include the Executive Committee, Educational Policies
Committee, Curriculum Committee, Student Affairs Committee, Library Committee, Promotion
and Tenure Committee, Academic Progress Committee, Admissions and Records Committee,
Alternative Dispute Resolution Committee, Comprehensive Program Review and Academic
Assessment Committee, Intellectual Properties Copyright Committee, and the Planning
Committee. The responsibilities of these committees are described in the Statutes of Atlanta
Metropolitan College.

1.6 COMMUNICATING WITH THE BOARD OF REGENTS

The President shall be the official medium of communication between the faculty and Chancellor
and between the council, senate, assembly, or any such body (Bd. Of Regents’ Minutes 1993 ).
This procedure does not deny the right of any individual to appeal to the Chancellor and/or the
Board of Regents if he feels that his rights have been invaded or ignored and that he has not
found satisfactory redress in his own institution. Should the individual wish to make such an
appeal, he needs merely to so indicate to the President and present his appeal in a sealed
envelope, if he wishes, for transmittal by the President to the Chancellor.

1.7 ACCREDITATION
Atlanta Metropolitan College is accredited by the Commission on Colleges of the Southern

Association of Colleges and Schools (1866 Southern Lane, Decatur, Georgia 30033-4097:
Telephone number 404-659-4501) to award Associate degrees.



Il. FACULTY EMPLOYMENT PROCESS

2.1 FACULTY RECRUITMENT

The recruitment and hiring of faculty to meet the needs of new programs, to meet the needs of
changing curricula and/or to replace retiring or resigning personnel is a major college
responsibility. Every effort is made to employ the best qualified individual who meets the
professional qualifications outlined in the criteria of the Commission on Colleges of the
Southern Association of Colleges and Schools. Prior teaching experience is always desirable.
Faculty and staff recruitment proceeds without regard to race, color, creed or gender.

Sources for faculty recruitment (teaching and/or administrative) include: the University System
Applicant Clearinghouse, The Chronicle of Higher Education, local newspapers, college and
university placement offices, professors, division chairpersons, and professional organizations.

Administrative personnel take the initiative in identifying vacancies, developing job
descriptions, searching for suitable candidates, and screening prospective applicants. Primary
responsibility for recruitment rests with division chairpersons or other immediate supervisors.
Such officials have authority and responsibility for recommending candidates for employment
within the University System Equal Employment Opportunity Affirmative Action guidelines.

2.2 GUIDELINES FOR FACULTY SEARCHES

2.2.1 Obtaining Approval To Search
The chair of the division in need of faculty completes the Position Requisition Form. The
Division Chair forwards the completed form to the Vice President for Academic Affairs, who
forwards it to the Vice President for Fiscal Affairs, then to the Director of Human Resources,
and finally to the President for approval. Only upon approval of the President can a search
begin.

2.2.2 Creating A Position Announcement
After identifying a vacancy, division chairs are responsible for analyzing the demands of the
position and creating a job description. From the job description, a position announcement is
developed.

Information to be solicited from the applicant in the position announcement will include, at a
minimum, a letter of interest, current resume, three confidential letters of recommendation from
those in a position to speak to the applicant’s suitability for the vacancy as measured against the
minimum requirements, and official transcripts of all collegiate work attempted. If unofficial
transcripts are received at this stage, official transcripts must be in hand before an offer can be
extended. Official transcripts should be construed to mean those sent directly from the
institution from which the work was attempted, and has not passed through the applicant’s
hands.
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2.2.3 Forming A Screening Committee
Screening committees will be appointed by the Division Chairperson (with approval by the Vice
President for Academic Affairs) and will consist of at least three faculty members. Whether the
committee is larger than three will be at the discretion of the chairperson, but in all cases the
majority of the committee will be drawn from the division in which the vacancy exists.

2.2.4 Screening
Once the deadline for applications has passed, the Director of Human Resources will submit to
the chairperson folders of all applicants for the position. A screening committee chair will have
been appointed by the division chairperson or elected by the committee. The committee will
screen the applicants as to the suitability of their qualifications as measured against the minimum
qualifications set forth in the vacancy announcement.

Further intensive review of applicants will take place during this stage looking for qualitative
differences in applicants’ experiences. In this more intensive review, a group of at least two, but
preferably three, finalists will be identified.

Once finalists have been identified, committee members will contact references who can speak
to the applicant’s background. Committee members should document responses of references.

2.2.5 Interviewing
The chair of the screening committee completes the Request To Interview form and forwards it
along with the applicant’s materials to the Vice President for Academic Affairs who forwards it
to the Director of Human Resources. Once the Request To Interview form has been approved,
the chair of the screening committee will then contact the finalists and will arrange for
interviews to be conducted on the AMC campus. In addition to the screening committee,
candidates must have personal interviews with the division chair and Vice President for
Academic Affairs prior to a recommendation to the President for nomination for employment by
the Board of Regents. Only candidates should be invited to interview who will contribute to the
overall academic life of the college. During the interview, the applicants should see the college,
interview with the screening committee, meet as many of the instructors as possible with whom
they will work, review the college program, and have an opportunity to ask questions.
Additionally, it is suggested that each candidate for a full-time teaching position present a formal
classroom lecture or other activity which simulates an instructor-lead classroom session as a part
of the structured interview. Because the candidates’ competency in oral communication in the
language which the assigned courses will be taught is a requirement for employment, the
screening committee will determine that proficiency as a part of the interview process.

2.2.6 Filling Vacancy
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Once the interviews have been concluded, the screening committee will determine who among
the finalists is considered acceptable for employment in the position. The committee chair will
forward a list of acceptable candidates in unranked order to the division chair. The division
chair in consultation with the Vice President for Academic Affairs will select the most suitable
candidate from among the finalists. The division chair will complete the Recommendation To
Fill Vacancy form with the name of the individual considered best for the position. Once this
form is approved by the President, his office will issue the College’s official offer letter.

2.3 FACULTY APPOINTMENTS

The President is the only college official who can issue a formal letter of intent to hire. Receipt
of a signed letter of acceptance from the candidate serves to bind the agreement, pending formal
ratification by the Board of Regents. The following information is required by the Board of
Regents before official action can be taken on appointment recommendations: the State Security
Questionnaire, the Loyalty Oath, the employment eligibility verification form, federal and state
tax form, and all official transcripts indicating the degrees attained. Once the position has been
filled, the Office of Human Resources notifies all applicants of the status of the position.

2.3.1 Joint Appointment of Faculty
A joint appointment occurs when a faculty member is affiliated with more than one academic
unit or division. Such appointments involve a division of assignments and responsibilities which
must be spelled out in writing. Joint appointments shall be made by the Vice President for
Academic Affairs upon the concurring recommendations of the heads of the academic units
involved. The primary administrative jurisdiction shall remain with the department or unit in
which the faculty member is budgeted. Joint faculty members shall have voting rights and the
opportunity to serve on the primary unit’s standing committees. Recommendations for salary,
promotion, and tenure should originate in the unit having the primary appointment. Annual
written evaluations shall be required in both the primary and other unit(s). The other unit(s) will
forward a copy of the evaluation(s) to the head of the faculty member’s primary unit and to the
faculty member. The evaluation process will conform to AMC’s established policies and
procedures.

2.4 GUIDELINES OF ACADEMIC RANK FOR PROSPECTIVE FACULTY

The four customary ranks — professor, associate professor, assistant professor, and instructor —
exist with respect to teaching personnel. Appointment to rank is determined at the time of
recruitment on the basis of career status, academic preparation, and institutional limitations such
as vacancies and financial resources.

It is expected that all teaching faculty have 18 graduate semester hours in the field in which they
teach. The following guidelines are provided to help establish consistency in offers of academic
rank that are a part of job offers to prospective faculty members.

2.5 RANKIN INITIAL APPOINTMENT
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2.5.1 Instructor

e Master's degree with 18 graduate semester hours in the instructional area
Exceptions may be made for
(@) persons with special learning and ability
(b) temporary emergency appointments
e Evidence of ability as a teacher
e Evidence of scholarly competence and activity
e Successful experience (may be waived in the case of
beginners who meet all other requirements)
e Desirable personal qualities judged on the basis of personal interviews, complete
biographical data, and recommendations

2.5.2 Assistant Professor (in addition to Instructor Guidelines)

e Doctorate or all requirements for doctorate except the dissertation plus one year of successful
full-time college teaching experience, or
e One year of appropriate graduate study beyond the master's degree and three
years of successful full-time teaching, or
e Master's degree and five years of successful full-time college teaching.

2.5.3 Associate Professor (in addition to Instructor Guidelines)

e Doctorate, or at least one year of appropriate study beyond the master's degree, and
e At least eight years of successful full-time college teaching experience (at least three of these
at the Assistant Professor level)

2.5.4 Professor (in addition to Instructor Guidelines)
e Doctorate or at least one year of appropriate graduate study beyond the masters
degree, and
e At least ten years of successful full-time college teaching experience
(at least three of these at the Associate Professor level)

Meeting the minimum criteria does not assure the assignment of a particular rank. The
assignment of rank at the Associate Professor or Professor level will be based on outstanding
accomplishment and real distinction in professional achievement. Rank and positions previously
held will be taken into account, as well as other evidence of distinguished service and
achievement.
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2.6 OTHER CONSIDERATIONS RELATED TO EMPLOYMENT
2.6.1 Verification and Certification of Degrees

Verification of all degrees held by individuals being considered for positions on the faculty shall
be a requirement before a definite commitment for employment becomes valid. Division
Chairpersons have the responsibility for confirming that degrees are held from a regionally
accredited institution.

2.6.2 Faculty Transcripts

All faculty must have transcripts on file in the Office of Human Resources for each degree
completed. The College does not officially recognize the awarding of the degree until the
transcript is received. A faculty member whose last degree was pending when the faculty
member was employed should be certain that a transcript has been sent which shows the
conferral of the degree. Faculty members who attain a higher degree after employment should
do likewise. If in doubt about whether or not the transcript has been received by the College, the
faculty member should consult the Chairperson of the Division.

2.6.3 Salaries

Each unit of the University System shall utilize specific criteria for the determination of entry-
level salaries for full-time teaching faculty members employed at the ranks of instructor,
assistant professor, associate professor, and professor and for the determination of the extent of
salary increases awarded to currently employed full-time faculty members.

2.6.3.1 Salaries for Initial Employment at Atlanta Metropolitan College

The salary for first time employment is determined on the basis of the specific requirements of
the position and the qualifications of the individual employed to fill the position. Position
criteria shall include: the academic rank, the academic discipline, and the nature of the
responsibilities to be executed. Criteria related to the qualifications of the individual shall
include: academic degree(s) earned, teaching and other relevant experience, academic
achievements and honors, and relevant professional achievements or recognitions.

2.6.3.2 Salary Increase

Salary increases are determined on the basis of merit. Atlanta Metropolitan College employs a
multi-tiered process of evaluations including student, self, supervisor, and administrative
reviews. Criteria on which these evaluations are based include: teaching performance, effective
advising, service on committees, completion of significant professional development activities
(including earning additional academic degrees, promotion in rank, relevant professional
achievements and recognitions), public service within the College’s geographic service area, and
non-teaching services to the institution. The determination of salary increase represents the
professional judgment of the overall contribution of the individual faculty member to the
accomplishment of the goals of the college.
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2.6.4 Summer Employment of Faculty on Academic Year Contracts

Members of the teaching faculty are normally appointed on academic-year contracts, which do
not include summer employment. Because summer enrollments are uncertain and funds for the
summer term are limited, the college cannot assure faculty members of summer teaching.

Summer teaching is made available at the option of the college, and the acceptance of summer
teaching is at the option of the faculty member. The college is under no obligation to offer
summer teaching to an individual faculty member, and individual faculty members are under no
obligation to accept summer teaching. Any arrangements for individual faculty members to
teach particular courses are tentative until after registration for the summer term. At that time,
classes that fail to have sufficient enrollment will be canceled. Final offers of summer
employment will then be made based on the need for instruction of the courses that are not
canceled. Faculty members are then free to accept or reject the courses that are offered.
Contracts will be awarded after approval of summer teaching assignments.

Pay for summer employment for a three credit hour course is at the rate of ten percent of the
academic year's salary for the first course taught, based on the salary the faculty member
received at the end of the preceding academic year. The second three credit hour course is
compensated at a flat rate. Additional courses taught are compensated at the part-time faculty
rate in effect at the time. Full-time faculty members teaching in the summer are expected to
assume the same responsibilities as during a regular term.

2.6.5 Outside Employment

All full-time faculty, administrators, and other professional staff members employed by the
college are expected to give full professional effort to their assignments. Faculty members
desiring permission to accept outside employment must have the written approval of the
President, prior to accepting the position except in the case of single-occasion activities.
Requests for such approval should be directed through the Division Chairperson to the Vice
President for Academic Affairs. An example of the Report of Outside Employment form is
contained in the Appendix of this Handbook. Faculty members should not engage in any
occupation, pursuit, or endeavor which will interfere with the regular and punctual discharge of
their official duties at the College.

2.6.6 Outside Activities
Employees are encouraged to participate in a professional activity that does not interfere with the
regular and punctual discharge of official duties provided the activity meets one or more of the

following criteria: (a) is a means of personal/professional development; (b) serves the
community, state or nation; or (c) is consistent with the objectives of the institution.
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2.6.7 Employment of Relatives

Atlanta Metropolitan College adheres to the policy (Policies, 802.03) adopted by the Board of
Regents and revised February 14, 1990 which states that:

2.6.7.1 The basic criteria for the appointment and promotion of faculty in the several
colleges of the University System, shall be appropriate qualifications and performance as set
forth in the policies of the Board of Regents. Relationship by family or marriage shall constitute
neither an advantage or disadvantage.

2.6.7.2 No individual shall be employed in a department or unit, which will result in the
existence of a subordinate-superior relationship between such individual and any relative of such
individual through any line of authority. As used herein, 'line of authority' shall mean authority
extending vertically through one or more organizational levels of supervision or management.

For the purpose of this policy, relatives are defined as husbands, and wives,
parents and children, sisters, and any in-laws of any of the foregoing...

Sub-section 2.6.7.2 will not apply to:

e Temporary or part-time employment of children under 25;

e Any individual employed as of February 14, 1990, at any college where a relative of such
individual then holds a superior position at least one level of supervision removed from
such individual in any line of authority;

e Exceptions approved by the Board of Regents upon recommendation of the Chancellor as
being clearly in the best interest of the College and the University System.

2.6.8 Resignations and Retirement

Faculty members employed under written contract for the fiscal year or academic year are
expected to give written notice of their intention to resign or retire to the President with a copy to
the Vice President of Academic Affairs and their immediate supervisor no later than February 1
immediately preceding the expiration of the contract period.

2.6.9 Termination of Employment

The policies and procedures governing the release or dismissal of faculty members are found in
the Policy Manual of the Board of Regents.
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I11.  FACULTY EVALUATION

3.1 EVALUATION OF FACULTY PERFORMANCE

Atlanta Metropolitan College is committed to the concept that effective teaching is at the heart of
its mission; consequently, the institution documents institutional quality, beginning with the
assessment of faculty performance. Several measures are used to document the quality of
instruction.

3.1.2 Annual Performance Evaluation

Faculty members are evaluated annually by their Division Chairperson using the instrument,
Evaluation of Faculty Performance, found in the Faculty Evaluation System Handbook.
Included in this annual assessment is a formal observation of the faculty members’ performance
in the classroom, as well as a review of their goals as specified in the workload agreement.
Annual performance evaluations for faculty members are made available to the Vice President
for Academic Affairs and the President and will be utilized in making decisions regarding
tenure, promotion, and salary increments.

3.1.3 Self Evaluation

Using the same performance evaluation instrument as that used by their supervisor, faculty
members evaluate their own performance. Additionally, on an annual basis, a Faculty Activity
Report is completed by faculty members to inform the Division Chairperson of accomplishments
and contributions in the areas of academic accomplishments, course development and teaching
innovations, campus activities and committee involvements, professional activities and
community and cultural involvement.

3.1.4 Student Course Evaluations

Students evaluate every course at Atlanta Metropolitan College at least once each academic
year using the Student Instructional Report (A sample form is contained in the Appendix.)

3.2 PROMOTION AND TENURE

3.2.1 Promotion Process
Board of Regents’ Criteria for Promotion
(Regents' Policy Manual, 803.08)

The University System of Georgia acknowledges the importance of promotion to attract the
highest quality faculty to System institutions and to encourage and recognize excellence in the
performance of faculty members. Therefore, System institutions and faculty should recognize the
importance and place appropriate emphasis on the promotion process in achieving excellence in
the institution.

17



3.2.2

Each institution must establish clear criteria for promotion. The criteria must be
consistent with the mission of the institution and must not conflict with Board of Regents'

policy.

Each institution must require effectiveness in teaching as a criterion for promotion,
except in the rare instance where teaching is not now nor expected to be a requirement
for the faculty member being considered for promotion. Excellent teaching may be
documented in several ways. As defined by the institution, the measures of teaching
effectiveness must at a minimum include a combination of written student evaluations
and peer evaluation. The procedures for conducting these evaluations must be specified
in writing by the institution.

Each institution must specify how faculty will be involved in promotion decisions
both in the promotion unit and in any reviews at higher levels in the institution.

Each institution must specify who is responsible for preparing the promotion dossier.

Each institution must specify an appeals process by which individuals may appeal an
adverse decision in the promotion process.

The minimum years in rank required for promotion from assistant to associate professor
is four years and for promotion from associate professor to professor is five years. Where
the performance of a faculty member has been exceptional, the institution may document
the case for approval of early promotion. Prior service as faculty at other colleges or
universities, or prior service in other appropriate professional activities, may qualify for
consideration in meeting the requirements for years in rank.

In Type I and Type Il institutions, promotions to associate professor or professor
must require the terminal degree appropriate for the discipline, which is usually the
doctorate, or the equivalent in training, ability, or experience. In Type Il institutions,
promotion to associate professor or professor must require at least two years of study
beyond the bachelor's degree or the equivalent in training, ability, or experience.

Each institution must require that the institution's promotion criteria be provided in
writing and discussed with each faculty member not already at the rank of professor prior
to initial appointment and at the beginning of employment. A record of providing the
written criteria and discussing them must be kept in the individual's personnel file. The
location of and responsibility for keeping the personnel file must be specified by the
institution.

Board of Regents’ Procedures for Promotion

(Academic Affairs Handbook, 4.03.01)

Promotions for faculty for the coming year are considered at the April meeting of the Board of
Regents. This is the only time of year when promotions are considered. There should be
appropriate involvement of faculty and staff in preparing recommendations for promotion.
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3.2.2.1 Information to be Submitted:

e The President should prepare a letter to the Chancellor in which is given the total number
of individuals who were initially (at the first level of the institutional review) considered
for promotions and the total number that are recommended for staff review and Board
approval, as shown in the following example:

Considered Recommended
To Professor 12 6
To Associate 20 13
To Assistant 8 7

If the promotion review procedure of the institution has changed, the letter will include a
description of the changes.
For each promotion recommended, the following should be submitted:

e A cover sheet which provides the following information:

Name of Institution
Name of Individual
Social Security Number
Highest Degree Earned
Total Number of Years of Teaching Experience
Number of Years at Institution
Present Rank and Title
Type of Tenure Track
Years in Present Rank and Title at Institution

Recommended Rank and Title
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Probationary Credit Toward Tenure Recommended for Prior Service
at the rank of Instructor (for promotions to Assistant Professor only)

Summary of the Action of Promotion Review Committee(s) and/or the
recommendations at the various levels within the Institution
(pertaining to the individual recommended for promotion)

e A summary statement by the president or designate of the individual's outstanding
service to the institution which supports his/her promotion to the rank recommended

e A complete, up-to-date resume for the individual recommended for promotion.
The institution, at its discretion, may append additional supporting material. For example,
university-level institutions utilizing external review procedures may wish to append copies of
letters relating to that review.

3.2.2.2 Timetable for Promotion Materials

Recommendations for promotion should be submitted no later than February 1.

3.2.2.3  Special Justification for Promotion

e Strong justification should be provided in support of any recommendation for promotion
to the ranks of Associate Professor or Professor if the individual has not earned the
terminal degree in his/her discipline.

e Equally strong justification should be provided in support of any recommendation for
"early" promotion; a promotion is considered "early" if the individual has served fewer
than the number of years in rank at the current institution as listed below:

Promotion to:
Assistant Professor - 3 years as Instructor

Associate Professor - 4 years as Assistant Professor
Professor - 5 years as Associate Professor

The Chancellor is reluctant to consider recommendations for promotion of individuals
who are currently on leave of absence or who hold "temporary" appointments.
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3.2.3 ATLANTA METROPOLITAN COLLEGE’S CRITERIA FOR PROMOTION

Atlanta Metropolitan College acknowledges the importance of promotion as a way of
encouraging and recognizing excellence in the performance of faculty members. Promotion to a
higher rank is based on outstanding accomplishments and distinction. Faculty members who are
eligible for promotion must demonstrate excellence in teaching as one of the areas in which they
have accomplished noteworthy achievement. They should also show excellence in at least one
other area: outstanding service to the College and related community service or academic growth
and professional development. Length of service with the institution will be taken into
consideration in determining whether or not the faculty member should be promoted, but is not a
guarantee of promotion. Finally, it should be noted that budgetary constraints and/or
discontinuation of programs may have an impact on promotion decisions.

