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Atlanta University of Health Sciences Faculty Handbook 

PREFACE 

The Faculty Handbook establishes general information, guidelines, policies, and procedures as they 

relate to faculty. Certain policies and procedures included in the current Catalog, Student Handbook, 

Employee Handbook, Clinic Handbook, and Internal Operations Manuals etc., are not repeated here. 

This Handbook, therefore, is to be used in conjunction with other documents. Each faculty member will 

have access to the digital copy of this book that may be downloaded or printed. Proposed changes only 

become effective when approved by the Board of Directors. 

I. MISSION, GOALS, AND ORGANIZATION OF THE UNIVERSITY 

A. AUHS’ MISSION 

Atlanta University of Health Sciences is dedicated to improving the general health and well-being of the 

public in local, national, and global communities. In pursuit of its goals, the Atlanta University of Health 

Sciences is committed to excellence in Acupuncture and Oriental Medicine by a comprehensive, 

integrated medical education, healing through innovative and compassionate care, and research to 

develop and implement new product development in Acupuncture and Oriental Medicine, wellness and 

quality of life.  

Atlanta University of Health Science strives to be a state-of-the-art educational organization and career-

readiness model in State of Georgia and beyond and will be recognized an exemplary model for the 

integration and translation of inter-professional knowledge into the preparation of exceptional scholars 

and healthcare professionals. 

All members of Atlanta University of Health Sciences community embody the intention of improving 

lives exponentially by supporting health and well-being through our daily actions.  

 

B. AUHS’ CORE VALUE 

o Excellence in Teaching, Research, Scholarship and Management. 

 

o Respect for Diverse Societies and to Fight for Justice 

 

o Commitment to Life-Long Learning and Teaching 

 

o Effective Career Development Opportunities 
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C. MISSION STATEMENTS OF OUR ACADEMIC PROGRAMS 

Master of Acupuncture & Oriental Medicine Program Mission 

Atlanta University of Health Sciences will educate individuals in wellness to be leaders in education, 

research, and service as primary care physicians and gatekeepers for direct access to the health delivery 

system. 

 

 

II. FACULTY  

A. MISSION AND GOALS OF THE FACULTY  

(1) To have Faculty Senate representation and participation in planning, evaluating, and  

        implementing all of the University's academic, certificate and degree programs. 

(2) To recommend updates and revisions to the Board of Directors approved plan for  

        administering the curriculum and grades. 

(3)  To perform an annual review and propose revisions to the Faculty Handbook. 

(4) To foster faculty development by assisting the administration in the development of in- 

       service programs. 

(5)  To appoint Faculty Senate representation to all Faculty Senate standing committees. 

(6) To provide representation (President or their designate) at Board of Directors meetings,  

       when requested by the Board of Directors. 

(7) To facilitate Faculty Senate representation and participation in the development of  

        evaluation and assessment instruments for faculty, staff, administrators, and supervisors. 

(8) To recommend a budget to support the programs and services of the Faculty. 

(9) To coordinate instructional materials for each trimester's topics and terms. 

(10) To integrate the education process for the student. 

(11) To give oversight and assist the Commission on Curriculum and Grades.  

(12) To meet periodically for the purposes of getting to know each other. 

(13) To meet with students to promote understanding. 

(14) To meet with the administration to develop mutual respect. 

(15) To arrange an introduction of the faculty to the incoming first Trimester students during  

         orientation in an informal setting. 

 

B. ADMINISTRATION AND ORGANIZATION 

The University's Organizational Chart is approved by the Board as the official collegiate organizational 

chart.  
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C. GOVERNANCE 

Preamble 

This document sets forth a framework through which the Faculty of Atlanta University of Health 

Sciences may examine, discuss, advice, and decide upon issues affecting Atlanta University of Health 

Sciences’ Mission. The governance system of Atlanta University is founded upon mutual respect and 

cooperation and such are the guiding principles of all the people entrusted with its charge. This 

document affirms the Faculty of Atlanta University has a legitimate and dynamic role in the governance 

of the University. The Faculty's principal role in governance is to recommend requirements for 

admission; establish certification and degree programs of study; evaluate work toward the completion 

of those certification and degree programs; award certifications and degrees, and ensure proper 

professional conduct. In addition, the Faculty is empowered to advise the administration on the overall 

management and development of the institution. The Faculty realizes that if its participation in the 

governance system is to be meaningful, Faculty powers must be exercised with discretion, a sense of fair 

play, careful consideration of all points of view, and respect for the educational success of the students. 

Since the Board of Directors delegates day-to-day responsibilities to the President of the University, the 

Faculty governance system should serve as the primary channel by which the administration seeks 

counsel and advice from Faculty. This document affirms that regular input from Faculty is integral to the 

successful operation of the University. 

The Faculty shall prescribe, subject to the approval by the Board of Directors, requirements for 

admission; courses of study; conditions of graduation; the nature of degrees to be conferred; rules and 

methods for the conduct of the educational work of the University, and shall recommend to the Board, 

candidates for degrees, persons to receive the award of fellowships, scholarships and prizes, and 

candidates for honorary degrees. 

They shall investigate all cases of misconduct of students, or violations of rules of the University by 

students, and through the President and Dean of School of Acupuncture & Oriental Medicine and Clinics 

shall administer such discipline, as the circumstances require. 
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III. FACULTY RESPONSIBILITIES 

A. ACADEMIC REGULATIONS 

1. Academic Freedom 

a. Faculty members are entitled to academic freedom in the classroom in discussing their subject. This 

freedom allows faculty members to adapt their methods to present conditions of employment, as well 

as to their personality, and to the talents and character of the student population. Any techniques, and 

procedures of teaching, must be determined by their educational effectiveness and not by public 

opinion, political benefactors or other special interest groups. Academic freedom, however, is not 

absolute and carries with it order and limits. Among these limits are: first, the need to remain within the 

confines of generally accepted data of the field; second, clear separation of opinion from established 

fact; third, recognition that personal sincerity or even conviction is not a guarantee against error; fourth, 

awareness that freedom must claim no more authority than one's appointment renders appropriate; 

and fifth, awareness that freedom does not include the denigration, defamation, or ridicule, in writing or 

in speech, of the University or its benefactors, employees, students, or any aspect of its curriculum. A 

faculty member can, and should, present to the student newly-discovered facts and laws; new 

developments or new applications of old knowledge, and new theories that may be advanced in 

explanation of known data: physical, political, or social. Faculty members cannot, and shall not, teach as 

true what they know to be false, or teach as a fact, or as a universal law, what is yet but hypothesis or 

theory. If faculty members wish to communicate a personal opinion, they have an obligation to label 

such, as opinion, and not as fact. 

b. Faculty members are entitled to academic freedom in research and publication of the results, subject 

to adequate performance of all other academic duties contained in the job description, and to 

fulfillment of established responsibilities to University Committees on research and publication. A 

faculty member is a citizen, a member of a learned profession, and a representative of the Institution. 

