
 

 

 

 



 

 

 

 

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/departments/facultyhandbooks.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 members 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 Faculty 
Development Program.  Attending ten hours of workshops, of which six hours should be completed by 
direct participation in the Innovation in Learning Center (ILC) is required of all new faculty members 
during their first year at USA (see pages 1-3 of this handbook for details).  Upon completion of the 
program, new faculty will receive the ILC Certificate in Practice signed by the Provost/Senior Vice 
President for Academic Affairs.  In addition, new faculty members in the College of Arts & Sciences are 
required to attend two workshops: Faculty Policy Workshop and Faculty Advising Workshop.  The Dean’s 
Office and the Arts & Sciences Advising Center will notify you concerning their respective workshops.  
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. 
 Provost and Senior Vice President for Academic Affairs 
 djohnson@southalabama.edu  
 (251) 460-6261 

 

http://www.southalabama.edu/academicaffairs/departments/facultyhandbooks.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/departments/academicaffairs/facultyhandbooks.html  

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 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 (https://paws.southalabama.edu/prod/twbkwbis.P_GenMenu?name=homepage) 
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.  

 
 

III. INNOVATION IN LEARNING CENTER 
 

The mission of the Innovation in Learning Center (ILC) is to improve the quality of instruction at 
USA by promoting an academic culture where faculty, staff, and students participate 
collaboratively in creative teaching and learning practices. The ILC promotes teaching 

http://www.southalabama.edu/departments/academicaffairs/facultyhandbook#s.html
https://paws.southalabama.edu/
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effectiveness through coordinated professional development initiatives and integrated learning 
technologies for the traditional classroom, blended courses, and fully online learning 
environments. The ILC supports the University’s instructional technology offerings, including 
USAonline- USA’s Learning Management System- and offers a variety of faculty development 
opportunities. 
  
Visit the ILC website at: http://southalabama.edu/departments/ilc for a complete list of events, 
resources, and services. 

A. NEW FACULTY DEVELOPMENT PROGRAM 

The Innovation in Learning Center (ILC) offers a variety of programs and resources 
designed to help USA faculty continually develop their professional practice. As part of 
your responsibilities as a new faculty member at USA, you are expected to attend or 
complete the following: 
 

 New Faculty Orientation, held prior to Fall Semester 
 USAonline Fundamentals, Parts 1-4 
 At least ten hours of academic professional development activities during the 

2018-2019 academic year. There are many ways that faculty can satisfy this 
requirement, however, six hours should be completed by direct participation in 
ILC programs.  

o Small Group Instructional Feedback (SGIF) 
o ILC Workshops and Seminars  
o South Alabama Conference on Teaching and Learning (CoTL) 
o Faculty Development Days (Fall break and prior to Spring semester) 
o TeamUSA workshop 

 
            Each of these items is detailed below: 

 
              USAonline Fundamentals, Parts 1-4 

 Required of all teaching faculty 

 Can be completed either in an on-campus workshop or online 

 
                           Academic Professional Development Activities (check ILC website for schedules): 

 Small Group Instructional Feedback (SGIF) 

o This  mid-semester formative teaching assessment collects student 
feedback for a confidential consultation with the instructor and counts 
as two hours towards the ILC requirement 

o SGIF can be conducted for face to face and online classes. To enroll, 
contact: Dr. S. Raj Chaudhury at (251) 461-1888 or 
ilc@southalabama.edu 
 

 

http://southalabama.edu/departments/ilc
file:///C:/Users/dswindle/Downloads/ilc@southalabama.edu
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 ILC Instructional Workshops & Seminars (typically one hour each) 
o Skill building workshops that address issues such as classroom teaching 

techniques, alternative assessments, etc. 
o Topical seminars on issues such as teaching diverse students, learning 

sciences research, etc.  
o Technology workshops (not including USAonline Fundamentals) on 

topics such as interactive video, classroom response systems, etc.  
o USAonline Advanced workshops on topics such as Lessons Builder; Test 

and Quizzes; Rubric Design, etc. 
 

NOTE: All workshops require a follow up reflection and/or evidence of application, 
best captured through the badging process. In addition to attendance, it is expected 
that faculty spend ~1 hour on post-workshop activities to qualify for a 2 hour credit 
towards the professional development hour requirement.  

 
 South Alabama Conference on Teaching & Learning (CoTL) 

o Typically held at the end of Spring semester 
o Two hours credit for presenters and attendees who complete badging 

requirements (see below) 
o http://www.southalabama.edu/departments/ilc/cotl-badging.html 

 
 Faculty Development Days   

o Include several hours of faculty development opportunities in one day 
(these can count as designated Instructional Workshops) 

o Offered each Fall and Spring Semester 
 

 TEAM USA Workshops 
o Address Team-Based Learning and other instructional methods related 

to the University’s QEP 
o Offered six to eight times a semester 
o Contact Dr. Julie Estis (jestis@southalabama.edu)  

 
             Badging (credentials issued through CREDLY) 
             The ILC offers faculty the opportunity to earn faculty development badges (micro-      
             credentials) by participating in various workshops and faculty development activities                  
             throughout the year.  To earn badges faculty are required to reflect on their learning        
             (100-250 words)  and/or submit an artifact using knowledge gained from development  
             activities. Specific   badging information will be provided for each activity where    
             appropriate. 
 

Other activities of interest: 

 Research Orientation Session 

jestis@southalabama.edu
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o Offered by the Office of the Vice President for Research and Economic 
Development.  It addresses research processes and support services at 
South Alabama 

o Offered each Fall 
 

Official ILC Events Schedule available at: 

http://southalabama.edu/departments/ilc/events.html 

 

            B. USAonline Certification 

All faculty members will demonstrate the competencies required in the four-part 
USAonline Fundamentals training. These competencies reflect a minimum level of 
competence in using the University’s Learning Management System (LMS). The current 
USAonline Fundamentals competencies are posted at 
http://southalabama.edu/departments/ilc/usaonlinefundamentals_competencies.html.  
These competencies will be updated as necessary to accommodate changes in the LMS.  
Upon request, the Innovation in Learning Center (ILC) will provide Colleges/Schools or 
Departments with an up-to-date spreadsheet listing faculty members who have 
completed any of the four parts of the USAonline Fundamentals certification. 

 Faculty members can demonstrate that they have addressed the USAonline 
Fundamentals competencies three ways: 

o successfully completing on-campus training modules delivered by the 
ILC. 

o successfully completing online training modules delivered by the ILC 
through USAonline. 

o providing evidence that they have achieved all the competencies of a 
particular 

o part of USAonline Fundamentals without formal ILC training. The 
procedure for this Certification Review is posted at 

       http://southalabama.edu/departments/ilc/usaonlinefundamentalsdoityourself.html 
 

 Faculty members who are certified in all four parts of USAonline Fundamentals 
will receive a Certificate to that effect. 
 

 New faculty members should plan on completing the entire USAonline 
Fundamentals training by the end of their second semester at USA. 

 
 Those teaching fully-online courses are required to complete the USAonline 

training within the first month of their first semester. 
 

 
 

http://southalabama.edu/departments/ilc/events.html
http://southalabama.edu/departments/ilc/usaonlinefundamentals_competencies.html
http://southalabama.edu/departments/ilc/usaonlinefundamentalsdoityourself.html
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C. FACULTY DEVELOPMENT OPPORTUNITIES 

 New Faculty Scholars (NFS):  This program (new in 2017) is a year-long, cohort-
based set of faculty development events and activities best for tenure-track and 
full time, long term instructional staff.  

o The program will afford first and second-year faculty at South the 
chance to develop all aspects of their academic life - teaching, 
scholarship and service 

o The curriculum consists of a series of seminars along with asynchronous 
online modules. Guest speakers will span various divisions of the 
University. At a concluding panel presentation at CoTL, New Faculty 
Scholars will share their increased understanding of South as an 
institution and the role they can play to thrive within it.  

o Enrollment will be through application only and will be limited due to 
space constraints. Those selected in NFS can use program completion in 
lieu of six hours of the New Faculty Development requirement. For 
more information: contact Dr. Jennifer Yates, 
jryates@southalabama.edu 

 

 ACUE Course on Effective Teaching Practices:  This online, cohort-based 
professional development opportunity is an engaging and relevant course for 
faculty to learn, practice, reflect and apply various research-proven teaching 
strategies. Successful completion leads to an American Council on Education 
endorsed Certificate in Effective College Instruction. Faculty work is supported 
by ILC facilitators. For more information: contact Dr. S. Raj Chaudhury, Executive 
Director, schaudhury@southalabama.edu.  
 

