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Welcome & Introduction 

Welcome to the University of South Alabama!  We hope that your experiences as a faculty 
member here at South will be rewarding and successful.  In order to assist you in getting started, 
we have prepared this Orientation Handbook to highlight basic information for new members of 
the full-time and part-time faculty. This handbook is not designed to replace the Faculty 
Handbook (available on the Academic Affair’s web site at 
http://www.southalabama.edu/academicaffairs/index.html or in your department office). You are 
encouraged to review this material as well as the Faculty Handbook.  New full- and part-time 
faculty should also consult extensively with the appropriate department chair or designee 
concerning specific departmental policies and procedures. 
 
In order to further assist you in your teaching, the University of South Alabama offers a series of 
orientation workshops/seminars for new faculty members.  Attendance at five of the 
workshops/seminars is required of all new faculty members during their first year at USA.  
Upon completion of the 5 required workshops, a certificate will be forwarded to your 
Departmental Chairperson and Dean.  In addition, new faculty members in the College of Arts & 
Sciences are required to attend a workshop on advising.  The Arts & Sciences Advising Center 
will notify you concerning this workshop.  You are encouraged to continue to participate in 
additional workshops that are offered from time to time. You should consult with your 
department chair or designee as well as other faculty members concerning any additional 
questions you may have.  Again, we are very glad you have joined us and are here to help in any 
way we can.   

 
 Sincerely, 
  
 G. David Johnson, Ph.D. 
 Senior Vice President for Academic Affairs 
 djohnson@usouthal.edu 
 (251) 460-6261   

OOrriieennttaattiioonn  HHaannddbbooookk  
ffoorr  

NNeeww  FFaaccuullttyy  
  

UUnniivveerrssiittyy  ooff  SSoouutthh  AAllaabbaammaa  
FFaallll  22000099 

http://www.southalabama.edu/academicaffairs/index.html�
mailto:djohnson@usouthal.edu�
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 I. 
 

Teaching Assignment 

A. 
 

Full-Time Faculty 

Teaching assignments for full-time faculty are based on departmental needs on a 
semester-by-semester basis.  Although every effort is made to plan the teaching 
schedule 2-3 semesters in advance, it is sometimes necessary to make last minute 
changes in the schedule.  It is the responsibility of the department chair to make 
teaching assignments.  Please read the information concerning faculty workload in 
the Faculty Handbook (see section 4.3.1), available online at 
http://www.southalabama.edu/academicaffairs/handbook07.pdf. 

 
B. 

 
Part-Time Faculty

Teaching assignments for part-time faculty are determined on a semester-by-semester 
basis according to departmental needs.  Even though a part-time faculty member may 
be asked to teach a course, it may be necessary to cancel or reassign that course to 
another faculty member at the last minute.  It is the responsibility of the department 
chair or designee to keep each faculty member informed about the status of his/her 
teaching assignments.  Each part-time faculty member should read carefully the Part-
time Faculty Policy and Procedures, found online at 
http://www.southalabama.edu/academicaffairs/forms/ptfacpolicy.pdf, as well as the 
information for part-time faculty in the Faculty Handbook (see section 3.8.2). 

 
 
 II. 
 

Faculty and Student Information Services 

The University of South Alabama Personal Access Web System (PAWS) provides, 
faculty, staff and students online (http://www.southalabama.edu/paws) access to personal 
and institutional services and information.  Some information, such as the Bulletin, is 
available in a public format, whereas confidential personal information (i.e., addresses, 
transcripts, advisor information and financial aid) can be accessed through a password 
protected secure environment.  Each faculty member will be assigned a JAG number 
upon employment which will allow access to personal employee information and 
academic services such as teaching schedule by term, class rosters, advisee contact 
information, and grade posting.  

 
 
 
 
 
 
 

http://www.southalabama.edu/academicaffairs/handbook07.pdf�
http://www.southalabama.edu/academicaffairs/forms/ptfacpolicy.pdf�
http://www.southalabama.edu/paws�
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 III. 
 

Class Attendance, Enrollments and Prerequisite Checks 

A. 
 

Class Attendance 

 Research shows a strong linkage between collegiate academic success, student 
retention, and class attendance.  We know that the most powerful predictor of 
retention at USA is performance in college classes during the first year of study.  
We also know that most freshmen who make poor grades get into academic 
difficulty very early, often in their first month of classes.  The best early predictor 
of such difficulty is not academic qualifications (as measured by ACT scores or 
high school GPA), but is instead poor class attendance.  Students who miss a lot of 
classes seldom succeed.    

 
 Accordingly, USA is encouraging all faculty members who teach lower division 

courses to intervene with students who have poor class attendance patterns.   
Faculty members may communicate with such students whenever they observe poor 
attendance, but ideally this contact should occur prior to the end of the third week 
of classes in the semester

 

, while there is still time for the student to take corrective 
action.   

 Such early warning programs are becoming increasingly common at U.S. colleges 
and universities. They appear to be associated with improved academic 
performance, and higher retention and graduation rates.  University of Mississippi 
and Mississippi State, for example, recently have publicized the effectiveness of 
their programs.  

 
 We request that faculty members, who are not already doing so, contact students via 

email (using the student’s jaguar email account) or phone calls.  This can 
conveniently be done by using the class rolls in the PAWS system which lists the 
email address for each student in your classes.  A sample letter/email that you may 
use as a model for your correspondence is as follows: 

 
Dear      : 
 
Faculty members at the University of South Alabama are committed to 
the academic success of our students.  We want all of our students to do 
well.  My records indicate that you have not been consistently attending 
my class, [course number and title entered here].   I urge you to start 
attending class immediately, and continue regular attendance for the 
rest of the semester.   
 
Based on our personal experience, and on research conducted all 
around the country, we know that students who attend class regularly 
have a much greater likelihood of earning good grades.  They are also 
more likely to eventually earn a college degree.    Attending class is 
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very important!   
 
In addition to urging consistent class attendance, I also invite you to 
visit with me outside of class to discuss any academic difficulties that 
you may be having.  My office hours this semester are [enter office 
hours here].  Please feel free to stop by anytime during office hours or 
you may make an appointment for another time.        
 
Sincerely,     

 
 
  Of course, you are free to modify the message as you see fit.    In general, we 

suggest that the communication alert the student that their poor attendance has been 
noticed by the faculty member, and that class attendance is very important to 
success at USA.  The student should also be encouraged to visit with the faculty 
member outside of class to discuss any academic difficulties he or she is 
experiencing.    

 
 Remind students that the University communicates with them via their jaguar email 

accounts.  Students should check their jaguar account daily
 

. 

 Faculty are advised that research has shown that reward for attendance is more 
effective than punishment for missing class.   

 
B. 
 

Class Enrollment 

 If your course is closed, students who want to enroll should be referred to the 
department chair or designee.   

 
 Official class rosters will be available online at PAWS for each course section that 

you are teaching each semester. Any student attending your class who is not on the 
roster should be referred to the Registrar’s Office.  No student is allowed to attend a 
class unless he or she is officially enrolled in that class.  Rosters will be 
continuously updated online to reflect drops (WD) or late registrations.  Online 
class rosters also allow you to link to contact information for students in your class 
in order to facilitate class-related communications.  Make sure you check each class 
roster weekly

 
. 

C. 
 

Prerequisite Checks and other requirements for course eligibility 

 Each faculty member is expected to know the prerequisite(s) for his/her courses in 
the departmental curriculum.  You may obtain information on course prerequisites 
by consulting the course descriptions by viewing the PAWS online Bulletin.  
Additional information about course prerequisites is available in your department 
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office on the Curriculum Action Forms for the specific course or courses you teach. 
Prerequisite requirements are automatically enforced at registration through Banner, 
the University Student Information System.  Please note: prerequisite requirements 
for a course can be enforced ONLY if they are officially approved and are noted on 
the Curriculum Action Form for the course and published in the course description 
in the Bulletin

 

.  You should carefully read the Bulletin section for you department 
and course since there may be other specific prerequisites or requirements such as 
class standing or grade requirements for enrollment in your course. 