When speaking or writing as a citizen, a faculty member shall be free from Institutional censorship or 

discipline, and the expression of opinion as a citizen shall not constitute grounds for dismissal from the 

University, except for denigration, defamation or ridicule of the University, its benefactors, employees, 

students, trustees, or any programs offered by the University. On the other hand, a faculty member's 

role in the community imposes special obligations. As a learned individual and educator, they should 

remember that the public might judge the AOM profession, and the University, by their utterances. 

Hence, the faculty member shall at all times be accurate; shall exercise appropriate restraint, and shall 

show respect for the opinions of others. When speaking, or writing, as a citizen, a faculty member shall 

not utilize the name of the Institution in any way, lest the opinions being rendered are affiliated with the 

Institution, and not the individual. Atlanta University of Health Sciences assumes no responsibility for 

the extramural statements of the faculty in their roles as citizens. Academic freedom shall be accorded 

to all faculty members regardless of contractual agreements or academic work. Any limitations in 

academic freedom, because of any special aims, or interests of the Institution, must be clearly stated in 

writing at the time of appointment. 
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2. Teaching Load 

The teaching load for a full-time faculty member is twelve to fifteen (12-15) credit hours per trimester. 

Credit load for lectures is calculated as follows: one (1) hour of lecture is equivalent to one (1) credit 

hour. Credit hours for labs are calculated as follows: for the first lab section in a given subject, the 

primary lab instructor will be credited with one (1) credit hour per contact hour. For each additional lab 

section in a given subject, two (2) lab hours equate to one (1) credit hour. Two (2) clinic floor hours 

equate to one (1) credit hour. Compensation will be adjusted upwards if the teaching load exceeds 45 

credit hours per year. This compensation adjustment will be calculated based on overload salary ranges 

per contact hour. 

 

3. Part-time Faculty  

Lab and lead Instructors will be paid for contact hours. Lead Instructors of six (6) or more credit hours 

will be paid up to two (2) additional hours per week for office hours. In this instance, validation of the 

additional hours shall be approved bi-weekly by the appropriate Dean and submitted to the Payroll 

Department.  

 

4. Office Hours 

Faculty office hours provide time for interaction with students and personnel at all levels of the 

Institution. The office hours of a full-time faculty member will total a minimum of five (5) hours weekly 

spread over four (5) days, and the total hours on campus (teaching, prepping, and office hours), will 

total thirty-six (36) hours. The office hours should be posted in the Center of Academics and be 

distributed with the course syllabus on the first day of each trimester in each class. Final approval of 

office hour schedules will be by the appropriate Dean of each respective center. 

 

5. Evaluation of Faculty  

a. The primary purpose of ongoing evaluation is to assist faculty in their professional development. 

Secondarily, regular evaluations provide data for the administrative determination of faculty retention, 

promotion, and merit pay. 

b. Faculty evaluation includes, but is not limited to, the following:  

(1) knowledge of subjects taught; 

(2) teaching effectiveness, including presentation of lectures and labs and teaching ability; 

(3) scholarly/creative/research activities; 

(4) professional growth; 

(5) institutional service; 

(6) instructor – student interaction; and 

(7) fulfillment of job description. 
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c. Faculty will be evaluated utilizing all the following mechanisms: 

(1) Student Review the Director of Institutional Effectiveness the Faculty Evaluation, a survey prepared 

with faculty input, to all students for Labs or Lecture. The student evaluations will be analyzed each 

trimester for the first year of employment. All other faculty will be evaluated annually. A paper survey is 

conducted the course instructor will distribute the questionnaire to each class and will then leave the 

class. The Class President or other designated representative will collect the completed evaluations and 

deliver them directly to the designated office. Results will be made available to the faculty member at 

the beginning of the following trimester. 

(c) The Clinic Director will be evaluated by each intern they supervise. The evaluations may be 

distributed in an appropriate lecture course or when the intern checks out of clinic. At the time of 

his/her check out from the clinic, the intern will complete an evaluation form. The intern will evaluate 

only those people he/she has had extensive contact with: his/her staff doctor, and part-time doctors. 

The interns will also be asked to evaluate the other doctors. The evaluations will be compiled and 

analyzed annually. Results of the evaluations will be forwarded to the Clinic Director and discussed with 

each staff doctor. 

(2) Chair/Director Review - Departmental Chairs/Clinic Directors/Pod Directors will evaluate each 

member of the faculty in their department annually. First year faculty may be evaluated by their Chair/ 

Director every trimester during their first year of employment at Atlanta University of Health Sciences. 

The Chair/Director will review the evaluation with the faculty member for strengths and weaknesses. 

The appropriate Dean in calculating the evaluation factor for salary for the following year will use the 

results of the evaluations.  

 

(3) Other – Additional evaluation tools, such as the Grote Approach System, may be used as 

recommended by the Faculty Senate and approved by the Administration. Those additional evaluation 

tools must be described in the 

 

6. Special Review 

Review by the Department Chairperson/Clinic Director or appropriate Program President will be utilized 

upon faculty request for professional development, for promotion in rank, or to dispute departmental, 

or student evaluation results. The results of the evaluation will be put in writing, and discussed with the 

faculty member in a timely manner. 

 

7. Course Syllabi/Outlines 

Each Course Director is required to develop, and submit, a syllabus and an outline for each course to 

which they are assigned.  A complete course syllabus and copies of handouts given to the class will be 
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maintained in the course files of each class in the appropriate center. All instructors teaching that course 

should follow the syllabus. 

8. Budgetary Requests 

Requests for materials and supplies must be submitted to the appropriate Department Chairperson, 

Clinic Director. 

 

9. Scheduling of Rooms 

All groups and individuals approved to use Atlanta University of Health Sciences facilities may be 

charged fees to help defray expenses of utilities, cleaning, maintenance and security. A Request for 

Facilities Use must be submitted to the Student Office for approval, at least five (5) working days prior to 

the event or activity. 

 

10. Facilities and Equipment 

The instructional staff should cooperate in the preservation and safeguarding of all property and 

equipment of the University. Any damage or destruction thereof must be reported to the appropriate 

department. 

 

11. Guest Speakers 

(1) A faculty member who desires to enrich his/her course with the addition of a visiting lecture must fill 

out a Speaker Approval Form. These forms must be submitted to the Dean of the School of Acupuncture 

& Oriental Medicine and a copy to the Director of Student Affairs for approval at least seven (7) business 

days prior to the date of presentation.  

 

B. STUDENT GRADING SYSTEM 

1. Change of Final Grade 

The faculty member of record may change final grades. All other cases of a change of final grade must 

be appealed through the chain of command in the grade appeals policy.  

 

2. Grade Appeals Policy 

Atlanta University of Health Sciences provides a mechanism for grade appeals. The process respects the 

judgment of Faculty members and protects the interests of students if inappropriate criteria are used to 

determine a grade or if a Faculty member does not adhere to stated procedures or grading standards. 