Criteria For Promotion In Rank
3.2.3.1 Promotion in Rank to Assistant Professor

» completion of three years as Instructor
» demonstrates excellence in teaching and excellent performance as a teacher
» shows the potential for professional growth
» demonstrates a commitment to continued activities in the following:
1. Outstanding service to the College and related community service which
promotes the mission of the Institution
2. Academic growth and professional development

3.2.3.2 Promotion in Rank to Associate Professor

» Completion of four years as Assistant Professor and at least one year of appropriate
study beyond the master's degree. Appropriate study is study in the field in which the
applicant is teaching. The one year of appropriate study should be equivalent to an
academic year of full-time study. One academic year equals 30 semester hours or 45
quarter hours.

» Demonstrates excellence in teaching and gives indications of substantial activity,
and future excellence in at least one of the following:

1. Outstanding service to the college and related community service which
promotes the mission of the Institution
2. Academic growth and professional development

3.2.3.3 Promotion in Rank to Professor

» Completion of five years as Associate Professor and at least one year of appropriate
study beyond the master's degree. Appropriate Study is study in the field in which
the applicant is teaching. The one year of appropriate study should be equivalent
academic year of full-time study. One academic year equals 30 semester hours or 45-
quarter hours.

»  Demonstrates excellence in teaching
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. Exhibits excellence in at least one of the following criteria (for those with a terminal
degree) or exhibits excellence in both criteria (for those lacking a terminal degree):

1. Outstanding service to the college and related community service
which promotes the mission of the Institution.
2. Academic growth and professional development

3.2.3.4 Special Justification For Promotion
Strong justification must be provided in support of any recommendation for promotion to the
ranks of Associate Professor or Professor when the individual has not earned the terminal degree
in the discipline. Equally strong justification must be provided in support of any
recommendation for 'early’ promotion; a promotion is considered 'early' if the individual has
served fewer years than the number of years designated for the desired rank (shown below):

Promotion to:

Assistant Professor- 3 years as Instructor
Associate Professor- 4 years as Assistant Professor
Professor - 5 years as Associate Professor

The Chancellor is reluctant to consider recommendations for the promotion of individuals who
are on leave of absence or who hold ‘temporary' appointments.

3.2.3.5 Submission of Promotion Recommendations by the President
of Atlanta Metropolitan College
(Board of Regents' Procedures for Promotion)

The President submits to the Chancellor a list of the number of individuals who are at the first
level of the institutional review. The list contains the number of faculty members who are being
considered for promotions, and the total number being recommended for administrative review
and Board approval as shown in the following example:

Considered Recommended
To Professor 12 6
To Associate Professor 20 12
To Assistant Professor 8 7

If the promotion review procedure of the institution has changed since the last submittal, the
President's letter will include a description of the changes.
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3.2.3.6 Information to be Submitted for Promotion

For each promotion recommended, the following information must be submitted:
e A cover sheet that provides the following information:

a. Name of institution

b. Name of individual

c. Highest degree earned

d. Total number of years of teaching experience

e. Number of years at institution

f. Present rank and title

g. Years in rank and title at institution

h. Recommended rank and title

i. Probationary credit toward tenure recommended for prior service at
the rank of instructor (for promotions to Assistant Professor only)

J. Summary of Action of the Promotion Review Committee(s) and or the
recommendations at the various levels within the institution (pertaining to
the individual recommended for promotion).

e A summary statement of the individual’s outstanding service to the institution,
which supports his/her promotion to the recommended rank.

e A complete, up-to-date resume for the individual recommended for promotion.

The institution, at its discretion, can append additional supporting material where
warranted.

3.2.3.7 Procedural Guidelines for the College (AMC)
Promotion and Tenure Review Process

The Vice President for Academic Affairs will notify in writing by the end of each spring
semester, each faculty member eligible for promotion and/or tenure. The notification will include
the following:
e That the faculty member is, by virtue of paper credentials, eligible for
consideration for promotion and/or tenure and he or she is thereby
invited (should he or she desire to be considered for promotion and
or tenure) to submit a letter of intent and then a portfolio conforming
to the College’s portfolio guidelines. After notification, a faculty member
who plans to seek promotion and/or tenure must file a letter of intent
within fourteen days with the Vice President for Academic Affairs and send
a copy of the letter to the appropriate Division Chair. Letters must be filed
no later than two (2) weeks after notification from the Vice President for
Academic Affairs. A copy of the Portfolio Preparation Guidelines is included in
the initial Correspondence.

23



e The specific deadlines established for both receipt of the letter of intent
and receipt of the portfolio.

e Failure of the faculty member to submit a letter of intent and a portfolio
conforming to the portfolio guidelines in accordance with the stated
deadlines eliminate a faculty member from consideration for either

promotion or tenure.

Only those persons who have submitted their written intent to retire within the current academic
year, those persons on official Leave of Absence and others with special extenuating
circumstances are exempted from requirement to submit portfolios. Letters requesting a deferral
to this requirement must be submitted to the Vice President for Academic Affairs for approval.

e The Vice President for Academic Affairs, in conjunction with the Division Chairperson,
will provide the College Review Committee with summary information for each faculty
member to include: length of service at the institution,faculty rank held, dates each rank
was awarded and degrees held. (The Review Committee will not have open access to the
individual files of faculty members, but may request verification of data through the Vice
President for Academic Affairs).

e The Vice President for Academic Affairs will receive all submitted portfolios, and will
prepare a file on each faculty member eligible for consideration. The Vice President for
academic Affairs will send a letter acknowledging receipt of portfolio to the applicant.
This correspondence should include the proposed dates of the review process, and the
statement that the portfolio will be returned at the end of the review process. All
portfolios will be maintained in the Office of the Vice President for Academic Affairs
throughout the review process.
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3.2.3.8 DIVISION CHAIRPERSON REVIEW (Level 1)

e Process for Recommendation

At the first level of review, the Division Chairperson will review the applicant’s portfolio and
send to the applicant a letter specifying the basis for the Chairperson’s decision to recommend or
not to recommend that the applicant be considered for promotion and or tenure. A copy of the
letter will be placed in the applicant’s portfolio.

3.23.9 COLLEGE REVIEW (Level 2)

e Process for Recommendation

e Committee Composition
The Promotion and Tenure Committee will be composed of seven full-time, tenured faculty
with at least five years of full-time service at the College. At least three should be full professors
(if possible), while the remaining four members may be associate professors. In situations where
fewer than the required number of associate professors are available, assistant professors may
serve with the approval of the Vice President for Academic Affairs. The Committee should have
representation from each academic division. Five members, one from each academic division,
will be appointed by the President upon the recommendation of the Vice President for Academic
Affairs to serve a one-year term. No one who is being evaluated for post/ pre-tenure, tenure or
promotion may be a member of the College Promotion and Tenure Committee. The remaining
two members, serving staggered two-year terms, will be elected by the faculty in the spring of
the academic year. Each year, a chair-elect will be selected from the new members by the
committee. This individual will chair the committee the following year. Members of the College
Promotion and Tenure Committee may not serve consecutive two-year terms with the exception
of those named above.

Responsibilities of the chair of the College Promotion and Tenure Committee include:

Being aware of and accountable for the maintenance of the timetable

Convening the committee in a timely manner.

Facilitating the review and evaluation of candidate’s portfolio.

Leading the committee in assessing documents.

Communicating with the candidate in writing.

Making sure records of the committee’s action are maintained.

Providing ‘informed and candid feedback’ to reviewees in writing of the
Promotion and Tenure Committee’s findings.

h. Providing a copy of the above communication to the reviewee’s division chair and

the Vice President for Academic Affairs.

@200 ow

3.2.3.10 Duties, Responsibilities and Appeal
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At the second level of review, the College Promotion and Tenure Committee will review the
applicant's portfolio (including Division Chairperson’s) and send to the applicant a letter
specifying the basis for the Committee’s decision to recommend or not to recommend that the
applicant be considered for promotion and or tenure. A copy of the letter will be placed in the
applicant’s portfolio.

After receiving the letter of evaluation and recommendations from the College’s Promotion and
Tenure Committee, the applicants may withdraw from the review or send a letter of response
within ten (10) working days to the Vice President for Academic Affairs. The applicants must
cite the specifics with which they are taking issue and provide documentation to support their
claim. Within ten (10) working days of the receipt of the letter, the Vice President for Academic
affairs will acknowledge receipt and include the letter in the applicant’s portfolio.

3.23.11 VICE PRESIDENT FOR ACADEMIC AFFAIRS REVIEW (Level 3)

e Process for Recommendation

e Composition
At the third and final level of review prior to the President’s decision, the Vice President for

Academic Affairs will review the applicant’s portfolio, taking into consideration the information
gathered at levels 1 and 2.

e Duties, Responsibilities and Appeal
The Vice President for Academic Affairs will send to the applicant a letter specifying the basis
for the decision to recommend or not recommend that the applicant be considered for promotion
and or tenure. The applicant may respond to the Vice President for Academic Affairs’ decision
by appealing to the President within (10) working days. Appeals submitted to the President will
be acknowledged within (10) working days.

3.2.12 PRESIDENTIAL REVIEW (Final level)

e Process for Recommendation

e Composition
The President will review the applicant’s portfolio and will recommend or not recommend the

applicant for promotion and/or tenure.

e Duties, Responsibilities and Appeal
The President will forward recommendations for promotion and or tenure to the Chancellor of
the University System of Georgia, to be presented to the Board of Regents for final action. A
faculty member dissatisfied with a decision of the President may appeal to the Board of Regents
in accordance with the policies of the Board.

The applicant’s portfolio will be returned at the end of the review process.
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The College Promotion and Tenure Committee organizes an annual portfolio preparation
workshop each spring.
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3.24 BOARD OF REGENTS’ CRITERIA FOR TENURE
Board of Regents’ Policy on Tenure

Policy Manual of the Board of Regents, University System of Georgia
803.09 TENURE

A. It is intended that these tenure policies shall be the minimum standard for award of tenure, but
they are to be sufficiently flexible to permit an institution to make individual adjustment to its
own peculiar problems or circumstances. These policies are to be considered a statement of
general requirements that are capable of application throughout the System and are not a
limitation upon any additional standards and requirements which a particular institution may
wish to adopt for its own improvement. Such additional standards and requirements, which must
be consistent with the Regents' Policies and approved by the Board of Regents, shall be
incorporated into the statutes of an institution.

B. Tenure resides at the institutional level. Institutional responsibility for employment of a
tenured individual is to the extent of continued employment on a 100% workload basis for three
out of every four consecutive academic quarters until retirement, dismissal for cause, or release
because of financial exigency, or program modification as determined by the Board (see Section
803.0901).

C. Normally, only assistant professors, associate professors, and professors who are normally
employed full-time (as defined by Regents' Policies) by an institution are eligible for tenure.
However, faculty members holding these professorial ranks who are employed by or on the staff
of the Medical College of Georgia (MCG) on less than a full-time basis, and who also hold an
appointment at the Veterans Administration Medical Center-Augusta, shall be eligible for
promotion and/or the award of tenure by the Board of Regents. (BR Minutes, 1979-80, p. 73;
1980-81, p. 303; 1990-91, pp. 369- 70) The term "full-time™ is used in these tenure regulations to
denote service on a 100% work load basis for at least three out of four consecutive academic
terms. Faculty members with adjunct appointments shall not acquire tenure. The award of tenure
is limited to the above academic ranks and shall not be construed to include honorific
appointments. (BR Minutes, 1990-91, pp. 369-70)

D. Tenure may be awarded, upon recommendation by the President and approval by the Board of
Regents, upon completion of a probationary period of at least five years of full-time service at
the rank of assistant professor or higher. The five year period must be continuous except that a
maximum of two years interruption because of a leave of absence or part-time service may be
permitted, provided, however, that no probationary credit for the period of an interruption shall
be allowed. A maximum of three years' credit toward the minimum probationary period may be
allowed for service in tenure track positions at other institutions or for full-time service at the
rank of instructor or lecturer at the same institution. Such credit for prior service shall be defined
in writing by the President and approved by the Board of Regents at the time of the initial
appointment at the rank of assistant professor or higher. (BR Minutes, 1983-84, p. 94)

E. Anything in this Policy Manual to the contrary notwithstanding, faculty members employed

by the Medical College of Georgia (MCG) who hold a professorial rank in a tenure track
position of Assistant Professor or above who also hold a part-time or full-time appointment at
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the Veterans Administration Medical Center-Augusta (VA), shall as stated above (Section
803.09-C) be eligible for the award of tenure at MCG upon completion of at least five years of
full-time or part-time service at the rank of assistant professor or higher. Such faculty members
shall otherwise meet the same probationary periods, criteria for promotion, procedures and other
requirements set forth in the Bylaws and Policy Manual of the Board of Regents and Statutes of
MCG for the award of tenure to full-time faculty, provided, however, that such faculty members
who have been employed previously by MCG for five consecutive years or more shall be eligible
to apply for tenure. The tenure of a faculty member who also holds a VA appointment shall
apply only to that portion of a faculty member's salary and benefits which are provided directly
by MCG. In no event shall the award of tenure to faculty members holding such joint
appointments obligate MCG to assume any portion of the salary or other benefits provided by
the VA. In the event a faculty member who has been awarded tenure at MCG under the
provisions of this section shall for any reason cease to be employed by the VA, the Medical
College shall have the right, at its sole discretion, to revoke the tenure, employment or other
affiliation of the faculty member by MCG without a hearing or other due process procedures or
requirements set forth in the Bylaws and Policy Manual of the Board of Regents and the Statutes
of MCG for other full-time tenured faculty.

After termination of employment or revocation of tenure, MCG shall not be obligated to provide
such faculty members with any further salary, benefits or other financial support.

F. The maximum time that may be served at the rank of assistant professor or above without the
award of tenure shall be seven years, provided, however, that a terminal contract for an eighth
year may be proffered if an institutional recommendation for tenure is not approved by the Board
of Regents. The maximum time that may be served in any combination of full-time instructional
appointments (instructor or professorial ranks) without the award of tenure shall be 10 years,
provided, however, that a terminal contract for an 11th year may be proffered if an institutional
recommendation for tenure is not approved by the Board of Regents. (BR Minutes, 1992-93, p.

G. The maximum period of time that may be served at the rank of full-time instructor shall be
seven years.

H. Tenure or probationary credit towards tenure is lost upon resignation from an institution, or
written resignation from a tenured position in order to take a non-tenured position, or written
resignation from a position for which probationary credit toward tenure is given in order to take
a

position for which no probationary credit is given. In the event such an individual is again
employed as a candidate for tenure, probationary credit for the prior service may be awarded in
the same manner as for service at another institution.

I. Upon approval of the award of tenure to an individual by the Board of Regents, that individual
shall be notified in writing by the President of his/her institution, with a copy of the notification
forwarded to the Chancellor or his/her designee.
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J. Notice of the intention to renew or not to renew a non- tenured faculty member who has been
awarded academic rank (instructor, assistant professor, associate professor, professor) shall be
furnished, in writing, according to the following schedule:

1. at least three months before the date of termination of an initial one-year contract;
2. at least six months before the date of termination of a second one-year contract;

3. at least nine months before the date of termination of a contract after two or more years
of service in the institution. This schedule of notification does not apply to persons
holding temporary or part-time positions in whatever rank stated.

K. A tenured faculty member, or a non-tenured faculty member, before the end of his/her
contract term, may be dismissed for any of the following reasons provided that the institution
has complied with procedural process requirements:

1. Conviction or admission of guilt of a felony or of a crime involving moral turpitude during the period
of employment--or prior thereto if the conviction or admission of guilt was willfully concealed;

2. Professional incompetency, neglect of duty, or default of academic integrity in
teaching, in research, or in scholarship;

3. Unlawful manufacture, distribution, sale, use or possession of marijuana, a controlled
substance, or other illegal or dangerous drugs as defined by Georgia laws; teaching or
working under the influence of alcohol which interferes with the faculty member's
performance of duty or his/her responsibilities to the institution or to his/her

(BR Minutes, 1989-90, pp. 384-385)

4. Conviction or admission of guilt in a court proceeding of any criminal drug offense;
(BR Minutes, 1989-90, pp. 384- 385)

5. Physical or mental incompetency as determined by law or by a medical board of three or more
licensed physicians and reviewed by a committee of the faculty;

6. False swearing with respect to official documents filed with the institution;

7. Disruption of any teaching, research, administrative, disciplinary, public service or
other authorized activity;

8. Such other grounds for dismissal as may be specified in the Statutes of the institution.

L. Each institution, as a part of its statutes, may supplement Regents' policies governing causes
for dismissal and procedures for dismissal. Each institution should provide for standards
governing faculty conduct, including sanctions short of dismissal, and procedures for the
implementation of such sanctions. In the imposition of sanctions, the burden of proof lies with
the institution. (BR Minutes, 1951-52, pp. 315-19, pp. 159-60;1966-67, p. 206;1969-70, pp.21-
22; 1974-75, pp.304-13;1982-83, p.254).
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Board of Regents’ Procedures for Tenure

Academic Affairs Handbook

POLICY 803.0901: Program Modification

As part of its broad constitutional authority to manage the University System of Georgia, the
Board of Regents may exercise its authority to modify programs offered by the System generally
or at various units of the System. Such modification may be a part of a change of institutional
mission and may result in discontinuation of programs or reduction in size thereof. A program
modification of such magnitude that requires the termination of tenured faculty members will be
implemented only after completion of a study, with institutional administrative and faculty
participation, by the Chancellor's staff. The Chancellor will report the results of that study to the
Board along with recommended guidelines under which program modification will be effected
(BR Minutes, 1982-83, p. 254).

Tenure decisions for faculty for the coming year are considered at the May meeting of the Board
of Regents. This is the only time of the year when tenure is considered. There should be
appropriate involvement of faculty and staff in preparing recommendations for tenure.

A. Information To Be Submitted:

The President should prepare a letter to the Chancellor in which is given the total number of
individuals who were initially (at the first level of institutional review) considered for tenure
and the total number that are recommended for staff review and Board approval, as shown
in the following example:

Rank Considered Recommended
Assistant Professor 10 2
Associate Professor 8 4
Professor 5 1

For each award of tenure recommended, the following should be submitted:
1. A cover sheet which provides the following information;
Name of Institution
Name of Individual
Social Security Number

Current Rank and Title (Please note if this individual is being simultaneously
recommended for promotion.)

Total Number of Years at the Institution
Years of Probationary Credit Granted (if applicable) for Prior Service at the Rank of
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Instructor at the institution or at the Time of Initial Appointment at the Institution at the
Rank of Assistant Professor or Higher

List of Degrees and Dates Obtained

Summary of the Actions of Tenure Review Committee(s) and/or the Recommendations
Submitted at the Various Levels Within the Institution (Pertaining to the Individual
Recommended for Tenure)

2. A brief description of the academic accomplishments of the faculty member.

B. Timetable for Tenure Materials

Recommendations for tenure should be submitted no later than March 6.

3.2.5 Atlanta Metropolitan College’s Criteria for Tenure

The awarding of tenure represents a significant commitment by the College and represents the
institution's belief that past excellence justifies its expectation of continued, future excellence. It
is not to be construed as a guaranteed life-time contract. Once the faculty has undergone pre-
tenure review, the tenure process will represent a logical extension of continuing evaluation and
review. Such a continuous process will allow the institution to document that excellent teaching
is the norm and that, should deficiencies be noted, the institution will make every effort to assist
the faculty member. The procedures for submitting portfolios for tenure are the same as
those for promotion that are listed in the promotion section of this document.

Only tenure-track Assistant Professors, Associate Professors, and Professors who are normally
employed full-time (as defined by Regents' Policies) are eligible for tenure. Tenure may be
awarded upon completion of at least five years of full-time service at the rank of Assistant
Professor or higher. It should be noted that budgetary constraints and/or discontinuation of
programs may have an impact on tenure decisions.

The maximum that may be served on tenure track at the rank of assistant professor or above
without the award of tenure is seven years. The maximum time that may be served on tenure
track in any combination of full-time instructional appointment (instructor or professorial ranks)
without the award of tenure is ten years.

The award of tenure is based on the instructional and institutional needs of the college, which

include programs, enrollment, and fiscal considerations. When these needs warrant, tenure is
awarded if the faculty member meets all the following criteria.
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1. Rank
The faculty member must hold the rank of assistant professor, associate professor, or
professor.

2. Length of Service
Tenure may be recommended upon a faculty member's completion of five years of full-time,
service at the rank of assistant professor and higher including any probationary credit
earned toward tenure.

3. Ratings from Annual Evaluation
The award of tenure is based on the three areas of annual evaluation:
1) Teaching Effectiveness,
2) Service to the College and Community,
3) Academic Growth and Professional Development.
A period of five years will be used to determine tenure. Four out of the five years, the faculty
member must competently fulfill his/her basic requirements in each of the three areas.

3.2.6 BOARD OF REGENTS’ GUIDELINES FOR PRE-TENURE REVIEW

3.2.6.1 Institutions must establish a process for evaluating non-tenured, tenure-track
faculty members in their third year. The purpose of the evaluation is to review thoroughly
the individual's achievements and performance on the criteria established by the
institution for promotion and/or tenure and assess the individual's progress toward
promotion and/or tenure. In cases where a faculty member is hired with prior credit for
service, this review should be accomplished at the approximate mid-point of the
probationary period. A written report of this review, signed by the faculty member being
reviewed and by the unit head, will be provided to the faculty member.

3.2.6.2 Since this review is designed to assess an individual's progress toward promotion
and/or tenure, the evaluation must involve those at the promotion-unit level who
participate in promotion and tenure decision, and should include a peer-review
component.

3.2.6.3 This review may substitute for the annual review. However, it should be more
comprehensive than the annual review.