 SoTL USA:  The ILC program provides a forum to advance the work of the 
Scholarship of Teaching and Learning (SoTL) at South Alabama. 

o The ILC hosts a Summer SoTL Academy for interested faculty and 
convenes periodic SoTL Studio sessions where faculty meet to shape 
their studies and further their scholarly work.   

o An annual competitive mini-grant program offers funding to support the 
completion and public reporting of investigations that are conducted 
within a course in order to improve student learning outcomes.   

o For more information: contact Dr. Sue Mattson, Assistant Director, 
smattson@southalabama.edu 
 

 Writing Groups:  Each semester the ILC will coordinate an effort for faculty to 
self-organize into self-regulated writing groups to provide a support system for 
academic writing and publishing. For more information: contact Dr. Jennifer 
Yates, Assistant Director, jryates@southalabama.edu.  

 
 
 

mailto:jryates@southalabama.edu
schaudhury@southalabama.edu
mailto:smattson@southalabama.edu
mailto:jryates@southalabama.edu
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D. INSTRUCTIONAL SERVICES  

The ILC provides access to and support for: 

 Learning Management System (LMS):  USAonline runs on the Sakai platform. 

 i>Clickers Polling:  Student response and polling systems. 

 Turnitin:  Plagiarism prevention and education service, as well as Turnitin’s 
GradeMark and PeerMark services, which allow for online grading and 
workshopping, respectively. 

 Lecture Capture and Media Management:  Camtasia Studio, EdPuzzle, and 
Media Gallery. 

 Multimedia Content Development:  Consultation, training, design, and 
production of instructional multimedia content. 

 Web Conferencing:  WebEx, Zoom, and Big Blue Button web conferencing. 

 Google Apps and Open Educational Resources:  Free and low cost tools to bring 
technology enhancements to any course.  

 VoiceThread:  An interactive, course-based, multimedia student engagement 
tool.  

 Captioning and Transcription: The ILC offers captioning and transcription 
services for all videos used in online courses. 
 

E. TEACHING AND LEARNING SOURCES 

 How-To Guides: The ILC offers a wide variety of instructional aids and how-to guides that 
provide focused assistance in the use of learning technologies. 

 Twenty-minute Tuesdays:  Twenty-minute presentations for instructors that 
feature the latest technologies, techniques, and pedagogies.  Webcast on 
Facebook Live at 12 noon every 2nd Tuesday and archived for future access. 

 Multimedia Production Facilities:  The ILC maintains a small studio for 
production of instructional multimedia and supports faculty work through 
training and short-term equipment loans. 

 Faculty and Student Tips:  The ILC publishes regular tips on how to make the 
best use of USAonline. 

 Personal Consultations:  The ILC offers individual support to faculty and staff in 
the Center, over the phone, and across campus.  We maintain expertise in 
learning sciences research, assessment and learning technologies on a variety of 
platforms. 

 

F.  FUNDING OPPORTUNITIES  

 SoTL USA Mini Grants:  Awards of up to $1000 are provided as professional 
development funds for faculty engaged in the SoTL Commons through a 
competitive application process.  For more information, contact: Dr. Sue Mattson, 
smattson@southalabama.edu. 

mailto:smattson@southalabama.edu
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 Technology Micro Grants: An ad-hoc program of grants (<$500) aims to support 
innovative uses of technology to enhance teaching and learning across courses 
at USA.  For more information, contact:  David Walker, 
davidwalker@southalabama.edu 

         
 

IV. STUDENT ACADEMIC SUCCESS  
The Office of Student Academic Success (SAS) supports the mission of the University by offering, 
supporting, and assessing programs and services designed to improve student academic success, 
including but not limited to retention and graduation. This includes the Academic Advising & 
Transfer Services, the Writing Center, freshman learning communities, the university first year 
experience courses, JagSuccess, and the USA Scholars Initiative, including our Earn Back 
program.  For more information, visit our website:  
http://www.southalabama.edu/departments/academicsuccess/   

A. ACADEMIC ADVISING  

Academic advising is an important component of a student’s educational experience 
and success. Faculty, administrators, and professional staff promote academic advising 
as a shared responsibility with students. Academic advising serves to develop and enrich 
students’ educational plans in ways that are consistent with their personal values, goals, 
and career plans.  Before attending an advising appointment, students should review 
the university website and consider academic majors that best suit their educational 
and career interests.  Students are assigned an advisor based on their declared major.  

All degree-seeking first-year students and transfer students who have earned less than 
30 hours are required to meet with an academic advisor.  Additionally, first year 
students are required to meet with their academic advisor in both fall and spring 
semesters.  Generally, students shift to an advisor in their major when they complete 
between thirty and sixty credit hours. Students are expected to communicate with their 
assigned academic advisor regularly; however expectations for meetings vary by major 
and department.  

Advisors are responsible for particular majors or programs; if a student changes their 
major, the academic advisor will also change.  Students should plan to meet regularly 
with their academic advisor throughout their enrollment period. More frequent 
meetings are associated with increased academic success and progress through the 
curriculum. 

Students who have earned less than a 2.0 cumulative GPA are required to meet with an 
academic advisor each semester until in good standing with the University.  

davidwalker@southalabama.edu
http://www.southalabama.edu/departments/academicsuccess/
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Students are ultimately responsible for selecting and registering for courses, meeting 
course pre-requisites and graduation requirements, and adhering to University policies 
and procedures. 

B. ACADEMIC ADVISING & TRANSFER SERVICES 

Students begin their relationship with their first year advisor during orientation. They are 
required to meet with their advisor each term and are encouraged to meet as often as 
needed. Generally, shift to an advisor in their major when they complete between thirty and 
sixty credit hours.  Students are expected to communicate with their assigned academic 
advisor regularly; however expectations for meetings vary by major and department.  
For more information visit:  
https://www.southalabama.edu/departments/academicadvising/   
 
Students enrolled in Pathway USA meet with transfer advisors during enrollment at 
their community college prior to transferring to USA. Transfer students outside of 
Pathway USA are welcome to make an appointment with transfer advisors to discuss 
transition to USA. Students may also be referred to major advisors as appropriate.  For 
more information visit https://www.southalabama.edu/pathwayusa/  

C. LEARNING COMMUNITIES 

Freshman learning communities at South are focused on academic courses. A learning 
community usually includes two or three classes shared with other students enrolled in 
that community. Learning communities typically enroll about 25 first year students; 
generally, all students share their first year experience course. In most communities, 
students will share one or two additional classes with the same group of 25 students. 
Learning communities are designed to provide students with the opportunity to meet 
other students in the same major, to offer the best schedule for the first semester, and 
to maximize the applicability of courses should a student decide to change majors.   

D. FIRST YEAR EXPERIENCE COURSES  

First year experience courses are offered at universities around the world. At USA, this 
course was constructed by faculty and designed to address areas where first year 
students need additional development. The course ranges from 2 to 3 academic credit 
hours (depending on College/School) and includes a peer academic leader called a 
JagPAL. Currently, first year experience (FYE) courses are offered in the College of Arts 
and Sciences, the College of Education and Professional Studies, the College of 
Engineering, the Mitchell College of Business, the Pat Capps Covey College of Allied 
Health Professions, and the College of Nursing. 