 For some programs; e.g. professional programs in the Colleges of Allied Health 
Professions, Business, Education, Engineering, Nursing and the School of 
Computer and Information Sciences, a minimum grade of “C” is required in each 
course which is a prerequisite for a higher course.  Check with the appropriate 
department chair or designated person in the department and carefully read the 
Bulletin section pertaining to your department and any courses you are teaching. 

 
 
 IV. 
 

Instruction/Course Management Information 

A. 
 

Course Syllabus and First Day Handouts 

 Each instructor is REQUIRED to furnish students in each credit class, in writing, 
the following (items 1-12) information on the first day of class: 

 
1. goals and objectives of the course 
2. textbook(s) and any other instructional material to be used  
3. a brief course description (see Bulletin entry) and topical outline 
4. office hours of the instructor or means of instructor availability for out-of-

class consultation with students 
 NOTE: The departmental office will not give out a faculty member’s home 

phone number or the phone number of a part-time faculty member’s other 
place of employment. Hence, if you want your students to be able to contact 
you somewhere other than here at the university, you should include this on 
your first-day handout. 

5. class attendance policy (record of attendance needed to assign F* grade) 
6. number and type of exams to be given during the semester 
7. policy on make-up examinations 
8. course assignments, if any 
9. penalty, if any, for late work 
10. how final grade is determined 
11. statement regarding changes in course requirements 
 NOTE: Since all classes do not progress at the same rate, the instructor may 

wish to modify the above requirements or their timing as circumstances 
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dictate.  For example, the instructor may wish to change the number and 
frequency of exams, or the number and sequence of assignments.  However, 
the students must be given adequate notification.  Moreover, there may be 
non-typical classes for which these requirements are not strictly applicable in 
each instance and may need modification.  If such modification is needed, it 
must be in writing and conform to the spirit of this policy statement.  

12. statement regarding students with disabilities 
 In accordance with the Americans with Disabilities Act, students with bona 

fide disabilities will be afforded reasonable accommodation.  The Office of 
Special Student Services (OSSS) will certify a disability and advise faculty 
members of reasonable accommodations.  

 
NOTE: The following is a statement that MUST

 

 be included on the course 
syllabus:  “If you have a specific disability that qualifies you for academic 
accommodations, please notify the instructor/professor and provide 
certification from Special Student Services.  (OSSS is located in Room 270 of 
the Student Center (460-7212).” 

It is the student’s responsibility to register with the OSSS and to give the faculty 
member a copy of the notification sheet containing information concerning the 
student’s needs.  Students who have not notified the OSSS of a disability may not 
contest an instructor’s grading in a course based on the instructor’s failure to 
provide accommodations for his/her disability. 
 
Each student registered with the OSSS is expected to inform all of his/her 
instructors of the need for classroom accommodations.  Accommodations are 
provided with the support of the OSSS.  A student must verify to the instructor that 
he/she has a qualified disability through the OSSS.  If an issue arises concerning 
students with disabilities, the faculty member should consult with the department 
chair or designee who will in turn consult with the Director of Special Student 
Services, if necessary. 
 
For more information or to refer a student to the Office of Special Student Services, 
contact the Office of Special Student Services (Student Center 270, phone 460-
7212). 
 
In addition to the 12 required items listed above, it is recommended that the 
following information be included on the course syllabus/first day handout: 
 
13.  Academic Disruption Policy:   The University of South Alabama’s policy 

regarding Academic Disruption is published annually in The Lowdown, the 
student handbook.   We recommend that you cite this policy in your syllabus, 
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and state that you expect students to be cordial, courteous, and respectful of 
faculty members and fellow students.    

 
14.   Student Academic Conduct Policy:  The University’s policy on academic 

conduct is also published annually in The Lowdown.   We encourage faculty to 
cite this policy in the course syllabus, and state the penalty that students may 
incur if they violate these standards in your class.     

 

 

It is essential that the syllabus be followed closely so that all the topics prescribed in 
the course are covered adequately.   

B. 
 

Class Attendance 

 FACULTY (BOTH FULL- AND PART-TIME) ARE EXPECTED TO BE 
PRESENT AND ON TIME FOR ALL CLASS MEETINGS. The University 
does not make provisions for substitute instructors.  If an emergency or sudden 
illness arises and you cannot meet a class, you should notify the department chair or 
designee as soon as possible.  If you know in advance that you are going to be 
unable to meet a class, the situation should be discussed in advance

 

 with the 
department chair or designee and a professional leave/travel form must be 
completed. 

C. 
 

Office Hours 

   Full-time faculty members will post and keep office hours each semester and, as a 
minimum, indicate six hours a week for conferences with interested students.  With 
respect to evening classes (those scheduled after 4 p.m.) and weekend classes, 
faculty members teaching those courses will make suitable and adequate 
arrangements to carry out the advising function by scheduling office hours 
accordingly.  A common practice is to state that, in addition to regularly scheduled 
office hours, appointments may be arranged at other times. 

 
   Part-time faculty members should consult with the department chair or designee 

concerning the arrangements for student consultation.  Students must be notified 
about the times and methods of communication with part-time instructors 
(please review the Part-time Policy and Procedures 
http://www.southalabama.edu/academicaffairs/forms/ptfacpolicy.pdf).  The 
method of communication may take the form of appointment times in designated 
office space in the department, email addresses, phone numbers where the instructor 
may be reached outside the university or other appropriate means of consultation 
with students. 

 

http://www.southalabama.edu/academicaffairs/forms/ptfacpolicy.pdf�
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   NOTE: The departmental office will not

 

 give out a faculty member’s home phone 
number or the phone number of a part-time faculty member’s other place of 
employment. Hence, if you want your students to be able to contact you somewhere 
other than here at the university, you should include this on your first-day handout. 

D.  
   

Supplemental Instruction 

   Supplemental Instruction (S.I.) is an academic enrichment program that utilizes 
peer assisted study sessions to help students succeed in historically difficult courses.  
These sessions are lead by upper level students who have completed the course 
successfully and have attended an S.I. Leader Training Workshop.  S.I. leaders 
attend class with the students and then hold 150 minutes of out-of-class, 
Supplemental Instruction sessions per week.  These sessions are conducted in 
accordance with a format aimed at “mastering” course content and developing 
improved study skills.  Dr. Dorothy Mollise (414-8051), Director of Student 
Academic Success and Retention, serves as Director of the Supplemental 
Instruction Program. 

 
E.  

 
Testing and Final Examinations 

• Graded Student Work Product; Student Performance Monitoring and 
Intervention 

 
 Students have a reasonable expectation of adequate and timely feedback 

regarding their performance in their classes. Students experiencing difficulty 
in a course should be identified early in the term to have a chance to improve. 
For each course at the 100 and 200 level, at least one graded examination or 
paper should be returned to each student by no later than the end of the third 
week (preferably sooner) of the semester; for each course at the 300 and 400 
level, by no later than the end of the fifth week

 

 of the semester. (For summer 
terms, the corresponding times are one-fourth of the length of the term for 100 
and 200 level courses and one-third of the length of the term for 300 and 400 
level courses.) 

 Students performing at the “D” level or lower should be encouraged to consult 
with their instructor and/or their academic advisor to develop a “recovery 
plan” for bringing their grade up to at least the “C” level. 

 
 The number of tests or papers in a course is not regulated by University 

policy. Colleges, divisions and departments may develop policy on this 
matter, or may have additional requirements. 

 
• Format of Testing 
 
 Unless specified by the department, the individual faculty member decides the 

format of testing.  Computerized grading (through scan sheets) is available for 
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“objective” tests (true-false/multiple choice) where the student makes a 
selection of an answer from those provided, a format that rewards educated 
guesswork.  “Constructive” tests, where the student is required to construct an 
answer to a question, require the student to organize and present knowledge 
employing powers of analysis and synthesis, as well as the skill of writing.  
For disabled students, a suitable adjustment of format may be appropriate 
(consult the Office of Special Student Services – phone 460-7212). 

 
• Format of Testing with Regard to Teaching Styles 
 
 Adjustment of testing to one’s particular teaching style will take into account 

the student’s experience in the course, and the testing will ask the student for a 
response, in form and content, for which the student is reasonably prepared by 
the course experience. 