3.2.6.4 A favorable result of the third-year review does not bind an institution to
recommend the individual for promotion and/or tenure when the requisite years in rank,
or the requisite years of probationary service have been established. It is an assessment
that informs faculty members whether their progress toward promotion and/or tenure is
satisfactory at the time of the assessment. It is not a guarantee that promotion and/or
tenure will be awarded.

3.2.7 PRE-TENURE REVIEW AT ATLANTA METROPOLITAN COLLEGE
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Atlanta Metropolitan College will conduct in-depth, third-year pre-tenure reviews of all tenure
track teaching faculty using the criteria established at the College for promotion and tenure,
emphasizing excellence in teaching. The purpose of these reviews is to assess a faculty
member’s progress toward tenure.

3.2.7.1 Procedure
All tenure track faculty, in the third year of the contract, will be reviewed.

e Committee Composition

Each candidate for pre-tenure will be reviewed by at least three tenured peers. This committee is
composed of two members of the College Promotion and Tenure Committee and one member of
the candidate’s choosing in the manner indicated below. Individual faculty members who are
being reviewed will select one member of the review team from the tenured corps of instruction.
No member of that corp may be selected more than twice per year. The remaining two members
will be determined by random drawing from the College Promotion and Tenure Committee. If
the applicant does not select a member for this committee in the time frame allotted, all three
reviewers will be selected, from the CPTC by its modified random selection process. When a
Division Chairperson is being evaluated for pre-tenure, one of the members of the panel sub
committee may include a Division Chairperson chosen by the applicant.

The Faculty member’s official assignment made by the College determines division. Teaching a
course in another division does not constitute being a member of that division.

Discipline is determined by the area noted in the 'rank’ of the faculty member as published in the
catalog and/or documented in the official records of the college and by the subject areas taught
by the faculty member.

One member from the CPTC will convene the committee at which time a chairperson will be
elected.

The responsibilities of the Pre-Tenure Review Committee Chairpersons will include the
following:
e Sending to the VPAA the names of those who compose the committee.
e Being aware of and accountable for the maintenance of the timetable.
e Convening the committee in a timely manner.
e Facilitating the review and evaluation of the reviewee's portfolio.
e Leading the committee in assessing documents.
e Communicating with the reviewee in writing the committee's suggestions of additions,
corrections and/or deletions, to the portfolio.
e Making sure records of the committee's actions are maintained.
e Reporting to the CPTC actions taken.
e Providing written 'informed and candid feedback' to the reviewee, of the Post-TRC's
findings.
e Providing a copy of the above communication to the reviewee's division chair and the
Vice President for Academic Affairs.
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e Review Criteria
Criteria that are already in place for promotion and tenure will be used for pre-tenure review; the
major emphasis will continue to be on excellence in teaching. Criteria for pre-tenure are based
on the rank of the individual up for review.

e Procedure for Pre-Tenure Review
A faculty member who participates in a pre-tenure review must submit a portfolio [See
Portfolio Guidelines] for review. The materials in the portfolio document the faculty member's
accomplishments during the years under review.

Only those persons who have submitted their written intent to retire within the current academic
year, those persons on official Leave of Absence, and others with special extenuating

circumstances are exempted from requirement to submit portfolios. Letters requesting a deferral
to this requirement must be submitted to the Vice President For Academic Affairs for approval.

e Results of Pre-Tenure Review
Informed and candid' feedback will be provided to faculty members focusing on their
accomplishments, contributions, and/or weaknesses/deficiencies. A written summary of the
review by the Pre-Tenure Review Committee will be sent to the faculty member, the Division
Chairperson, and the Vice President for Academic Affairs.

After reviewing the report of the Pre-Tenure Review Committee and all supporting data, the
Division Chairperson will send his/her written comments to the faculty member and Vice
President for Academic Affairs.

The Vice President for Academic Affairs will maintain copies of the Pre-Tenure Review
Committee's and Division Chairperson's comments and will supply them to the Tenure and
Promotion Committee when the applicant is up for future review.

If deficiencies are identified, the Division Chairperson and faculty member will develop a formal
written plan for faculty development that include clearly-defined goals; an outline of activities to
be undertaken; a timetable; and an agreed-upon monitoring strategy. The division chair is
responsible for forwarding the faculty development plan to the Vice President for Academic
Affairs. The implementation of the development plan will become a part of the faculty member's
tenure review. The Division Chairperson will be an active mentor during the course of the
development plan.

Pre-tenure Review is an opportunity for faculty to develop their potential and to prepare
themselves for the more rigorous tenure process.

e Appeal
A faculty member may submit a written appeal of the decision of Pre-Tenure Review Committee
to the full College Promotion and Tenure Committee. Appeals must be filed within twenty
working days of the date of the Committee's report.
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3.2.8 Board of Regents’ Guidelines for Post-Tenure Review

3.2.8.1 Purpose
The University System of Georgia established post-tenure review to examine, recognize, and
enhance the performance of tenured faculty members in the System and increase the quality of
System institutions. The review process will focus upon career development by identifying
opportunities for faculty to reach their full potential in service to institutions in the System.

3.2.8.2 Relationship to Present Reviews After Granting Tenure
System institutions presently provide several reviews of faculty performance after faculty
members are awarded tenure. These include the annual performance review, review of
promotion to higher professorial ranks after receipt of tenure, review of faculty for special
professorships, and special faculty awards. The post-tenure review procedures established by this
policy are designed to provide a longer term perspective than is usually provided by the annual
review. Post-tenure review provides both retrospective and prospective reviews of performance,
taking into account that a faculty member probably will have different emphases at different
points in his or her career. It is to be directed toward career development, and to provide the
perspective of multiple years of accomplishments and plans for development.

3.2.8.3 Coverage
All tenured faculty members in University System of Georgia institutions are required to be
reviewed periodically. Ordinarily this review should begin five years after the most recent
promotion or personnel action and continue at five-year intervals unless interrupted by a further
review for promotion, or by a candidacy for promotion within a year. A faculty member who is
on leave during the year he or she would ordinarily be reviewed should be reviewed the year
after returning from a leave-of-absence. The post-tenure review may be combined with other
reviews that already take place, such as promotion for higher ranks after receipt of tenure,
reviews of faculty for special professorships, and reviews for special faculty awards. When the
review is as comprehensive as that required for post-tenure review, that review may substitute
for post-tenure review. When the review for other matters is not so comprehensive as that
required for post-tenure review, the materials prepared for the other review may be used in the
post-tenure review, and additional materials provided as necessary.

Institutions may implement this requirement by reviewing one-fifth of those eligible for review
each year for the first five years of this procedure, or other plans to cover all faculty members
eligible for review during the first five years of this review process.

In the case of tenured faculty members whose primary position assignment is as an administrator
without major teaching responsibilities as defined by the institution, that faculty member shall be
subject to the evaluation procedures for senior-level administrators as defined by Regents' and
institutional policies. When that person returns to a faculty position, he or she will be subject to
post-tenure review, with the first review to take place no later than five years after returning to
the faculty position.
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3.2.8.4 Responsibility for Review
The Post-Tenure review will be conducted by a committee of faculty peers with tenure, with the
composition and selection process established by each institution in accordance with the
institution's governance procedures. The committee should be composed of at least three
members, all of whom must be able to render a fair and objective assessment of the faculty
member.

3.2.8.5 Criteria for Review
Each institution shall specify the criteria that shall be used in conducting the review. These
criteria shall be consistent with the assigned duties of the faculty member for the period being
reviewed and related to the mission of the institution. The criteria should be sufficiently flexible
to accommodate faculty with differing responsibilities. The criteria should also be sufficiently
flexible to recognize that faculty members may contribute in different ways to the institution's
mission over time and should include allowance for the cumulative impact of the faculty
member's career as well as performance during the past five years. In developing these criteria,
the institution may draw upon standards used in current faculty review procedures.

Each institution shall ensure that the criteria governing post-tenure review do not infringe on the
accepted standards of academic freedom of faculty.

Documentation of the performance of the faculty member being reviewed should include:

e An up-to-date curriculum vitae and copies of the faculty member's
annual performance review for the years under consideration

e Measures of teaching effectiveness as defined by the institution. At
minimum these measures must include a combination of written
student evaluations and peer evaluation. The procedures for
conducting these evaluations must be specified in writing by the
institution

e A summary prepared by the faculty member of his or her
accomplishments for the period under review and projected goals over
the next five-year period

e Other documentation as specified by the institution

The faculty member and the head of the faculty member's administrative unit are responsible for
developing this documentation and providing it to the committee conducting the review. The
faculty member shall have access at any time to the review file. The faculty member shall also
have the right to add any material, including statements and additional documents, at any time
during the review process.
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3.2.8.6 Requirements for Review
The committee conducting the review should provide informed and candid feedback in its report
on the quality of the faculty member's performance, accomplishments, and contributions. The
committee may also offer guidance on improving performance.

In any review in which the committee finds that the overall level of performance is
unsatisfactory because of major, severe, or chronic deficiencies, the committee shall indicate that
the performance is unsatisfactory and identify the reasons why the performance is unsatisfactory.

The committee must provide a written summary of its findings and any recommendations for
faculty development to the head of the faculty member's administrative unit. The administrative
unit head is responsible for transmitting this written summary and discussing its contents with
the faculty member. The unit head should sign the document indicating that he or she has
discussed it with the faculty member, and the faculty member should sign the report indicating
that he or she has received the document and discussed it with the unit head. In cases where the
faculty member being reviewed is the administrative unit head, the responsibilities of the
administrative unit head in the post-tenure review will be exercised by the appropriate
administrative officer at least one level above the administrative unit head, as defined by the
institution.

The faculty member, if he or she desires, shall have the opportunity to prepare a written response
to the report of the review committee. A copy of the committee’s report and any written response
to it by the evaluated faculty member should then be sent to the administrative office at least one
level above the faculty member's administrative unit, as specified by the institution. The same
material should also be placed in the faculty member's personnel file at the administrative unit
level. The administrative unit shall also preserve in the faculty member's personnel file all
documents that played a substantive part in the review other than documents like publications
that are readily available elsewhere.

3.2.8.7 Faculty Development
Faculty development is an important opportunity for all faculty members as they seek to develop
to their potential and perform at their full capacity. The administrative unit head is responsible,
in consultation with the faculty member, for deciding whether the faculty member should engage
in faculty development activities that would be helpful to the faculty member and in the best
interest of the institution in response to a post-tenure review.

3.2.8.8 Unsatisfactory Performance
In cases where faculty members have been identified in the post-tenure review as having an
unsatisfactory performance, the administrative unit head, in consultation with the faculty
member, must establish a formal plan of development. A formal plan includes identifying
appropriate sources of faculty development, whether they be located on campus, on other
campuses of the University System, at the System level, or in other locations. The plan for
faculty development should a) define specific goals or outcomes that the plan is designed to
achieve; b) outline the activities that can be undertaken to achieve the goals or outcomes; c) set
appropriate times within which the goals or outcomes should be accomplished; and d) indicate
appropriate criteria by which the faculty member should monitor progress. The faculty member's
unit administrative head is responsible for forwarding the formal faculty development plan
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resulting from a post-tenure review to the appropriate administrative office at least one level
above the faculty member's unit as specified by the institution. The administrative unit head and
the administrative officer at least one level above the faculty member's administrative unit as
specified by the institution are jointly responsible for arranging for appropriate funding for the
development plan, if required.

The administrative unit head will meet with each faculty member whose post-tenure review
concluded that performance was unsatisfactory, at the time of the annual review to review
progress toward achieving the goals of a formal faculty development plan. A progress report that
is included in the annual review will be forwarded each year to the appropriate administrative
officer at least one level above the faculty member's unit, as specified by the institution.

It is the responsibility of the unit head and a peer-review committee to be established in
accordance with procedures determined by the institution to determine if after a period of three
years, a faculty member, whose performance was deemed unsatisfactory in the post-tenure
review, has been successful in completing a formal faculty development plan and to report that
finding to the appropriate administrative office at least one level above the faculty member's
unit. The institution will specify the options available to the institution for a faculty member with
an unsatisfactory performance on post-tenure review who has not been successful in completing
a formal faculty development program. The institution may include as one option dismissal for
cause under Board of Regents' Policy 803.09K2.

3.2.8.9 Other Provisions
In addition, the institutional plans for post-tenure review should also contain provision for the
following:

a. Faculty administrative units must maintain a record of reviews completed, including the names
of all members of review committees.

b. At the end of each academic year, the faculty administrative units must forward to appropriate
administrative office at least one level above the unit, as specified by the institution, a report
listing the names of faculty members reviewed during the academic year and listing the names of
the review committee for each faculty member reviewed.

c. Institutions with periodic assessments or evaluations of academic units should include an
evaluation of the post-tenure review process in the unit.

3.2.8.10 Appeal
A faculty member who disagrees with the results of a post-tenure performance review, including
the plan for faculty development, shall have the right to appeal as defined by the institution in
implementing this policy.

3.2.8.11 Merit Pay and Study and Research Leave
Each institution shall prescribe how the results of the post-tenure review, and the response of a
faculty member to any faculty development plan resulting from the review, will be related to
merit pay increases and study and research leave.
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3.29 POST TENURE REVIEW AT ATLANTA METROPOLITAN COLLEGE

Atlanta Metropolitan College will conduct Post-Tenure Review in accordance with the Faculty
and Staff Development Policy direction recommendations adopted by the Board of Regents in
April 1996, which directed all institutions in the University system of Georgia to develop (1)
criteria consistent with the institution's mission and (2) procedures for conducting post-tenure
reviews. The main objective of these reviews is to encourage faculty development. Through
periodic review, faculty members can identify opportunities to reach their full potential in
service to System institutions. The reviews will be "both retrospective and prospective,” which
will permit a review, of faculty members' accomplishments over a period of years and an
analysis of their long-range goals.

3.2.9.1 Procedure

e Faculty Subject To Review
All tenured faculty, including those serving as Division Chairpersons, but excluding those
serving in only administrative positions will have post-tenure reviews. A tenured faculty member
returning to teaching from a full-time administrative position will be reviewed in the fifth year of
teaching. Notification of review will come from the Vice President for Academic Affairs.

e Frequency of Review
Each tenured faculty member will be reviewed in the fifth year after tenure or his/her most recent
promotion, and reviews will continue at five-year intervals unless interrupted by a promotion.
Promotion in rank will start a new five-year cycle. The post-tenure review may occur
concurrently with a review for promotion. Both processes will be carried out in full, and
appropriate portfolios should be prepared for each.

Initially, Atlanta Metropolitan College used its College Review Committee for Promotion
Tenure (CRCPT) to divide randomly eligible faculty (those who have not received promotions
within the last five years) into three groups to be phased in over a three year period.

3.2.9.2 The Reviewers: Post-Tenure Review Committee
A committee composed of three tenured faculty peers conducts the post-tenure reviews.

3.2.9.3 Committee Compositions
The faculty member selects one individual from those eligible, i.e., tenured faculty members who
are neither a Division Chairperson nor concurrently up for post-tenure review. The two
remaining members will be determined by modified random drawing from the College
Promotion and Tenure Committee. If a reviewee does not select a member of this committee in
the time frame allotted, all three reviewers will be selected from the College Promotion and
Tenure Committee by its modified random process.

When a Division Chairperson is being evaluated for post tenure, he or she may select a Division
Chair to serve as one of the members of the panel subcommittee.
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Division shall be determined by the faculty member's official assignment made by the college.
Teaching a course in another division does not constitute being a member of that division.

Discipline is determined by the area denoted in the rank of the faculty member as published in
the catalog and/or documented in the official records of the college and by the subject areas
taught by the faculty member.

One member from the CPTC will convene the committee at which time a chairperson will be
elected.

The responsibilities of the Post-Tenure Review Committee Chairpersons will include the
following:
e Sending to the VPAA the names of those who compose the committee.
e Being aware of and accountable for the maintenance of the timetable.
e Convening the committee in a timely manner.
e Facilitating the review and evaluation of the reviewee's portfolio.
e Leading the committee in assessing documents.
e Communicating with the reviewee in writing the committee's suggestions of additions,
corrections and/or deletions, to the portfolio.
e Making sure records of the committee’s actions are maintained.
e Reporting to the CPTC actions taken.
e Providing written ‘informed and candid feedback' to the reviewee, of the Post-TRC's
findings.
e Providing a copy of the above communication to the reviewee's division chair and the
Vice President for Academic Affairs.

3.2.9.4 Review Criteria
Criteria already in place for promotion and tenure will be used; the major emphasis will be on

excellence in teaching. (Examples of Adequate and Excellent Performance are found on pp. 6-7
of the Portfolio Preparation Guide).
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3.2.10
CALENDAR FOR COLLEGE PROMOTION, TENURE,
PRE AND POST TENURE
REVIEW PROCESS

By the end of spring semester prior to the review, the Vice President for Academic Affairs will
notify all eligible candidates for Promotion, Tenure, Pre and Post Tenure of their eligibility and
of the appropriate policies, procedures and guidelines.

3.2.10.1 Promotion and Tenure
Portfolios are due to the Vice President for Academic Affairs by August 20 (or

the
closest business day of the previous week).

Division Chairperson completes the review and forwards his or her evaluation by
October 13 (or the closest business day of the previous week).

College Promotion and Tenure Committee completes and forwards its
evaluation by November 10 (or the closest business day of the previous week).

Applicants may appeal/respond to the College Review Committee’s
recommendations by the end of the semester (December).

Vice President for Academic Affairs completes and forwards his or her evaluation
by January 7th (or the closest business day of the previous week).

The President makes recommendations by February to the Chancellor’s Office.

3.2.10.2 Pre and Post Tenure

Portfolios are due to Vice President for Academic Affairs by January 7
(or the end of the closest business day of the previous week).

College Review Committee for Promotion and Tenure Subcommittee completes

and forwards its evaluation by January 15 (or the end of the closest business day
of the previous week).
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IV. ACADEMIC RESPONSIBILITIES

41 ATTENDANCE

4.1.1 Faculty Attendance
Because the primary objective of the college is the promotion of learning, faculty members are
expected to be prepared for all assigned courses, to arrive promptly and to provide for a full
instructional period. In the event of an emergency, such as illness, accident, or family crisis,
faculty members should contact their Division Chairperson and with that chairperson’s
assistance make every effort to notify students if the class has to be canceled for that day. At the
end of each month, faculty members must file with the Division Chair a Monthly Report of
Absence Form, recording all absences for the month. The official sick leave record will be
compiled from this form.

4.1.2 Student Attendance
Scheduled class meetings are a fundamental element in the educational process, and students are
expected to attend class regularly. Recognizing that the role of the scheduled class varies with
the instructor, the student, the course, and the method of instruction, the following regulations
have been established:

The establishment of course attendance requirements for each course is the responsibility of the
individual instructor. A written copy of the attendance policy for each course is given to each
student by the instructor at the beginning of each semester. This announcement shall indicate
what penalities, if any, the instructor shall assess for specified numbers of student absences.

It is recognized that, for personal reasons and approved college activities, students may be
required, on occassion, to be absent from class. In such cases the student must assume the
responsibility for seeing the instructor and making arrangements for make-up work, if such
make-up work is available and possible. Final approval for any class absence remains with the
individual instructor.

Students who enter classes after the first scheduled meeting are responsible for making up
assignments missed. Days missed during the drop/add period will normally be counted as days
absent.

4.2 ATTENDANCE RECORDS

Strict attendance records must be kept by all faculty, since the college is regularly audited by the
Veterans Administration, VVocational Rehabilitation and various grant agencies. At the end of
each term, faculty members should return to their Division Chairperson the gradebook (or
equivalent record form) provided them at the beginning of the term, with complete and
understandable attendance records for each student, for permanent filing. Faculty members
should keep a photocopy of the records for their files.

4.3 CLASSROLLS
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Faculty receive four sets of class rolls each term: an initial roll compiled immediately after
registration, an official roll after the drop-add period, a midterm roll in conjunction with the
Census Report, and a grade report roll for reporting course grades. Faculty should check each of
these rolls carefully.

Any student whose name is not on the initial roll must present a 'Paid Receipt' indicating
enrollment in the course and section, and a stamp by the Business Office [in order to remain in
the course.]

Any student whose name does not appear on the official class roll should be sent to the Registrar
immediately to clear up the discrepancy. This roll should be accurate. A student who is not
listed on this roll should not be allowed to remain in class except upon written notification from
the Registrar.

The midterm roll serves as a final check before grade report rolls are printed. At this time,
faculty members also complete a Census Report verifying the accuracy of the midterm roll.

The grade report roll on which course grades are reported is available on the last day of classes.
4.4 CENSUS REPORT

The Census Report should accurately reflect who is attending a class at that point in the
semester. This form should reflect any student attending a class but not on a roll, as well as those
students whose names appear on the roll, but have never attended.

45 SYLLABUS

All faculty members are expected, at the beginning of each course, preferably on the first day of
class, but no later than the end of the first week, to present students with an initial syllabus
providing basic information about the course. This document must include: (a) faculty
member’s name, office location, office telephone number, office hours, and email address (if
applicable); (b) course number and title; (c) description of the course, including co- and pre-
requisites; (d) course outcomes; (e) expected results; (f) methods of assessment; (g) textbook(s);
(h) attendance policies; (i) course outline; (j) class calendar; (k) instructional techniques. (See
checklist in Appendix)

At the beginning of each term, three copies of the syllabus must be given to the Division
Chairperson who keeps one for Division records, places one in the individual faculty member's
file, and sends one to the Vice President for Academic Affairs.