E. SSC CAMPUS 

SSC Campus is a multifunctional predictive analytic tool. It incorporates data from 2004-
2012 to build a predictive model for current student success, provides institutional data 
on graduation, course success, and major changing, offers an advising platform with 

https://www.southalabama.edu/departments/academicadvising/
https://www.southalabama.edu/pathwayusa/
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summary data on students and reporting capacity, and includes altering functions for 
attendance and course progress. SSC Campus is open to all faculty and professional 
advisors. Our partnership with SSC Campus also includes access to the Education 
Advisory Board (EAB) Academic Affairs Forum. That website includes a wide range of 
white papers, webinars, and case studies related to the academic mission of colleges 
and universities. It can be found here: https://www.eab.com/  

F. JAGSUCCESS 

JagSuccess is our student focused academic success center. It is located at 111 Jaguar 
Drive, in the Academic Services Center. Any student is welcome to visit and talk with a 
JagPAL about course material, receive addition problem sets for practice, or discuss 
study skills specific to a class or test. Workshops are also available on demand to 
support the needs of faculty and staff. Resources may be found online at:  
http://www.southalabama.edu/departments/academicsuccess/ 

    G. USA SCHOLARS INITIATIVE/EARN BACK 

The USA Scholars Initiative focuses additional attention on USA scholarship students 
who may be academically at risk. First year students whose fall GPA is below 3.0 may 
be contacted about additional resources designed specifically to increase academic 
insight. Included in this program is our Earn Back opportunity. Students who have lost their 
Presidential Scholarship may be able to earn it back by participating in this program. 

H.       UNIVERSITY WRITING CENTER 

The University Writing Center, located in the Academic Services Center and Marx 
Library provides assistance with writing to students of any discipline, both face-to-face 
and online. The University Writing Center is an instructional facility that focuses on 
helping students improve their writing skills, rather than simply editing papers. 
Students may receive help with any type of writing task at any stage of the writing 
process, including understanding assignments, brainstorming, organization, 
development, and revision. 
For more information, please call (251) 460-6480 or visit the Writing Center's webpage at 
http://www.southalabama.edu/writing/ 

I.        CAREER SERVICES 

USA Career Services, located in Meisler Hall, Suite 2100, assists students and alumni in 
all phases of the career development process. As a comprehensive career services 
center, the office offers services to support career and academic major exploration, co-op 
and internship participation, identification and preparation for employment 
opportunities, and graduate and professional school preparation assistance. 

 

https://www.eab.com/
http://www.southalabama.edu/departments/academicsuccess/
http://www.southalabama.edu/writing/
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J.         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 academic courses. Individuals experiencing difficulty in a course 
should be identified as early as possible during the term through graded work and 
provided an opportunity for improvement in subsequent assignments. For each course 
at the 100 and 200 level, at least one graded product (examination, paper, quiz, lab, or 
other assignment) should be returned to the student by the end of the third week of 
classes for that semester. For courses at the 300 and 400 level, graded work should be 
returned by 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 100/200 level courses 
and one-third of the length of the term for 300/400 level classes.  
 
 

V. INSTRUCTION/COURSE MANAGEMENT INFORMATION 

A. 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.  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. 
 

B. 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 
viewing the PAWS online Bulletin.  Additional information about course prerequisites is 
available in your department 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 Bulletin.  You should carefully read the Bulletin section for your department and 
course since there may be other specific prerequisites or requirements such as class 
standing or grade requirements for enrollment in your course. 
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For some programs; e.g. professional programs in the Colleges of Allied Health 
Professions, Business, Education and Professional Studies, Engineering, Nursing and the 
School of Computing, 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. 
 

C. COURSE SYLLABUS AND FIRST DAY HANDOUTS 

                             Each instructor is required to ensure students in each credit class are either furnished an   
         electronic copy of the course syllabus in the course shell on USAonline by the first day of   
     class. A written syllabus may also be distributed. The course syllabus should include the     
                             following information: 

 
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. Information about USA approved proctoring options as applicable for the course. Any 

additional student charges associated with establishing student identification and 
exam proctoring should be included in course description and approved through 
curriculum channels.  

8. Course assignments, if any 
9. Penalty, if any, for late work 
10. How final grade is determined 

    
Other items that may be contained on the course syllabus include: statements on the 
importance of course and teacher evaluations, additional learning resources associated with 
the course (peer tutors or JagSuccess), and the Writing Center.  
 
Policies covering all students and academic courses are included in each course site in 
USAonline, behind the tab labeled “Additional Academic Course Policies.” This is located in 
every course site, immediately following the course syllabus. The document includes 
information on Student Disability Services, Academic Disruption Policy and Class Demeanor, 
Student Academic Conduct Policy, Operational Disruptions, and other university policies.  
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It is essential that the syllabus be followed closely so that all the topics prescribed in the 
course are covered adequately.  
 
A Course Syllabus Template was developed to aid in developing new course curriculum 
requests.  It includes the minimum requirements for a course syllabus as well as 
recommended items.   This template is available for your use at 
http://www.southalabama.edu/departments/eforms/academicaffairs/coursesyllabustempla
te.1.17.pdf. 
 
The language included below is inserted in all course shells through the USAonline syllabus 
tool.   

  
Syllabus Supplement: Additional Academic Course Policies 
 
In addition to policies included on your course syllabus, the following policies cover all 
students and academic courses offered at the University of South Alabama.  
 
Academic Disruption Policy and Class Demeanor 
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.  The University of 
South Alabama’s policy regarding Academic Disruption is found in The Lowdown 
(www.southalabama.edu/lowdown/). 
 
Changes in Course Requirements 
Not all classes progress at the same rate thus course requirements might have to be 
modified as circumstances dictate.  You will be given written notice if the course 
requirements need to be changed. 
 
Student Academic Conduct Policy 
As a community of students and scholars, the University strives to maintain the highest 
standards of academic integrity. All members of the community are expected to exhibit 
honesty and integrity in their academic work.  This responsibility can be met only through 
earnest and continuing effort on the part of all students and faculty.  Faculty, students, and 
staff are responsible for acquainting themselves with, adhering to, and promoting policies 
governing academic conduct. 
 
Any dishonesty related to academic work or records constitutes academic misconduct.  This 
includes---but is not limited to---activities such as giving or receiving unauthorized aid in 
tests and examinations; improperly obtaining a copy of an examination;  plagiarism; 
unauthorized submission of the same work in separate courses; misrepresentation of 
information, and the alteration of transcripts or university records. 
 

http://www.southalabama.edu/departments/eforms/academicaffairs/coursesyllabustemplate.1.17.pdf
http://www.southalabama.edu/departments/eforms/academicaffairs/coursesyllabustemplate.1.17.pdf
http://www.southalabama.edu/lowdown/
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All matters related to academic misconduct are the responsibility of the academic units 
involved and the Office of the Provost and Senior Vice President for Academic Affairs.  Faculty 
are expected to report suspected cases of academic misconduct.  These matters will be 
resolved through procedures defined herein for both undergraduate and graduate students.  
  
The University of South Alabama’s policy regarding Student Academic Conduct is found in The 
Lowdown (http://www.southalabama.edu/lowdown/). 
 
Students with Disabilities 
If you have a specific disability that qualifies you for academic accommodations, please notify 
the instructor/professor and provide certification from the Office of Special Student Services, 
which is located at ESB, 320 Alumni Circle, Suite, (251-460-7212).   
 
USAonline 
Course material will be available at USAonline .  You are required to login to USAonline to 
access the material.  You can access the syllabus, handouts, additional instructions, readings, 
and the grade book on this site.  
 
Operational Disruptions 
Events outside of the control of the University, such as natural disasters, may cause a 
disruption to the formal in class setting however every effort will be made to continue with 
class activities via USAonline during such times of crisis.  Please become familiar with the 
USA website for special announcements and or procedures to be followed during such 
events.  You can find the USA Emergency and Weather Hotline information at 
http://www.southalabama.edu/emergency.html or call (251) 460-6999. 

 

D. 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. 
 

E. 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 

http://www.southalabama.edu/lowdown/
http://www.southalabama.edu/emergency.html
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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 found in the Faculty Handbook (see section 
3.8.2).  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. 
 
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. 
 

F. 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 academic courses. Individuals experiencing difficulty in a 
course should be identified as early as possible during the term through graded 
work and provided an opportunity for improvement in subsequent assignments. For 
each course at the 100 and 200 level, at least one graded product (examination, 
paper, quiz, lab, or other assignment) should be returned to the student by the end 
of the third week of classes for that semester. For courses at the 300 and 400 level, 
graded work should be returned by 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 
100/200 level courses and one-third of the length of the term for 300/400 level 
classes.  