 
• Students Making Up Missed Work 
 
 Instructors commonly allow for makeup of work missed for reasons deemed 

appropriate (illness, family problems, emergencies, weather, etc.).  Students 
attending authorized off-campus functions or required activities shall be 
excused by the responsible University official through the Office of Academic 
Affairs.  In case of doubt, instructors may consult these lists in that office.  
Work missed as a result of these excused absences may be made up. 

 
• Proctoring Tests/Examinations 
 
 Faculty proctor tests and examinations in courses for which they are the 

instructor of record.  When it is necessary for an instructor to be absent from a 
class in which testing is scheduled, the instructor, in consultation with the 
departmental chair, may arrange with another faculty member or appoint a 
non-faculty member (for example a graduate assistant) to proctor the 
examination. 

 
• Final Examination 
 
 University regulations require that a final examination in each course be 

given during the regularly scheduled final examination period at the 
specific time indicated in the final examination schedule.  The 
examination will take place in the instructional space assigned to the 
particular class.  Any deviation from the scheduled time and place for the 
final examination must have the prior approval of the appropriate dean’s 
office. 

 
 The character of certain courses may justify exceptions to this requirement.  In 

such cases, it shall be the responsibility of each department to ascertain which 
of its courses, if any, do not require a final examination and to obtain the 
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appropriate dean’s approval.  Once the list has been approved, those courses 
will carry a continued exemption from the final exam requirements. 

 
 The normal expectation of the University is that final examinations will take a 

written form and be course comprehensive in nature.  At the same time, the 
University recognizes that situations may arise in which a faculty member 
may find some pedagogical reasons for employing alternate examining 
methods. 

 
 If a student has the problem of more than two finals on the same day, faculty 

must cooperate in an effort to reschedule one of the exams.  This is a rare 
event but it does happen; directions on resolution of the problem are located 
with the Final Exam Schedule in the JagTraks Registration Guide 
(http://www.southalabama.edu/schedcourses.html) for each term. 

 
F. 
 

Withdrawal from Course (WD) 

 Faculty should be aware of the final day to drop a course.  The date is may be 
found online in the JagTraks Registration Guide, the Academic Calendar, and the 
Bulletin.  Students may drop a course, or totally withdraw from all courses (see item 
G), online or at the Registrar’s Office at any time during the withdrawal period 
without permission of the instructor or the dean.    

 
 Late withdrawals are permitted only in cases of extenuating circumstances and must 

be approved by the dean /associate dean.  It is vital that students get adequate and 
timely feedback concerning their progress in your course before the final day to 
withdraw to enable them to make an informed decision about whether or not to drop 
the course

 
. 

 If a student wishes to obtain a late withdrawal from a course, he/she should contact 
the associate dean or dean of his/her college.  The associate dean or dean will 
recommend a late withdrawal only if there is a documented extraordinary event or 
set of circumstances which happened after the final drop date. 

 
G. 
 

Complete Withdrawal 

  Official withdrawal (dropping all courses in progress) from the University can be 
done through PAWS.  Students attending with VA benefits need to check with the 
Veteran Affairs Office prior to withdrawing.  Students with financial aid need to 
check with the Financial Aid Office to determine the impact of course drops or 
complete withdrawals on financial aid eligibility or possible repayments.  
International students must get authorization from the Office of International 
Services prior to withdrawing. 

http://www.southalabama.edu/schedcourses.html�
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H. 
 

Incompletes “I” 

  An “Incomplete” (denoted on a student’s grade sheet as “I”) may be given in certain 
circumstances.  When a student has completed a substantial portion of the course 
with a passing grade and experiences a significant health or personal problem 
preventing him/her from completing the course, an “I” may be assigned.  The 
faculty member makes the decision to assign an “I” at the request of and in 
consultation with the student.  The department chair or designee may be consulted 
by the faculty member, if desired.  NOTE: Part-time faculty members MUST 
consult with the department chair or designee before assigning an incomplete 
grade for a course.  The student should be passing the course and should be able to 
complete the course requirement no later than mid-term of the following semester.  
If the student does not complete the course requirement by that time, the “I” is 
automatically changed to “F.” It is the student’s responsibility to consult with the 
faculty member at the beginning of the following semester to report on his/her 
intention to complete the assignment.  The faculty member should make the 
requirement for completing the course clear to the student before the “I” is 
assigned.  It is strongly recommended that the requirement(s) be put in writing and 
signed and dated by both the faculty member and the student except when 
circumstances such as hospitalization, etc., prevents the student from signing.  The 
faculty member should keep the original and give a copy to the student. 

 
I. 
 

Absence from Final Exam “X” 

  An “X” is given if the student has a reasonable chance of passing the course, but 
with good reason missed the final exam. 

 
  Students should be reminded that if they receive an “I” or an “X,” it is their

 

 
responsibility to make up the work prior to the date that incomplete grades are due 
(approximately the middle of the following semester).  “I’s” and “X’s” 
automatically become “F’s” if not removed by the deadline unless an extension 
beyond the deadline is given.  Extension requires approval of the Dean. 

  Note:  Part-time faculty must consult with the department chair or designee before 
assigning an “X” grade. 

 
J.   
 

Courses in Progress “P” 

 The symbol “P” (In Progress) is assigned only in a limited number of approved 
courses that require more than one term for completion.  This grade should not be 
used merely to indicate that the student was unable to complete a course within the 
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term enrolled and is given some additional time to complete coursework.  Use 
either “I” or “X” grades, as appropriate in these situations.  A grade of “P” for an 
undergraduate course must be changed to a letter grade by the end of the second 
succeeding term or a grade of “F” will be assigned.  In most graduate courses 
approved for “P” grades, “P”-grades greater than two years old will be 
automatically changed to “WD” (Withdrawn).  For graduate thesis and dissertation 
courses, a grade of “P” is assigned for each incidence of registration and all are 
changed to the appropriate letter grade (A, B, C, D, F), and accumulated credit 
assigned when the thesis or dissertation is approved by the Dean of the Graduate 
School. Graduate students who do not complete their degree within the time limits 
of the Graduate School, will have all “P” grades in thesis or dissertation changed to 
“WD.” 

 
  Note:  Part-time faculty must consult with the department chair or designee before 

assigning an “P” grade. 
 
K. 
 

Unofficial Withdrawals “F*” or “U*” 

 A grade of “F*” or “U*”, rather than an “F” or “U” should be used when, in the 
opinion of the instructor, completed assignments or course activities were 
insufficient to make normal evaluation of academic performance.  A grade of “F*” 
or “U*” is assigned in cases where the student does not officially withdraw, but 
either failed to attend classes, failed to complete assignments, or failed to 
participate in class activities. 

 
L. 
 

Submitting Grades 

 All faculty members (full- and part-time) MUST adhere to the deadlines for 
submitting grades in PAWS online

 

.  You will be notified by email from the 
Registrar that PAWS online grade screens are accessible for you to post grades for 
each of your class sections.  The deadline appears on the grade screen for each 
section.  

M. 
 

Public Posting of Grades 

 FERPA, the Family Education Rights and Privacy Act, sometimes referred to as the 
Buckley Amendment, prohibits the disclosure of certain types of student 
information, including the release of grades, without the student’s consent.  Even if 
codes are used instead of names, public posting of grades is NOT an advisable 
practice.  The University Registrar provides each student with an official online 
grade report each semester and students may access their grades on a secure web 
site.  EMAILING GRADES TO STUDENTS IS NOT CONSIDERED 
ADEQUATELY SECURE AND MAY NOT BE USED AS A MEANS OF 
INFORMING STUDENTS OF THEIR GRADES. 
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N.  
 

Academic Conduct Policy (Cheating) 

  Faculty are responsible for maintaining an environment of proper academic conduct 
in all classes and should practice good preventive measures concerning cheating 
during tests/exams.  If available space prohibits spacing with an empty seat between 
students during examinations, then either: 

 
1. Schedule the class exam in two rooms; or 
 
2. Administer two or more forms of the exam, e.g., scramble the numbers in 

order that students seated side by side will take differently coded exams. 
 