4.6 TEXTBOOK
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ADOPTION POLICY

All textbooks ordered for courses taught at the college must be ordered through the Atlanta
Metropolitan College bookstore and the bookstore will order all books requested by the
divisions. Although the selection of a textbook is the prerogative of the individual instructor
with approval by the Division Chair, common texts should be adopted for all sections of a
multiple-section course. Additionally, once a book has been adopted for use by a division, the
text edition must remain the same for two years unless the specific edition has been discontinued
by the publisher or because of unusual circumstances. The bookstore should be notified each
spring of changes in textbooks for the following academic year.

Orders for textbooks must be placed by the Division Chair (through the Office of the Vice
President for Academic Affairs) one week prior to midterm of the term preceding their use.
Professors should request desk copies directly from the publisher rather than from the bookstore.

4.7 OFFICE HOURS

Faculty members are expected to schedule a reasonable number of office hours each week and to
make themselves available to students during those hours. Generally, ten office hours per week
are considered reasonable. Faculty who teach studio or laboratory courses and have a
correspondingly greater number of student contact hours than the norm may schedule fewer
office hours. Part-time faculty are expected to schedule a minimum of two office hours per week
per three credit hour course.

Each term, scheduled office hours must be announced to students and incorporated into the
course syllabus, posted on the faculty member's office door, and given to the Division Secretary.

4.8 GRADING SYSTEM

Grades are awarded at two periods during the academic term — at mid-term and at the end
of the semester. Faculty should submit grades directly to the Registrar’s office on the official
form circulated by the Registrar’s office.

481 Grades

The Atlanta Metropolitan College Catalog contains detailed discussion of the College grading
system. Briefly, grades in credit classes are the standard "A", "B", C, "D", or "F". In Learning
Support the grade of “IP” (In Progress) indicates progress in a course; however, the student is
required to repeat the course.

A student withdrawing before midterm will receive a "W" grade. A student withdrawing after
midterm will receive a “WF” .

4.8.1.1 Grade of Incomplete
A grade of Incomplete indicates that a student was doing satisfactory work, but for non-academic
reasons beyond his or her control was unable to meet the full requirements of the course. The
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student must arrange with the instructor before the end of the semester for an “I” grade to be
awarded. Additionally, the student must make arrangements with his or her instructor for the
removal of the “I””. The student has one semester to remove the “I””. If the “I”” is not removed
within the specified time, it will be changed to an “F”.

4.8.2 CHANGE OF GRADES

Once grades have been submitted to the Registrar, faculty members may change grades only
when: (a) an error was made in computing the grade; or (b) a portion of the student's work,
submitted prior to the final semester deadline, was overlooked in evaluating the student's
performance in the course. Change of Grade Forms are available in the Division Office; a
sample form is in the Appendix of this Handbook.

The Change of Grade request must be clearly substantiated by class records such as roll books,
students’ graded papers and formula or scheme for grade calculations. These should show that
errors such as summation, averaging or percentage calculation of grade was, in fact, committed.

4.8.3 PROCEDURE FOR APPEALING A COURSE/FINAL GRADE

Students have a right to appeal a grade when they believe an error has been made. However, the
appeal process must be initiated within one semester (Fall, Spring) immediately following the
semester in which the grade was assigned. The following steps should be followed:

Step 1. Within the first semester immediately following the assignment of a final grade, the
student who wishes to appeal the grade must meet with the instructor. At this meeting,
the student and instructor must make every effort to resolve the disagreement and arrive
at a mutual consensus. (Note, if the instructor is no longer employed by the college, the
appropriate Division Chairperson will handle the matter.)

Step 2. If, after Step 1, a student wishes to pursue a change of grade, the student must make a
written appeal to the appropriate Division Chairperson within twenty working days of
the meeting with the instructor. Supporting documentation must be attached.

Step 3. The Division Chairperson may meet with the student and instructor individually
or jointly to review the student’s appeal and to review any materials needed to
form an objective decision.

Step 4. The Division Chair will make a decision and submit the decision in writing
to the faculty member and student within ten working days.

Step 5. If the student wishes to further appeal the decision of the Division Chairperson, he or
she may seek redress from the VPAA. The VPAA will review the student’s original
written appeal, supporting documentation and the decision of the DCP before rendering
a decision.

Step 6. The Vice President will provide a written decision to the student within ten days
of the recommendation.

Step 7. If, after Step 6, the student still wishes to pursue a grade change, the student has
ten (10) working days in which to make a written appeal to the President.

484 THE FAMILY EDUCATION RIGHTS & PRIVACY ACT
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There are many legal considerations involved with grades and grading. The following is a
synopsis of these considerations.

According to The Family Education Rights and Privacy Act of 1974 and the Buckley
Amendment, the faculty is not permitted to release any information about a student or a student’s
grades. However, upon receipt of a notarized release statement from the student, grade related
information may be released.

4.9 CHANGES IN STUDENT’S COURSE SCHEDULE

Changes in students’course schedule are permitted only during the Add/Drop time period.
Forms are available in each academic division.

Such changes must have the approval of a Division faculty member and be executed within the
students' advising Division. For Learning Support Division — students should see an LS
Counselor.

Students' stamped “Paid Receipt" becomes their official schedule after the Add/Drop period is
over. Any courses dropped prior to this time are not shown on the students' official records.
Official Add/Drop dates per semester are given in the semester schedule of classes.

410 COMPLETE WITHDRAWAL FROM THE COLLEGE

Students wishing to withdraw from the college must obtain a Request to Withdraw form from the
Registrar’s office.

If circumstances make it impossible for a student to withdraw in person, the student should write
a letter to the Registrar who may initiate the Withdrawal on behalf of the student.

4.10.1 Hardship Withdrawal

Students who find it necessary to withdraw from the college for non-academic reasons may apply for a
Hardship Withdrawal through the Office of Academic Advisement and Disability Services.
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4.11 END OF TERM PROCEDURES
At the end of each term, faculty must complete the following activities:

4.11.1 Grade Submission

The Registrar will provide specific instructions concerning grade submissions. Grades must be
turned in to the Registrar’s office no later than the date specified by the Registrar. Any
corrections should be initiated by the instructor. If there is any discrepancy between the printout
and students actually attending the course, the Division Chairperson should be contacted
immediately. The grade report for each course should be turned in as soon as it is completed,
but no later than the specified date each term.

4.11.2 Final Examination Submissions

Each faculty member is expected to give a final examination in each course taught. A schedule
of final examination periods is in the class schedule published each term by the Office of the
Vice President for Academic Affairs. All information concerning final examinations should be
incorporated into the course syllabus. Any deviation from this schedule should be approved in
writing by the Division Chairperson.

Three copies of each final examination should be submitted to the Division Office; one copy is
placed in the individual faculty member's file, one is sent to the Vice President for Academic
Affairs, and one is maintained on file in the Division Office.

4.11.3 Course Attendance Records Submissions

Copies of course attendance records should be submitted in to the Division Office. These
records must contain data regarding how the final grades were determined. Forms for keeping
these records will be provided by the Division Office.

412 DIVISION RECORDS

Each Division shall maintain the following records:
Updated Faculty Vita
Course Syllabi
Evaluations Completed by Self, Division Chairperson and Students
Faculty Activity Report
Final Examinations
Official Attendance and Grading Books
Faculty Workload Agreement.
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413 FIELD TRIPS

Faculty members are encouraged to take students on field trips when such trips are an effective
means of enhancing student learning and accomplishing the goals of courses. But they should
consider that when students miss other classes to go on a field trip, it constitutes an interference
with other faculty members' efforts to accomplish the goals of their courses. In recognition of
these two conflicting considerations, faculty members should (a) try to arrange field trips so that
there is minimum interference with student attendance in other classes; (b) keep the field trips by
a particular class to a reasonable number, and (c) complete the designated form for field trips in
the Division Office at least one week in advance of the trip. A sample form is in the Appendix
of this Handbook.

Faculty members taking a class on a field trip should point out to students that they will be
excused from any penalties for class absence during the time required for the trip, but will not be
excused from doing the work required for the class(es) missed. Sponsors of field trips should be
prepared to accept the fact that on occasion individual students have important tests or other
requirements in other courses that necessitate their missing the field trip.

If under unusual circumstances a faculty member should wish to arrange an overnight field trip,
or a field trip of several days' duration, plans should be discussed in detail with the Division
Chairperson and must be approved by the Vice President for Academic Affairs. If the trip
involves a student organization or organizations, details should be approved by the Vice
President for Student Affairs. Any financial arrangements should be worked out in advance with
the Business Office.

4.14 ASSIGNMENT OF CLASSROOM FACILITIES

Classes must be taught in the classrooms to which they are assigned. If a classroom is
unsatisfactory, a request to change the assignment should be made through the chairperson.
Classroom chairs and/or tables should not be moved from one room to another by students or
faculty. The classrooms are set up with maximum seating for specific types of classes and
cannot be changed without adversely affecting other classes scheduled in the room.
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V. PROFESSIONAL AND PERSONAL RESPONSIBILITIES

5.1 GENERAL RESPONSIBILITIES OF THE FACULTY

Faculty members’ responsibilities are included in the list of general responsibilities in the college
Statutes.

5.1.1 Faculty Workload

The full-time teaching load normally consists of 14 to 16 credit hours per semester or 30
semester hours per academic year.

However, faculty workload includes more than teaching. The normal workload also includes
service to the institution and/or community, and professional growth activities. Faculty members
who are carrying out significant service activities may be released from some instructional
responsibilities to balance their workload.

5.1.2 Course Release

A reduction in the teaching load of an individual faculty member is recommended by the
Chairperson in consultation with the Vice President for Academic Affairs with approval from the
President. It should be related directly to the amount of time-consuming service in which the
faculty member in engaged. A request form for Course Release is available in Division offices;
a sample is in the Appendix of this Handbook.

A number of reasons are recognized as justification for a reduction in teaching load including
assignments made by the Chair to strengthen the academic Division. The following is a partial
list of other examples of considerations which may be used for configuring teaching loads for
individual faculty:

Large lecture section assigned to a single instructor: A large lecture is defined as one exceeding
60 students. Such a course can be counted as the equivalent of up to two courses pending
approval by the Chair.

Composition courses: When possible, faculty members teaching composition courses should not
be assigned more than three such courses during an academic term. However, such faculty will
be required to teach additional courses to ensure a full teaching load.

Major service roles: Consideration will be given for major institutional assignments such as
leading an accreditation self-study or conducting a major course revision to integrate
instructional technology.

5.2 REGISTRATION

50



All full-time faculty members are required to assist with pre-registration, regular registration,
and late registration. During the announced advisement period and during pre-registration, they
must give their advisees a chance to sign up for advisement sessions during both day and
evening hours. During regular registration they are required to be on duty as scheduled for
registration.

53 COMMITMENT TO CRITICAL THINKING, READING AND WRITING
ACROSS THE CURRICULUM

Faculty members in all disciplines are expected to provide opportunities for critical thinking and
academic writing. Faculty assignments should elicit more than short answers (phrases, multiple-
choice, and true-false). Every course should require some academic writing. Helping students
to achieve both critical thinking, reading and writing competence is the responsibility of all
college instructors. Additionally, faculty should provide opportunities for critical reading.

54  PROCEDURES FOR MODIFYING THE CURRICULUM
(Courses and Programs)

Creating and modifying the curriculum offerings at the college is a faculty-based process.
General policies governing the establishment of new programs of study and effecting substantive
changes in existing programs are contained in the Policy Manual of the Board of Regents of the
University System of Georgia. Within those general parameters, college policy regarding the
curriculum is listed below.

¢ All modifications, additions, or deletions related to the academic programs of study
originate within the division responsible for the coursework. The division must approve
any changes before submitting them to the Curriculum Committee for action.

e The college Curriculum Committee acts on recommendations forwarded from the
divisions. This committee is comprised of faculty representation from each division, as
well as representatives from the library and Academic Support Center. The Curriculum
Committee is empowered to act on matters related to the academic programs of study.

e The curricular matters for which this committee is responsible include but are not limited
to: individual course prefixes, titles, credit hours, and prescribed lecture and laboratory
hours; the addition or deletion of options within degree programs as well as the
certificates and degree programs themselves.

e After passage by the Curriculum Committee, the proposal is then sent to the Executive
Committee for approval. The proposal is then shared with the President for additional
study before it is submitted to the Faculty for ratification. The faculty will then vote to
accept the proposal or send it back to the division for further consideration.
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e The University System of Georgia must approve any degree program course changes
related to the Core Curriculum (transferable) work, as well as the addition or deletion of
certificates or degrees. A copy of the Proposal For Course To Be Added To Curriculum
form is contained in the Appendix.

5.5 USE OF THE ACADEMIC SUPPORT CENTER

Academic Support Center (ASC) facilities are available to any Atlanta Metropolitan College faculty
or staff member. However, faculty members must not send entire classes or groups larger than
four students to the lab without the written approval of the ASC director.

¢ All faculty members should become acquainted with Academic Support Center facilities
and personnel.

e Faculty members must use a Referral Form when sending students to the labs for
specialized assistance. Forms are available in the Center and Division offices.

e When leaving assignments in the lab, faculty should provide directions for completing
assignments (e.g. syllabus, original assignment, specified reference source or style
manuals, etc.) Initial instruction or introduction of a topic should take place in the
classroom.

e Any class activities to be scheduled in conjunction with the ASC must be authorized
by the Center supervisor or director.

e Faculty may have a single copy of any ASC handout. Division secretaries may reproduce
multiple copies for faculty.

e Faculty members wishing to have software programs installed on the computers in the
ASC labs must forward all requests to their division chairperson. Once aproved by the
ASC director, the division chair will notify the network manager who will coordinate all
software installation. Faculty wishing to recommend software purchases should do so
through their division chairperson.
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5.6 PROCEDURES FOR RESERVING COMPUTER LABORATORIES

Computer laboratories available for all class use are: A226 & L6
In order to reserve these electronic classrooms the following steps should be followed:
1. Pick up form(s) from division office
2. Fill out information and submit to division chair for approval/signature
3. Submit form(s) to the Vice President For Academic Affairs’s office for
availability and approval from the Vice President

The form(s) will be processed in the Vice President’s office with a copy forwarded to Campus
Security and to the faculty who requested the room either approving or denying access to the
laboratory. A copy of approved request will be kept on file in the Vice President’s office.

See forms in Appendix.

The full text of the Computer and Network Usage Policy is found in the appendix. The AMC
Computer Acceptable Use and Security Policy is found in each division office.

5.7 ACADEMIC ADVISING

Faculty advisors are an intricate part of the academic advisement process, which is coordinated
by the Office of Academic Advisement and Disability Services. Each Division Chairperson
designates a faculty representative who serves as a member of the AMC advisement team. In
monthly meetings, the advisement team members, led by the Director of Academic Advisement
and Disability Services, discuss advisement issues, refine advisement procedures, and develop
strategies for coordinating advisement activities within their respective divisions. Using data
from the Banner Student Information System, advisement team members ensure that each
student is assigned a faculty advisor, provide faculty advisors with information about advisement
policies and procedures, and assist with resolving problems that may occur during the
advisement period.

Each semester, students meet with their advisors during a designated three-week advisement
period to discuss the advisee’s program of study, career goals, appropriate courses, and other
essential academic advisement information. Faculty should be familiar with the descriptions and
requirements of all degree and certificate programs of their divisions. Additionally, faculty
members are responsible for maintaining an updated folder for each advisee. After each
advisement session, faculty members are expected to assist their advisees with an updated degree
plan and an appropriate list of courses for registration.

53



5.8 DISABILITY SERVICES

The Office of Academic Advisement and Disability Services coordinates the college’s effort to
provide accommodations to students with disabilities in accordance with the Americans with
Disabilities Act of 1990 and Section 504 of the Rehabilitation Act of 1973.

Students who are suspected of having a learning disability or who voluntarily disclose to
instructors that they have a disability should be referred to the Director of Academic Advisement
and Disability Services. The faculty member should not question students about their learning
disability, but should inform the students that the Office of Academic Advisement and Disability
Services may be able to assist in helping them to achieve academic success. (For further
information and responses to specific questions related to disability services refer to the booklet
“Serving Students with Disabilities, Questions and Answers for Faculty and Staff,”” July 2000)

5.9 ACADEMIC CONVOCATIONS

All full-time faculty members are expected to attend the President's Annual Convocation,

Honors Day, The Jean Childs Young Lecture Series, and Commencement exercises, as well as
any other formal academic convocation scheduled during the year. Request for absences must be
submitted to the President. Academic regalia is required at Commencement and on Honors Day;
faculty members are expected to provide their own regalia.

5.10 ACADEMIC FREEDOM

Teachers are entitled to freedom in the classroom in discussing issues relevant to their subject.
Pedagogical decisions should be made by the faculty in accordance with the policies of that
academic unit. Pedagogical decisions should be consistent with university policies, codes of
professional ethics and conduct as well as the educational goals of the course and the evaluation
standards held in the academic unit.

Teachers are entitled to full freedom in scholarly activities and in dissemination of the results,
subject to the adequate performance of their other academic duties.

College and university teachers are citizens, members of a learned profession, and officers of an
educational institution. When they speak or write as citizens, they should be free from
institutional censorship or discipline, but their special position in the community imposes special
obligations. As scholars and educational officers, they should remember that the public may
judge their profession and their institution by their utterances. Hence, they should at all times be
accurate, should exercise appropriate restraint, should show respect for the opinion of others, and
should make every effort to indicate that they are not speaking for the institution.

511 FACULTY MEETINGS
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Meetings of each academic division are held the first Wednesday of each month. Faculty are
expected to attend each meeting or to notify their Division Chairperson if for some reason they
must be absent. General faculty meetings are held at least once per term, and are announced in
advance. Faculty members are expected to attend, and should make arrangements with the Vice
President for Academic Affairs or the President if they have compelling reasons for missing a
faculty meeting.

5.11.1 The Faculty Meeting Agenda

Faculty members wishing to have items placed on the agenda for discussion at general faculty
meetings should contact the Secretary of the Faculty with the item. The secretary will in turn
report those items to the Vice President for Academic Affairs to be included on the agenda.
Items for the agenda should be reported to the Secretary of the Faculty at least one week in
advance to ensure its inclusion on the agenda.

5.12 FACULTY PARTICIPATION

5.12.1 Academic Governance

Faculty are reminded that their participation in academic governance is through their academic
divisions and through their representatives to standing committees. Recommendations come
from the various academic divisions to the various standing committees, ultimately going to the
Executive Committee of the College for a recommendation to the President and/or to the
Chancellor and the Board of Regents of the University System. (See College Statutes and
Section 5.5, Procedures for Modifying the Curriculum, Faculty Handbook).

5.12.2 Institutional Effectiveness Activities

Faculty members are expected to participate in all institutional effectiveness activities beginning
with the divisions strategic and operational planning. Further, the college’s commitment to
ensuring that all students reach programmatic and course outcomes, places faculty in the central
role of assessing how well students learn. Assessment activities are continuous and on-going
and empower both teachers and students to improve the quality of learning in the classroom.
Assessment of learning outcomes is a basic faculty responsibility.

513 FACULTY LIABILITY

From time to time questions arise concerning the liability of faculty members from injuries to
students engaged in such activities as laboratory work, physical education activities, or field
trips.

The State provides liability coverage; full details are available in the Business Office. Faculty

members should, of course, exercise appropriate diligence in the performance of their duties.
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To insure liability coverage, faculty members accompanying, supervising or transporting
students on college business should be very careful to insure that there is an official record in the
Division or other appropriate office. If student activity funds are involved, the record should be
with the Vice President for Student Affairs.

5.14 TUITION REMISSION AND REIMBURSEMENT

As evidence of its commitment to academic achievement and professional development, the
college's tuition remission program is offered to all regular, full-time employees, as a means to
increase the effectiveness of job performance. Employees are encouraged to obtain skills and
knowledge that may improve their opportunities for career advancement within the University
System of Georgia.

5.15 UNATTENDED CHILDREN ON CAMPUS

Under its Risk Management Policy, AMC does not assume responsibility and/or liability for
unattended minor children of faculty, staff, students and visitors in and around college buildings,
grounds and facilities. Because of the possible disruption of business, and for liability reasons,
employees are not permitted to have children at the workplace. For more detailed information,
please refer to the policy on children in the workplace in the policy section of this handbook.

5.16 INVENTORY AND SECURITY OF EQUIPMENT

The college keeps a local inventory showing where all equipment is at all times. Whenever there
is a need to move furniture or equipment, the faculty members initiating the move must prepare
an Equipment Transfer Report and submit it according to routing shown on the form. All rooms
containing valuable removable equipment should be locked after working hours.

If audio-visual equipment is utilized during a class period, the faculty member using the
equipment should make certain the equipment is returned to Audio Visual personnel before
leaving the area or make sure it is put in a locked room for protection.

5.17 GRANT PROPOSALS

Faculty considering the preparation of a grant proposal should first consult with their immediate
supervisor before starting work on the proposal, and, if the grant involves commitment of time
and resources by the college (as nearly all grants do, directly or indirectly), should confer with
their supervisor throughout the proposal-writing process. Early in the process, approval should
be obtained from the supervisor on a Grant Application Routing Sheet (Form 40). This form
provides signature spaces for approval by various officials of the College. Each signer must
have adequate time to review the proposal. After a proposal has been submitted and there is a
need to revise, amend or adjust the original proposal, a Grant Application Routing Sheet must be
included with the revisions and routed to the same officials who approved the original proposal.
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5.18 SUMMARY OF TRAVEL REGULATIONS

Statewide Travel Regulations can be accessed through the internet at
http://www.state.ga.us/Departments/AUDIT/Index/dept/med/trvipg.htm

On campus, the Director of Accounting Services is available to answer any questions concerning
travel regulations.