Administrative officers cannot substitute their judgment for that of the Faculty concerning the 
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assignment of a grade. The Faculty conducts the review of any student complaint over a grade, under 

these procedures adopted by the Faculty. Any resulting change in a grade should be by Faculty 

authorization. The process for grade appeals is outlined below for the MAOM and CMT programs. 

 

3. Student Rights 

Students shall have the right: 

a. To be informed in writing of the specific requirements of the courses in which he/she is enrolled 

at the beginning of the term, and to expect that course requirements will not be changed 

without notice. 

b. To have clear indication of his/her educational progress in those courses in which he/she is 

enrolled, and to know how the various assignments are weighted. 

c. To have his/her grades kept private from other students, and to have final examinations held at 

the appointed times. 

d. To find his/her instructors available during posted office hours or by special appointment. 

e. To have his/her instructors arrive for classes punctually. 

f. To have his/her grievances heard by the Student Grievance Committee when appropriate 

grounds are established for a hearing. 

g. To appear before the Student Grievance Committee when actions have been taken against said 

students in regard to disciplinary problems. 

 

4. Academic Dishonesty 

Faculty who suspect or witness academic dishonesty are required to inform the Department Chair/Clinic 

Director and appropriate Dean who will forward it to the Dean of Student Affairs. Cases of academic 

dishonesty will be submitted to the Academic and Professional Standards Committee for review and 

consideration. 

 

5. Faculty Rights Concerning Disruptive or Unprofessional Student Behavior 

a. An instructor has the right to control conduct in the classroom. He/she may prohibit students 

from disrupting class and may expect student conduct to be professional and courteous.  

b. If a student enters class late, the instructor may ask him/her to leave with the expectation s/he 

will not disrupt the class. A student may be counted absent for that day. 

c. If a student disrupts class (e.g., talking, passing notes, eating in class, sleeping in class, texting on 

their cell phones, etc.), the instructor has the right to ask the student to 1) discontinue his/her 

conduct, or 2) leave the classroom. 

d. The instructor has the right to report disruptive or unprofessional conduct to the appropriate 

persons at the University so that the University may take disciplinary action. 
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6. Faculty Rights Concerning Dishonest Student Behavior 

Instructors have the right to: 

a. Expect all students to complete assignments and examinations with absolute honesty. 

b. Expect students to sign roll sheets honestly. Instructors have the right to use any reasonable 

method for taking roll. 

c. Limit opportunities for cheating. During exams the instructor should prohibit talking, require 

students to spread out, require students to move all books and notes away from the area where 

they are seated, or take any other reasonable measure to prevent cheating. The instructor has 

the right to ask any student to move to another seat during an exam.  

d. Gather evidence of academic dishonesty. The instructor has the right to ask a student to give 

them any materials that the student may have used to cheat. The instructor has the right to take 

pictures of any materials that cannot be easily taken into his/her possession, (e.g., writing on 

clothing, bandages, hands, etc.). 

e. Report academic dishonesty to the appropriate persons at Atlanta University of Health Sciences 

so that the University may take disciplinary action. 

 

C. ADVISING 

1. Academic Advising 

All students advising are conducted through the President office in an effort to simplify matters for 

students. 

 

2. Specialized Advising 

Office of Academic Affairs 

a. The Director of Academic Office has as its primary concern, the adjustment and well-being of 

the individual students. The Director is available to individual students to discuss personal 

problems that are normal to all University students, and to assist the students in finding and 

making use of the resources of the University to their best advantage as an individual, and as a 

member of the Campus community. In addition, the Director of Academic Office serves in an 

advisory capacity to student organizations. 

b. The primary responsibility of the office of academic office is serving those AUHS students who 

have learning and/or physical disabilities. Student assistance also advises students having 

academic problems on such matters as tutoring, time management and study skills. 
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3. Withdrawal Policy 

A withdrawal may be student-initiated or administrative; the latter occurring when a student simply 

disappears from Campus, transfers elsewhere, is suspended for academic or disciplinary reasons, or 

does not return from a leave of absence after the term of the leave. In the case of a withdrawal, the 

student does not have an automatic right to register for the next trimester. The procedure for applying 

for re-admission is specified in the manual. 

 

 

IV. FACULTY PROFESSIONAL DEVELOPMENT OPPORTUNITIES 

Whenever possible, the University will cooperate with an instructor in providing release time to attend 

professional seminars, or other related meetings, particularly as they relate to the individual's role at the 

University. 

 

 

V. FACULTY PERSONNEL POLICIES 

A. POLICY AND PROCEDURE REGARDING FULL-TIME FACULTY  

     APPOINTMENT, REAPPOINTMENT, AND PROMOTION 

1. Faculty Recruitment 

The Faculty of Atlanta University of Health Sciences is selected from among applicants on the basis of 

education, experience, and ability. In addition, the University attempts also to secure persons who will 

work harmoniously with other faculty, staff, and students. 

 

2. Faculty Recruitment Procedures 

Consideration for vacant positions will be based on the best qualified candidate; however, consideration 

will be given to current employees who apply provided they are equally qualified as other candidates 

being considered from outside the University. Before an interview, applicants must complete Atlanta 

University application and faculty addendum. The following additional requirements apply to the 

process for hiring new faculty members. 

a. The Department Chairs and Director of the Clinics assess the need for faculty. The need for 

faculty is submitted as a budget request to the President of the School of Acupuncture & 

Oriental Medicine. 

b. The qualifications of the applicants are reviewed for compliance with the standards of ACAOM 

as minimal criteria. The criteria in this handbook are also applied. 
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c. After the selection committee’s interview, applicants may be invited to be a guest speaker in the 

area they are to teach. The applicant may be observed in the classroom by the interviewers, any 

of the members of the faculty and students. 

 

3. Term Appointments 

Term appointments may be either part-time or full-time and by multi-year, yearly or trimester. Such 

appointments are renewable at the option of the University. A faculty member with a term appointment 

is terminated automatically at the expiration of the term specified, unless the appointment is renewed. 

Notice of intent to renew or not re-new shall be given according to the schedule that follows. 

a. Provisional Appointments 

Provisional appointments are new hire employees who are initially issued a one trimester contract. The 

standard for extension to the end of the first contract year is satisfactory performance during the first 

trimester. Provisional appointments are “at will” and may be terminated with or without cause and with 

or without prior notice. 

b. Probationary Appointments 

Probationary appointments may be full-time or part-time appointments. Probationary appointments are 

“at will” and may be terminated with or without cause and with or without prior notice. 

c. Non-Probationary Appointments 

Non-Probationary appointments are full-time appointments dedicating thirty six (36) hours per week in 

service to the University for continuous service until retirement, subject to termination or layoff by the 

University as set forth in the termination procedures. The standard for granting non-probationary status 

shall be at least one (1) Trimester of continuous satisfactory service. Full time faculty contracts are 

typically issued for one (1) year. Eligibility for a multi-year contract occurs following three (3) years of 

continuous service, and must be requested by the faculty member. 