 Faculty members should help reduce plagiarism among students—a problem 

that involves a student’s failure to attribute the sources of his/her writing and 
ideas.  Because of the increasing abuse of the Internet and other ready sources 
of information, each instructor who gives writing assignments should make 
sure students understand that plagiarism is a form of cheating and fraud. 
Certain conventions for defining and avoiding plagiarism vary according to 
the discipline or teacher, so clarify your definition of plagiarism to students

 
. 

 When a cheating incident or other form of academic misconduct does occur, 
you should confront the student immediately.  Also, you should notify the 
chair and seek his/her advice and assistance in dealing with the matter.  The 
student should be informed of the due process procedure (Student Academic 
Conduct Policy).  Punitive action cannot be taken until the student is given 
an opportunity to pursue his/her due process.   Please refer to the USA 
Faculty Handbook (see section 8.2) or The Lowdown 
(http://www.southalabama.edu/lowdown/) for information regarding the 
Student Academic Conduct Policy. 

 
O.  
 

Student Disruptions in Academic Settings 

1. 
 

Defining Disruptive Academic Behavior 

 Disruptive academic behavior is defined as individual or group conduct that 
interrupts or interferes with any educational activity or environment, infringes 
upon the rights and privileges of others, results in or threatens the destruction 
of property, and/or is otherwise prejudicial to the maintenance of order in an 
academic environment.  An academic environment is defined as a classroom, 
laboratory, library, study hall, field trip or similar setting in which formal 
learning is taking place.  Though dependent upon the size and nature of the 
academic setting, disruption refers to behavior a reasonable person would 

http://www.southalabama.edu/lowdown/�
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view as substantially or repeatedly interfering with the conduct of an 
activity.  Disruptive behavior may range from the mildly annoying (which 
should be tolerated as much as possible) to clearly disruptive, dangerous 
and/or violent behavior which should never be tolerated. 

 
2. 
 

Common Disruptive Behavior 

 Common examples of disruptive student behavior include (in part from Gerald 
Amada “Coping with the Disruptive Student”): 

 
• Threatening, stalking, intimidating, or harassing of anyone in an academic 

setting, such as another student, instructor, librarian, or other academic 
staff person in an attempt to address some grievance. 

• The formation of close and sometimes erotic attachments to a professor 
resulting in shadowing or persistent and unwanted phone calls or letters. 

• The badgering of an instructor with questions with the intent to interrupt 
lectures and gain attention (this problem is even more severe if related to 
alcohol or substance abuse). 

• Sleeping in class. 
• Routinely entering class late or departing early. 
• Personal hygiene problems impacting others. 
• Repeatedly talking in class without being recognized, talking while others 

are talking, or dominating class discussion. 
• Loud keyboarding or playing computer games. 
• Physical display of anger (such as throwing books or other items). 
• The use of cell phones or pagers. 
• Tampering with equipment, altering computer software or hardware, or 

damaging furnishings in any academic setting. 
• Excessive noise in a quiet setting such as the library. 

 
3. 
 

Faculty Rights and Responsibilities 

 The University of South Alabama respects the right of instructors to teach, 
and students to learn.  Maintenance of these rights requires an academic 
environment that does not impede their exercise.  To ensure these rights, 
faculty and staff members have the prerogative. 

 
• To establish and implement academic standards. 
• To establish and enforce reasonable behavior standards in each academic 

setting. 
• To refer for disciplinary action those students whose behavior may be 

judged to be disruptive under the Code of Student Conduct (refer to USA 
policies in the student handbook The Lowdown for specifics).  
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4. 
  

Preventing Student Disruptions 

 Faculty should identify possible issues that may arise in the classroom or other 
academic settings and address them in the course syllabi.  These could include 
- but are not limited to - the following: 

 
• How to address faculty (Dr., Mr., Ms., etc.) 
• Rules regarding attendance, punctuality, make up exams, etc. 
• Policies regarding the use of cell phones, recording devices, computers, 

etc. 
• How to be recognized in class. 
• How to engage in civil classroom discussion, even if there are passionate 

disagreements. 
• Academic integrity issues. 

 
Use the first class to set the tone.  Discuss your expectations regarding the 
class and student behavior.  Develop ownership of standards during 
discussion with students. 
 
Role model expected behavior.  Avoid swearing, provocative statements and 
the public humiliation of your students.  Keep your relationships with them 
friendly but professional. 
 
Intervene early to discourage continuation of inappropriate behavior.  Be 
aware that students within your class may be having difficulties with 
classmates.  Let your class know that they may come to you when their 
educational experience is being hindered and that you will assist them in 
resolving classroom problems. 
 
Discuss issues and concerns with your department chair and more seasoned 
colleagues.  Be aware of campus resources and be prepared to make 
appropriate referrals such as counseling, health services, and disabled student 
services.  Consult early with the appropriate staff members (listed on back 
page of this brochure) regarding problematic behavior and collectively 
develop strategies. 

 
5. 
 

Dealing with Academic Disruptions 

 When the moment comes in which you must deal with a disruptive student: 
 

• Remain calm and try to calm the student. 
• Listen carefully and acknowledge the student’s words and feelings. 
• Remember always that you are the only person you can control in this 

situation. 
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You may remove a student from the environment (however, avoid any physical 
contact with the student unless absolutely necessary). 
 
  Ask the student to step outside the classroom with you: 

 
• Assure the student of your concern and help him/her to identify possible 

options. 
• Explain his/her options necessary for readmittance to class. 

 
If you are unable to de-escalate the situation, you may need to state in class 
that the behavior is unacceptable.  If necessary, dismiss the class or other 
academic activity.   
 
If necessary call 511 for immediate assistance from the University police.  
Report the incident to your department head at the first opportune 
moment. 

 
6. 
 

Documentation of Incidents 

 Document incident - however minor - “for the record.”  This may be 
important at a later date to show a pattern of behavior.  Disruptions and 
questionable behavior should be documented utilizing the Classroom 
Disruption/Behavior Concern Report

 

 located online at 
http://www.southalabama.edu/academicaffairs/forms/ClassroomDisruptionBe
haviorConcern.pdf. 

7. 
 

University Procedures for Dealing with Disruptive Behavior 

 Once an incident is documented, reports must be routed promptly.  The 
instructor should provide a copy of any report to the appropriate administrator 
(i.e., Dean of Libraries) or academic department chairperson.  The department 
chairperson (who may possess other reports filed against a particular student) 
will then choose one of the following three options: 

 
• If the faculty member and/or chairperson believe that the situation is 

salvageable, a conference between the faculty member and the student - 
possible involving others such as the department head, the Judicial Affairs 
Officer, the University Police - may be held.  The consequences of 
continued improper behavior and strategies for ending such behavior 
should be discussed at this meeting.  If the student cannot do this, further 
action is necessary. 

 
• If the department cannot resolve the situation, the report should be 

forwarded to the Judicial Affairs Officer and charges should be brought 
against the offending student.  There must be a complainant for this to 
occur.  The complainant may be the involved faculty member or academic 
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staff person, the department head, a witness to the event, the campus 
police, or any other knowledgeable third party including students.  The 
report, or a written statement by the complainant, must be given to the 
Judicial Affairs Officer, who will then notify the accused student that he 
or she is being charged with violating the Code of Student Conduct.  The 
Judicial Affairs Officer will follow necessary procedures in dealing with 
the students as explained in the student handbook, The Lowdown.  The 
Judicial Affairs may take unilateral action or the involved parties may be 
asked to appear before the University Disciplinary Committee, a group 
made up of students and faculty charged with deliberating non-academic 
Code of Conduct violations and issuing appropriate sanctions. 

 
• If there is a perceived threat or act of violence, or if and when disruptive 

behavior violates federal or state laws, the report should be forwarded to 
the University Police who have arrest powers and may issue trespass 
warnings when appropriate.  Once the University Police action or 
investigation is completed, they will share the report with Judicial Affairs 
for additional action.  The Judicial Affairs Officer will forward all final 
decisions to the respective department heads, who will in turn notify the 
appropriate faculty members. 