All travel forms can be found in your division office.

The following regulations will govern the travel of all employees of the College:

5.18.1 Request to Travel

The Request To Travel Form must be completed, including all appropriate signatures, and on file
in the Business Office prior to departure. A copy of the agenda or announcement of the meeting

or workshop being attended must be attached to this form. The completion of this form:

1. Provides official approval to travel on behalf of Atlanta Metropolitan College.
2. Provides for the encumbrance of estimated travel expenses against the travel budget of
the division/department.
3. Provides documentation of the approval to travel should faculty be involved in an
accident or injured while traveling.

5.18.2 Travel Advance Request

The Travel Advance Request Form provides for an advance of travel funds (minimum of $50.00)
for transportation costs by common carrier (airplane, etc.), lodging expenses, and meeting
registration fee. A completed Request To Travel form must be on file in the Business Office
prior to issuance of an advance travel check.

5.18.3 Travel Expense Report

This form should be completed in its entirety and submitted in duplicate immediately upon
faculty’s return to campus. It provides the official report of the actual travel expenses incurred
on the trip.
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5.18.4 Transportation

The choice between the use of a personal vehicle or common carrier must be made after a careful
analysis of the distance, available time, and overall cost factors of the trip have been considered.
Reimbursement for the most economical mode of transportation will be authorized. For
reimbursement for use of personal vehicles at the per mile rate, see recent travel guidelines
issued by the Office of Fiscal Affairs. Taxi service to and from the Atlanta Airport is limited to
the rate from the College. Personal auto and long term parking facilities at the airport should be
used unless the cost exceeds taxi fare.

A copy of the State of Georgia Contract for Airfare is available in Division Offices. This
contract is mandatory for use by State Employees traveling on official State business. Faculty
should refer to this contract as they make their airline reservations.

5.18.5 Lodging

Reimbursement is made for actual lodging expenses incurred at reasonable rates. All lodging
expenses must be documented by receipts. State employees traveling in Georgia on State
business are not required to pay county or municipal excise tax on lodging. Faculty must present
a Hotel/Motel Excise Tax Exemption form to the hotel/motel in order to avoid paying this tax.
(Forms are available in the Business Office.) Reimbursement for this tax is not available.

5.18.6 Meals

Reimbursement will be made for the actual costs of meals (receipts are not required) within
certain limits. Reimbursement for meal varies from state-to-state. For specific information
concerning current allowable costs reimbursement for meals, see travel guidelines issued from
the Office of Fiscal Affairs. Reimbursement of claims for fewer than three meals per day will be
evaluated in terms of the daily limit.

1. Breakfast: Reimbursement for breakfast expenses is permitted if departure is prior to
6:30 a.m.

2. Lunch: The noon meal is not reimbursable unless overnight lodging is incurred or
faculty are away from home on work assignment for more than 13 hours.

3. Dinner: Reimbursement for dinner expenses is permitted if faculty return after 7:30
p.m.

Reimbursement may exceed individual meal suggestions if the meal is a luncheon or banquet,
and is an integral part of the meeting, workshop, or conference, or is included in the registration
fee.
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VI. LIBRARY/MEDIA SERVICES

6.1 PHILOSOPHY AND GOALS OF THE LIBRARY

The primary goal of the Library is to insure that material is available to faculty and students in a
variety of formats. The staff anticipates demands and orders materials requested by students and
faculty provided funds are available and the requested materials are obtainable. The Library
staff also assists in the production of instructional materials.

The staff of the Library instructs the College community in methods to gain access to
information through available technology. Occasionally this instruction may take the form of
classroom presentations by staff members. Instruction in how to locate information takes place
as a regular activity of the Library.

Through all of its activities, the Library seeks to assist in the educational process by stimulating
interest in reading.

Faculty members are encouraged to bring classes to the Library for work sessions. However, a
one week notice is required. Library staff members are available to conduct tours of the Library
and to provide instruction on Library use and research methods.

6.2. GENERAL INFORMATION

The Library occupies two-and-one-half floors of the three-floor Library/Administration
Building.

First Floor: GSAMS Distance Learning.

Second Floor: Audio-Visual Holdings, Audio-Visual Equipment, Circulation Desk, Reference
Librarian’s Office, OPAC Catalog, reference area, reserve books, periodicals, current
newspapers, photocopy machine, microforms, microform reader/printers, librarians’ office
suites, browsing area, typewriters for student use, computers, restrooms, study carrels and, study
tables.

Third Floor: Books (Class A-Z), bound periodicals, restrooms, study carrels and tables,
archives, serials/helpdesk and, past newspapers.
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6.3 CIRCULATION

When books are checked out by faculty through the automated circulation system, a due date of
65 days is indicated. Except under special circumstances, periodicals and reference books may
not be checked out.

6.4 ORDERING BOOKS AND PERIODICALS

The Library supplies faculty members with order cards on which to suggest titles that the Library
should purchase. However, any method of requesting materials is acceptable. Copies of
advertisements and other book announcements should be attached. All subscriptions to
periodicals be approved by the Faculty Library Committee. Each semester the Library
Committee meets to review all subscriptions.

6.5 RECREATIONAL READING

Recreational reading is available to the college community through the Library. Each month the
college receives best sellers in fiction and popular non-fiction titles.

6.6 RESERVES

Space is available at the circulation desk to place items on reserve so that books which would
ordinarily circulate are restricted to in-library use. Faculty may place personal copies of books
and documents on reserve.

6.7 HOLDS

If students or faculty members have books checked out which another borrower wants, these
books may be held for the requester. The requester will be notified when the books are
available.

6.8 INTERLIBRARY LOAN

Items not in the Library collection may be obtained on interlibrary loan. The Library’s
involvement with SOLINET/OCLC permits us to know who has which books and periodicals
and to quickly transmit requests. Libraries within the University System do not charge for
interlibrary loans. Faculty members who request interlibrary loans should provide the staff with
as much bibliographic information as possible. Through OCLC, interlibrary loans usually arrive
in one to two weeks. Faculty are held accountable for all lost books and fines.
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6.9 USING OTHER LIBRARIES

Faculty/Staff ID’s can be used to participate in the University System of Georgia Universal
Borrowing Program. The faculty member’s name and mailing location must be in the AMC
Library Voyager Database.

Faculty can access the Universal Catalog remotely or in person and have items sent to AMC
Library for pick up or visit one of the University of Georgia System libraries. Faculty are
responsible for all borrowed materials and fines/fees. The lending college or university will
require a valid college identification card.

6.10 AUDIO VISUAL CENTER

Educational tapes and other types of audio visual hardware and software are housed in the Audio
Visual Center. Twenty-four hour notice is necessary for use of the materials and equipment.
Audio visual equipment will be picked up and delivered by Library personnel. Audio visual
equipment belonging to the college cannot be taken off campus.

The Center also has facilities and personnel to assist in the production of audio visual materials.
A limited amount of materials may be borrowed by computer through the Universal Catalog.

These materials may be delivered to the Atlanta Metropolitan College Library or picked up from
the lending institution. Faculty are held acountable for all lost books and fines.
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VII. CONTINUING EDUCATION

The main function of the Division of Continuing Education is to provide leadership in the
identification, development, and execution of non-credit learning activities that are consistent
with the interests and needs of students and the adult community. Continuing Education has
been designated as the focal point for all Atlanta Metropolitan College non-credit continuing
education activities. It is the policy of the college that all such activities that are developed or
conducted by Atlanta Metropolitan College personnel are to be registered, coordinated and
reported through the Division of Continuing Education. This includes conferences, institutes,
workshops, seminars, lectures, short courses, special training programs, and any non-traditional-
degree activity conducted by college personnel on or off campus.

7.1 COMPENSATION AND EXTRA COMPENSATION POLICIES

The Director is responsible for drawing up written agreements with personnel who serve as
instructors/consultants in Continuing Education activities. These agreements specify the name,
schedule and location of the activity, and if applicable, the amount of compensation that the
instructor is to receive upon completion of the activity. These agreements are made with the
expressed understanding that the work and compensation are predicated on the receipt of
sufficient registrations for the execution of the planned activity. If it is necessary to cancel an
activity, all rights to any compensation are waived.

The amount of compensation that Continuing Education instructors or consultants can receive is
governed by compensation and extra compensation policies adopted by the College. A sample
form for extra compensation is in the Appendix of this Handbook.

e Compensation for consultants/resource persons to the college may not exceed the average
hourly wage of regular full-time faculty members, except in the instance of outstanding
scholars, speakers, and performers of established reputation and national prominence, or
highly specialized or technical instructors teaching outside of the College's purview.
Such exceptions must be approved by the Vice President for Academic Affairs and the
President

e Extra compensation: The policy governing extra compensation for full time faculty in the
University System of Georgia has been set by the Board of Regents. Subsequently,
Atlanta Metropolitan College has developed regulations governing the execution of this
policy.

e Divide 1/3 of salary by total number of weeks in the term to determine weekly rate.

e Divide weekly rate by 40 hours to arrive at hourly rate.
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Multiply hourly rate by the number of hours that instructor works in Continuing
Education activity.

7.1.1 Board of Regents' Policy on Extra Compensation

Extra compensation may be paid, however, when all four of the following conditions exist:

The work is carried in addition to a normal full load;

Qualified persons are not available to carry the work as part of their normal
load,;

The work produces sufficient income to be self-supporting;

The additional duties must not be so heavy as to interfere with the performance
of regular duties.

When extra compensation is paid, it shall be in line with compensation paid for the performance
of the teachers’ duties.

When off-campus services conducted through Continuing Education can be included in the
normal workload of an individual, no additional compensation shall be paid. Extra
compensation shall be paid when the off-campus service meets the four conditions stated above.

7.1.2 Extra Compensation Requlations

Members of the College faculty and professional staff may be paid extra
compensation for providing instruction in courses and programs not considered a part of
their normal duties.

For work providing extra compensation when teaching within the regular school year,
faculty members must have the advance approval of their Division Chairperson, the Vice
President for Academic Affairs, and the President. The extra compensation form is not
needed during the Summer or when school is officially closed.

Full time administrative or service-budgeted faculty and staff cannot receive extra
compensation when they control the account or when their division is a major sponsor of
the program from which the extra compensation is to be paid, except with written
approval of the President.

63



VIIl. STUDENT SERVICES, REGULATIONS,
AND ACTIVITIES

8.1 DISRUPTIVE AND OBSTRUCTIVE BEHAVIOR

The Board of Regents stipulates, that any student, faculty member, administrator, or employee,
acting individually or in concert with others, who clearly obstructs, or disrupts, or attempts to
obstruct or disrupt any teaching, research, administrative, disciplinary or public service activity,
or any other activity authorized to be discharged or held on any campus of the University System
of Georgia is considered by the Board to have committed an act of gross irresponsibility and
shall be subject to disciplinary procedures, possibly resulting in dismissal or termination of
employment.

The Board reaffirms its belief that all segments of the academic community are under a strong
obligation and have a mutual responsibility to protect the campus community from disorderly,
disruptive or obstructive actions which interfere with academic pursuits of teaching, learning and
other campus activity.

The Board of Regents understands that this policy is consistent with resolutions adopted by the
American Association of the University Professors in April, 1968, and by the Executive
Committee of the Association for Higher Education in March, 1969, condemning actions taken
to disrupt the operation of institutions of higher education.

If a faculty member senses that a discussion or situation may become volatile or out of control, a
student should be sent to a Division Chairperson’s office or the Evening Administrators office.
The Administrator can call Campus Safety if needed. Faculty should not leave the classroom or
situation where the incident is occurring.

Campus Safety will contact the Vice President for Student Affairs. Faculty should keep a
written log of the incident and send a report to the Vice President for Academic Affairs. Please
refer to BOR Policy Manual Section 406.02.

8.2 STUDENT ACTIVITIES

The Student Government Association and approved student organizations sponsor many
activities, including such events as musical performances, speakers, exhibits, films, and the
coronation of Mr. and Miss. Atlanta Metropolitan College. Faculty members can make a
significant contribution to the students by serving as an advisor to student groups, and by
attending functions sponsored by student groups. If you wish to serve as an advisor, please
contact the Director of Student Activities.

8.3 STUDENT ACTIVITY BUDGET
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The overall coordination for student services and activities is the responsibility of the Vice
President for Student Affairs. The Director of Student Activities with the approval of the Vice
President for Student Affairs is responsible for coordinating the expenditures for funds that are
allocated to all recognized student organizations. Faculty Advisors are responsible for
submitting requests for expenditures for student organizations to the Director of Student
Activities, ensuring that each student organization submits an annual report of its activities and
budget requests for the next fiscal year.

8.4 REGISTRATION FOR STUDENT ORGANIZATIONS

An organization seeking approval must submit a Student Organization Registration Form at the
beginning of each school year.

Approval is granted only to those organizations whose purpose and proposed activities are
clearly related to the educational goals and mission of the college. Approval is denied if the
evidence presented shows that the proposed organization is likely to conflict with any of the
following:

Regular and orderly operation of the college.

The requirements of appropriate discipline within the college community.

The academic pursuits of teaching, learning and other campus activities.

The laws or public policies of the State of Georgia and the United States.

The Statutes and regulations of the college and the policies of the Board
of Regents.

Po0 T

8.5 CALENDAR OF EVENTS

The official college calendar of student activities is maintained in the office of the Director of
Student Activities. All special student activities and events, other than classes, whether
scheduled inside or outside, should be placed on it and cleared through that office.

8.6 EMERGENCY HEALTH SERVICES PROCEDURES
The following procedures are approved for emergency health services:

When a medical emergency occurs, faculty members must send a student to the nearest office to
telephone Campus Safety at (404) 756-4040. Faculty should not leave students with medical
emergencies alone but remain with them until campus safety arrives. Campus Safety will
determine if the student should be moved to another location and if Emergency Medical
Technicians (EMT) should be called. Students are responsible for paying for emergency health
services.

Campus Safety will consult with the Vice President for Student Affairs and will prepare an
incident report. A copy of the report will be filed in the Office of the Vice President for Student
Affairs. Campus Safety and/or the Vice President for Student Affairs will contact the student's
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parent(s), spouse, guardian, or any other designated persons to inform them of the student's
condition and the hospital to which the student may have been taken.

8.7 FIRE AND OTHER EMERGENCIES
Faculty must become familiar with the campus building exits and the evacuation route that is
posted in strategic locations (halls and classrooms) in all buildings. Upon hearing a sounding of

an alarm, faculty should maintain a calm atmosphere and follow the evacuation plan, while
assisting students to move calmly and quietly to the nearest campus parking lot.
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IX. HUMAN RESOURCES

The Office of Human Resources, which functions to serve the best interest of both the employee
and the College, is responsible for implementing college personnel policies. The Office of
Human Resources also handles employee records, orientation, benefit information, recruiting for
vacant positions, position classification, training, and wage and salary administration. If faculty
need further details or guidance on any of the following information, unless otherwise stated,
they should contact the Office of Human Resources.

The following information about benefits is an overview only. New employees receive detailed
benefit information during orientation. Because the benefit environment often changes,
employees should always contact the Office of Human Resources for current information
regarding rules and rates before making benefit decisions.

9.1 INSURANCE

The following information is a summary of employee insurance benefits. AMC offers regular
classified employees who work Y2 time or more the opportunity to purchase health insurance,
dental insurance, supplemental life insurance, dependent life insurance, accidental death and
dismemberment insurance, and disability income insurance. The Office of Human Resources
provides each eligible faculty with complete descriptions of the available plans and comparisons
of the benefits in each plan along with rates. New employees must enroll in benefits during the
first 31 days of employment. Eligible employees who do not elect benefits during the first 31
days of employment must wait until the annual open enrollment period to enroll. The month of
November is the annual open enrollment period with coverages effective January 1 of the
following year.

9.1.1 Medical And Dental Insurance Programs

All full-time regular faculty are eligible to participate in the college's major medical and dental
plans. Employees may elect to participate in the regular health plan or the plans of the Health
Maintenance Organizations. Descriptions of the plans and enrollment and claim forms are
available in the Office of Human Resources. Both employees and the College contribute toward
the cost of the medical insurance plans. One hundred percent of the dental insurance cost is paid
by the employee.

9.1.2 Basic, Supplemental, And Dependent Life Insurance

The college provides all full-time regular faculty $25,000 Basic Life Insurance. This coverage is
completely paid for by the college and includes accidental death and dismemberment. In
addition to Basic Coverage, faculty may choose to enroll in Supplemental Life Insurance for
themselves in amounts equal to one, two, or three times their annual pay, rounded to the next
$1,000.00. "Pay" means base wages or salary only, not their overtime pay or bonuses.

The cost of this supplemental coverage is based on age and the amount of coverage elected.
Faculty may choose to enroll in Dependent Life Insurance for their eligible spouse and
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unmarried children. They pay for this coverage just as they do for their own Supplemental Life
Insurance. The dependents are only eligible to enroll in this plan if the faculty member is
eligible and enrolled. The cost for dependent life insurance is a flat rate, regardless of the
number of dependents covered.

9.1.3 Long-Term Disability Insurance

The college has a long-term disability insurance program in which all full-time employees may
elect to participate. This is a voluntary plan, with elimination periods of either 90 or 150 days
with all premiums paid by the employee. The monthly benefit for long-term disability is 60% of
monthly salary up to a maximum of $7,500. The employee pays the full premium for this
coverage. Further information on the plan may be obtained from the Office of Human
Resources.

9.2 WORKERS COMPENSATION

As required by the law, O.C.G.A. 34-9-81.1. the State Board of Workers’ Compensation Bill of
Rights for the insured worker, any on-the-job injury must be reported immediately, but not later
than 30 days after the accident, to your supervisor and the Office of Human Resources. Failure
to do so may result in the loss of the benefits.

9.3 RETIREMENT

9.3.1 TEACHERS RETIREMENT SYSTEM OF GEORGIA

All faculty members who are employed one-half time or more are required to enroll in the
Teachers Retirement System of Georgia as a condition of employment, unless they are eligible
for participation in the optional retirement plan administered by the University System of
Georgia's Board of Regents. Details of these plans are provided in the employee's orientation
packet.

9.3.2 TAX-SHELTERED ANNUITY PROGRAM

Atlanta Metropolitan College offers its faculty members the opportunity to invest a portion their
salaries in a tax-deferred annuity program. Under this investment program, authorized by
Section 403B of the Internal Revenue code, all contributions and earnings are exempt from
federal and state taxes until they are withdrawn, typically at retirement. The College will accept
annuity contracts from any company licensed to sell tax deferred annuities in the State of
Georgia, providing the company qualifies under the College's participation guidelines.

9.3.3 SECTION 125 PLAN

The college offers a Section 125 Plan, which permits employees to reduce their taxable income
by the amount of their health and life insurance premiums. Enrollment in the Section 125 Plan
to shelter premiums for health benefit plans is automatic for employees who participate in the
health benefit plans offered by the University System of Georgia.
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9.4 PAYROLL DEDUCTIONS

The following information is required by the college. New faculty members should complete
this information in the Office of Human Resources as a part of their new-employee orientation.
This will ensure prompt inclusion on the payroll and enrollment in the various benefit programs
of the College.

9.4.1 EEDERAL (W-4) AND STATE (G-4) INCOME TAX

The college is required to make withholdings of Federal and State Taxes from salary payments
based on the number of allowances claimed on the Forms W-4 and G-4 by the employee. Any
change in allowances should be reported to the Office of Human Resources immediately to
ensure proper payroll deductions.

942 SOCIAL SECURITY

All eligible faculty of the college are required to participate in the Social Security program and
all requirements, benefits and privileges of Title 111 of the Social Security Act of the Social
Security Administration. Payroll deductions are made for the employee's share of the cost of the
insurance with the College paying a matching share. Student assistants are exempt from Social
Security. Non-immigrant aliens may be exempt in accordance with the provisions of their visas.

9.5 UNEMPLOYMENT COMPENSATION

All college employees are covered under the Georgia Employment Security Law, commonly
known as Unemployment Compensation. This law was enacted to provide a source of economic
security when faculty become unemployed through no fault of their own. This helps the worker
get through the trying period of involuntary unemployment. Eligibility for benefits is
determined by the Georgia Department of Labor.

9.6 GARNISHMENT OF WAGES

It is the legal responsibility of the college to make required deductions from an employee's
earnings that are within control of the college, upon service of a Summons of Garnishment The
college is compelled to file an answer within a very restricted time period. The University
System considers the acceptance and settlement of just and honest debts to be a mark of personal
responsibility. Repeated instances of default in payment by employees, after appropriate
counseling, shall be considered sufficient grounds to terminate for cause.
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9.7 LEAVE BENEFITS

9.71 SICKLEAVE

Full-time faculty members (9 month), Department Chairpersons, and Vice Presidents on annual
contracts accrue sick leave at the rate of one day per month of full time service. Effective July 1,
1983, academic year faculty became eligible for continued pay during illness for a period to be
determined by the number of days of sick leave they had accrued. Eligibility for sick leave days
now accrue at the rate of one day for each month of full-time sick leave teaching (nine days per
academic year). Summer faculty and regular faculty on part-time contracts teaching one-half
time or more will accumulate sick leave in an equivalent ratio to their percentage of time
employed. Faculty members working less than one-half time, and temporary faculty members,
will accrue no sick-leave eligibility. Sick leave shall be cumulative, with no maximum limit.