 

4. Basic Salary Range Criteria 

a. The basic salary range for a new faculty member will be based on the system documented and 

utilized by the Human Resource department.  

b. Existing faculty members will have salary increases based on the merit system and their 

evaluations. 

c. Additional salary benefits are provided to Faculty who are appointed to administrative 

responsibilities based on the nature and the level of the responsibilities. This benefit ends when 

the position is terminated or vacated. 
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5. Faculty Appointment 

Faculty appointments at Atlanta University of Health Sciences include those of all full and part-time 

faculty directly involved in degree program. The criteria for initial appointment, as well as for 

subsequent rank advancement, require careful examination in as much as the faculty constitutes the 

direct link by which the goals and the philosophies of the institution are communicated to the students. 

The criteria listed below are intended as guidelines for use by those individuals who have responsibility 

for the appointment and promotion of faculty members, and should be understood by the faculty. The 

President has authority for final approval of the hiring of all faculties. A faculty member is usually, but 

not always, hired prior to the beginning of a trimester and assumes classroom, laboratory or clinic 

assignments on the first day of the trimester. 

a. Faculty Rank Criteria 

(1) Instructor: This rank constitutes an initial appointment of a recent graduate of an appropriate 

program of study. The individual will not yet have demonstrated independent ability to conduct 

teaching, research, or service functions. An instructor must have basic knowledge of the specific course 

materials, and should have intellectual vision, but need not have acquired a significant understanding of 

the upper reaches of the discipline. 

(a) requires a minimum of a Master's degree or DAOM, Ph. D.; 

(b) shows promise as an effective teacher; 

(c) should indicate plans for further graduate study or continued scholarly activity. 

 

(2) Assistant Professor: To be appointed to this rank a person must have demonstrated ability in the 

field. 

(a) requires an earned doctorate degree (may be waived under unusual circumstances); 

(b) a minimum of three years of appropriate professional experience; 

(c) shows ability or promise as an effective teacher; 

(d) shows evidence of ability to do continuing scholarly or creative activity. 

(e) employed at Atlanta University of Health Sciences for a minimum of two (2) consecutive years. 

 

 

(3) Associate Professor: To be appointed to this rank, a person must demonstrate marked competence 

and considerable perspective in his/her particular field. The candidate must also present evidence of 

steady professional growth and competence in teaching, scholarly or creative activity, and service. 

(a) an earned doctorate degree (may be waived under unusual circumstances);   

(b) a minimum of six years of appropriate professional experience; 

(c) evidence of ability as an effective teacher and/or practitioner; 

(d) evidence of scholarly or creative activities beyond the doctoral degree or terminal degree; 
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(e) evidence of service to his/her profession or institution. 

(f) employed at Atlanta University of Health Sciences for a minimum of four (4) consecutive years. 

 

 

(4) Professor: To be appointed to this rank, a person must demonstrate mastery of teaching, scholarly or 

creative activity, and service in his/her respective field. 

(a) an earned doctorate degree; 

(b) minimum of twelve (12) years of appropriate professional experience; 

(c) evidence of established ability as an effective teacher; 

(d) evidence of continuous research, scholarly or creative activity; 

(e) evidence of significant service to his/her profession or institution; 

(f) employed at Atlanta University of Health Sciences for a minimum of seven (7) consecutive years. 

 

6. Faculty Records 

A faculty member is responsible for regularly updating His/her academic file, which is housed in the 

Office of President of Academics. The file shall contain the following information: 

(a) original letter of application and letters of recommendation; 

(b) original copies of all academic transcripts; 

(c) all letters of appointment; 

(d) documents evaluating teaching or instructional effectiveness; 

(e) documents showing scholarship and creative accomplishments;  

(f) listing of active membership in professional organizations; 

(g) peer evaluations of professional attributes; 

(h) evidence of successful progress toward the highest degree in the field (if applicable); 

(i) documentation of years of service and length of time in rank; 

(j) evidence of community service; 

(k) documentation of licensure if the individual holds the first professional degree. 

(l) proof of current certification in CPR to a Healthcare provider level for all clinic doctors. 

 

7. Criteria for Reappointment and Rank Advancement 

We look for a pattern of sustained achievement, and for accomplishments of quality. For all that hold 

teaching appointments at Atlanta University of Health Sciences, however, the following criteria shall 

apply. 

a. Teaching 

Effective teaching is the primary criteria for decision of reappointment and promotion within the Atlanta 

University Faculty. Everyone, who is either re-appointed or promoted, must be judged to be effective, 
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both in the classroom and in individual student relations. Members of the individual’s department will 

assess effectiveness through various means, including student evaluations and the analysis and 

interpretation of these evaluations. Other forms of teaching evaluation may include letters from 

students and letters from peers who have observed the Faculty member's teaching performance. 

Performance of the faculty is evaluated by combining ratings from Departmental Chairperson's 

evaluation, students' ratings and Dean’s rating. The Dean of Academics and Dean of the AOM Clinics 

collect all of these evaluations to determine an individual's performance. Instructor evaluation forms 

used in soliciting student evaluations for faculty in labs, lectures, clinics and departmental (supervisor) 

evaluation forms. 

b. Scholarly Activity 

Scholarship is instrumental to good teaching and therefore must be ranked high on the list of criteria for 

reappointment and promotion. In making judgments about an individual's scholarly accomplishment, 

Atlanta University of Health Sciences looks primarily for evidence of a lively and imaginative intellect 

which is engaged in a continuing, visible, and substantive commitment to advancing knowledge, 

developing understanding, and/or performing in a discipline, field of inquiry, or art form. Students, 

especially advanced students, need opportunities to observe the Faculty engaged in scholarship, and 

when appropriate, should be able to participate with them. It is essential to offer students models of the 

investigative or contemplative scholar. All members of the Atlanta University Faculty should periodically 

give public evidence of scholarly interests and accomplishments. Part of what it means to be a scholar is 

to participate in a community of scholars, sharing work and subjecting it to the constructive criticism of 

associates. This may take place in a variety of forums; published papers, papers presented at 

professional meetings, or lectures presented at Atlanta University of Health Sciences, and other AOM or 

academic institutions. While there is a wide choice of forums in which scholarly work may be presented, 

there is some sense of commonality about its forms. Judgments regarding scholarly accomplishment will 

be made on the basis of the quality of an individual's scholarly work. Peers at Atlanta University of 

Health Sciences, Department Chairs, and Clinic Director will make evaluations. Scholarly work must be 

publicly available in a form that allows such judgments to be made.  

c. Community Service 

While teaching and scholarship are primary, other factors are also related to reappointment and 

promotion. Of special significance to our Mission is a commitment to the basic objectives of 

acupuncture & oriental medicine education. That commitment is expressed by sharing one's field with 

students and colleagues from other fields of inquiry, and by exploring areas of learning beyond one's 

own specialty or discipline. That commitment is also expressed in relationships with colleagues and 

students and in openness to the whole range of learning. Some Faculty are especially involved with 

curricular development; some contribute to the work of University governance; some participate in 

student and patient recruiting for the University, such as job and health fairs, some play a helpful role 

advising student organizations, and assisting in development of co-curricular activities. Others may be 

active participants in work of various professional organizations, within their disciplines, or higher 
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education in general. In these and other ways, Faculty members are expected to perform well those 

periodic duties that complement their central responsibilities as teachers and scholars. 