 
 
 V. 
 

University Calendar 

The University Calendar is available on the University of South Alabama website, 
http://www.southalabama.edu/academiccalendar0910.html, and in the University 
Bulletin. 
 

 
 VI. 
 

Student Rights 

Some programs in the University have Departmental Student Handbooks

 

 that should be 
studied carefully by new faculty members.  A copy can be obtained from the department 
chair.  Faculty should also be familiar with The Lowdown, which is the University 
Student Handbook containing relevant information concerning student rights and 
responsibilities.  Faculty should be ever mindful of the importance of adhering to policies 
both in spirit and letter.  The duty of the faculty is to act with fairness and to follow due 
process.  Faculty should consult with the department chair when an incident or suspected 
incident of academic misconduct occurs. 

A. 
 

Final Grade Grievance 

 For information pertaining to the Final Course Grade Grievance Policy, please refer 
to the Faculty Handbook (see section 8.1) or The Lowdown. 

http://www.southalabama.edu/academiccalendar0910.html�
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 VII. 
 

Evaluation 

A. 
 

Survey of Student Opinion 

 A Survey of Student Opinion is conducted in every course for each full-time faculty 
on a semester basis.  For part-time faculty members, the survey is conducted each 
semester of employment (see Part-time Policy and Procedures, 
http://www.southalabama.edu/academicaffairs/forms/ptfacpolicy.pdf ).  This is 
generally done during the last week of classes.  A designated person in your 
department will administer and collect the forms.  Check with your department 
chair or designee concerning the form used in your department and protocol for 
administration and collection of the forms.  Results of the student survey are 
provided to each department chair and faculty member.  The results may be 
incorporated into the annual evaluation of faculty and reviewed for tenure and 
promotion. 

 
B. 
 

Class Visitation 

 The chair of the department may occasionally sit in on classes of part-time faculty 
and new faculty members.  You should consult with your department chair or 
designee concerning the specific procedures for this class visitation.  After visiting a 
class, the chair or designee may wish to schedule a conference to discuss the faculty 
member’s teaching performance. 

 
 
VIII. 
 

Office Assistance 

A. 
 

Mail Box 

 Each full-time faculty member has a mailbox in the department office.  Each faculty 
member should check his/her box daily.  Part-time faculty members will be notified 
by the department concerning mail boxes and methods of communication. 

 
B. 
 

Email 

 All faculty, staff and students are assigned a University email account for official 
communications.  Faculty and student University email addresses are to be used 
only for communications related directly to University/class business.  When 
creating mailing lists of students, the address of any student whose student record 
indicates that they have requested their personal information be confidential should 

http://www.southalabama.edu/academicaffairs/forms/ptfacpolicy.pdf�
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not be included in the group mailing list.  Such students should receive messages 
from you only individually or as a blind copy of group email messages.  In general, 
faculty should exercise caution in sharing any email address to which, as faculty, 
they have access. 

 
C.  
 

Supplies 

 The department will supply materials that you need in connection with your class.  
Most supplies, paper, grade books, etc., are in the department offices. Please contact 
the department office for assistance if there are other supplies that you need. 

 
 You must give office staff adequate time to type or make copies of tests or other 

course materials (i.e., don’t come in at 4:00 p.m. and expect to have it done by 5:00 
p.m.). 

 
 Please do not

 

 waste supplies or take more than you need; i.e., if your class has 30 
students in it, request (or photocopy) 32 or 33 copies (but not 35 or 40); put as 
many problems on a page as possible (certainly more than one problem per page); 
take pens, pencils, paper pads, etc., only as you really need them. 

 If you need to reserve specific audio-visual equipment for your class, contact the 
department office for the appropriate procedure. 

 
 
 IX. 
 

Paychecks 

Paychecks can be picked up at the Business Office (AD 380) or you can make 
arrangements for direct deposit of your paychecks through the Payroll Office.  (See 
Faculty Handbook Section 5.1.3 for detailed information.) 

 
 
 X. 
 

Faculty I.D. Cards and Parking Permits (Hang-tags) 

Faculty Identification Cards should be acquired from the Office of Human Resources 
(USA Technology & Research Park Bldg III, Suite 2200) by all faculty (part-time and 
full-time).  These cards must be renewed every two years in the Office of Human 
Resources.   Each faculty member who uses a car on campus must have an automobile 
parking permit tag on the car.  Permits (hang tags) may be purchased - with a valid 
Faculty I.D. card - from Student Accounting (MH 1300). 
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 XI. 
 

Travel – Professional Leave (Full-time faculty only) 

A. 
 

Professional Leave 

  Requests for professional leave for all faculty must be approved by the chair and 
dean, utilizing the standard form of the University, “Request for Professional 
Leave or Travel.”  Prior approval must be obtained for all travel for professional 
purposes, including travel that will not be reimbursed by University funds. Prior 
approval for travel involving University business must be given by the department 
chair and the dean utilizing the standard form and operating procedures of the 
University (see the department secretary for copy of form or access at 
http://www.southalabama.edu/travel/downloadforms.html).  Every effort will be 
made to expedite processing of paperwork.  However, sufficient time should be 
allowed to compensate for delays in the process in order to prevent inconvenience 
to the traveler.  This form should also be used if you are unable to meet scheduled 
classes or fulfill other university related obligations. 

 
B. 
 

Reimbursement for Travel (full-time faculty only) 

  If you wish to attend a professional meeting you must first obtain prior approval 
from your department chair and college dean.  If reimbursement is sought for travel, 
the faculty member should consult with the chair as far in advance as possible.  
Although every effort is made to assist the faculty in attending at least one 
professional meeting per year, there is no assurance that funds will be available

 

.  
Priority for travel support will be given to faculty who are presenting research at the 
meeting.  Continuing education and faculty recruitment, etc., are other reasons for 
travel that may be considered.   

  Upon returning, travel expense forms should be submitted promptly (maximum of 
10 days) in order that the traveler may be reimbursed.  The expense reimbursement 
form must be signed by the traveler, notarized and approved and signed by the chair 
and the dean. 

 
C. 
 

International Travel 

  Requests for international travel (including travel to Alaska and Hawaii) 
require approval by your department chair, college dean, the Director of 
International Education, the Senior Vice President for Academic Affairs/Vice 
President for Health Sciences and the President.  Please allow sufficient time for 
obtaining signatures. 

 

http://www.southalabama.edu/travel/downloadforms.html�
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D. 
 

Sick Leave (full-time faculty only) 

  The Board of Trustees of the University of South Alabama approved and adopted 
on August 26, 1999 a Faculty Sick Leave Policy, effective October 1, 1999.  Please 
refer to the Faculty Handbook (see section 5.41 and 5.4.2) for specific information 
on sick leave.  Please consult with your Department Chairperson concerning 
reporting of sick leave. 

 
E. 

 

Vacation Leave for 12-month faculty in the Colleges of Allied Health Professions, 
Medicine, Nursing and University Libraries 

  The Board of Trustees of the University of South Alabama approved and adopted a 
faculty vacation policy on October 1, 2000 for twelve-month faculty in the Colleges 
of Allied Health Professions, Medicine, Nursing and University Libraries  

 
 For specific information concerning vacation leave and methods of reporting, please 

refer to the Faculty Handbook (see section 5.4.4) and consult with the department 
chair of your specific department. 

 
 
 XII. 
 

Research Support (Full-time faculty only) 

A. 
 

External Research Support 

 The Office of the Vice President for Research oversees offices relating to pre-award 
faculty services, post-award faculty services, research compliance, technology 
transfer and the Technology & Research Park.  New faculty are encouraged to visit 
the VPR website, http://www.southalabama.edu/vpresearch/index.html, to view the 
Research Organizational chart and to link to each of these research administration 
offices.  New faculty are especially welcome to visit us, AD 200, 460-6333, to 
discuss their research ideas and available resources. 

 
B. 
 

