
Below is a proposed outline/table of contents for a break-out supplement from the comprehensive on-line Policies, 
Procedures and Practices Manual (PPPM).  The break-out is an attempt to collect items from the PPPM that might be of 
greatest interest to faculty.  It includes approximately 2/3 of the Administrative Affairs section of the PPPM and some entries 
from the Human Resources, Administrative Services, Information Technology, and University Advancement sections.   The 
portions not included would still be available from the comprehensive on-line PPPM. Please note that many entries below 
have had their titles changed from the current on-line PPPM to better reflect their content and to allow a better organized 
alphabetical index. Version 4 differs from Version 3b in that it has most of the explanatory notes omitted. Version 3b retains 
the explanatory notes. 

Faculty Handbook-Version 4 

(From Academic Affairs PPPM, with some entries from HR, AS, IT, UA) 

Outline of Contents  

 

Changelog (this would record changes to the document, with date) 

1.0 History, Mission, Organization, Governance 
1.1. History of the University  
1.2. Principles  
1.3. Vision  
1.4. Core Mission Statement for State Universities  
1.5. Organization  

1.5.1. Board of Regents: http://www.usg.edu/regents/organization_chart 
1.5.2. GC  organizational charts  http://irout.gcsu.edu/orgchart.html 

1.5.2.1. Administration: http://irout.gcsu.edu/documents/orgchart/Administration2012.pdf  
1.5.2.2. Academic Affairs:  

http://irout.gcsu.edu/documents/orgchart/Academic_Affairs2012.pdf 
1.5.2.2.1. Academic Affairs Division Description 

1.5.2.3. Administrative Services and Campus Operations:  
http://irout.gcsu.edu/documents/orgchart/Administrative_Services2012.pdf 

1.5.2.3.1. Administrative Services and Campus Operations Description 
1.5.2.4. Student Affairs:  

http://irout.gcsu.edu/documents/orgchart/Student_Affairs2012.pdf 
1.5.2.5. University Advancement:  

http://irout.gcsu.edu/documents/orgchart/UniversityAdvancement2012.pdf 
1.6. Governance Documents 

1.6.1. Board of Regents, University System of Georgia Policy Manual: 
http://www.usg.edu/policymanual/ 

1.6.2. Statutes, University 
1.6.3. By-Laws, Faculty 
1.6.4. By-Laws, University Senate 
1.6.5. By-Laws, College of Business  
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1.6.6. By-Laws, College of Arts and Sciences  
1.6.7. By-Laws, College of Education 
1.6.8. By-Laws, College of Health Sciences  
1.6.9. By-Laws, Library and Instructional Technology Center  

 
2.0 Employment Policies, Procedures and Benefits 

2.1 Affirmative Action and Equal Employment Opportunities 
2.1.1 Non-Discrimination Statement 
2.1.2 Accommodations by Employees and Job Applicants, Procedures for Requesting 
2.1.3 Sexual Harassment Policy 

2.2 Faculty Appointments 
2.2.1 Employees and Employment, Types of  
2.2.2 Employment, General Criteria for  
2.2.3 Faculty Status 
2.2.4 Faculty Search Procedures 

2.2.4.1  Reimbursement Procedure for Candidate Interview Expenses 
2.2.5 Faculty Contract and Appointment Letters 
2.2.6 New Faculty Orientation  
2.2.7 Faculty Contracts 
2.2.8 Faculty Contract Forms 
2.2.9 Contract Conversions, Academic Year and Fiscal Year 
2.2.10 Graduate Faculty, Criteria for 
2.2.11 Endowed Chairs and Other Special Positions 
2.2.12 Tenure Upon Appointment 
2.2.13 Emeritus Title 
2.2.14 Interim and Acting Assignments  