 
 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. 

 

 Providing Student Feedback 
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SSC Campus includes alerting functions for both attendance and course progress. 
Specific courses may require attendance or progress reporting. The platform also 
allows faculty to recommend students for tutoring in their courses.  
 
Mid-term grades are required for full term Fall and Spring courses. The grading 
system in PAWs will open in week 6 and close in week 8. During this period, faculty 
are required to enter grades for all students enrolled in their courses.  

 
Final grades are required and must be submitted by the date specified in the 
academic calendar. 
 

 Benefits of Providing Student Feedback 
o When faculty provide feedback (especially through online gradebooks), students 

know where they stand in a class throughout the term.  
o Providing students with feedback allows them to be accountable for their 

learning and their progress.   
o Some faculty report that end of term grade complaints are reduced when they 

provide feedback throughout the semester using an online gradebook.   
 

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

format of testing.  For disabled students, a suitable adjustment of format may be 
appropriate (consult the Office of Student Disability 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 



 

 

16 

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. 

 
 Proctoring policies, procedures and forms may be found at 

http://southalabama.edu/departments/academicaffairs/resources/policies/proctori
ng%20-%20policyproceduresformscombinedfile.pdf. 

 

 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 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 at: 
http://southalabama.edu/departments/registrar/final_exam_schedules.html  

        

G. WITHDRAWAL FROM COURSE (WD) 

Faculty should be aware of the final day to drop a course.  The date may be found 
online, on the Academic Calendar, and the Bulletin.  Students may drop a course, or 
totally withdraw from all courses, 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. 
 

http://southalabama.edu/departments/academicaffairs/resources/policies/proctoring%20-%20policyproceduresformscombinedfile.pdf
http://southalabama.edu/departments/academicaffairs/resources/policies/proctoring%20-%20policyproceduresformscombinedfile.pdf
http://southalabama.edu/departments/registrar/final_exam_schedules.html
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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. 
 

H. 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. 

 

I. 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. 

 

J. 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 
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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. 
 

K.  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 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 a “P” grade. 
 

L. FAILING GRADE (“F” OR “U”) 

 A grade of “F” or “U” is awarded to students who complete the course but fail to 
achieve the course objective. 

 

M. UNOFFICIAL WITHDRAWALS “F*” OR “U*” 

                                A grade of F* or U*, rather than an F or U, is assigned in cases where the student did not officially                                                                                 
                                withdraw from the course but who failed to attend.  Attendance could be academic attendance 
                                or participation in an academically-related activity.    
   

Academically-related activities include: 

 Physically attending class with direct interaction 

 Submitting academic assignment 

 Taking exam, interactive tutorial or computer-based instruction. 
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 Attending school assigned study group 

 Participating in online discussions about academic matters and/or initiating 
contact with faculty to ask questions about subject matter studied. 
  

Academically-related activity does NOT include: 

 Living in school housing 

 Using school meal plan 

 Logging into an online course without active participation 

 Academic counseling or advisement 
 

When an F* or U* is assigned, the instructor must also include the date the student's 
participation in course activities ceased.  Refer to Registrar email sent prior to opening 
grading on PAWS for date if last date of attendance is unknown. 
 

N. 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.   
 

O. 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. 

 

P. STUDENT 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 
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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. 

  
       Please refer to the Student Academic Conduct Policy found in the USA Faculty 

Handbook (see section 8.2) or The Lowdown 
(http://www.southalabama.edu/lowdown/)  

 

Q. 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 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. 

http://www.southalabama.edu/lowdown/
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 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).  

 
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. 
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 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 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. 
 

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.   
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If necessary call 460-6132 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: 
https://southalabama.edu/departments/eforms/academicaffairs/ClassroomDisrupti
onBehaviorConcern2018.pdf. 

 
7. University Procedures for Dealing with Disruptive Behavior 

 
 All incidents must be documented and reports (Classroom Disruption/Behavior 

Concern Report) 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 Student Conduct 
Administrator, the University Police - may be held.  The consequences of 
continued improper behavior and strategies for ending such behavior should be 
discussed at this meeting.  The student needs to articulate why his/her behavior 
was inappropriate for the meeting to be successful.  If the student cannot do 
this, further action is necessary. 

 

 If the department cannot resolve the situation, the report should be forwarded 
to the Student Conduct Administrator 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 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 Student Conduct 
Administrator, who will then notify the accused student that he or she is being 
charged with violating the Code of Student Conduct.  The Student Conduct 
Administrator will follow necessary procedures in dealing with the students as 
explained in the student handbook, The Lowdown.  The Student Conduct 
Administrator may take unilateral action or the involved parties may be asked to 
appear before the University Disciplinary Committee, a group made up of 

https://southalabama.edu/departments/eforms/academicaffairs/ClassroomDisruptionBehaviorConcern2018.pdf
https://southalabama.edu/departments/eforms/academicaffairs/ClassroomDisruptionBehaviorConcern2018.pdf


 

 

24 

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 Student Conduct Administrator or 
the University Behavioral Assessment Team for consideration for additional 
action.   

 
 

 VI. UNIVERSITY CALENDAR 
The University Calendar is available on the University of South Alabama Website, 
HTTP://WWW.SOUTHALABAMA.EDU/ACADEMICCALENDAR/ACADEMICCALENDAR2018-19.HTML,  and in 
the UNIVERSITY BULLETIN. 

 

 VII. 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 (http://www.southalabama.edu/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. 
 
 

 VIII. EVALUATION 

A. STUDENT EVALUATIONS OF TEACHING 

 Student Evaluations of Teaching are conducted in every course for each full-time faculty 
on a semester basis.  For part-time faculty members, the survey is conducted each 

http://www.southalabama.edu/academiccalendar/academiccalendar2018-19.html
http://www.southalabama.edu/academiccalendar/academiccalendar2018-19.html
http://www.southalabama.edu/lowdown/
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semester of employment (see Part-time Policy and Procedures in the Faculty Handbook, 
http://www.southalabama.edu/departments/academicaffairs/facultyhandbooks.html .  
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 OBSERVATION 

Because of the usefulness of having firsthand information about an instructor’s teaching 
effectiveness, a faculty member’s classroom instruction may be observed by an 
authorized supervisor, such as a Dean, department chair or his/her designee. Such 
observation is justified where the purpose of the observation is to evaluate the 
instructor for advancement purposes or to enhance instruction.   
 
Observation of online classrooms by supervisors is to be done in a way that parallels 
that of traditional classrooms as closely as possible. To this end, supervisors’ 
observation of online classrooms shall be done using a read-only viewing mode. 
Furthermore, because faculty teaching in a traditional classroom are aware of 
supervisory observations, faculty teaching online courses shall be informed that a 
supervisor will have access to the faculty’s online course for evaluation purposes and 
shall be notified of when the observation took place and what was observed.   
 
Supervisors who need to view a classroom instructor’s gradebook, or feedback provided 
on individually submitted student work (such as completed papers, tests, and quizzes), 
may request that such materials be provided by the instructor.  
 
Given the wide variability in disciplines that can affect pedagogical considerations such 
as format, objectives, content, and methods, departments and/or colleges may elect to 
develop specific written policies in addition to these general guidelines regarding the 
conditions regulating classroom observation. Once approved by the dean, these policies 
will be made available to the faculty. 

 
 

IX. 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. 

 

http://www.southalabama.edu/departments/academicaffairs/facultyhandbooks.html
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B. EMAIL 

  
              As a USA faculty member, you will be assigned a free campus e-mail account.  Sign up for 

your account by accessing this link https://jagmail.southalabama.edu/default.aspx.  This 
e-mail account is where all official University correspondence will be sent.  Access the 
account as soon as it is activated and being checking it regularly.  Faculty members must 
request and activate an e-mail account as a condition of employment at USA. 

 
 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 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. 
 