Internal Research Support 

 The Dean of the Graduate School administers a fund to provide assistance for full-
time faculty research with the advice of a faculty committee referred to as the USA 
Research Committee (USARC). Specific guidelines for the development of 
proposals and timeliness for submission are normally made available in early to mid 
Fall term by the USARC.  A “Letter of Intent” (no more than one page) describing 
the proposed study with the approximate amount of funding requested must be 
submitted by the end of the fall semester. You should plan to have your proposal 

http://www.southalabama.edu/vpresearch/index.html�
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prepared by early January.  For further information on USARC grants contact the 
Graduate School at 460-6310.  

 
 

XIII. 
 

Funding for Undergraduate Student Research  

Undergraduate research support grants are available from several different sources.  
Information and application forms are available on the University of South Alabama web 
site (under “research” / “undergraduate research”) or, for more information; you may 
contact Dr. Anne Boettcher, Department of Biological Sciences, LSCB 26 (460-7527). 
 

 
XIV. 
 

Web-based Instruction  

A.  
 

Online Courses (eCollege) 

 The University of South Alabama offers online courses and programs. Dr. Tom 
Chilton, Associate Dean of Education, is the coordinator of USA Online, the 
university online learning system. Ms. Meegie Wheat is the USA Online Operations 
Specialist.  In order to assist faculty in developing and teaching online courses, the 
University established the Online Learning Laboratory (OLL). Dr. Jack Dempsey of 
the Department of Professional Studies is the Coordinator of OLL activities. The 
mission of the OLL is to assist University faculty with web-based distance learning 
activities, conduct related workshops, and develop and maintain an active website 
regarding online learning resources. OLL also has computer workstations, software, 
and other resources available for faculty use at 3407 University Commons. Faculty 
assistance is available in person or by phone at 380-2642 during normal working 
hours of each semester. 

 
B. 
 

Web-enhanced Instruction (eCompanion) 

 The University also provides the capability for faculty to augment their classroom 
instruction through the use of the Internet for posting course syllabi and 
supplemental materials for student access. “Help desk” assistance is provided via a 
link within the course shell or by calling (303) 873-0005. Web-enhanced instruction 
is not intended as a substitute for classroom instruction, but merely to provide 
supplemental information and materials.  Dr. Dempsey, in the Online Learning 
Laboratory or Dr. Chilton can provide an overview of your options and limitations 
in using this very helpful pedagogical tool. 

 
 Drs. Chilton and Dempsey are available to answer questions and give information 

concerning online education. The OLL workshops are offered on a regular basis 
throughout the semester and announcements about OLL activities are circulated to 
the faculty. If you have any questions or would like more information about online 
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learning, consult with your department chair and contact Ms. Meegie Wheat or Dr. 
Chilton at 380-2738, or Dr. Dempsey at 380-2861. 

  
 
 XV. University Faculty Sexual Harassment Policy 

http://www.southalabama.edu/academicaffairs/policies.html  
 

A. Sexual Harassment Statement 
 
 The University of South Alabama is committed to an environment in which 

students, faculty, staff and guests are free from sexual harassment. Sexual 
harassment threatens the legitimate expectations of all members of the campus 
community that academic achievement or employment progress is determined by 
classroom and job performance.  Particularly unacceptable in a university setting, 
sexual harassment seriously undermines the atmosphere of trust essential to the 
academic enterprise.    

 
 Sexual harassment is illegal and violates Title VII of the Civil Rights Act of 1964, 

and Title IX of the Educational Amendment of 1972, as well as the University’s 
Nondiscrimination Policy.  All members of the University community (including 
faculty, staff and students) must understand that sexual harassment will not be 
tolerated, and that they are required to abide by the following policy. Persons who 
engage in sexual harassment are subject to discipline up to and including 
termination.   

 
B.  Definition of Sexual Harassment 
  

1.  General Definition 
 For the purposes of University policy, sexual harassment includes, but is not 

limited to, verbal or non-verbal conduct with an inappropriate focus on gender 
or sexual history, individual characteristics or individual orientation that is 
intimidating, demeaning, hostile or offensive; unwelcome verbal or physical 
advances; attempts to subject a person to unwanted sexual attention or to coerce 
a person into sexual relations; and/or retaliation for refusal to comply with 
sexual demands.  

 
 Sexual harassment is further defined as unwelcome 1) sexual advances or 2) 

requests for sexual favors, or 3) other behavior of a sexual nature where: 
 

• Submission to such conduct is made, either explicitly or implicitly, a term or 
condition of an individual’s employment, academic standing, or 
participation in a University sponsored program or activity; and/or if such 
conduct has the purpose or effect of unreasonably interfering with an 
individual’s work or educational performance or of creating an intimidating, 
hostile or offensive environment for work or learning, or 

http://www.southalabama.edu/academicaffairs/policies.html�
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• Submission to or rejection of such conduct by an individual is or may be 

used as the basis for an academic, employment or other University decision 
affecting that individual, or 

 
• Such conduct unreasonably interferes with an individual’s academic and/or 

work performance, participation in University sponsored programs or 
activities or it creates an intimidating, hostile or offensive working, 
educational or residential environment provided by the University. 

 
2.  Evaluative Factors for Sexual Harassment Allegations 
 Conduct alleged to be sexual harassment will be evaluated by considering the 

totality of the particular circumstances, including the nature, frequency, 
intensity, location and duration of the questioned behavior.  Unwelcome 
conduct of a sexual nature can form the basis of a sexual harassment claim if a 
reasonable person, similarly situated, would consider it so unreasonable, severe 
or pervasive as to interfere with academic, educational or employment 
performance or participation in a University program or activity or residential 
environment.   

 
3.  Persons Who Can be Victims of Sexual Harassment. 
 Sexual harassment can occur when one person has power or authority over 

another; however, it may also occur between individuals of equal status or rank 
within the University.   

 
4.  Academic Freedom, the First Amendment and Sexual Harassment 
 In cases of alleged sexual harassment, the protections of the First Amendment 

must be considered if issues of speech or artistic expression are involved.  Free 
speech rights apply in the classroom and in all other educational programs and 
activities of public institutions, and First Amendment rights apply to the speech 
of students and teachers. Speech or conduct of a sexual or hostile nature which 
occurs in the context of educational instruction may exceed the protections of 
academic freedom and constitute prohibited sexual harassment if it meets the 
definition of sexual harassment noted above and (1) is reasonably regarded as 
non-professorial speech (i.e. advances a personal interest of the faculty member 
as opposed to furthering the learning process or legitimate objective of the 
course), or (2) lacks accepted pedagogical purpose or is not germane to the 
academic subject matter. 

 
C. General Policy Guidelines 
 

1.  Persons Covered by Policy 
 All faculty members of the University are required to act in accordance with this 

policy.  For the purposes of this policy, “faculty” shall include all full or part-
time University personnel who teach or carry out research, including graduate 
teaching assistants and research assistants and administrators with faculty status.  
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Graduate teaching assistants and research assistants are considered both faculty 
and students for the purposes of this sexual harassment policy. Graduate 
teaching assistants and research assistants may file a complaint as a student or 
have a complaint filed against them as faculty pursuant to this policy. 

 
2.  Compliance Officers 
 Designated Compliance Officers (CO’s) in the offices of the Senior Vice 

President for Academic Affairs and Vice President for Medical Affairs are 
responsible for administering these guidelines and procedures. 

 
3.  Confidentiality Provisions 
 The University will do everything consistent with enforcement of this policy 

and with the law to protect the privacy of the individuals involved and to ensure 
that the complainant and the accused are treated fairly.  Information about 
individual complaints and their disposition is considered confidential and will 
be shared only as determined to be appropriate in the University’s discretion.  

 
4.  Assurance Against Retaliation 
 This policy seeks to encourage students, faculty and other employees to express 

freely, responsibly and in an orderly way, opinions and feelings about any 
problem or complaint of sexual harassment.  Retaliation against persons who 
report or provide information about sexual harassment or behavior that might 
constitute sexual harassment is strictly prohibited.  Any act of reprisal, including 
internal interference, coercion and restraint, by a University employee or by one 
acting on behalf of the University, violates this policy and will result in 
appropriate disciplinary action.  The University Senior Vice President for 
Academic Affairs and Vice President for Medical Affairs and/or his/her 
designee are authorized to take all necessary steps to ensure persons acting in 
good faith are not subject to sexual harassment. 