In determining sick leave eligibility for faculty members on academic year (nine month)
contracts who served as faculty members at Atlanta Metropolitan College before July 1, 1983,
initial credit will be granted according to the following scale:

Years of Service Initial Number of
Less than 1 year 10 days
at least 1 year but less than 4 years 22 days
at least 4 years but less than 8 years 66 days
at least 8 years but less than 12 years 99 days
12 years or more 132 days

In determining the length of service of an employee of the College, any time spent on leave or
leaves of absence shall be excluded. A leave of absence shall not, however, have the effect of
breaking the continuity of service.

Sick leave may be granted upon approval of the Division Chairperson of a faculty member's
absence for any of the following reasons:

Breavement

IlIness or injury of the employee.

Medical and dental treatment or consultation.

Quarantine due to contagious illness in the employee’s household.

Maternity

Voting

Court Duty

Military

Iliness, injury, or death in the employee's immediate family* requiring the employee's

presence.

For sick leave purposes, immediate family is defined as the employee's spouse, child, parents

(foster or guardian), brother, sister, grandparents, grandchildren, in-laws of spouse, and any
relatives who live in the employee's household.
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9.8 ANNUAL LEAVE FOR VICE PRESIDENTS AND DEPARTMENT
CHAIRPERSONS

Twelve-month administrators earn annual leave days in accordance with the policy set forth in
the Personnel Policies and Procedures Manual of the University System of Georgia. Faculty
members employed under academic year contract neither earn nor receive annual leave.

Annual leave days for twelve-month professional personnel must be at a time convenient for the
College and approved in advance by the employee’s supervisor.

9.9 FAMILY MEDICAL LEAVE ACT (FMLA)

Any regular employee who has been employed on one half-time basis or greater for at least
twelve consecutive months and worked at least 1,250 hours over the previous 12 months, is
eligible for up to twelve weeks of unpaid family leave under conditions authorized by the
FMLA.

While family leave is unpaid leave, an eligible employee may use accumulated sick leave under
conditions authorized by current sick leave policies, along with annual leave with appropriate
approval, as provided by current college policies before or after requesting or utilizing unpaid
family leave. Spouses who are both employed by the college are jointly entitled to a combined
total of 12 workweeks of family leave for sick leave under FMLA and may be requested for the
following reasons:

e The birth of the employee’s child in order to care for the child,;

e The placement of a child with the employee for adoption or foster care;

e To care for a spouse, child or parent who has a serious health condition; or,

e A serious health condition that renders employees incapable of performing the
functions of their jobs.

The entitlement to leave for the birth or placement of a child for adoption or foster care will
expire twelve (12) months from the date of the birth or placement.

Employees seeking to use FMLA are required to provide a 30-day advance request of the
effective date FMLA leave will begin when the need is forseeable and such notice is practical.
In addition, the employee must provide medical certification to support the request for leave.
For the duration of FMLA leave, the employer must maintain the employee’s group health
insurance coverage. Upon return from FMLA leave, an employee must be restored to the
employee’s original job, or to an equivalent job with equivalent pay, benefits, and other terms
and conditions of employment.

9.10 HOLIDAYS
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Atlanta Metropolitan College observes 12 official paid holidays each year, including the
following. The dates may vary from year to year, but a schedule of the official holidays is listed
below:

New Year’s Holiday Independence Day Holiday
Martin L. King, Jr. Holiday Labor Day Holiday
Memorial Day Holiday Thanksgiving Holidays

Christmas Holidays
A terminating employee shall not be paid for any official holidays occurring after the last
working day of his/her employment.

9.11 FACULTY LEAVE POLICY

The President of the college may, with the approval of the Chancellor and the Board of Regents,
grant leaves of absence, with or without pay, to members of the faculty.

An important component of faculty development is the availability of time to be devoted to
study, research, scholarly or creative activity, retraining or instructional improvement. Atlanta
Metropolitan College believes that engaging in such activities will increase the faculty member's
contribution to the mission of the college. Therefore, leaves of absence with or without pay, may
be requested as far in advance as possible (preferably at least one academic term in advance),

and must be reviewed successively by the Division Chairperson, Vice President for Academic
Affairs, and finally by the President, who makes the final decision.

9.11.1 Leave of Absence With Pay

The following procedures should be followed in requesting leave with pay:

Faculty should write a letter to the President through their immediate supervisor requesting a
leave with pay. They should include the exact time period for which the leave is requested.
They should also include a statement indicating why they are requesting leave, as well as
suggestions as to how committees on which they sit or other obligations at the College for which
they are responsible may be handled during their absence.

Immediate supervisors should initial their letter indicating that they approve the request. The
letter should then be sent to the supervisor at the next level, initialed in a like manner, and finally
submitted to the President for approval.

Before being granted a leave of absence with pay, faculty members must sign an agreement
indicating that:

e For a leave of absence with pay lasting less than one academic year, they will
return to the College during the next academic term immediately after the leave
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period and will remain for a period of time equivalent to that covered by the
leave.

e [For aone-year leave with pay, they will return to the College at the termination of
the leave for a period of at least one year.

e If they do not return to the College for a full amount of time specified in the
agreement, they will immediately reimburse the College for the amount of
compensation received while on leave, as well as any other expenses paid by the
University System of Georgia during the leave.

Further, the evaluators reviewing requests for leave with pay will consider the following criteria
in making determinations:

e The College’s ability to find a suitable replacement for the person requesting
leave.

e Benefits to the academic division or College as a result of leave activities

e Longevity of requester at the College

e Requester’s service at the College

e Recommendation by the requester’s immediate supervisor

e The College's ability to fund leave
Within thirty days of returning to full-time responsibilities following a leave with pay, faculty
members must submit a written report to their immediate supervisor describing what was
accomplished during the leave period.
Leaves of absence, other than for sickness or for military service, are not granted automatically,
but are intended for the mutual benefit of the College and the faculty. Additionally, the
Chancellor is reluctant to consider recommendations for promotions of individuals who are on

leaves of absence.

9.11.2 Leave of Absence Without Pay

The following procedures should be followed in requesting leave without pay:

Faculty should write a letter to the President through the immediate supervisor requesting a leave
without pay. Please include the exact time period for which the leave is requested. Faculty
should also include a statement indicating why the leave is being requested, as well as
suggestions as to how committees on which the faculty sits or other obligations at the College for
which the faculty member is responsible may be handled during the absence.
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The immediate supervisor should initial the request letter indicating that he/she approves the
request. The letter should then be sent to the supervisor at the next level, initialed in like
manner and finally submitted to the President for approval.

For a leave of absence without pay lasting less than one academic year, the faculty member is
expected to return to the College during the next academic term immediately after the leave and
will remain for a period of time equivalent to that covered by the leave.

For a one-year leave without pay, the faculty member is expected to return to the College at the
termination of the leave for a period of at least one year.

With the approval of the President, leave without pay may be granted to faculty members for a
period not to exceed one year for the purposes outlined above. Before being granted a leave of
absence without pay, the faculty member must sign an agreement indicating that:

Within thirty days of returning to full-time responsibilities following a leave without pay,

a faculty member, must submit a written report to their immediate supervisor describing
what was accomplished during the leave period.

9.12 BEREAVEMENT LEAVE

In the event of a death in the employee’s immediate* family, an employee may be allowed five
(5) days leave with pay. Bereavement leave is charged to sick leave.

*For bereavement leave purposes, immediate family is defined as the employee's: spouse, child
(foster or guardian), parents (foster or guardian), siblings (brothers, sisters), grandparents,
grandchildren, in-laws, and any relative who lives in the employee's household.)

9.13 MATERNITY LEAVE

Disability due to pregnancy is considered the same as any other disability and appropriate sick
leave provisions of the policies shall apply.

9.14 VOTING
Employees are encouraged to vote in all federal, state and local elections. If the work schedule
would otherwise prevent faculty from voting, they may, at the discretion of the immediate

supervisor and in compliance with the Georgia State law, be permitted sufficient time off from
the job, with pay, in order to vote.

9.15 COURT DUTY
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Regular full-time employees called for jury duty or witness duty will be paid by the College at
the normal rate of pay for any regularly scheduled time lost from the job. Miscellaneous leave
will be granted upon presentation of official orders from the appropriate court.

9.16 MILITARY LEAVE

Regular full-time employees ordered to duty by federal or state orders shall be entitled to leave
with pay while engaged in the performance of military duty or while travelling to and from such
duty. The maximum length of military leave with pay is 18 working days in any one calendar
year. However, paid leave may be granted for up to 30 working days per calendar year for
declared emergencies by the Governor. Periods of absence for U.S. military or National Guard
duty not exceeding twelve consecutive months are treated as military leave without pay.

9.17 OTHER BENEFITS

9.17.1 Credit Union
The State Employees Credit Union, located at 130 Memorial Drive, SW, Atlanta, Georgia,
30303-3514, offers a variety of savings and loan services for our employees. For more

information, you may call their main office at (404) 656-3748.

9.17.2 ldentification Cards

Identification cards are available for all regular full-time and part-time employees. 1.D. cards
allow employees access to the Library, Academic Support Center, Student Center, and many
campus activities. For further information concerning 1.D. cards, contact the Office of Campus
Safety.

9.18 PROFESSIONAL DEVELOPMENT
Seminars And Workshops
Atlanta Metropolitan College uses existing resources to organize, conduct, and sponsor various

workshops and seminars which afford employees the opportunity to enhance their professional
skills, as well as remain knowledgeable of technological and procedural advancements.
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X. OTHER POLICIES and GENERAL INFORMATION

The full-text of College policies are located in the Office of Human Resources. The Sexual
Harrassment Policy, The Consolidated Alternative Dispute Policy and Network Usage Policy are
found in the Appendix of this document. The summation of other important policies and general
information with which faculty should become familiar are indicated below:

10.1 HARRASSMENT POLICY

Harassment is defined as verbal or physical conduct that denigrates or shows hostility or
aversion toward an individual because of race, color, religion, gender, sex, national origin,
sexual orientation, age, or disability, or that of their relatives, friends, or associates, and that:
e has the purpose or effect of creating an intimidating, hostile or offensive working
environment;
e has the purpose or effect of unreasonably interfering with an individual’s work
performance; or
e otherwise adversely affects an individual’s employment opportunities.

Sexual Harrassment is defined as sexual conduct of any nature which is not freely and mutually
agreeable to both parties. Examples include, but are not limited to:

e making, as a condition of employment, acceptance of unwelcome sexual advances
or requests, requests for sexual favors, or other verbal or physical conduct of a
sexual nature;

e Making submission to or rejection of such conduct the basis for employment
decisions;

e Creating an intimidating, offensive, or hostile work environment by such conduct.

Employees who believe they have suffered any form of harassment or retaliation may
immediately report the alleged conduct to their supervisor or to the supervisor of the person who
is behaving objectionably, so that a confidential investigation of the complaint can be
undertaken. Alternatively, the employee may report the alleged conduct to the office of Human
Resources/Affirmative Action Officer. Further, any employee who observes conduct by another
employee which he or she believes to be harassing, retaliatory, or discriminatory must report
such conduct as outlined above. All complaints of harassment will be treated confidentially and
will be investigated promptly and throughly.

10.2 RIGHT TO KNOW PROGRAM

The State of Georgia has enacted legislation to protect its employees from the dangers of
hazardous chemicals that may be encountered in the workplace. The College has developed a
plan to assure that all employees receive training and information about hazardous chemicals
present in their work areas. A copy of the Right-to-Know program can be obtained from the
Right-to-Know Office or the AMC Library.
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10.3 DRUGS AND ALCOHOL POLICY

The use of alcohol and illegal drugs by employees of the college is strictly prohibited on college
premises. AMC abides by the terms and provisions of the Drug Free Workplace Act of 1988. A
copy of the complete policy is available in the Office of Human Resources and is provided
during the employee’s orientation session.

104 SMOKING

Smoking is strictly prohibited in all campus buildings. AMC’s policy on smoking within the
workplace is in accordance with the college’s obligations as an employer for the health of its
employees and to protect the college against compensation damages under the Occupational

Health Safety and Welfare Act (1986).

10.5 GEORGIA OPEN RECORDS ACT

Certain information maintained by the college about an employee and the employee’s
employment record is considered to be a matter of public record and is subject to the Open
Records Act of the State of Georgia. This means that any citizen of Georgia may request access
to certain information contained in an employee’s personnel file without the employee’s
knowledge or consent. Open records requests are filed with the Office of Legal Affairs at the
Board of Regents and, by law, the office must provide access to requested information within a
stipulated timeframe. Although some information is excluded by law and cannot be accessed
under the provisions of the Open Records Act, employment and salary history as well as
performance evaluations are among the information that may be made available for review.

10.6 LEGAL MATTERS, STATE LAW ENFORCEMENT

The State Law Department has ruled that all requests for opinions of the Attorney General,
drafting of legal instruments, lawsuits, garnishments, and similar matters concerning institutions
of the University System come to the office only upon request of the Chancellor. Therefore, any
inquiry or request to be made of the State Law Department should be directed initially to the
President of the Institution for endorsement to the Chancellor.

10.7 SURPLUS PROPERTY DISPOSAL

There are specific procedures governing the disposal of surplus state property. Since the
penalties for non-compliance are severe, the procedures should be noted. Further information is
available from the Vice President for Fiscal Affairs.

10.8 CONTRACTS AND GIFTS

The regulations of the Board of Regents and the fiscal policies of the State of Georgia provide
that the President of the Institution must authorize the commitment of the facilities, staff, or

institutional services and is the only officer of the institution who may enter into a contractual
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agreement with any agency external to the Institution. Proposed agreements should be routed
through usual channels and must be affirmed by the President.

Both the Vice President for Academic Affairs and the Vice President for Fiscal Affairs have
responsibilities for the proper execution of grants and contracts. A proposal may be initiated by
any faculty members and sent through channels for approval by the Vice President for Academic
Affairs and the President. The Vice President for Fiscal Affairs has responsibility for grant
accounting and preparation of financial reports, and for the collection of payments from
sponsoring agencies. All College regulations, particularly purchasing regulations and travel
regulations, must be complied with in the administration of grants and contracts.

10.9 SOLICITATION OF GIFTS

No faculty member is permitted to solicit funds for scholarships, loans, grants, equipment, or
supplies, without prior approval by the proper College officials. Further, the soliciting of prizes
or awards either in merchandise or money and the selling of advertising are not permitted.

10.10 GRATUITIES

The Board of Regents’ policy regarding gratuities reads as follows: An employee of the
University System shall not accept gratuities, courtesies, or gifts in any form whatsoever from
any person or persons, corporations, or associations that directly or indirectly, may seek to use
the connection thus formed for securing favorable comment or consideration on any commercial
commodity, process or undertaking.

10.11 CANVASSING AND SOLICITING

Canvassing, placing of signs and posters for solicitation purpose, collections for any purpose,
and sale of tickets or merchandise are prohibited on the College premises.

10.12 TELECOMMUNICATIONS & UTILIZATION

All telephone charges are the responsibility of divisions or units. When faculty have problems
with telephone service they should notify the appropriate divisional personnel. All requests for
changes in service must be channeled through the division or unit. It is state law that only job-
related long distance calls are to be made from institutional telecommunications equipment.
This limitation includes calls made on the state long-distance network known as GIST (Georgia
Code annotated section S-16-8-5). College telephone lines must be kept clear for business use.
Personal long distance calls may not be charged to the college, as this constitutes a misuse of
state funds. Other university equipment, such as fax machines and photocopiers, are also for
college business only.

10.12.1 COMPUTER UTILIZATION

Employees are reminded and encouraged to use their assigned electronic mail account as well as
internet access responsibly and in compliance with state and federal laws and college policies
and procedures. All employees shall use software only in accordance with the AMC license
agreements. Any duplication of copyrighted software is a violation of federal law and AMC
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policy. Questions regarding software, internet, and email policies may be directed to the Office
of Management Information Systems.

10.12.2 UTILIZATION OF COLLEGE EQUIPMENT

It is against the state law to use college equipment, such as telephones, photocopiers, and
facsimile machines, for personal use or gain.

10.12.3 USE AND CHECK OUT OF COLLEGE PROPERTY

Personal property owned by an institution shall be used only for institutional purposes.

No employee in the University System shall permit such property to be removed from the
campus of an institution for use on either rental or loan basis for personal use * (Policies, Board
of Regents, Section 914.02).

It is permissible to use college equipment when a representative of the college speaks before
civic clubs and other organizaitons in his capacity as a public servant and is providing a public
relations service for the college. The College Equipment Check-Out Approval Form must be
completed by the employee and approved by the unit head and appropriate vice president prior to
moving the equipment from college grounds.
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XI.  SERVICES AND SUPPLIES
11.1 ENTERING BUILDINGS AFTER HOURS AND WEEKENDS

Buildings on campus are secured after classes each day; however, faculty and staff may enter the
buildings by presenting an Atlanta Metropolitan College identification card to security
personnel and by meeting security requirements which include signing in and out on the security
log. Students must have prior approval and must be accompanied by a faculty or staff member.

11.2 MAIL

Mail to faculty is distributed to boxes, by division, in the mailroom. Delivery is usually made
about 11:00 AM. Outgoing mail is deposited in U.S. Mail window located on the 1% floor of the
Academic Building; it is dispatched daily at 4:00 p.m.

All outgoing mail requiring college postage and utilizing college stationary must bear in the
upper left-hand corner the appropriate department name in addition to the College’s return
address. When large clasp (manila or kraft) envelopes are used, the return address, name of
sender and Atlanta Metropolitan College departmental name must be placed in the upper left-
hand corner. These envelopes must be sealed. Only regular envelopes (#10 size) can be sealed
by the postage machine. All mail utilizing college stationery is regarded as official and is
subject to the above requirements. College stationery and postage must not be used for
unofficial personal matters.

11.3 KEYS

The college provides faculty and staff members with keys to their offices, and other keys as
needed. Requests are made on the key request form found in the division office and must bear
the approval of the appropriate Division Chairperson, and Vice President. This request should
be forwarded to the Department of Campus Safety. Original keys will be issued by the
Department of Campus Safety. Full information may be found in Key Control Polices and
Procedures, given to all faculty members when they are hired. Should a faculty member lose or
misplace a key, the Department of Campus Safety should be notified immediately. Faculty will
be assessed a fee for missing keys. Terminating employees must turn in all keys to Campus
Safety prior to the employee’s exit interview, and failure to do so may result in a delay of final
payment of wages.

11.4 SECRETARIAL SERVICES
The Secretary of each Division will provide basic clerical assistance to the Division Chair.

Since all faculty have access to a computer, division secretaries are not responsible for typing or
providing word processing for individual faculty members.

80



11.5 AUTOMOBILE REGISTRATION AND PARKING

All AMC employees who park their vehicles in the college parking lots must register their
vehicles and secure a parking decal each academic year from the Office of Campus Safety.
These non-transferable parking decals must be displayed in the window of the vehicle.

11.6 PURCHASING REGULATIONS

To assist department heads in controlling departmental budgets, the following policies and
guidelines relating to the purchase of contractual services, supplies, materials, and equipment
have been established. The policies and guidelines have been developed in accordance with
rules and regulations established by the Board of Regents, the Director of Purchasing of the State
of Georgia, and the Statutes of the State of Georgia.

11.7 PURCHASING POLICY

Any contractual services or items of supplies, materials or equipment that are required for use by
an employee of Atlanta Metropolitan College in the performance of the individual’s official
duties will be purchased from funds budgeted for such purposes for the employee’s department.

The head of each department has the primary responsibility for the control of departmental
budgets including the establishment of priorities in meeting the needs of their staff members
within the limitations of the department’s operating budget for the fiscal year.

No employee of the College is authorized to make purchases or to obligate the College in any
manner without the written approval of the employee’s department head and the Vice President
for Fiscal Affairs (or that person’s designated representative), secured in compliance with the
rules prescribed in this document.

All employees of the College are prohibited from securing items of supplies on a “charge” basis
in the name of the College. Charging purchases of services, supplies, materials or equipment to
the College without appropriate written authority conflicts with the state laws governing
purchases, and any employee who does not comply with this policy will be held personally liable
for the costs of the items involved.

Supplies, materials or equipment may be secured in compliance with the Purchasing Policy from
a vendor by the use of personal funds to be reimbursed from Petty Cash or from a vendor with
appropriate written authority through the Business Office.

The following sections describe the two methods of purchasing and outline the rules and
regulations:

11.7.1 College Procurement Department — (Business Office)
Items that do not qualify to be purchased through petty Cash must be secured by completion of a
Request for Supplies or Services form (hereafter called requisition) through the College
Procurement Department located in the Business Office. Requisitions generally will take several
days to be completed and processed into purchase orders. At least one week should be allowed
for processing of requisitions. Delivery of items is dependent upon the vendor. Needs must be
anticipated sufficiently in advance in order to allow the purchasing process to be completed and
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delivery to be effectively utilized. Many of the items secured in this manner must be submitted
to the State of Georgia Department of Administrative Services, Purchasing and Surplus Property
Division for handling. This process generally takes a minimum of 30 days.

Items covered by Statewide contracts must be purchased from these vendors/contractors; no
other mode of purchase may be used for contracted items. The College is required to purchase
items stocked by the State Central Supply (mostly office supplies). Certain certified products
must be purchased from the Correctional Industries and Factory for the Blind. More detailed
information about these and other purchasing regulations may be obtained from the College’s
Procurement Office.