 

8. Procedures Pertaining to Rank Advancement 

Rank advancement is an annual process and takes place in the Spring Trimester. The process is as 

follows 

a. The Director of Academics will host an open meeting to all faculty interested in applying 

for rank advancement- meeting will cover rank advancement requirements and 

guidelines  

b. The Faculty member will be responsible for assembling all relevant documents and 

supporting data and submitting five (5) copies to the appropriate Dean 

c. The Dean must make a recommendation in support of the rank advancement and will 

then forward his letter of recommendation, the faculty application, and supporting 

documents to the Vice President of Academics office. 

d. The Director of Academics will verify the documentation is complete and meets all 

guidelines and will forward to the Rank Advancement Committee, chaired by a Dean of 

the University. 

e. The recommendations of this Committee will be forwarded to the President of the 

University who, will make final decisions and communicate back to the Deans. Any rank 

advancement made will be with the approval of the President. 

f. All applicants will be notified in writing if they have been approved or denied of a rank 

advancement by the Director of Academics. Questions or concerns regarding the 

decision should be directed back to the appropriate Dean. 

g. Rank advancements will go into effect at the beginning of the fiscal year July 1st 

h. Contract renewals executed for the new fiscal year will reflect rank advancements and 

merit increases associated with rank advancements Faculty guidelines and procedures: 

i. Application/Checklist for Rank Advancement to be filled out/documents provided as 

outlined above.  

j. All faculty seeking a rank advancement must have been in his/her present rank at the 

time of application for a period of at least three (3) years. 

 

9. Faculty Awards 

1) One outstanding Faculty of the Year awards will be given to a recipient as follows: one from 

Academics and AOM Clinic. These awards are to be given once a year at a major convocation, the annual 

faculty dinner, a graduation, or other suitable meeting. The recipients must have been full-time 

members of the faculty for at least one year. The individuals will be chosen based on information and 

documentation compiled and submitted by the candidate by May 31st or the first class day after May 

31st regarding their activities in a combination of any two or more of the following major criteria: 
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a. Ability to carry out assigned duties with reliability and enthusiasm. 

b. Additional credentials that may have been attained which would benefit instructional ability 

(within the past year) beyond that required to maintain licensure or certification. 

c. Active service to the University 

d. Faculty sponsor (advisor) for a sanctioned club or organization 

e. Community service 

f. Scholarly Endeavors 

g. The number of books, manuals, articles published, edited or reviewed or the number of 

educational aids developed within the past year.  

 

10. Policy on Faculty Dismissal 

a. Causes for termination (dismissal) are as follows: 

(a) Conviction of a felony during the period of employment, or prior thereto, if the conviction 

was willfully concealed. 

(b) Evidence of incompetence, inefficiency, ineffectiveness, lack of professional growth, or 

default of academic integrity in teaching, research, or scholarship. 

(c) Intentional or habitual neglect of duty. 

(d) Obstruction or disruption of any institutional function. 

(e) Teaching under the influence of alcohol or any drugs or substances that interfere with the 

faculty member's performance of duty. 

(f) Use, possession, or distribution of illegal drugs. 

(g) Immoral, obscene, or unprofessional conduct. Any act of discriminatory harassment  

(h) Willful violation of the University's policies and published rules. 

(i) Physical or mental incompetence. 

(j) Failure to carry out assigned responsibilities toward students, colleagues, or the Institution. 

(k) False swearing with respect to official documents filed with or for the University. 

(l) Denigration, defamation, or ridicule, in writing or in speech, of the University, its 

benefactors, employees, students, or any programs offered in the official curriculum of the 

University. 

b. Gross violations of professional conduct may require the immediate dismissal of a contractual 

employee. 

c. Faculty members may request review by the Appeals and Grievance Committee. 

 

11. Non-renewal of Contract 

When at all practical, notices of non-renewal shall be according to the following schedule: 
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a) No notice is required for a faculty member with a single trimester contract; however if 

possible a thirty (30) day notice will be given; 

b) Ninety (90) days in advance of the expiration of the current contract for a faculty member 

with a yearly contract; 

c) Six (6) months in advance of the expiration of the current contract for a faculty member 

with a multi-year contract. 

 

12. Procedure for Resignation 

With Notice 

In the event that a Faculty member wishes to resign from his or her position, the Director of Academics 

or Dean should be provided with a letter of resignation one trimester prior to the date that termination 

of service would occur. The Deans will accept the resignation if they foresee that they will be able to 

replace that faculty member for the anticipated trimester without interruption in the Academic or 

Clinical Program. If the Dean waives the notice period and accepts the faculty member's resignation 

immediately, the faculty member will be entitled to the salary she/he would have earned during the 

notice period minus the amount of deductions. At the date of termination of service, the faculty 

member will receive the balance of salary earned minus the amount of deductions or indebtedness to 

the University. 

Without Notice 

In the event that a faculty member needs to resign from his/her position due to a serious debilitating 

health problem or a serious problem that is beyond his/her control, the Dean should be provided with a 

letter of resignation. Once the Dean has verified the extenuating circumstance, the University has the 

option to accept the resignation immediately. Since the faculty member will be unable to give a one-

trimester notice, the faculty member will not be entitled to any salary beyond the date of termination of 

service. At the date of termination of service, the faculty member will receive the balance of salary 

earned minus the amount of deductions or indebtedness to the University. 

 

B. POLICY ON OUTSIDE EMPLOYMENT BY ATLANTA UNIVERSITY OF HEALTH SCIENCES 

FACULTY 

A full-time faculty member's professional responsibility is to Atlanta University of Health Sciences. 

Accordingly, faculty members accepting outside employment are expected to remain fully effective in 

their teaching, scholarship, and service within the University. Faculty members engaged in outside 

employment are expected to discuss the nature and extent of these responsibilities with his/her 

Department Chair/Clinic Director, who will apprise the appropriate Dean of the outside commitment. 

Consulting, or other similar activities, is welcome; provided they enhance the professional growth of the 
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faculty member and/or bring favorable recognition to the University. Faculty members engaged in such 

activities are expected to discuss the nature and extent of these responsibilities in advance with their 

Department Chairperson/Clinic Director, who will apprise the appropriate Dean of the outside 

commitment. 

 

C. POLICIES ON STUDENT/FACULTY RELATIONSHIPS 

STUDENT/FACULTY RELATIONSHIPS: 

A dual relationship is one in which a faculty member has both a professional, and a romantic or sexual 

relationship, with a student. This includes those relationships that appear to involve genuinely mutual 

consent. Given the inherent inequality of power between student and faculty, numerous factors can 

greatly complicate a dual relationship. For example, dual relationships undermine professional integrity 

in supervisory, educational and advisory contexts. For this reason, dual relationships are not acceptable. 