 

 X. PAYCHECKS 
 

As a condition of employment, all employees hired on or after January 1, 2009 are required to 
participate in payroll direct deposit.  If information on an established bank account number is 
not provided, the University will establish a debit account at USA Federal Credit Union for the 
purpose of direct deposit of payroll checks. 

https://jagmail.southalabama.edu/default.aspx
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A. PAY SCHEDULE FOR NEW FULL-TIME FACULTY 

Faculty who begin employment in Fall Semester will receive one-half of a monthly 
installment on the first paycheck received in September (payday is always the first 
normal working day in the month).  Beginning in October, and continuing through the 
following September, new faculty will receive one-twelfth of their academic contract.  
Note:  Faculty terminating at the end of Spring Semester will receive their final paycheck 
on the first working day in September in an amount equal to one-half of regular monthly 
pay. 
 
Faculty who begin employment in Spring Semester will receive monthly payments over 
an eight-month period beginning February 1 and ending with one-half month paid on 
September 1.  Pay will be calculated by dividing the total pay for the semester by seven 
and one-half months.  For example, if a faculty member is hired beginning Spring 
Semester at a rate of $30,000 for the semester, he/she will receive $4,000 in the 
months of February through August.  In September, a final payment of $2,000 will be 
made to the faculty member. 
 

B. PAY SCHEDULE FOR PART-TIME FACULTY 

Fall Semester - First normal working day in October, November, December and January. 
Spring Semester - First normal working day in February, March, April, and May. 
May Semester – First normal working day in June. 
Summer Semester - First normal working day in July, August and September. 
          First Term – First normal working day in July 
          Second Term – First normal working day in August. 
          Full Term – First normal working day in July and August. 
 
 

 XI. 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.    
 
Anyone who operates a motor vehicle on the USA campus is required to register his/her vehicle 
with Parking Services and obtain a valid parking permit.  This includes all employees, faculty, 
staff, designated guests, administrative officials, and all students.  Regulations apply to students 
enrolled in day, evening, weekend, online web classes, and all enrolled students at other 
locations including Baldwin County, Brookley, and Dauphin Island Sea Lab.  The parking permit 
must be displayed from the rear view mirror facing outward.  Displaying it in any other location 
is considered a violation. Parking permits are valid for one academic year.  All individuals with a 
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JagMail email account, including those who qualify for a JagMail account, must order a parking 
permit online. Select Manage My Parking Account to access your parking account and follow the 
instructions for ordering a parking permit.  - See more at: 
http://www.southalabama.edu/departments/parkingservices/#sthash.VJ4SUYx8.dpuf. 
 
 

 XII. TRAVEL – PROFESSIONAL LEAVE  

A. PROFESSIONAL LEAVE 

  Requests for professional leave for all faculty must be approved by the chair, dean, and 
Provost/Senior Vice President for Academic Affairs utilizing the standard form of the 
University, “Request for Professional Leave or Travel”, or Concur Request, 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 or Concur, and operating procedures of the University (see the 
department secretary for copy of form or access at 
http://www.southalabama.edu/departments/eforms/travel/exhibitw.pdf .  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, dean, and Provost/SVPAA.  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 are other reasons for travel that may be considered.   

 
  Upon returning, travel reporting should be submitted promptly utilizing Concur 

(maximum of 10 days) in order that the traveler may be reimbursed.  The expense 
reimbursement will be signed electronically by the traveler, and approved and signed 
electronically by the chair, the dean, and the Provost/SVPAA.  The link to Concur can be 
found at:  

              www.southalabama.edu/departments/financialaffairs/travelandprocurement/concur/ 

 

https://www.parking.southalabama.edu/
http://www.southalabama.edu/departments/parkingservices/#sthash.VJ4SUYx8.dpuf
http://www.southalabama.edu/departments/eforms/travel/exhibitw.pdf
http://www.southalabama.edu/departments/financialaffairs/travelandprocurement/concur/
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C. FOREIGN/INTERNATIONAL TRAVEL  

  Employees traveling outside the continental United States will need to complete the 
following steps: 

 Complete the International Travel Review Form (ITRF), which will automatically 
submit to the Office of International Education for approval  (https://southalabama-

ie.terradotta.com/index.cfm?FuseAction=Abroad.ViewLink&Parent_ID=0&Link 

_ID=D5C99E11-5056-BA1F-73A0237F10B7E89B) using the first half of your JagMail email 
address (everything before @) for your username and your normal JagMail 
password for your password.  You will be notified when your application has been 
approved. 
 
This form is required each time you will be traveling outside of the continental 
United States.  Please complete and submit this form a minimum of four weeks 
prior to all International Travel OR as soon as you know that you will be traveling.  
The export certification or review may be required and it can take up to two (2) 
months to complete the process.  This review is also required if you are transporting 
items/software/data either outside of the United States and/or collaborating with 
foreign nationals, foreign educational institutions or foreign businesses. 
 

 After your application has been approved, login and print the ITRF and attach it to 
the USA Request for Professional Leave/Travel Form as appropriate to your 
respective administrative unit.  All travel must have an approved ITRF prior to being 
approved in Concur.  Note: your application status must read “Approved by H. 
Hudson” in order to be approved. 
 

 Submit all leave/travel requests to your respective academic/administrative unit 
department/unit heads and VP offices for approval.   
 

 Once approved by your respective administrative unit make travel plans as 
appropriate based on USA policies. 

 
Please review the complete international Travel Policy at the following link:   
http://www.southalabama.edu/departments/ie/intltravel.html  
 
All other USA Travel Regulations and Forms may be found at: 
http://www.southalabama.edu/departments/eforms/travel/index.html. 
 
 

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 

https://southalabama-ie.terradotta.com/index.cfm?FuseAction=Abroad.ViewLink&Parent_ID=0&Link_ID=D5C99E11-5056-BA1F-73A0237F10B7E89B
https://southalabama-ie.terradotta.com/index.cfm?FuseAction=Abroad.ViewLink&Parent_ID=0&Link_ID=D5C99E11-5056-BA1F-73A0237F10B7E89B
https://southalabama-ie.terradotta.com/index.cfm?FuseAction=Abroad.ViewLink&Parent_ID=0&Link_ID=D5C99E11-5056-BA1F-73A0237F10B7E89B
http://www.southalabama.edu/departments/ie/intltravel.html
http://www.southalabama.edu/departments/eforms/travel/index.html
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the Faculty Handbook (see section 5.4.1 and 5.4.2) for specific information on sick leave.  
Please consult with your department chair concerning reporting of sick leave. 

 

E. VACATION LEAVE FOR 12-MONTH FACULTY  

 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.  This policy was 
revised January 1, 2012 to include all 12-month faculty.   

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

refer to the Faculty Handbook (see section 5.4.4) for specific information on vacation 
leave.  Please consult with your department chair concerning reporting of vacation 
leave. 

 
 

 XIII. RESEARCH SUPPORT 

A. EXTERNAL RESEARCH SUPPORT 

 The Office of the Vice President for Research and Economic Development oversees 
offices relating to pre-award faculty services, post-award faculty services, research 
development and learning, research compliance, innovation and entrepreneurship, 
technology transfer and the Technology & Research Park.  New faculty are encouraged 
to visit the VPR website, http://www.southalabama.edu/departments/research/, 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 

 1.  Dean of the Graduate School  

 Graduate Student Activities Enhancement Program 
 The Graduate Student Activities Enhancement Program provides funding to 
support     graduate student travel and/or scientific, creative/artistic or scholarly 
activities.  The expectation is that no other funding is available to the student, 
mentor, and/or appointing department, school or college to support the travel or 
research, creative/artistic or scholarly activities. $30,000 has been allocated 
annually to support up to 15 awards of up to $2,000.  Funding may be used to 
support: Travel – including conference/meeting registration fees, transportation, 
lodging, per diem and incidentals (as specified in the USA Travel policy) to present at 
professional meetings/organizations; Scientific, creative/artistic or scholarly 

http://www.southalabama.edu/departments/research/
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materials and supplies, professional society/organization membership fees, permits, 
services in support of development of a thesis, dissertation, and/or career 
advancement activities. Graduate students enrolled full-time in Master of Arts 
(MA), Masters of Science (MS), MBA, Ph.D., Au.D., DPT, D.Sc., DNP, DBA and D.Ed. 
programs are eligible to apply and receive an award. Funding will be distributed in 
two cycles: WIN/SPRG – January 31 – June 29 and SUM/FALL – June 30 – January 
30, annually.  For further information on USAFDC grants contact the Graduate 
School at 460-6310 or check 
http://www.southalabama.edu/graduatemajors/graduateschool/  

  
 
 
 2.  Office of Research and Economic Development 

 Small Grant Program in Support of the Arts and Humanities 
The Small Grant Program in Support of Arts and Humanities will provide funding to 
help support faculty research and scholarly activities. $25,000 will be allocated 
annually for this program. The purpose of the program is to assist faculty in building 
their career and contributing to their discipline by exploring new scholarly, 
creative and research activities. 