In order to standardize the date required for prompt and orderly service, the following rules and
regulations have been established:

e All items must be requisitioned in writing on a properly completed departmental
request. No phone orders or oral requests will be accepted. No requisition will be
processed unless it bears the signature of the department head. If the department
head wishes to authorize one person to approve requisitions in the department head’s
absence, written notice must be sent to the Vice President for Fiscal Affairs. The
department head will be responsible for orders placed by the authorized person.

e Items that are being requisitioned must be separated according to types and submitted
on separate requisitions; i.e., items that qualify to be purchased from the budget for
supplies may not be ordered on the same requisition as an item that qualifies to be
purchased from the budget for printing, equipment, etc.

e Requisitions must include a description of each item which is adequate in detail to
process an order through the Purchasing Department of the State of Georgia
(manufacturer, model number, size, capacity, color, etc.).

e Requisitions should include the name and address of at least one vendor who can
supply the item. If the item can only be purchased from one source, this should be
stated in the section for special comments, i.e., sole source.

e The department head must indicate on the requisition any restrictions that he wishes
to be placed on the items being ordered; e.g., if the nature of the item is such that the
exact specifications must be followed. The requisition must include a statement that
“NO SUBSTITUTE WILL BE ACCEPTED” and written justification for the
restriction.

e The department head must indicate the amount of funds he or she has allocated from
his or her budget for the purchase by including an approximate estimate of the total
cost on each requisition. If the department head wants to place a limit on the amount
to be expended, he/she should indicate the desire/need to be contacted if cost exceeds
the set amount.

On the basis of the department head’s estimate, funds will be encumbered from the

appropriate budget to covert the cost of the items listed on the requisition.

The College is required by regulations to charge purchases to accounts in accordance

with the Business Procedures Manual of the University System of Georgia, e.g., only

certain items may be charged to supplies; equipment, with a few exceptions must have a

value of $1000.00 and a useful life of three years.

e Competitve bids must be secured on all requisitions totaling $2500.00 or more.
Persons requesting the purchase of goods or services requiring competitive bids
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should secure at least 3 bids. This will expedite the handling of your order. The bids
should be listed on the request form by showing amounts, name of suppliers and
suppliers’ representative giving the quotation. Any freight, handling charge,
container deposits, etc., that must be paid by the College should be stated on the
request. If freight is to be paid by the supplier, the notation “FOB Destination”
should be shown.

11.7.2 Petty Cash
To provide a method to secure low-cost items when it is not practical to requisition such

items through the Purchasing Department, a petty cash fund has been established in the Business
Office. To control expenditures made through the petty cash fund, the following rules and
regulations have been established:

Employees are permitted to expend personal funds for official “small purchases” that
are not available in the Central Stores (inventory of commonly used items) and to
obtain reimbursement from petty cash provided that the employee has the approval of
the individual’s department head. Prior approval must be obtained by completing a
Petty Cash Voucher (available in the Business Office).

Cash purchases are limited to $15 per purchase. Repetitive purchases on the same
day from the same vendor, or in immediate subsequent days, totaling more than $15
may be considered as an evasion of the $15 limit and could require a written
explanation and reimbursement disallowed.

Reimbursement will not be made for items that may be secured from the Central
Stores. IT IS THE INDIVIDUAL’S RESPONSIBILITY TO DETERMINE
WHETHER OR NOT CENTRAL STORES CAN SUPPLY THE MATERIALS
NEEDED.

Cash purchases made by a department are subject to State Purchasing regulations. It
is the responsibility of the individual making the purchase of $15 or less to be
familiar with the rules and regulations regarding such purchases. Individiuals who
are not familiar with the regulations should contact the procurement office.
Reimbursement. To obtain reimbursement from the petty cash fund, an employee
must submit a receipt in the form of an original vendor’s invoice marked “paid” or a
“Petty Cash Voucher,” signed by the vendor. The following requirements should be
met when the receipt is in the form of a vendor invoice:

e The receipt should be an original; it should not be a carbon copy or a
photocopy.

e The receipt should be marked “paid” and carry the signature of the vendor’s
representative and the name of the vendor. It should be a formal receipt not
merely a slip of blank paper on which the information has been written.

e The receipt should show the date of the purchase and the quantity, description,
unit price, and extension of each item purchased. Cash discounts, if allowed,
should be taken.

e Inthose instances where only cash-register receipts are obtainable from the
vendor, the cash-register receipt may be submitted for reimbursement
provided the vendor’s name is machine pre-printed thereon and provided the
cash-register receipt is accompanied by a complete “Petty Cash Voucher.” In
such cases, it is not necessary to obtain the signature of the Vendor’s
representative.
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e Almost all purchases made by Atlanta Metropolitan College are exempt from
Georgia Sales Taxes; therefore sales taxes are not reimbursable. It is the
responsibility of the purchaser to buy only from vendors holding tax
exemption certificates from Atlanta Metropolitan College. Names of vendors
who hold such certificates, and new certificates for vendors who do not hold
such certificates, may be obtained from the Procurement Office.

e Periodically, the custodian of the Petty Cash Fund will distribute the
purchases made through this method and charges will be made to the
departmental budget. It is the department head’s responsibility to maintain
data concerning petty cash transactions that have not been posted to the
accounting records during the interim.

11.7.3 Receiving Items Ordered

When the items purchased arrive on campus at Receiving they will be delivered to the
ordering department. The department will verify the receipt (in good condition) of the items by
signing the receiving copy of the purchase order. If the department picks the item(s) up directly
from the vendor, the person picking up the item(s) must report immediately to the Business
Office, sign the receiving copy of the purchase order, and bring all packing slips, invoices, etc.,
related to the purchase to the Business Office. Any discrepancies in pick-up orders should be
reported to the Procurement Office as soon as possible; e.g., all items not available at the time of
pick-up, price change, etc.
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11.8 GENERAL GUIDELINES COVERING EVENTS SCHEDULED

FOR CAMPUS FACILITIES
Atlanta Metropolitan Collge encourages maximum use of its facilities to meet the needs of the
community. Certain priorities and schedules are necessary in order to facilitate effective use
without conflicts. Facilities shall be used only for activities which are not in conflict with the
mission and purpose of the college or with the policies of the Board of Regents. Application
forms requesting use of facilities can be found in Division offices. Sample forms are in the
Appendix of this Handbook.

In keeping with the mission of the College, priority in the use of campus facilities has been
established in descending order:

All courses scheduled by the Office of Academic Affairs.

College events involving the total College community

All programs sponsored by the Division of Continuing Education

All student activities approved by the office of Student Affairs.
Administratively approved programs initiated by a member of the professional
staff or faculty of the College.

Community activities as facilities may be available.

The following general regulations shall apply to all scheduled events in campus facilities:

College representatives may attend the authorized meetings.

There shall be no discrimination against any individual on the basis of race, sex,
handicap, religion, creed, age, or national origin in any program or activity which
utilizes any campus facility.

A fee may be required for use of the facilities. The amount of said fee will be
determined by the institution, taking into consideration the nature and extent of
the proposed event, the serving facilities required, equipment needed, etc.

A License Agreement Form may be required under certain conditions, as set forth
in the Board of Regents Policy Manual, Section 914.03.

The group must adhere to the rules and regulations set forth by the College and by
the Board of Regents of the University System of Georgia, including College
parking regulations.

Alcoholic beverages and drugs are not permitted on campus.

Smoking is not permitted in any campus building.

Proof of liability insurance may be required of the group. The amount of liabiltiy
insurance required will be determined by the institution on a case-by-case basis,
taking into consideration the nature and extent of the proposed event.

Where College scheduling assumes priority , the group may be asked to move to
another area of the College, either on a short-term or long-term basis.

Permission for use of facilities is granted for the one event only. Re-application
must be made for successive or additional events.

The College reserves the right to cancel the agreement at any time upon five days
notice or without such notice in the case of emergency, or for just cause.
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ATLANTA METROPOLITAN COLLEGE
Consolidated Alternative Dispute Resolution Policies and Processes

Policy

Atlanta Metropolitan College is committed to the prompt and fair resolution of the concerns of
sudents, faculty, and classified employees. The College does not discriminate on the basis of race,
religion, naturd origin, gender, age, sexud orientation, disability, or veteran satusin its practices,
programs, or activities.

Purpose

The purpose of the Atlanta Metropolitan College Consolidated Alternative Dispute Resolution
Policy isto ensure that disputes are congstently resolved at the lowest supervisory leve of the
Collegein atimdy and equitable manner. This policy complies with the University System of
GeorgiaBoard of Regents' gods and directives concerning conflict resolution initiatives for
inditutions. (See Appendix) Note: No individud's status with Atlanta Metropolitan College shall
be adversdly affected in any way as aresult of seeking redress under this palicy, nor shdl any
retaliatory actions be taken againgt an individud for participating in the Alternative Dispute
Resolution Processes be tolerated. Any such action taken against an employee or student for
seeking redress under this policy may be considered grounds for dismissal from employment a
Atlanta Metropolitan College.

Alter native Dispute Resolution ProcessesHow to I nitiate and Resolve Disputes

To ensure fairness and congstency in the College's relations with its students, faculty, and classified
employees, and to make the indtitutional environment more protective and respectful of the value of
conflict, three Alternative Dispute Resolution (ADR) Processes are incorporated in the College's
Consolidated ADR Policy. The ADR Processes and operationa definitions follow:

A. Alternative Dispute Resolution (ADR)-mediation, arbitration, ombudsperson.
These drategies are dterndives to traditiond litigetion. Either mechanism usudly
involves athird party neutral intervener to facilitate agreement between two parties
outdde thejudicid forum.

B. Informal Process involves the disputant(s) meeting with supervisors to resolve
issues.

C. M ediation Process-involves confidentia dispute resolution and collaborative
problem solving processes; provides trained impartial party or partiesto facilitate a
negotiation between disputants who have reached an impasse; espouses awin-win
process.

D. Formal Process adversarid activitiesin which a party or parties hear grievances,
anayze the evidence/documentation, and make a recommendation concerning the
resolution of the dispute.
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Disputant(s)employeg(s) or student(s) who have a per ceived conflict

Trained Mediator s-trained adminigtrators, faculty, staff or students who have
received mediation training from the University Systemof Georgia s Consortium on
Negatiation and Conflict Resolution in conjunction with the Chancdllor's Committee
on ADR.

mm

The College employs resource persons who are available to assst disputants in working with the
gppropriate persons to resolve issues. They are:
- Faculty and Staff

Director of Human Resources-for consultation concerning affirmative action, employee

benefits, compensation, Americans with Disabilities Act, Workman's Compensation or

civil rights related issues (See Section IX and Classified Employees Handbook).

ADR Committee Members

Students

Director of Academic Advising and Disability Services (See Student Handbook)

Director of Counsdling and Testing (See Student Handbook)

ADR Committee Members

The Director of Human Resources (Affirmative Action Officer), ADA Coordinator and ADR
Committee Chair also serve as resource persons for the Vice Presidents and the President.

Informal Process

All AMC employees and students must participate in the Informa and/or the Mediation Processes
prior to initiating the Formal Process. (Examples of selected Campus | ssues/Conflicts Appropriate
for Resolution Through the Informal Process are contained in the Appendix.)

Step 1. The Disputant(s) addresses the complaint to the faculty member, Divison
Chairperson, or immediate supervisor. If the complaint involvesafirst leve
supervisor, Division Chairperson, or professor, the complaint must be presented to
the next person in the line of supervison. The complaint mug bein writing.

Step 2. Complaints that cannot be resolved at the first supervisory leve or Unit
Head/Divison Chairperson level must be submitted to the gppropriate Vice
Presdent. The complaint must bein writing.
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Step 3. The Vice President shdl atempt to resolve the dispute informdly. If the
dispute cannot be resolved informdly, the Vice Presdent shal refer the disputant(s)
to the ADR Committee Chair for participation in the Mediation Process.

M ediation Process

The Mediaion Rrocess is not mandatory, but is strongly encouraged. This process must be selected
by disputants who are interested in meeting with atrained mediator or co-mediators to work out an
agreement that isfair to dl parties. (Examples of selected Campus Issues/Conflicts Appropriate for
Resolution through the Mediation Process and the Procedural Steps for the ADR Committee are
contained in the Appendix.)

Step 4. If referred for mediation by the Vice President, the disputant(s), within ten (10)
working days of the referrd, shdl initiate arequest for mediation services. The
mediation request must bein writing to the ADR Chair.

Step 5. If the disputants request mediation services, the ADR Chairperson and/or
Committee will determine if mediation is a viable option for the disputant(s).

Step 6. If the dispute is not a viable option for Mediation Process, the ADR Chairperson
will notify the disputants and appropriate Vice President (or President if the dispute
involves aVice President). If the Mediation Processis appropriate, the ADR
Chairperson will make the logistica arrangements and assign trained mediators from
the College or the Center for Negotiation and Conflict Resolution

Step 7. The mediator will assst the parties to come to amutud agreement that isfar and
meets the needs of dl parties. The mediator will not impose sanctions nor monitor
progress of the agreements or solutions.

Once the conflict is resolved, the mediation sesson will end with both parties signing
aconfidentid agreement. Note: Parties may consult their supervisor before signing
the agreement.

The mediator will make copies of the agreement for the disputants.
The mediator will not share the contents of the agreement with anyone.

Step 8. The ADR Chair will inform the Vice President or President that the dispute was
resolved or unresolved.

Step 9. If the dispute remains unresolved, the disputant(s) will be referred back to the
appropriate Vice President who shdl render adecision and/or refer the disputant(s)
to the Grievance Committee Coordinator for initiation of the forma grievance.
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Formal Process (Grievance Committee Hearing)

The Forma Process may be initiated only after the disputant has exhausted the Informal Process
and/or the Mediation Process in attempting to resolve a dispute. The Formal Processinvolvesa
hearing before a Grievance Committee. All Committee meetings, including meeting with the
disputants and the witness, are confidential and will be tape recorded. (Examples of sdlected
Campus Disputes that may be appropriate or ingppropriate for the Formal Process, the Grievance
Committee Coordinator’ s Respongihilities, the Selection and Composition of the Grievance
Committee Pool, Committee Mesting Guiddines, and specific Guidedines for a Forma Hearing are
al contained in the Appendix)

Step 10. The Disputant, within 10 working days of the decision of the Vice President, may
accept the decision or initiate arequest for a Forma Grievance Hearing. This
request must be submitted to the Vice President in writing.

Step 11. The Vice Presdent shal notify the Grievance Coordinator that a request for aformal
grievance hearing has been filed. The Vice Presdent forwards the request to the
Coordinator, within 10 working days.

Step 12. The Grievance Committee conssts of five (5) regular full time college employees.
(For students, see Student Handbook). Each disputant may choose two Grievance
Committee membersfrom alist of persons digible to serve as members of the
Grievance Committee Pool within five (5) working days of the receipt of the list
from the Office of Human Resources.

If either party fals to name members of the Committee, the Grievance Committee
Coordinator will randomly select two (2) persons from the same employment
category as the party who fails to select Grievance Committee Members.

Either party may challenge one of the selected Committee members by the opposing
party. Those chalenged must be replaced through the above steps.

Step 13. Upon sdection of the four (4) Grievance Committee members by the disputants, the
Grievance Committee Coordinator will convene ameeting of
the selected Committee members who will sdect the fifth (5") Committee member
to serve as the Grievance Committee Chair.

Step 14. The Grievance Committee Chair will notify each disputant concerning the guidelines
for participating in a Grievance Committee Hearing and the logistica arrangements
(time, date, and place) and the submission of the requested documentation or
withesses to support their issues.
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Step 15. The complainant(s) will present information pertaining to the dispute and may
guestion the opposing party consistent with the rights of due process a the
Committing hearings.

Step 16. Upon the review of dl of the supporting documentation and interviews of disputants

and witnesses, the Committee shal prepare and submit areport of itsfindings,
conclusions, and recommendations for the resolution of the grievance to the
President, within 10 working days of the end of the Committeg s findings.

Step 17. The President, within 10 working days of receipt of the Grievance Committee's
report, shal review the report and render a decision for the College.

Step 18. Upon exhaudting dl of the ADR processesat the College, the disputant may
gpped the decison of the President to the Board of Regents, within 20 working
days of receipt of the Presdent’s letter. The President’ s letter will include specific
information concerning the procedure for the disputant’ s option to apped said
decison to the Board of Regents.

These procedures do not in any way impair the right of aggrieved parties to seek resolution of their
grievances, ether through outside litigation, or through agencies of the State or Federd government
within limits imposed by the concurrent jurisdiction of the University System of Georgia and other
agencies of the State of Georgia.
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Campus I ssues Appropriate for the Informal and/or Mediation Processes

Minor faculty or employee disputes
Culturd insengtivity
Turf sruggle by and among adminigtrators
Student/faculty conflicts
Co-workers disputes among staff
Faculty/faculty conflicts
Employee/supervisor conflicts
Implementation and interpretation of inditutiona policies—Handbooks
Academic requirements
Intergroup or intragroup conflicts - Clubs, SGA
Sexud Harassment
Title IX — Athletics
ADA dams
EEOC cases
Student Code of Conduct and Due Process
Student publications
College Statutes
Employment Policies - Readiness for work
Risk management - student safety in classes and on campus- (LABS)

Procedural Stepsfor Alternative Dispute Resolution Committee at AMC

Identify and review current campus procedures for addressing grievances, disputes
and conflicts.
Identify types of issues or conflicts that will be appropriate for mediation.
Identify faculty and administrators to recommend to the President for possible training to
serve as mediators
Identify potential sources of referrd, and determine the extent to which participation is
voluntary, with or without expected results
Determine the extent to which external mediators should be utilized
Determine the mediation modd thet is gppropriate for the College
Determine cost of program and make recommendations to the President for funding
Serve as liasons to faculty and staff in order to address and dlay any fears that may arise
concerning the process
Determine how the program will be evauated
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Types of Disputes That May Be Appropriate for the ADR Formal Process

Any student, faculty member, or classified employee who bdlieves that they have been discriminated
againg on the basis of race, ethnicity, religion, nationd origin, gender, age, sexua orientation,
disability, or veteran status is encouraged to utilize the College’'s ADR Processes (Inform,
Mediation, and Formal Processes) for resolution of a dispute.

Additiona examples of disputes that may be appropriate for the Formal Process are:

Complaints dleging deviaion from officid College policy

Employment related grievances by faculty, dassified saff, and students (including appedl's of
termination)

Complaints dleging abridgement of academic freedom

Types of Disputesthat are Inappropriate for the ADR Formal Process

Disputes that have not utilized the Informa Process

Complaints againg supervisory decisions that are consstent with officid College policies
Student grade appea

Decisonsin the exercise of legitimate authority such as promotions, salary increases, pay levels,
etc.

Grievance Committee Coordinator Responsbilities

The Grievance Coordinator is gppointed by the President, on an annud basis, in consultation with
the President's Council as he/she deems gppropriate. The duties of the Grievance Coordinator are
outlined below, with more detail provided within the remainder of this document.

The Grievance Coordinator will:

maintain the Grievance Poal lig of digible employees.

receive written complaint satements.

notify the appropriate Vice President of the receipt and nature of aforma complaint.

convey the complaint to the Respondent(s).

convey the Grievance Podl ligt of digible employees to both the Complainant and
the Respondent(s) for selection of a Pandl.

excuse Committee members sdected by ether party if there is suitable justification.
randomly select Committee membersif either the Complainant or Respondent(s) has not
selected them within an dlowable time frame as designated by the Pand members.
Provide orientation and training for the Committee Chair and members

arange the time, place, and availability of taping equipment for the forma hearing
before the Pand.

assure that al materids submitted are available to al appropriate persons in advance
of the formd hearing.
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present the charge to the Grievance Committee and its selected Chair.

assist the Grievance Committee Chair in contacting requested witnesses and
gathering requested informetion.

maintain dl tapes and records of the formd hearing while the hearing isin process.

convey dl tapes and records of the formd hearing to the College Affirmative Action
Officer upon the decision of the President regarding the grievance.

Selection and Composition of the Grievance Pool

The College Grievance Coordinetor is charged with maintaining alist of digible employees for the
Grievance Pool. The Coordinator will consult with the Director of Human Resources to assure
accuracy of the data used.

Thelig shdl indude dl administrators, faculty, and classified employees of Atlanta Metropolitan
College (exceptions listed below) who are regular full-time employees of the College and who have
completed aminimum of two years of service (anine-month academic-year contract hdl be
conddered one year of service for faculty members). Persons who are indigible for inclusion on the
Grievance Pool Ligt arethefollowing:

Vice Presdents

Resource Officids, as designated
Grievance Coordinator

Ful-time Temporary Personnd
Part-time Temporary Personnel
Adjunct/Part-time Faculty

The Grievance Coordinator shdl remove from consideration the names of employeeswho are
directly involved in the grievance being heard (e.g. Complainant, Respondent(s), witnesses).

Grievance Committee M eeting Guidelines

Committee meetings are closed and may be attended by only the essentid parties, and by
persons caled by the essentid parties during the testimony of those persons.

Parties may be accompanied by lega counsd or other advisor, shal be grictly limited to
advisng their dients.

Lega counsds or other advisors may not address the Committee, register objections, or
participate directly in the proceedings.

All tape recordings and records of the Committee proceedings are confidential, but are subject
to disclosure under the Georgia Open Records Act. Tapes and records will be retained by the
Grievance Coordinator under secure conditions until the dispute is resolved. Upon resolution,
all records and tapes must be transferred to the Office of Human Resources and will be retained
for ten (10) years.