If a faculty member engages in such a relationship, they must, at the very least, divest themselves of 

supervisory, educational or advisory responsibility for that student. If the faculty member chooses not to 

take this step, other options must be pursued, including the resignation of the faculty member; an 

extended leave of absence until the student has graduated; or the transfer of the student to another 

institution. A continuing relationship may be considered as the basis for disciplinary action on grounds 

of moral delinquency or professional incompetence regardless of the student’s “consent” to the 

relationship. 

 

VI. FINANCIAL ARRANGEMENTS AND FACULTY BENEFITS  

A. FINANCIAL ARRANGEMENTS 

Salary Payments 

Faculty salaries are earned over the twelve (12) month academic year. Individual checks, showing gross 

pay and all deductions are issued every month for a total of twelve per year. The check received on the 

last payday during a contract will complete payment under the contract. Deposit of all or part of the 

employee's paycheck will be made by direct deposit to the bank of his/her choice with authorization by 

employee. Employees will receive deposit notices from an assigned payroll distributor or receive a cash 

pay card where the employee’s payroll funds are developed.  

B. EMPLOYMENT ELIGIBILITY VERIFICATION 

The Immigration Reform and Control Act of 1986 require Atlanta University of Health Sciences to 

examine and verify certain documents, to establish the employment eligibility of all employees hired 

after November 6, 1986. All members of the faculty and professional staff placed on the payroll 

November 7, 1986, and later are required to complete the Immigration and Naturalization Service’s 
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Form I-9, Employment Eligibility Verification. Atlanta University of Health Sciences is required to 

examine certain documents as listed on Form I-9 within three (3) days of hire, certify that such 

documents have been examined, that they appear to be genuine, and that the individual is authorized to 

work in the United States. The Department of Human Resources will assist new staff members through 

this procedure during employment registration. 

 

C. FACULTY BENEFITS 

1. Eligibility for Benefits 

(a) Employee’s eligibility for participation in Atlanta University of Health Sciences benefit plans are 

subject to meeting the Plan requirements of each specific benefit, or by restrictions detailed in 

other parts of these guidelines. 

(b) For the purpose of determining benefits (when years of service are the basis for awarding the 

benefits), years of service are counted from the original date of employment, and continue to 

accrue as long as that employment remains full-time, and is not interrupted for a period longer 

than 30 days. 

 

2. Categories of Benefits 

a. Legally-Mandated Benefits 

Atlanta University of Health Sciences complies with all applicable laws, regarding employee benefits, 

such as:  

1) Social Security (FICA): All full-time and part-time employees are required to participate jointly 

with the University in the federal Social Security program. 

2) Worker's Compensation Program: Worker’s Compensation Insurance provides benefits to all 

full-time and part-time employees for work-related injuries and illnesses. This includes coverage 

for medical expenses, and when appropriate, partial income replacement for time lost from 

work. All injuries, no matter how minor, must be reported immediately to the Safety Officer. 

Employees who are injured on the job, or suffer any physical injury caused by their work, are 

covered in accordance with the state law of Georgia. Premiums for Worker’s Compensation 

Insurance are paid for by Atlanta University of Health Sciences. 

3) Unemployment Insurance: The University's practice is consistent with federal and state laws. 

4) FMLA: As mandated by federal law (Family Medical Leave Act), the University will provide up to 

twelve (12) weeks of unpaid leave, per year, for specific family and personal conditions.  

5) Employees, who resign or are terminated from Atlanta University of Health Sciences are eligible 

to continue in the medical and dental benefit plans for up to eighteen (18) months under the 

Consolidated Omnibus Budget Reconciliation Act of 1985. Covered employees (including eligible 

dependents) will be charged the applicable premium. The premium is subject to change if the 
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insurance rates increase or decrease. For complete information regarding continuing or 

converting benefits, employees should contact the Human Resources Department. 

b. Non-Mandated Benefits 

The Atlanta University of Health Sciences benefit programs are explicitly defined in legal documents, 

including insurance contracts, official plan texts, and trust agreements that the plan documents will 

govern. For specific questions on coverage, these official documents and plan details are readily 

available in the Human Resources Department. All regular full-time who work at least 35 hours per week 

employees are eligible to enroll in the following after 60 days of continuous employment except where 

otherwise stated. 

(1) Medical 

Atlanta University of Health Sciences offers two PPO options group health insurance to all regular full-

time and part-time employees who work a minimum of 36 hours per week. This coverage is available for 

the employee and their legal dependents. The plan is designed as a cost sharing plan between the 

employee and the University. Prescription and acupuncture benefits are included in this plan.  

 (2) Basic Life/AD&D Insurance 

The Basic Life Insurance Plan is provided at no cost to all regular fulltime and part-time employees who 

work a minimum of 35 hours a week. The Basic Life Insurance amount is equal to one times (1x) the 

employee’s base annual salary to a maximum of $200,000. An Accidental Death and Dismemberment 

Plan is also included for an additional one times (1x) the employee’s base annual salary. This life 

insurance policy is convertible, i.e. employees may convert this policy into an individual policy when 

their employment with Atlanta University of Health Sciences is terminated. At age 65, benefits are on a 

reduction schedule. 

(3) Voluntary Life Insurance 

Additional life insurance may be purchased by the employee up to a maximum of $500,000 or 5 times 

their annual salary whichever is less. This benefit is also offered to all regular full-time employees who 

work a minimum of 35 hours per week. Cost to employee depends on employee’s age and amount of 

insurance purchased. Coverage for an employee’s spouse and children is also available. This life 

insurance policy is portable i.e. employees may take this insurance policy with them if and when their 

employment with Atlanta University of Health Sciences is terminated. At age 65, benefits are on a 

reduction schedule. 

(4) Dental 

Atlanta University of Health Sciences offers group dental coverage to all regular full-time employees 

who work a minimum of 35 hours per week. This coverage is available for the employee and their legal 

dependents. Premiums are at the employees’ expense. Details of this benefit are covered in the 
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insurance booklet available in the Human Resources Department. A portion of orthodontia is covered 

for both children and adults. 

 

(5) Long Term Disability 

A long term disability policy is provided at no cost to all regular full-time employees who work a 

minimum of 30 hours per week. The employee must be off from work for 90 days (90) (waiting period) 

due to accident or illness before benefits are paid. The plan pays 60% of monthly salary up to $5,000 per 

month. 

(6) Short Term Disability 

All regular full-time employees who work a minimum of 35 hours per week may voluntarily elect Short 

Term Disability coverage. The employee must be off from work for fourteen days (waiting period) due to 

accident or illness before benefits are paid. The plan pays 60% of weekly salary up to $1,000 per week. 

The premium cost to an employee is based on employee’s annualized salary. 