 
D.  Sexual Harassment Complaint Reporting Requirement 

 
1.  Who May File a Complaint 
 Any person who believes he or she has been subjected to sexual harassment by 

a member of the faculty of the University may file a sexual harassment 
complaint pursuant to this policy. 

 
 Although this policy specifically applies to situations in which a faculty member 

is being charged with sexual harassment, faculty members, also, are protected 
from such conduct by staff employees and non-employee third parties such as 
students, patients, vendors, contractors, etc., with whom the University is doing 
business. 

 
 Complaints of harassment of a faculty member by a student may be filed with 

the Vice President for Student Affairs.  Complaints of harassment by staff 
personnel or non-employee third persons may be filed with the Office of 
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Personnel Relations. 
 
2.  Initiation of a Sexual Harassment Complaint Against a Faculty Member 
 A complaint accusing a faculty member of sexual harassment, as defined in 

these guidelines, is initiated by submitting a written signed statement to the 
office of the Senior Vice President for Academic Affairs or the Vice President 
for Medical Affairs, as appropriate. 

 
 If the designated compliance officer is the alleged harasser or the complainant 

feels uncomfortable talking to the designated compliance officer, students may 
file complaints with the Dean of Students, and faculty and staff may file 
complaints with the Office of Personnel Relations. 

 
3.  Details to be Included in the Complaint. 
 The complaint must include:  

(a)  the name of the complainant,  
(b)  the name of the accused,  
(c)  the details of the alleged sexual harassment,  
(d)  the names of any persons believed by the complainant to have knowledge of 

the alleged harassment, 
(e)  any other information the complainant believes pertinent to the alleged 

sexual harassment, and 
(f) whether the complainant seeks resolution of the complaint through the 

formal or informal processes described in this policy. 
 

4.   Standard of Proof Required 
 The complainant has the burden of providing evidence of the alleged sexual 

harassment, and the complainant has the burden of proving that it is more likely 
than not that the alleged harassment occurred.   

 
5.   Failure to Report Complaint in Good Faith 
 It is a violation of University policy for any member of the campus community 

to make an intentionally false accusation of sexual harassment. 
 

E.  Investigation and Resolution of Sexual Harassment Complaints 
 
 1. Informal Resolution Process 

 
a.  General Information 
 Many sexual harassment complaints can be resolved through an informal 

process. The purpose of the informal procedure is to provide assistance and 
guidance to both the complainant and the accused in the functioning of the 
University’s sexual harassment procedures.  An informal resolution process 
does not involve the appointment of an investigator and the Sexual 
Harassment Resolution Committee, nor does it provide for any rights of 
appeal.  
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 Whether to proceed with the complaint through an informal process or 

through the formal process is at the sole option of the complainant.  If the 
complainant elects to seek resolution through an informal process, the 
complainant may attempt such resolution through either direct contact with 
the accused or with the assistance of a facilitator. At any time during an 
informal resolution process, the complainant may change his/her request for 
disposition of the complaint from the informal to formal process; provided, 
however, that the complainant notifies the Compliance Officer, or his/her 
designee, of that decision in writing. 

 
b.  Initial Meeting with Faculty Compliance Officer 
 Generally, within fifteen (15) calendar days after receiving a complaint,  the 

Compliance Officer or a designee will meet with the complainant to discuss 
the complainant’s concerns and clarify the University’s policy and internal 
complaint resolution procedures.  At that time, the complainant may request 
the appointment of a facilitator to aid in resolution of the complaint. 

 
c.   Resolution of an Informal Process 
 A complaint is deemed resolved when the complainant indicates to the 

Compliance Officer that the complainant believes the matter has been 
resolved.  If the complainant does not advise the Compliance Officer of the 
resolution within thirty (30) calendar days after the initial meeting between 
the complainant and the Compliance Officer, the University will presume 
the complainant has elected to dismiss the complaint. Any informal 
resolution reached by the parties must be in writing and acknowledged by 
the parties.  The statement of resolution will be retained in the office of the 
CO. The Senior Vice President of Academic Affairs/Vice President for 
Medical Affairs and Dean of the appropriate College will be notified of the 
resolution by the Compliance Officer.   

 
2. Formal Resolution Process 

 
a. Investigation of Formal Complaints  

 
• General Information 
 All written complaints reported to the Compliance Officer shall be 

resolved through the formal process unless the complainant expressly 
elects to pursue the allegations in an informal resolution process.  The 
Compliance Officer will be responsible for conducting an investigation 
of all complaints and may designate other individuals to assist in that 
process. 

 
• Initial Meeting with Compliance Officer 
 Generally, within fifteen (15) calendar days after receiving a request for 

a formal resolution process, the Compliance Officer or a designee will 
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meet with the complainant to discuss the complainant’s concerns and 
clarify the University’s policy and internal complaint resolution 
procedures.   During this meeting the complainant may elect to change 
the style of resolution from formal to informal by so indicating in 
writing.  If the complainant elects to change the resolution style to 
informal, resolution will be sought through the informal process outlined 
in this Sexual Harassment Policy.   

 
• Accused’s Notification of Complaint by Compliance Officer 
 Generally, within five (5) calendar days after meeting with the 

complainant, the investigator will meet with the accused to discuss the 
complainant’s concerns and clarify the University’s policy and internal 
complaint resolution procedures.  The accused will have the opportunity 
to review the complainant’s written statement before responding to the 
charges contained therein.  The accused has the right to respond via a 
formal statement to the investigator within ten (10) calendar days of 
his/her meeting with the investigator.  If the accused does not provide a 
written response, his/her failure to do so will be considered an admission 
of the complainant’s charges, and the complaint will be immediately 
forwarded to the Sexual Harassment Resolution Committee for a 
recommendation regarding sanctions.   

 
• Identification of Relevant Witness and/or Information 
 Both the complainant and the accused have the right to provide any 

information and/or identify any persons who may have information 
relevant to the complaint. The investigator will interview witnesses and 
collect written statements from all witnesses deemed relevant by the 
Compliance Officer. 

 
• Scope of Investigation 
 The scope of the investigation shall be within the discretion of the 

investigator.  An investigation report shall be completed within thirty 
(30) calendar days of the complainant’s initial meeting with the 
investigator (or as of the date the complaint resolution was amended 
from informal to formal process, if applicable) unless extraordinary 
extenuating circumstances exist as defined and determined by the  
Compliance Officer. 

 
• Additional Information 
 Upon completion of the investigation, the information gathered will be 

forwarded to the Sexual Harassment Resolution Committee unless the 
complainant elects to proceed with resolution through informal 
procedures. 

 
 Persons who have filed a complaint of sexual harassment, are accused of 

sexual harassment or are identified by any party, including the 
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University, as possible witnesses to sexual harassment do not have the 
right to be represented by an attorney during any step or phase of the 
proceedings.  Furthermore, at no time during the proceedings, including 
during any meetings and/or interviews, shall an attorney be present.  

 
 Persons involved in sexual harassment investigations are entitled to the 

due process rights provided by the State of Alabama for persons 
employed by and/or attending a state university.  No further or other due 
process rights exist. 

 
b. Sexual Harassment Resolution Committee 

 
• Composition of Committee 
 The Sexual Harassment Resolution Committee will be appointed by the 

President of the University and will be composed of three (3) members: 
(1) a department chair; (2) a tenured member of the faculty; and (3) the 
Vice President for Student Affairs or Dean of Students, if the 
complainant is a student; if the complainant is not a student, another 
tenured faculty member will be appointed to the Committee. 

 
• Review of Complaints by Sexual Harassment Resolution Committee 
 The Sexual Harassment Resolution Committee will meet to review 

complaints of sexual harassment within fifteen (15) calendar days of 
receipt of the investigator’s completed investigation.  The Sexual 
Harassment Resolution Committee is responsible for determining 
whether a preponderance of evidence suggests that the alleged sexual 
harassment occurred, and, if so, what the recommended sanction will be. 