9
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10

Any faculty, saff, or student who is requested to submit information to the Committee must
submit the information within five (5) working days of the Committee' srequest. If itis
impossble to comply with the requested information within five (5) days, the person must notify
the Committee Chair concerning the reason for the delay and must agree to submit said
information within a reasonable agreed upon time period to the Committee Chair.
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System Initiative and Policy Direction on Conflict Resolution

A. Policy Statement
The Universty Sysem of Georgia--

Shdll insure that each of itsinditutions provides an educationd, physicd, and sociad
environment thet. . . prepares its students for leadership, collaboration, and conflict
resolution in an internationd, technological, and environmentally responsible society.

Shdl insure adequate written policies and procedures for dedling with student
complaints and discipline, with proper attention both to advocating students concerns
and to holding students responsible for their actions, in order to provide fair treatment
of sudents collectively and individudly a the ingtitutiond leve, with specified grounds
for appedl to its Board of Regents.

Shdl . . . develop and retain faculty in an attractive, collaborative, productive
environment for teaching and learning . . .

Shdl recruit and retain nationally respected administrative leaders and well quaified
saff ... encouraging excdlence and teamwork, and insuring accountability a al levels.

Shdl have strong ... procedures for ... making personnel decisions and handling appeals
a the lowest respongble level; shal maximize authority and accountability for its
ingitutions to resolve grievances, and shal specify the grounds for personnel appedlsto
be referred to its Board of Regents.

Shall be pro-active in pursuing equity and in managing risk, thereby maximizing the
effective talents of its personnd and minimizing human injury and related legd cost.

B. Gods
Accordingly, the Board of Regents gods are:
to establish a System-wide conflict resolution program that maximizes collaboretive
resources and guidance for ingtitutional processes and practices, which are developed
for and well integrated into the particular ingtitutiond culture of each campus,.
to decrease the reliance on adversarid processes, such as forma grievances and
gpped s and courtroom litigation, both within the System and in its dedings with other
persons and agencies,

to achieve timdy, equitable, and satisfactory resolutions at the lowest to the possible
1
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level within the Systlem and at itsindtitutions in the most efficient and cost effective
manner commensurate with the interests and rights of al concerned and reduce conflict
recurrence while anticipating and responding to future conflicts;

to make the ingtitutional environment for students, faculty, and staff more protective of
human dignity and trust, more respectful of the vaue of conflict, and more effectivein
fostering communications and community; and

to make the University System of Georgiaan exemplar and nationdly recognized leader
in the development of aternative dispute resolution for higher educetion.

C. Implementation:

Sinceindividud inditutions within the University System are diverse and have different needs,
conflict resolution procedures are likely to vary among them, and no one particular mode or
set of procedures should be mandated. The aternative processes of dispute resolution
designed under this policy direction should complement, not undermine, existing decison
making processes and make existing structures of authority more, not less, effective. While
they may require an initid commitment of resources, they should result in Sgnificant
inditutional savings Systemwide. Periodic review and improvement should be expected.

The Board of Regents therefore directs that:

Each ingtitution in the University System develops policies and practices that address the use
of dternative means of dispute resolution congruent with thisinitiaive, including the following:

designation of an individud asitsinditutiond digoute resolution specidist and its
liaison to the University System Advisory Committee and the Chancellor's Office;
provision of gppropriate training for dl involved; and

areview of its standard agreements for contracts, grants, and other assstance, to
determine whether to amend them to authorize and encourage the use of dternative
means of digpute resolution.



Atlanta Metropolitan College

CHANGE OF GRADE

TO: Registrar’ s Office
FROM:

Faculty Member
DATE:

: was

Student’s Name Socia Security No.
awarded the grade of in for the

Grade Course No. / CRN

. Hig'Her grade is to be changed to the grade of

Semester / Year

for the following reasons(s):
[] Error in computation of his’her grade.

L] Faculty member awarded an “I” which is now aged into an “F”.
(Original explained below)

[]  Other (Specify below):

Faculty Member’s Signature Date

Division Chair’s Signature Date

VP/Academic Affairs Signature Date

Rec'd, Registrar’s Office Date



Atlanta Metropolitan College

AWARDING OF “INCOMPLETE”
(Origina and 3 Copies to be Submitted with Final Grade Report)

TO: Division Chairperson
FROM:
Faculty Member
DATE:
| am assigning agrade of “INCOMPLETE” to
Student’s Name
,in for the
Social Security Number Course No. / CRN
for the following NON-ACADEMI C reason(s):
Semester, Y ear
His/Her grade at present is . Upon failure to complete the remaining work, the student’s gradeis

He/She has the following work yet to be compl eted:

Thiswork must be completed and submitted to me by

Date Due

I will then assign a grade based on all work submitted. If he/she does not compl ete the work specified
above the date due, he/she should be assigned the grade indicated above.

| have discussed this with the student, and he/she agrees to the arrangement set forth in this memorandum.

Signature of Faculty Member

Signature of Student

Distribution: Division Chairperson (Original + 1 copy)
Registrar (with Final Grade Report)
Instructor
Student



EXTRA COMPENSATION EMPLOYMENT APPROVAL FORM
ATLANTA METROPOLITAN COLLEGE

NAME SSH#

DIVISION/DEPARTMENT

The above named employee is scheduled to receive extra compensation as follows:

Name of Activity

Dates of Work to be Performed

Sour ce of Funds

Amount of Extra Compensation$

The work for this activity is in addition to the employee’s normal work schedule and will
not interfere with that schedule. The faculty/staff member is currently teaching/working
hours per week. Currently approved outside employment activities include:

Employee’s Signature Date

Please Check One

Approved Disapproved Date Signatur es
[] []

DCP/Department Head
[] []

Appropriate Vice President
[] []

Budget Control Officer — FA
[] []

President



Atlanta Metropolitan College
1630 Metropolitan Parkway, S.W.
Atlanta, GA 30310

FACULTY ABSENCE FORM

Instructions for completing report:

1. Check one box (and Hospitalization box, if relevant) and complete appropriate information.
2. Submit three (3) copies to Divison Chairperson. One copy will be signed and returned to you.

L] Report of Faculty Member’s Absence
Faculty Member’s Name:

Date(s) of Absence:

Title, Number and Section of Class (es) Not Met:

Reason:

] Request Permission Not To Meet Class (es)
Faculty Member’s Name:

Date(s) Classes Not To Be Met:

Reason:

[] Report of Faculty Member’s Hospitalization:

On I (will enter ___ /entered )

(Date) (Name of Hospitdl)

and (expectto stay __ /stayed ) until

(Date)

Signature:

(Person Completing Form) (Date)

Signature:

(Division Chairperson) (Date)

DISTRIBUTION: Original: Academic Affairs Yellow: DCP Pink: Faculty Member



VERI FI CATI ON OF CREDENTI ALS
Ful | -Time Faculty

Per sonal Dat a

Name Date of Birth Social Security Number
Address
Place of Employment Title/Rank a Tenured
a On Tenure Track
a Noton Tenure
Track
Position for Which Applicant is Applying Recommended Hire Date

Credenti al s

Doctorate | YES NO | Ingtitution and Y ear Official Transcript YES  NO | Regionaly Accredited? YES NO

Specidist | YES NO | Ingtitution and Y ear Official Transcript YES ~ NO | Regionaly Accredited? YES NO
Masters YES NO | Ingtitution and Y ear Official Transcript YES ~ NO | Regionally Accredited? YES NO
Bachelors | YES NO | Indtitution and Y ear Official Transcript YES ~ NO | Regionally Accredited? YES NO
Associate | YES NO | Institution and Y ear Officia Transcript YES  NO | Regionally Accredited? YES NO
Other YES NO | Institution and Y ear Official Transcript YES ~ NO | Regionaly Accredited? YES NO

WdlLi st of Gaduate Courses in Discipline of Job Announcenent
(Please be specific in listing both the prefix and title for each course. Applicants must have 18 semester credit hours in the teaching discipline
identified on the job announcement. Exceptional cases require approval by the appropriate Vice President prior to the interview.)

*All certificates, experiences, and additional supporting documentation must be attached to this form

The signatures below affirm that all the above information has been confirmed. In addition, the signature of the Director of Human
Resources certifies that al (bachelors and graduate school) officia transcripts are on file in the Office of Human Resources.

Human Resources Date Unit Head Date

Chair, Search and Screening Committee Date Appropriate Vice President Date



VERI FI CATI ON OF CREDENTI ALS
Part-Ti ne Faculty

Per sonal Dat a
Name Date of Birth Social Security Number

Address

Place of Employment Title/Rank a Tenured

On Tenure Track

o Not on Tenure
Track

O

Recommended Hire Date
Credenti al s

Position for Which Applicant is Applying

Doctorate | YES NO | Ingtitution and Y ear Official Transcript YES Regionally Accredited? YES NO

Specidist | YES NO | Ingtitution and Y ear Officia Transcript YES ~ NO | Regionally Accredited? YES NO
Masters YES NO | Ingtitution and Y ear Official Transcript YES ~ NO | Regionally Accredited? YES NO
Bachelors | YES NO | Ingtitution and Y ear Official Transcript YES ~ NO | Regionally Accredited? YES NO
Associate | YES  NO | Institution and Y ear Official Transcript YES ~ NO | Regionally Accredited? YES NO
Other YES NO | Institution and Y ear Official Transcript YES  NO | Regionally Accredited? YES NO

Wdli st of Graduate Courses in Discipline of Job Announcenent

(Please be specific in listing both the prefix and title for each course. Applicants must have 18 semester credit hours in the teaching discipline
identified on the job announcement. Exceptional cases require approval by the appropriate Vice President prior to employment)

The signatures below affirm that all the above information has been confirmed. In addition, the signature of the Director of Human
Resources certifies that all (bachelors and graduate school) official transcripts are on file in the Office of Human Resources.

Human Resources Director Unit Head Appropriate Vice President

Date Date Date




FIELD TRIP FORM

MEMORANDUM
TO: All Faculty
FROM: Janis Coombs Reid, VPAA
RE: FIELD TRIP
DATE:
The following students will attend afield trip for , :
Course /[ CRN
, 0N , ,
Instructor Day Date
to go to
They will be away from campus from to
Time Time
List Names Social Security Numbers
Approved: Date:
Division Chairperson
Directions:

Please type the names and social security numbers of each student involved in the field trip. Forward this
form to your division chairperson for approval who will then send to the office of Academic Affairsfor
approval and distribution. *Thisform must reach the Office of Academic Affairsat least 3 daysin

advance of the trip. Thank you.

Revised 2003



GENERAL GUIDELINESFOR INDEPENDENT STUDY

1. Independent Study Courses are not offered on aroutine basis and
approvals for such will be granted sparingly.

2. Independent Study Course(s) may be offered to students who are in their
last semester of attendance at the College and need the course to graduate.
Also, Independent Study Course(s) may be offered to students as deemed
necessary with the approval of the Faculty member, the Division
Chairperson, and Vice President for Academic Affairs.

3. The student and the faculty member must agree in advance upon times and
days for the course to meet.

4. The student must pay for the course as a part of his’her regular academic
load.

5. A course syllabus will be provided for the student with a copy submitted
to the Division Chairperson.

6. At theend of the academic term, copies of all quizzes, final examinations,
and grades must be submitted to the Division Chairperson along with the

grade book/grade report.

Faculty Considerations

1. Faculty members agree to teach an Independent Study section without
compensation, but with the understanding that such valuable voluntary

services may result in positive merit increases.

2. Faculty members who teach more than one independent Study session
over the course of an academic year will have the option of having their
annual teaching loads adjusted by the Division Chairperson with the
approval of the Vice President for Academic Affairs.



Atlanta Metropolitan College
1630 Metropolitan Parkway, S.W.
Atlanta, GA 30310

MONTHLY REPORT OF FACULTY ABSENCE

Month 20

Dates of / Reasons for Absence (9):
(Check oneswhich apply)

*Emergency/ No. of
Date(s): [lIness Travel Per sonal Days
Check here if you were not absent this month. [] TOTAL

* Explanation of the nature of Emergency/Personal absence:

Signed:

(Name of Faculty Member) Date

Approved:

(Division Chairperson) Date

Instructions for completing report:
1. All faculty are required to submit this form to report their absences not later than the 7" of the
following month. Faculty Absence Forms and/or Request to Travel forms should have been filed
for all absences.
2. All Division Chairpersons are required to see that thisreport is filed by each faculty member each month.
3.  Copieswill be retained by the Division Chairperson and the Office of Academic Affairs.
4. Theofficial cumulative sick leave record will be compiled from this form.

Distribution: Original — Academic Affairs/ Pink copy — Division Chairperson/ Yellow copy — Faculty Member



ATLANTA METROPOLITAN COLLEGE
Atlanta, Georgia

NEW FACULTY INFORMATION SHEET

(This Information Sheet is to be completed by each newly appointed faculty member, whether full-time or
part-time, at the point of hire. It does not constitute an application for employment and should not be used
as such. Prospective faculty members should submit a detailed vitafor consideration, along with any

supporting materials required by the advertised position.)

Date
Socia Security
Name Number
(Last) (First) (Middle)
Present Address Phone
Permanent Address Phone
PERSONAL DATA
Place of Birth Date of Birth
Citizenship

Sex: Mde[ ] Femael[]

Race/Ethnic Group: [] American Indian  [_] Spanish-Surnamed American

[] AsanAmerican  [] AfricanrAmerican [] Caucasian

[] Other (please specify)

Marital Status; [] Single [] Married [] Divorced [ ] Widowed

Names and ages of Children:

Degrees or

Date Degree Conferred

EDUCATION
List the high school from which you graduated and colleges and universities attended:
Name and Address of Institution Dates Attended

From To

Diplomas




WORK INMAJOR AND MINOR FIELDS

Number of hours (specify
Subject semester or quarter
Undergraduate Major:
Undergraduate Minor:
Graduate Major:
Graduate M inor:
Thesis Title:
EXPERIENCE IN EDUCATION
Name & Address of Institution Date Employed Date Terminated Nature of Work,
Month/Y ear Month/Y ear Courses Taught, etc.

OTHER EMPLOYMENT EXPERIENCE (including military service)

Name & Address of Organization | Dates of Employment Position and/or Description of Work
From To

Per son to contact in case of emergency:

Name:

Relationship:

Address:;

Home Phone:

Office Phone:

Atlanta Metropolitan College, a two-year unit of the University System of Georgiaisan affirmative-
action/egual-opportunity institution.




Atlanta Metropolitan College
1630 Metropolitan Parkway, S.W.
Atlanta, GA 30310

PERMISSION TO AUDIT COURSE

Date:

NAME OF STUDENT:

Social Security Number:

The Student named above has my permission to audit

during the semester.
(Course No. & CRN) Year | Semester

The student, by virtue of hisher signaturebelow, understands that no credit is
granted when the course is completed nor can any be given at a futuredate. The
student further understandsthat he/she must indicate his/her status as an auditor at
the time of registration and cannot switch from audit to credit after registration.

Academic Affairs Signature

Student’ s Signature

WHITE: Registrar YELLOW: Academic Affairs PINK: DCP GOLD: Student



PERMISSION TO USE S6
(ROOM 211)

(MULTI-MEDIA PRESENTATION CLASSROOM)

Name Position Title
Semester Time Needed
Course CRN Number

Oneperiod or Short-Term Use (Date and Hour (s) Needed) :

Date Hour(s)

Have you been trained in the use of multi- media technology?

Yes No

Justification — In what ways will you use multi-media presentationsto enhance your
instructional effectiveness?

For Office Use Only

DCP/Unit Head: Approved Disapproved

Vice President/Academic Affairs. Approved Disapproved

[JAvailable [JUnavailable




Atlanta Metropolitan College
PROPOSAL FOR NEW COURSE TO BE ADDED TO CURRICULUM

Proposed Title:
Proposed Abbreviation and number:

Proposed Catal og Description:

Listed Specific Prerequisites:

For which Program is the course proposed?

Rational for proposal:

1 In which other University System College(s) is the course offered.
List College and coursetitle:
a.  Asalower division course (Freshman, Sophomore):

b. Asan upper division course (Junior, Senior):

2. Doesthe Director of the Library agree that library holdings are adequate to support this
course? (If not, attached plan for correcting deficiencies.)

3. Will this course require hiring new personnel ?

4, Have the budgetary implications of this change been assessed? What are the implications?

Attach cour se syllabus

Approved by:
Division Date
Curriculum Committee Date

Executive Committee Date




Atlanta Metropolitan College

PROPOSAL FOR COURSE TO BE DELETED FROM CURRICULUM
Title:

Abbreviation and number:

Criteria:
1 Does the evidence indicate the course isnot needed?
Explain nature of evidence.
2. Will present students be adversely affected by this change?
In what way?
3. Will the deletion eliminate the need for present staff members?
4, What effect does the deletion of this course have on the program in which it exists?
Approved by:
Division Date
Curriculum Committee Date

Executive Committee Date




Atlanta Metropolitan College

REMOVAL OF “INCOMPLETE”
(Origina and 3 Copies to be Submitted with Final Grade Report)

TO: Registrar’ s Office
FROM:
Faculty Member
DATE:
Student’s Name | Social Security No.
given an “Incomplete” in at the end of the
Course No. / CRN
for the following “non-academic” reason(s):
Year /| Semester

was

He/She has now completed the work for the course and is assigned a grade of

Faculty Member’s Signature Date

Division Chair’s Signature Date

VP/Academic Affairs’ Signature Date

Rec'd, Registrar’s Office Date



Atlanta Metropolitan College
Report of Outside Employment

NOTE: This form should be completed prior to the effective beginning date of any outside
employment activity or commitment which pertains to Board of Regents Policy #802.1601

EMPLOYEE INFORMATION

Name of Employee Applicable Semester , 20

Title Division or Budget Unit

OUTSIDE EMPLOYMENT ACTIVITY OR BUSINESS ENTERPRISES

Areyou involved in outside employment activities or business enterprises? [1 yes [ no
(If yes, please complete the remainder of the form. If no, please read and sign the certification statement below.)

Nature of the activity (Use additional page(s) if necessary):

Beginning date of activity Ending date of activity

Total number of hours required for activity O weekly O monthly [ quarterly
Does this activity conflict with your contractual obligations to Atlanta Metropolitan College? [lyes  [no
Certification Statement

| certify that the information provided above is accurate and true and | understand that the submission of false or
misleading information may result in suspension, non-renewal of contract, or termination by the college.

Employee’ sSignature Date
APPROVALS

Immediate Supervisor (if applicable) Date
Division Chairperson (if applicable) Date
Vice President Date

President Date



ATLANTA METROPOLITAN COLLEGE

REQUEST FOR INDEPENDENT STUDY
Supervised Learning Experience
(To Be Completed by Faculty Member)

Semester Date of Request

Name of Student |D#

Address City State
Zip Code Telephone Number(s)

Name and Course Number Number of Credit Hours

Day(s) and Time(s) of the Independent Study Course Session(s)

Location and Room Number

Reason(s) for Offering Course(s)

[ ]Approval Section:

Student Date
Faculty Date
Chairperson Date
Vice President for Academic Affairs /

Date




Atlanta Metropolitan College
REQUEST FOR OVERLOAD

(MORE THAN 18 SEMESTER HOURYS)

DATE

NAME OF STUDENT SOC. SEC. #

| wish to be alowed to register for the following courses during the

semester of the year.

My reasons for wanting to be allowed to take an overload are as follows:

If not allowed to take an overload, | would drop the following from the above list.

Advisor's recommendation:

Advisor’s Signature

Academic Affairs Signature



Atlanta Metropolitan College
REQUEST FOR REINSTATEMENT

TO: REGISTRAR

DATE:

(Student Name) (Socia Security #)

CHECK ONE:

[ ] isshown as withdrawn on the class roll for

(Course No. & CRN#)
Please reinstate him/her in this course.

Reason for the Reinstatement:

[] I have been notified by the Division of Learning Support that this student has been
reinstated in his’/her Learning Support class(es) and is now eligible for Reinstatement in
credit classes. Please reinstate him/her in

(Course No. & CRN#)

I nstructor Date
Division Chair Date
VP/Academic Affairs Date

White— Registrar ~ Pink — Academic Affairs Yellow—DCP Blue— Academic Advising Gold - Instructor



Atlanta Metropolitan College
Request For Release Time

NAME OF PERSON MAKING REQUEST

| am requesting permission to be released from course(s) for credit
hours during semester, 20 to perform the activities
listed below.

Justification of Request:

| will spend approximately clock hours per week involved in this activity.
RESULTS:

At the end of the period for which | am released, | will provide to the Vice
President for Academic Affairs the written results of my activities.

Signature of Person Making Request: Date

Division Chairperson:

U] Approval [ Disapproval

Signature & Date Signature & Date
Vice President for Academic Affairs:
CJApproval (] Disapproval

Signature & Date Signature & Date

Presidential Approval:
U] Approval [ Disapproval

Signature & Date Signature & Date




£ %

SYLLABUSCONTENT CHECKLIST

Please ensure that your syllabi meet the College requirements. The following checklist
should be used to assess the adequacy of your syllabus.

[ ] 1. Your name, office location, office telephone number, office hours, and e-mail
address (if applicable)

[] 2. Course number and title

[
w

. Description of the course, including co- and pre-requisites

]
I

. General Education Learning Outcomes

[] 5. Course Specific Outcomes

[] 6. Expected Results

[ 1 7. Methods of assessment/evaluation, grading standards, and criteria

[] 8. Textbook(s) and/or other resources required

[] 9. Attendance policies

[] 10. Course Outline

[ ] 11. A class calendar (schedule of Assignments and/or Exams)

[ ] 12. Instructional Techniques & Method — (e.g. lecture, discussion groups, problem
solving sessions, etc.)

[] 13. Suggested but not required. Other college policies (e.g. academic dishonesty,
late assignments, etc.)
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