 
Proposal Deadline:  Proposals are due by 5 p.m. each March 1st or October 1st 
Contact person: Ms. Angela Jordan, ajordan@southalabama.edu, 460-6507 
 

 Research and Scholarship Development Grant 
The Research and Scholarship Development Grant (RSDG) program will provide 
tenure and non-tenure track faculty with seed funding to help build their research 
and scholarly career. Four awards annually will be awarded at approximately 
$25,000 each. The funds are to be used to: 
 
    provide seed funding for new research projects  
    provide resources for planning for major grants   

 
RSDG grants are intended to stimulate interactions across disciplines, departments, 
colleges, and programs. The funding is designed to facilitate attracting external 
funding, so a requirement for each RSDG proposal is to demonstrate how funding 
for this project will directly lead to the external funding requests. 
Proposal Deadline:  Proposals are due by 5 pm, each March 1st. 
Contact person: Ms. Angela Jordan, ajordan@southalabama.edu, 460-6507. 
 

 Faculty Productivity Grant Program  
The purpose of the Faculty Productivity Grant program (FPG) is to provide 
concentrated time for faculty to generate pilot or preliminary data that will 
enhance their competiveness for a major grant or contract. The Office of 

http://www.southalabama.edu/graduatemajors/graduateschool/
mailto:ajordan@southalabama.edu
mailto:ajordan@southalabama.edu
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Research and Economic Development (ORED) will provide funds for ten (10) 
faculty “buy-outs” from teaching for fall or spring semester annually. 
Proposal Deadline: Proposals are due at least one semester prior to the 
requested re-assigned time. 
Contact person:  Ms. Lynne Chronister, lchronister@southalabama.edu, 460-6333. 
 

 USA Interdisciplinary Incentive Program 
The USA Interdisciplinary Incentive Program was created to support faculty in 
seeking funding for research across disciplines.  A total of $3,000 will be 
provided to Principal Investigator(s) (PIs) and Co-Investigator(s) for each funded 
proposal that complies with the eligibility requirements.  Participation must be 
requested at the time of proposal submission. 
For Qualifying Proposals Submitted after May 1, 2014. 
Contact person:  Ms. Angela Jordan, ajordan@southalabama.edu, 460-6507. 
 

 Graduate Student Activities Enhancement Program 
Administers a fund to provide small research grants to full-time faculty with the 
advice of a faculty committee referred to as the USA Faculty Development Council 
(USAFDC). Specific guidelines for the development of proposals and timeliness for 
submission are normally made available in early to mid-Fall term by the USAFDC.  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 prepared by early January.  For 
further information on USAFDC grants contact:  Ms. Angela Jordan, 
ajordan@southalabama.edu, 460-6507. 
 

 Start-up Package Supplement 
$200,000 has been allocated to supplement the recruitment and hiring of a tenure 
or non-tenure track faculty member who can impact the growth of USA’s research 
capacity.  The individual must have a record of consistent support funding for 
research and scholarship, an extensive publication record reflecting his/her 
discipline standards and a record of transferring research and scholarship into new 
technologies or a transfer to practice. The individual must be able to demonstrate 
that he/she has strong potential for garnering extensive research support from 
external sources of funding.  The capacity to build a research team is also critical.   
Funding may be used to cover equipment purchases, initial salary supplement, 
graduate or post-doc support or whatever is needed to establish a program or 
laboratory and/or research team at South Alabama. In order for a Dean to apply for 
funds, they must have the CV of a competitive candidate. If the candidate recruited 
does not accept the position, the funds will revert to another proposed applicant, 
again based competitively. In a year where there are no individuals who are 
competitive for the Start-up Supplement, the funds will be carried forward to the 
next academic year. The funds are to be used exclusively as a supplement to 
university and/or college/school funds already committed to start-up packages for 

mailto:lchronister@southalabama.edu
mailto:ajordan@southalabama.edu
mailto:ajordan@southalabama.edu
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new faculty. It is anticipated that these funds will be available annually on a 
competitive basis. 
Contact person: Lynne Chronister, lchronister@southalabama.edu; 460-6333. 

 
                                                     

 XIV. 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 
http://www.southalabama.edu/programs/our/ or, for more information; you may contact Dr. 
Christy West, SHEC 4130, 460-6160, ucur@southalabama.edu). 

 

 XV. CATEGORIES OF ONLINE COURSES  
 

As new technologies emerge, higher education faculty members are challenged to incorporate 
new instructional methods into their teaching. Although many courses continue to be offered in 
the traditional lecture format supported by technology (e.g., presentation software), other 
methods are gaining in popularity as both effective methods for delivering information and as 
powerful tools to support collaboration, independent research, and Internet-based instruction.  
 
The following guidelines shall apply to any new course or existing course in which the method of 
delivery has changed significantly from that approved in the original curriculum proposal.  

A. WEB-ENHANCED  

 A web-enhanced course is taught entirely face-to-face, but supplemented by online 
components delivered by a learning-management system formally approved by the 
Office of Academic Affairs. A course is deemed web-enhanced only if the online 
component of the course is not used to reduce class/laboratory/clinical time. A web-
enhanced course may reduce direct contact hours to accommodate special 
circumstances when the course instructor is temporarily unavailable. It may not be used 
to reduce contact hours every term or for every section of the course offered. A web-
enhanced course is designated Banner Instructional Method Type (WE) and has a 
traditional section number. 

 
 Classes at USA will have some web presence.  Faculty are required to post at least a 

syllabus in USAonline for all courses. 
 
 

mailto:lchronister@southalabama.edu
http://www.southalabama.edu/programs/our/
mailto:ucur@southalabama.edu
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B. BLENDED 

A blended course combines face-to-face instruction with significant electronic learning 
use that results in a reduction of the amount of in-class time. Typically, a blended course 
reduces seat time by at least 15%, but usually not more than 85%. A blended course is 
designated Banner Instructional Method Type (WB) and has a section number from 700 
to 799.  

C. ONLINE  

An online course is delivered principally via an online format approved by the Office of 
Academic Affairs.  An online course is designated Banner Instructional Method Type 
(WO) and has a section number from 800 to 899.  
 
An online course with on-campus components (e.g., examinations) should be so 
designated in a comment line in the Schedule of Classes.   
 

The USA Policy on Course Formats may be viewed at: 
http://www.southalabama.edu/departments/academicaffairs/resources/policies/webcoursepolicy.pdf. 

 
 

XVI. WHISTLEBLOWER AND NON-RETALIATION POLICY 

The Whistleblower Hotline is a tool where the University community can, in good faith, report 

misconduct, fraud, waste or abuse of University resources. For more information on 

Whistleblower's rights, visit these sites: 

 Alabama Code sections 36-26A-1 through 7 State Employee Protection 

(Whistleblowers) 

 American Recovery and Reinvestment Act of 2009 (ARRA) - Whistleblower 

Protection 

 USA's Whistleblower and Non-Retaliation Policy 

See more at: 
https://www.southalabama.edu/departments/eforms/internalaudit/whistleblowerpolicy.pdf  
 

A. PURPOSE 

This Whistleblower and Non-Retaliation Policy is designed to provide a mechanism for 
individuals doing work for or on behalf of the University of South Alabama to raise good 
faith concerns, including but not limited to, observed or suspected violations of law, 
policies or procedures, including but not limited to harassment, discrimination, research 
misconduct, mishandling of funds and other illegal activities; to facilitate cooperation in 

http://www.southalabama.edu/departments/academicaffairs/resources/policies/webcoursepolicy.pdf
https://www.southalabama.edu/departments/eforms/internalaudit/whistleblowerpolicy.pdf
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any inquiry or investigation by any court, agency, law enforcement, or other 
governmental body; and to protect individuals who take or participate in such action 
from retaliation or any threat of retaliation by any other individual doing work for or on 
behalf of the University.  
 