(7) Cafeteria Plan/Section 125 

Employees may elect to have a dollar amount deducted from their pay on a pre-tax basis and deposited 

into either a Medical Reimbursement Plan and/or a Dependent Care plan. The employees may also opt 

to have their medical and dental premium deducted from their paycheck on a pre-tax basis. This allows 

the employee to lower their taxable income and be reimbursed for eligible expenses incurred 

throughout the year. More details on this plan are available in the Human Resources Department. 

(8) Retirement 

Retirement Annuity – Regular full-time employees who work a minimum of 35 hours or more per week 

may join the TIAACREF Retirement Plan after twelve (12) months of employment. Employee must invest 

a minimum of 1% of their salary before Atlanta University of Health Sciences will contribute its share of 

6%. Funds from this account are not available for loans and may only be accessed upon termination. 

Supplemental Retirement Annuity - Upon immediate hire to Atlanta University of Health Sciences, 

regular full-time employees who work a minimum of 35 hours per week may enroll in the Supplemental 

Retirement Annuity (SRA). The University does not contribute to this account, but the employee may 

invest a percentage of his/her salary on a pre-tax basis. The funds in the SRA may be available for loans. 

(9) Continuing Education 

Full-time Faculty employees receive free registration fees for Atlanta University of Health Sciences 

seminars that are fully sponsored by Atlanta University of Health Sciences. For seminars that are co-

sponsored by Atlanta University of Health Sciences with outside companies, the number of spaces 

available at no cost is dictated by the company that is cosponsoring the seminar. All full-time faculty 
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members are encouraged to stay abreast of the seminars being offered through the Continuing 

Education Department via the AUHS. Free registration is usually limited and on a first come basis.  

 

 

D. ABSENCE AND LEAVE POLICIES 

1. General Provisions 

Regular and prompt performance of the assigned teaching duties or related assignments is very 

important. Substitutes are not readily available in the specialized subjects taught at the University. The 

University is, therefore, highly dependent upon men and women who can be relied upon to perform 

their assigned duties with regularity and punctuality. 

a. A faculty member who is absent from work other than for those days as authorized within this 

document, and cleared through the appropriate  supervisor, is taking an "unauthorized absence." The 

University will deduct a salary amount based on commensurate leave, whether hourly or contractual 

wage. Any faculty member who is absent without leave, or who fails to return as scheduled, shall be 

subject to disciplinary action up to and including dismissal. 

b. If illness or injury occurs, or if an emergency arises, the faculty member will notify his/her Course 

Director or Department Chair or Clinic Director as soon as possible of the inability to meet classes or 

clinic duty or to fulfill obligations. (If inability to meet classes is due to a sudden illness, the faculty 

member is to call in no later than fifteen (15) minutes prior to the beginning of the class or the 

beginning of clinic duty.) If the Course Director cannot be reached, notify the Department Chairperson. 

If unable to contact the Department Chair follow the chain of command to the appropriate Dean. In the 

case of illness of injury that necessitates absence from the classroom, laboratory or clinic for more than 

one (1) day, the Course Director will confer with team members or the Department Chairperson will 

confer with faculty members in their Departments to determine who can handle the absent faculty 

member's classes. Faculty members who must be absent because of the death of a member of their 

family, or for some other unusual circumstance, are responsible for arranging for classes to be met in 

cooperation with their respective Course Director and Department Chair/Clinic Director. An employee 

returning from an absence of undetermined length should contact the appropriate Department 

Chairperson (or Dean if Department Chair is not available) at least two (2) weeks in advance of his/her 

return to allow for necessary assignment modification. Individuals who do not contact their Department 

Chairperson in advance will not be allowed to return to duty until authorized to do so by the appropriate 

Chairperson/Dean and they will be charged with the applicable day(s) of absence. The wellness, leave, 

and absence policy is presented in its entirety in the following paragraphs: 

 

2. Disability Leave 
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The University provides employees with the opportunity to purchase short term disability at group rates. 

The University provides a long-term disability at no cost to the employee. This benefit is available for 

regular full-time and part-time employees who work at least 30 hours per week. The University will not 

be responsible for wages or benefits during illnesses or injuries which require more time off work than 

has been accrued through earned sick leave as stipulated above. Illnesses extending beyond accrued 

Sick Leave are covered under the terms of the employee’s short term and long-term disability insurance.  

3. Leave of Absence Request 

A request for a leave of absence for a trimester or more should be made in the form of a letter 

addressed to the appropriate Dean, at least six (6) weeks in advance of the beginning of said trimester 

so the Dean has ample time for securing an interim instructor in the event leave is granted. (Leaves of 

absence are unpaid). 

 

 

4. Personal Leave of Absence 

A contracted employee (full-time faculty member) may be granted by the administration a Personal 

Leave of Absence after four (4) years of continuous service to the University. If granted, the leave will be 

without compensation and shall normally be for a period not to exceed three (3) Trimesters. Exceptions 

to the length of the leave may be granted. 

 

 

5. Bereavement Leave 

If you are a full-time faculty member, you will be granted up to three (3) days off from work with pay in 

the event of the death of an immediate family member. There is no waiting period for bereavement 

leave. Immediate family member is defined as: spouse, child (step and foster), parent (step and foster), 

legal guardians, grandparent or sibling of the employee or employee’s spouse or grandchild, father-in-

law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, aunt or uncle of the 

employee. If the death occurs to an immediate family member who lives more than 200 miles away, an 

additional two days will be granted for travel purposes. Employees may take up to one (1) day off with 

pay to attend the funeral of a relative who is not a member of the immediate family as defined above. 

This is limited to nieces, nephews and cousins. The University, at its discretion, may request a funeral or 

obituary notice. Requests for bereavement leave should be made to your immediate supervisor, who 

will in turn notify the Human Resources Department and Payroll for appropriate action. An Absentee 

Form must be completed and submitted to the Human Resources Department. Bereavement leave will 

NOT be deducted from sick leave. Additional days of absence may be accommodated as sick leave. 

 

6. Faculty Professional Development Absences 
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Faculty may be granted professional development absences without loss of wages or benefits for 

approved trips to meetings of professional organizations, for seminars, for National and State Boards, 

for Diplomate Examinations, and for other approved professional development endeavors which are 

deemed necessary or of benefit to the Institution by his/her Department Chair/Clinic Director or the 

appropriate Dean. 

 

7. Provisions for Time Not Worked 

a. Employees on a paid leave of absence, unless otherwise provided herein, shall continue to receive 

wages, fringe benefit coverage, and retirement credit (if participating in the Plan). Those individuals who 

go on authorized unpaid leave shall have their prior service protected for all benefits, including time of 

service. Employees at their own expense may request continuation of insurance benefits, provided they 

make advance payments of the premiums in a manner required by the University. 

b. Part-time faculty members are not entitled to paid absences of any kind. 