 
 The Sexual Harassment Resolution Committee will review the entire 

investigation of the case, as reported by the investigator, prior to making 
its decision.  Furthermore, the Committee has the right to call the parties, 
any witnesses or the investigator before a Committee meeting at any 
time during the Committee process if the Committee determines, in its 
sole discretion, that this would be beneficial to the Committee’s 
consideration of the complaint.  No party to the case or any witness has a 
right to attend a Committee meeting.  No person called before a 
Committee meeting may attend with counsel. 

 
• Time Frame for Review by Sexual Harassment Resolution 

Committee 
 The Sexual Harassment Resolution Committee must complete its review 

of the complaint and determine any recommended sanctions within 
thirty (30) calendar days of the Committee’s receipt of the completed 
investigation report, unless the Compliance Officer determines, in 
his/her sole discretion and upon a request from the Chair of the 
Committee, that additional time is needed by the Committee to fully 
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perform this function. 
 
• Possible findings by Sexual Harassment Resolution Committee 
 The Compliance Committee may determine:  
 (1) that the alleged conduct did not occur and/or does not constitute 

sexual harassment.  If so, the Chair of the Committee will notify, in 
writing, the Compliance Officer of the Committee’s determination 
within three (3) calendar days of that decision, or  

 
 (2) that the alleged conduct constituted sexual harassment.  If so, the 

Committee Chair will notify, in writing, the Compliance Officer and the 
appropriate Vice President (Academic or Medical) of the Committee’s 
determination, including its recommended sanctions, within three (3) 
calendar days of that decision.  

 
• Review by Senior Vice President for Academic Affairs and Vice 

President for Medical Affairs 
 The Senior Vice President for Academic Affairs or the Vice President 

for Medical Affairs will review the Committee’s determination and 
make a decision regarding sanctions within five (5) calendar days of 
receiving the Committee’s recommendation.  The accused will be 
notified of the Senior Vice President for Academic Affairs’s or Vice 
President for Medical Affairs’s decision regarding sanctions within three 
(3) calendar days of that decision.   

 
• Complainant’s and Accused’s Notification Rights 
 The complainant is entitled to notification that his or her complaint is 

being investigated and to notification by the Compliance Officer when 
the complaint has been fully investigated.  The complainant is not 
entitled to notification of the outcome of the investigation or to 
notification of any disciplinary sanctions or subsequent actions by the 
University or the Sexual Harassment Resolution Committee.  The 
accused will also be notified when the investigation is completed. 

 
• Prohibition of Review of Findings, Investigation, Determinations 

and/or Sanctions 
 No party to the investigation, including any witness to the alleged 

harassment, is entitled to review its findings, a summary of the findings 
and/or any determination reached pursuant to the investigation and/or 
findings, except that the complainant and accused are entitled to review 
each other’s written statements, and those of witnesses.  The 
Compliance Officer may elect to redact the names of any witnesses prior 
to review of the witness’s statement. 

 
c. Appeals of Sexual Harassment Resolution Committee Decisions 
 Faculty employees who have been sanctioned pursuant to the University’s 
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Sexual Harassment Policy shall only have the right to appeal the sanction 
imposed to the Senior Vice President of Academic Affairs or to the Vice 
President for Medical Affairs, as applicable. The appeal must be filed within 
five (5) calendar days of notification of the sanction.  However, there is no 
right to appeal the substantive finding of a violation of the sexual 
harassment policy.   Within ten (10) calendar days of receiving the appeal, 
the Senior Vice President of Academic Affairs or the Vice President of 
Medical Affairs, as applicable, will issue a final decision regarding the 
appeal.  However the Senior Vice President of Academic Affairs or the Vice 
President of Medical Affairs shall have the right to extend the ten 
(10)calendar days if he/she deems such an extension necessary.  The faculty 
member will be notified of any such extension. 

 
d. Sanctions Permissible Pursuant to this Policy 
 The sanctions imposed will depend on all the facts and circumstances 

discovered during the investigation and/or informal resolution process.  
Disciplinary action pursuant to University procedures may include, but is 
not limited to: 

 
• a requirement not to repeat or continue the harassing conduct, 
• certification of completion of a sexual harassment education program, 
• a reprimand, 
• reassignment of duties, 
• denial of pay increase, 
• suspension with or without pay or 
• termination of employment. 

 
3. University Investigative Authority 
 Nothing in this policy shall be interpreted as preventing the University from 

investigating any conduct which the University considers potentially harmful to 
the University community, regardless of when discovered by the University.  
Further proceedings shall respect the due process rights of anyone accused and 
any disciplinary action shall be subject to appeal following the appropriate 
University procedures.   However, nothing in this policy shall be interpreted as 
requiring the University to investigate sexual harassment which is not reported 
pursuant to this policy. 

      
4. Obligation to Participate in Investigations 
 All University students, faculty, personnel and others involved in a sexual 

harassment investigation, whether as parties or witnesses, have an obligation to 
participate in the investigation of sexual harassment complaints to the fullest 
extent requested by the University.  Failure to participate shall be grounds for 
disciplinary action up to and including termination. 
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F. Sexual Harassment Complaints within Official Records 
 
 All records pertaining to sexual harassment complaints, appeals  and decisions 

regarding appeals will be maintained in the Office of the Senior Vice President for 
Academic Affairs or Vice President for Medical Affairs, as applicable. The Senior 
Vice President for Academic Affairs/Vice President for Medical Affairs will notify 
the appropriate supervisor of the findings and sanctions. In all cases where a faculty 
member is determined to have engaged in sexual harassment or where, in the 
discretion of the Senior Vice President for Academic Affairs or Vice President for 
Medical Affairs, an informal resolution regarding a sexual harassment complaint 
needs to be noted, a letter will be placed in the faculty member’s personnel file 
indicating that the Senior Vice President for Academic Affairs’s or the Vice 
President for Medical Affairs’s office maintains records on sexual harassment by 
the faculty member.   

 
G. Procedures and Policies Affecting Consensual Amorous Relationships 
 
 The appearance of a compromising conflict of interest or of coercion, favoritism or 

bias in educational or academic evaluation is prejudicial to the interests of the 
University of South Alabama.  Amorous relationships between faculty members 
and students with whom they also have an academic evaluative role create such an 
appearance, even where the relationship is genuinely consensual.  Such 
relationships are particularly susceptible to exploitation.  The respect and trust 
accorded a professor by a student, as well as the power exercised by the professor in 
an academic or evaluative role, make voluntary consent by the student suspect.  In 
light of the significant power differential that exists, or is believed to exist, between 
faculty and students, even when both parties initially have consented, the 
development of such a relationship renders both the faculty member and institution 
vulnerable to possible later allegations of sexual harassment. 

 
 Therefore, faculty members are prohibited from participating in amorous 

relationships with students enrolled in their classes or with students whom they 
otherwise evaluate, grade or supervise.  Similarly, faculty members have an 
obligation to avoid situations which may require them to evaluate, grade or 
supervise students with whom they have or have had amorous relationships.  If such 
a situation arises, a faculty member must immediately report the situation to his/her 
immediate supervisor for advice and counsel and must abstain from any evaluation, 
grading or supervision of students with whom he/she has or has had an amorous 
relationship.   

 
 Conducting amorous relationships in violation of this policy may lead to a 

presumption of sexual harassment and can lead to sanctions including termination. 
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 For the purpose of this policy, evaluative situations may include, but are not limited 
to, supervising instruction; evaluating academic performance; or serving on 
committees for awards, prizes or thesis supervision. 

 
 
XVI. University’s Clery Statement 
 
  “The University of South Alabama’s annual security report includes statistics for the 

previous three years concerning reported crimes that occurred on campus; in certain off-
campus buildings owned or controlled by the University; and on public property within, 
or immediately adjacent to and accessible from the campus.  The report also includes 
institutional policies concerning campus security, such as policies concerning alcohol and 
drug use, crime prevention, the reporting of crimes, sexual assault, and other matters.  
You can obtain a copy of this report by contacting University Police Department or by 
accessing the following web site at http://www.southalabama.edu/police/clery.html.  

 

http://www.southalabama.edu/police/clery.html�
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