B. SCOPE 

This Policy applies to all individuals doing work for or on behalf of the University, 
including directors, officers, and other organization volunteers. 
 

C. POLICY 

The University of South Alabama is committed to maintaining a workplace where 
individuals doing work on behalf of the University are free to raise good faith concerns 
about alleged improper or wrongful activity. Individuals are encouraged to report 
suspected violations of the law; to identify potential violations of policies or procedures 
of the University, and to provide truthful information in connection with any official 
inquiry or investigation. 
 
The University expressly prohibits any form of retaliation, including harassment, 
intimidation, adverse employment action, or any other form of retaliation against 
individuals who raise suspected violations of law, cooperate in inquiries or 
investigations, or identify potential violations of policies of the University.  Any 
individual who engages in retaliation will be subject to disciplinary action up to and 
including termination of employment. 
 

D. DEFINITIONS 

 “Good Faith Disclosure” means disclosure of University-related misconduct 
made with a belief in the truth of the disclosure that a reasonable person in the 
whistleblower’s situation could have believed based upon the facts. A disclosure 
is not in good faith if made with reckless disregard, or willful ignorance of facts 
that would disprove the disclosure.  A report does not have to be proven true to 
be made in good faith. 

 

 “Retaliation” means any adverse action or creditable threat of an adverse action 
taken by the University, or any individual doing work for or on behalf thereof, in 
response to a Whistleblower’s good faith disclosure of University-related 
misconduct. 

 

 “University-related misconduct” includes any activity by an individual doing 
work for or on behalf of the University that is undertaken in the performance of 
the individual’s work-related duties, whether or not such action is taken within 
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the scope of the individual’s employment, that is a violation of any state or 
federal law or regulation or the University’s regulation of policy, including 
academic or research misconduct, corruption, bribery, theft of property of the 
University, fraudulent claims, fraud, misappropriation of University or other 
agency funds, coercion, conversion of assets of the University, discrimination, 
sexual harassment, violations of civil rights and other illegal or improper 
practices. 

 

 “Whistleblowing” means good faith reporting of real or perceived University-
related misconduct. 

 

 “Whistleblower” means any individual doing work for or on behalf of the 
University who, in good faith, reports real or perceived University-related 
misconduct. 

 
Whistleblowers do not include complainants who raise issues or concerns through the 
normal course and scope of the individual’s business-related duties.   
 

E. PROCEDURE 
 

Reports of suspected violations of law or policy and reports of retaliation will be 
investigated promptly and in a manner intended to protect confidentiality as 
circumstances allow.  The Whistleblower should make a report of University-related 
misconduct or retaliation to his/her immediate supervisor or to other individuals or 
through other mechanisms, including by voicemail, e-mail, mail or fax, provided for in 
the applicable University policy.  Whistleblower Hotline information is available at the 
following URL address: 
http://www.southalabama.edu/departments/financialaffairs/internalaudit/whistleblow
er/index.html/.  Reports of retaliation under this policy must be made in writing to 
include sufficient detail of the facts and circumstances, including dates/names of 
relevant persons and the alleged retaliatory acts.  Supervisors or other individuals 
receiving reports under this policy must forward the report to Human Resources or 
Internal Audit.  
  
An investigation into reports of misconduct will be conducted by the individual 
designated in the applicable University policy.  Findings of University-related misconduct 
will be dealt with pursuant to the University’s policies and procedures.   
 
The University will use its best efforts to protect whistleblowers against any form of 
retaliation. It cannot guarantee confidentiality, however, and there is no such thing as 
“unofficial” or “off the record” reporting.  The University will keep the whistleblower’s 
identity confidential, unless: the whistleblower agrees to be identified; identification is 
necessary to allow the University or law enforcement officials to investigate or respond 

http://www.southalabama.edu/departments/financialaffairs/internalaudit/whistleblower/index.html/
http://www.southalabama.edu/departments/financialaffairs/internalaudit/whistleblower/index.html/
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effectively to the report; identification is required by law; or the person accused of 
improper activities is entitled to the information as a matter of procedural right in 
disciplinary proceedings.   
 
Anonymous reports may be made.  However, because a thorough investigation often 
depends upon an ability to gather additional information, the University encourages 
complainants to identify themselves.  The University will explore anonymous allegations 
to the extent possible, but will weigh the prudence of continuing such investigations 
against the likelihood of confirming the alleged facts or circumstances from attributable 
sources. 
 
Individuals bringing forth allegations which are not made in good faith may be subject to 
disciplinary action independent of this Policy. 
  
Any questions regarding this University Whistleblower and Non-Retaliation Policy 
should be directed to Internal Audit or Human Resources. 
 

 

XVII. USA SEXUAL HARASSMENT AND SEXUAL VIOLENCE 

 

The University of South Alabama is committed to establishing and maintaining an environment 
in which students, faculty, staff, and guests are free from sexual harassment, including sexual 
violence, sexual assault, domestic violence, dating violence and stalking. Sexual harassment is a 
form of sex discrimination prohibited under Title VII of the Civil Rights Act of 1964 and Title IX of 
the of the Educational Amendments of 1972, as well as the University’s Nondiscrimination 
Policy. Sex discrimination, consequently, encompasses both sexual harassment and sexual 
violence, which seriously undermine the atmosphere of trust and respect that is essential to a 
healthy work and academic environment and will not be tolerated by the University. All 
members of the University community (including faculty, staff, students, and visitors) must 
abide by this policy. University jurisdiction and discipline attaches to conduct which occurs on 
University premises, or at University related or sponsored activities, whether on or off of 
University premises, or which adversely affects the University community and the pursuit of the 
objectives of the University. Persons found to be in violation of this policy will be subject to 
disciplinary actions by the University – including, but not limited to – warning/reprimand, 
demotion, transfer, suspension, expulsion, dismissal, or termination. Under certain 
circumstances, moreover, acts of sexual harassment and sexual violence may result in criminal 
and/or civil sanctions. All members of the University community are expected, and in some 
cases required, to report incidents of sexual harassment or sexual violence. 
 
The USA Sexual Harassment, Sexual Assault, Domestic Violence, Dating Violence, and Stalking 
Policy may be found at 
http://www.southalabama.edu/departments/studentaffairs/titlenine/resources/sexualmiscond
uctpolicycomplaintresolutionprocedures.pdf 

http://www.southalabama.edu/departments/studentaffairs/titlenine/resources/sexualmisconductpolicycomplaintresolutionprocedures.pdf
http://www.southalabama.edu/departments/studentaffairs/titlenine/resources/sexualmisconductpolicycomplaintresolutionprocedures.pdf
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 XVIII. DRUG AND ALCOHOL ABUSE PREVENTION PROGRAM 
  https://www.southalabama.edu/departments/financialaffairs/hr/resources/hrdrugpolicy.pdf  

Statement of Policy 
 
The University of South Alabama recognizes that substance abuse is a major issue affecting all 
aspects of our society. The University views the abuse of alcohol and other drugs as harmful to 
the life, safety, and orderly progress of the academic community. Responsible conduct and 
accountability is expected from each individual on campus. The University will address this 
ongoing concern through an institution-wide commitment to appropriate education, prevention, 
and counseling services. The University recognizes, through this policy and the programs 
developed to prevent illicit use of drugs and abuse of alcohol, its goals and commitments to a 
drug-free academic and employment environment, in accordance with the Drug-Free Schools 
and Communities Act Amendment of 1989 and the Drug-Free Workplace Act of 1988, and The 
Americans with Disabilities Act of 1990. 
 