2.3 Human Resources & Benefits 
2.3.1 Personnel Records 
2.3.2 Leave Policies and Procedures 

2.3.2.1 Annual Leave 
2.3.2.2 Sick Leave with Pay  
2.3.2.3 Family Medical Leave Act (FMLA) 

2.3.2.3.1 Births and Adoptions under FMLA  
2.3.2.3.2 National Defense Authorization Act (NDAA)  

2.3.2.4 Educational and Professional Leave   
2.3.2.5 Shared Leave Program 
2.3.2.6 Sick Leave Without Pay  
2.3.2.7 Court Duty Leave 
2.3.2.8 Maternity Leave  
2.3.2.9 Military Leave  
2.3.2.10 Voting Leave 
2.3.2.11 Administrative Leave   



2.3.2.12 Personal Leave of Absence  
2.3.2.13 Sick Leave Documentation 

2.3.3 Compensation, Faculty 
2.3.3.1 Compensation, Extra 
2.3.3.2 Compensation, Criteria for 
2.3.3.3 Compensation, State Agencies 
2.3.3.4 Compensation, Continuing Education 
2.3.3.5 Paydays  
2.3.3.6 Direct Deposit  
2.3.3.7 Salary, Deductions in  
2.3.3.8 Salary Supplements  

2.3.4 Travel Regulations  
2.3.5 Identification Cards for Faculty  
2.3.6 Changes of Address/Telephone Number/Name 
2.3.7 Benefits, University System of Georgia 

2.3.7.1 Retirement Plan Participation 
2.3.7.2 Insurance, Group Health 
2.3.7.3 Insurance, Group Life 
2.3.7.4 Insurance, Group Dental 
2.3.7.5 Service Awards  
2.3.7.6 Tuition Assistance Program 
2.3.7.7 Retirement, Employment Beyond 
2.3.7.8 Retirement, Benefits Continuing into 
2.3.7.9 Insurance, Disabled Employees 
2.3.7.10 Dependents of Deceased Employees or Retirees, and Disabled 

Employees or Retirees 
2.3.8 Benefits, Georgia College 

2.3.8.1 Flexible Spending Accounts; Dependent Care and Healthcare 
2.3.8.2 Disability, Short-Term and Long-Term 
2.3.8.3 Insurance, Vision 
2.3.8.4 Employee Development and Continuing Education 
2.3.8.5  Benefits, Other 
 

2.4 Faculty Rights and Responsibilities 
2.4.1   Academic Freedom 
2.4.2   Professional Ethics 
2.4.3   Professionalism in an Academic Setting  
2.4.4   Service to the Institution 
2.4.5  Resumes/Vitae  
2.4.6   Grievance Procedures for Faculty and Staff  
2.4.7  Course and Student Requirements 

2.4.7.1  Office Hours, Posting 



2.4.7.2 Syllabus Requirements 
2.4.7.3  Evaluation of Students Prior to Mid-term, General and Freshman Policy 
2.4.7.4 Classroom Assignment and Changes 
2.4.7.5 Final Examination Policies 
2.4.7.6 Change of Grade  
2.4.7.7 Permanent Grade Records 

2.4.8 Faculty Attendance at University Ceremonies with Academic Regalia 
2.4.9 Faculty Workload Policies 
2.4.10 Overloads, Assignment and Payment of  
2.4.11 Summer Semester Teaching Policy 
2.4.12 Summer Semester, Leave Accrual for Faculty 

 
2.5 Professional Development Opportunities 

2.5.1 Teaching and Learning  
2.5.1.1 CETL, Center for Excellence in Teaching and Learning 
2.5.1.2 Faculty Development Resources 
2.5.1.3 Faculty Professional Leave  
2.5.1.4 Tuition Assistance Program  
2.5.1.5 Leave, Educational and Professional 
2.5.1.6 Auditing Courses,Faculty 

2.5.2 Scholarship  
2.5.2.1 Grants, External 

2.5.2.1.1 Grants and Sponsored Projects, Office of 
2.5.2.1.2 External Grants, Approval Process 

2.5.2.2 Faculty Research 
2.5.2.2.1 Faculty Research Grants  
2.5.2.2.2 Faculty Research Grants Committee 
2.5.2.2.3 Faculty Research, Legal Limitations on 
2.5.2.2.4 Faculty Research Review Boards 