 

8. Breaks/Vacation/Scheduling 

a. Academic Faculty 

Academic Faculty members do not accrue any vacation. Full-time academic faculty are not required to 

be on duty during the trimester breaks, except if a special professional meeting or event is called by the 

administration. 

b. Acupuncture & Oriental Medicine Clinic Faculty 

Full-time faculty members employed in the AOM Clinic will receive 200 hours (5 weeks) of break time 

each fiscal year plus receive an additional 2 weeks of holiday pay at the end of each calendar year. The 

AOM Clinic is open during trimester breaks; therefore, a minimum number of full-time Clinic Doctors will 

be required to work to provide needed coverage. Doctors may volunteer for this break time exchange 

but in the event not enough volunteers are forthcoming the Doctors will be assigned to meet the 

requirements. The scheduling of time off will be the responsibility of the Dean of Clinics, and every 

effort will be made to consider the desires of the Clinic Doctors. All vacation hours must be taken by the 

end of the fiscal year, June 30th. In the event that a Clinic Doctor receives less time off than the length 

of the trimester breaks, he/she will be compensated at the prevailing rate for faculty overload 

compensation, not including those professional meetings or events called by their Clinic Directors or 

Deans. Clinic Doctors schedules will be determined based on seniority and approved by the Clinic 

Director at the beginning of the Fall Trimester. Schedule changes may occur with approval of the Clinic 

Director. Clinic closings will not require faculty doctors to make up their weekly hour requirements. Both 

35 and 40 hour contracts are currently being offered. 
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VII. LEARNING AND SCHOLARLY RESOURCES 

A. ATLANTA UNIVERSITY OF HEALTH SCIENCES LIBRARY 

The library houses a specialized health science collection of books, journals, documents, and audiovisual 

materials and services as the primary reference resource for the University's faculty and students. A 

wide range of Library services is available, with special emphasis on reader's service, reference, and 

bibliographic research. All faculties have full borrowing privileges and may check out books for a loan 

period up to a trimester, if necessary. Reminder notices are sent for overdue items and all library 

materials must be returned at the end of each trimester. Faculty may request that certain materials be 

placed on Reserve Reading. Such requests should be made by the first day of the new trimester. The 

library will also honor requests for the purchase of special curriculum or research-related items 

whenever possible. Purchase requests should be made at least six weeks prior to the date that the items 

are needed. The library is a member of multiple networks and thereby has access to the holdings of 

numerous general and special libraries, including the access to GALILEO computer searches and every 

other major area University library. Borrowed materials are delivered within a few days. Information on 

interlibrary loans, request forms, and area library holdings is available at the Reference Desk. 

B. FACULTY PURCHASING OF EDUCATIONAL MATERIALS 

The appropriate Program Vice President/Department Chair/Director/Supervisor (or appropriate Dean’s 

Office) must give signed authorization for purchases of educational or other materials. A purchase 

amounting to less than $5.00 may be repaid to a faculty member from petty cash in the Business Office. 

Amounts in excess of $5.00 will be requisitioned for reimbursement with the appropriate authorization. 

 

VIII. GENERAL INFORMATION 

A. ACADEMIC PROCESSIONS 

Formal academic procession with the General Faculty in academic regalia is held one time each year: 

spring commencements. Faculty members are required to participate in commencement per academic 

year. 

B. SCHEDULING OF CLASSES 

Departmental Chairpersons, in consultation with the Director of Academics and the Registrar, work out 

lecture and lab schedules for each trimester based on the student enrollment for that trimester. 

C. SPECIAL EVENTS AND BENEFITS 

1. Athletic Activities 

Whenever there are enough qualified people interested in organizing a team, such as softball, tennis, 

etc., the University will pay league fees and may provide appropriate T-shirts or uniforms.  
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2. Summer Picnic 

The University may host a faculty/staff picnic each trimester at an appropriate recreational site. There 

will be planned activities, such as swimming, softball, volleyball, etc., with emphasis on relaxation and 

camaraderie. 

3. Christmas Party 

A Christmas dinner party will be at the discretion of the employees and will be planned by the 

employees. 

4. Halloween 

Halloween is a special day at the University, and all employees and students are urged to let their 

imaginations run wild and wear a costume. 

 

D. KEYS 

Duplicate keys to all University offices, file cabinets, desks, storage cabinets, etc., will be kept in the 

security department in a locked key control safe. Only authorized personnel will have access to, or be 

permitted to use, the duplicate keys, and only after written authorization has been signed by the 

President. In addition, security personnel may use such duplicate keys in the event of an emergency, or 

with the consent of the employee. Because the University will have access to such locked areas, 

"private" items such as personal files, personal correspondence, etc., should not be kept on the 

University premises. 

 

IX. FINANCE AND MANAGEMENT 

A. PURCHASING OFFICE 

Functions of the Purchasing Office are to: 

1. Ensure that purchasing decisions are made which will best serve the University. Faculty and staff can 

best determine the quantity, quality level, and delivery date necessary to accomplish this end. 

2. Maintain responsibility for selection of suppliers, determination of price, method of delivery, and, in 

general, and terms of the contract. It has a responsibility to see that no commitments for materials or 

services are made unless funds are properly budgeted. It is also the responsibility of the purchasing 

office to establish University-wide standards, and to group purchases whenever possible. 

3. Compare items of supply and suppliers. Prime consideration will be given to the source that will give 

the best quality commensurate with need. Consideration will also be given to the service, timing, and 

price, in that order.  
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NOTE: The University cannot be obligated for materials or services except by a formal purchase order. 

Any other commitment is a personal obligation of the purchase initiator and as such the individual may 

be financially liable. The University will not reimburse sales tax for purchases made by employees.  

 

 

B. BOOK ORDERS 

1. The deadline for supplying information to Department Chairs for changes in textbooks is the end of 

the sixth week of classes of the preceding trimester. 

2. Publishers view the providing of professional copies as a privilege, and ask that requests for desk 

copies be sent directly to them. 

3. Obtaining desk copies of required texts is the responsibility of the instructor. 

 

C. SECURING OF OFFICES 

Faculty members are responsible for securing their own offices at the end of his/her workday. Security 

will lock outside doors at posted times. Complete checks of each building will occur periodically 

throughout the officially closed period. The Safety Policy may be found on the intranet. 

1. Admissions to Closed Buildings 

Admission to buildings after the normal hours of access is restricted to: 

a. Members of the Faculty and Staff who have in his/her possession their Atlanta University of Health 

Sciences Faculty/Staff identification card and the proper building key. 

b. Others granted an Official Permit for Admission to a closed building by the Department Chairperson, 

or other responsible person(s) to which access to the building is authorized. This permission is limited to 

a specific place(s), date, time or period of time (not to exceed three (3) hours), and purpose. Official 

permits will be honored in offices and laboratories only if special equipment or material in that area is 

necessary for the individual to study. 

c. No keys (building or room) are to be issued or loaned to students. 

d. Campus Security may: 

1) Question any person found in a closed building at any time. 

2) Request any person in a closed building to show his/her Faculty/Staff identification card, or 

proof of permission for admission to a closed building, and/or Student Identification card for 

purposes of identification and authorization to be in the building. 

3) Limit admittance of permit holder to the rooms or area named on the pass. 
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2. Evacuation of Buildings 

Refer to the building floor plan, two emergency exits and main door. 