2.5.2.2.4.1 Institutional Review Board (Human Subjects) 
2.5.2.2.4.2 Scholarly Misconduct in Science, Policies on 

2.5.2.3 Intellectual Property Policy and Procedures 
2.5.3 Faculty Awards  

2.6 Consulting, General Policies 
2.6.1 Consulting, Required Disclaimer 
2.6.2 Consulting, for Compensation 
2.6.3 Consulting, with  Other State Agencies 
2.6.4 Consulting not Covered by Professional Liability Insurance 

2.7 Separation  
2.7.1 Removal of Faculty Members, Procedures for 
2.7.2 Non-Tenure Personnel Non-Renewal of Appointment, Procedure for Notifying 
2.7.3 Dismissal of Temporary, Limited Term, or Part-Time Instructional Personnel 



2.7.4 Resignation 
2.7.5 Retirement Plans 

3.0 Academic Policies and Procedures 
3.1 General Policies 

3.1.1 Academic Calendar  
3.1.2 Holidays 
3.1.3 Faculty Reporting to Work 
3.1.4 Class Rosters and Class Attendance  
3.1.5 Student Absence Policy 
3.1.6 Grading Policies 
3.1.7 Student Records, Faculty Access to 
3.1.8 Student Records, Public Access to (FERPA)  
3.1.9 Student Academic Dishonesty Policy and Procedures 
3.1.10 Electronic Recording Policy 
3.1.11 Cross-Listed Courses, Designing Undergraduate and Graduate Levels of 
3.1.12 Special Course Fees, Procedure for 

3.2 Advisement 
3.2.1 Advising Program, Minority Students 
3.2.2 Advisers for Undecided Students 
3.2.3 Tran-Guide and Degree Evaluation 
3.2.4 Advisement for Graduate Students  

3.3 Performance Evaluations, Administrators and Faculty 
3.3.1 Performance Evaluations for Academic Administrators  

3.3.1.1 Annual Performance Evaluations of Academic Administrators 
3.3.1.2 Five-Year Review of Academic Administrators 

3.3.2 Faculty Review System, Philosophy and General Procedures  
3.3.2.1 Faculty Review System, Use of 
3.3.2.2 Teaching Effectiveness, Assessing 

3.3.2.2.1 Student Opinion Surveys(most recent version) 
3.3.2.2.2 Department Plans for Additional Teaching Assessment 

3.3.2.3 Appeal of Department Chair’s Faculty Evaluation, Process for 
3.3.3 Promotion and Tenure 

3.3.3.1 Tenure Policy  
3.3.3.2 Tenure Procedures 
3.3.3.3 Promotion Policies  
3.3.3.4 Pre-Tenure Review  
3.3.3.5 Post-Tenure Review 

3.3.4 Non-Tenure Track Personnel  
3.4 Academic  Resources 

3.4.1 Extended University Policies 
3.4.2 Library and Instructional Technology Center 
3.4.3 On-Line Instructional Support 



3.4.3.1 Faculty Web Server 
3.4.3.2 Instructional Technology Policy 
3.4.3.3 Electronic Communications Policy 
3.4.3.4 Password Policy 
3.4.3.5 Server Registration 
3.4.3.6 Faculty and Staff Computer Equipment & Software Policy 

3.4.4 Academic Engagement 
3.4.5 Bookstore Services 

3.4.5.1 Textbook Services 
3.4.5.2 Customer Return Policy 
3.4.5.3 Desk Copies 
3.4.5.4 Used Books 

3.4.6 Computerized Test Grading Services 
3.4.7 Equipment and Software Policy 
3.4.8 Facility Reservation Scheduling Process 
3.4.9 International Student Services 
3.4.10 Macon Graduate Center and Warner Robins Campus 
3.4.11 Public Safety and Emergency Policies and Procedures  