Federal regulations governing the confidentiality of records shall be carefully observed (Section 
523 of the Public Health Service Act). These laws provide specific requirements for maintaining 
the confidentiality of client records. 
 
As a part of the University’s Institution-Wide Substance Abuse Education/Prevention Program, 
and also in accordance with the Drug-Free Workplace Act of 1988, the following are prohibited: 
 
1. Use, possession, manufacture, distribution, dispensation or sale of illegal drugs or drug 

paraphernalia on University premises or while on University business, or in University 
vehicles either during or after working hours; 
 

2. Unauthorized use or possession or any manufacture, distribution, dispensation, or sale of 
controlled substances, as defined by state law, on University premises, or while engaged in 
University business, or in University vehicles, either during or after working hours; 

 

3. Unauthorized use, manufacture, distribution, dispensation, or possession or sale of alcohol on 
University premises or while on University business as set forth in the policy, or in University 
vehicles, either during or after working hours; 

 

4. Storing on University premises any illegal drug, drug paraphernalia, any controlled 
substances, of which use is unauthorized, or any alcohol on University premises unless 
specifically authorized in accordance with University policy; 

 

5. Use of alcohol off University premises that adversely affects the employee’s work 
performance, his own or others’ safety; 

https://www.southalabama.edu/departments/financialaffairs/hr/resources/hrdrugpolicy.pdf
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6. Possession, use, manufacture, distribution, dispensation, or sale of illegal drugs off University 
premises that adversely affects a University employee’s work performance, his own or 
others’ safety; 

 

7. Any act leading to conviction under any criminal drug statute; 
 

8. Failure of a University employee to notify the University of any arrest or conviction under 
any criminal drug statute within five days of the arrest or conviction, in accordance with the 
Drug-Free Workplace Act of 1988. 

 
A Summary of Federal and State Laws 
The University pledges to support and enforce all laws and ordinances pertaining to the use, 
possession, sale, and distribution of alcohol and other drugs. Below is a summary of Alabama 
laws relating to illegal possession, etc., of alcohol and illegal drugs. Relevant Federal laws are 
included as an Appendix to this document. 
 
State Law - Drinking Age 
The legal age in Alabama for consumption or possession of alcoholic beverages is defined as 
twenty-one (21) years (Ala. Code Section 28-31-5). 
 
Minors may not lawfully attempt to purchase alcoholic beverages [Ala. Code Section 28-3A-25 
(18)]. Those found in violation are subject to a fine of not less than $50.00 to $500.00 and at the 
discretion of the judge, up to three months at hard labor or imprisonment. 
 
Those who furnish alcoholic beverages to a minor are subject to a civil suit by the minor’s 
parents or guardian (Ala. Code Section 6-5-70). 
 
Sale or Gift to an Intoxicated Person 
The Alabama Alcoholic Beverage Control Board regulations prohibit the sale or gift of alcohol to 
persons who “appear, considering the totality of the circumstances, to be intoxicated.” (ABC 
Regulation 20-X-6-.02) 
 
Dram Shop Liability 
A civil action for damages may be initiated by persons injured by intoxicated individuals against 
the one who sold, gave, or otherwise caused the intoxication of the individual in violation of the 
law (Ala. Code Section 6-5-71). 
 
Related Laws 
State law defines controlled substances or drugs in Ala. Code Section 20-2-1, et seq.  Drugs 
which are illegal in the state of Alabama are included therein and include marijuana, 
morphine, heroin, cocaine, codeine, peyote, mescaline, and other similar substances. 
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The Drug Crimes Amendment Act of 1987 establishes that it is a crime to unlawfully distribute 
controlled substances if, except as otherwise authorized, the person sells, furnishes, gives away, 
delivers, or distributes a controlled substance enumerated in Schedules I-V of the Act. Such 
unlawful distribution is defined as a Class B felony. Class B felonies provide sentences for a 
definite term of imprisonment, which imprisonment includes hard labor for not more than 
twenty years or less than two years. In addition, there may be certain fines imposed, related to 
felonies. (Ala. Code Section 13A-5-11). 
 
Persons are deemed to commit a crime of unlawful possession of a controlled substance if, 
except as otherwise authorized, the person possesses a controlled substance enumerated in 
Schedules I-V, or the person obtains by fraud, deceit, misrepresentation or subterfuge or by the 
alteration of a prescription or written order, or by the concealment of a material fact or by the 
use of a false name or giving a false address, a controlled substance enumerated in Schedules I-
V or a precursor chemical enumerated in Ala. Code Section 20-2-181. Such unlawful possession 
is deemed to be a Class C felony, which may carry with it a penalty of not more than ten years, 
or less than one year and one day, plus potential fines. (Ala. Code Section 13A-5-11, 13A-5-6, 
13A-12-212). 
 
Additionally, a person commits the crime of unlawful possession of marijuana in the first degree 
if, except as otherwise authorized, the person possesses marijuana for other than personal use 
or possesses marijuana for his/her personal use only after having previously been convicted of 
unlawful possession of marijuana in the second degree or unlawful possession of marijuana for 
his personal use only. That unlawful possession is deemed to be a Class C felony. (Ala. Code 
Section 13A-12-213). 
 
A person commits the crime of unlawful possession of marijuana in the second degree if, except 
as otherwise authorized, the person possesses marijuana for his/her personal use only. Unlawful 
possession of marijuana in the second degree is a Class A misdemeanor. Class A misdemeanors 
may require imprisonment in the County jail or hard labor for the County of not more than one 
year. (Ala. Code Section 13A-12-21). 
  
In addition, if an offender is over the age of 18, and the offense consists of selling, furnishing or 
giving Schedule I-V controlled substances to a person under the age of 18, the offender is guilty 
of a Class A felony. The imposition or execution of THE SENTENCE SHALL NOT BE SUSPENDED, 
AND PROBATION SHALL NOT BE GRANTED. (Ala. Code Section 13A-12-215) 
  
There are certain specific offenses for drug trafficking set forth in Ala. Code Section 13A-12-231, 
et seq.  Also there is a specific penalty for individuals who sell on or near school campuses, as 
found in Ala. Code Section 13A-12-250, as follows: 
 

“In addition to any penalties heretofore or hereafter provided by law for any person convicted of 
an unlawful sale of a controlled substance, there is hereby imposed a penalty of five years’ 
incarceration in the state corrections facility, with no provision for probation if the situs of such 
unlawful sale was on the campus or within a three mile radius of the campus of any public or 
private school, college, university, or other educational institution in the state.” 
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There are also offenses for possession, use, delivery and sale of drug paraphernalia set forth in Ala. 
Code Section 13A-12-260, as well as other significant offenses relating to illicit use, sale, distribution, 
manufacture, possession, or consumption of dangerous drugs, narcotics, or other controlled 
substances.   When made aware of activities that violate any of these or other drug laws the 
University of South Alabama will work with appropriate authorities in order to assure that the 
University is a drug-free environment for its students, faculty, and staff. 

 
Counseling and Treatment Services 
1.  Employees are eligible for free substance abuse assessment and counseling services from 

the University Employee Assistance Program Counselor, 461-1346.  Students are eligible for 
free substance abuse assessment and counseling services from the Counseling and Testing 
Services – Substance Abuse Program, 460-7980.  Services are provided confidentially to the 
extent allowed by relevant laws and ethical guidelines. Employees and students who are 
concerned about their alcohol and other drug use are encouraged to self-refer. 

 
2.  When an employee or student requires treatment beyond what can be provided by the EAP 

Counselor or Substance Abuse Program staff, he/she will be referred to an outside provider.  
The selection of that treatment provider will be based on a number of considerations 
including type of treatment needed (e.g., inpatient vs. outpatient), insurance coverage, 
accessibility of program, and employee/student openness to available options. 

 
 

Substance Abuse Education and Training   
 

1. Counseling and Testing Services takes a primary role in planning and conducting alcohol and 
other drug prevention activities for students.  These include but are not limited to substance 
abuse educational programs, distribution of educational materials, conducting screenings 
for alcohol problems, development and implementation of social norm marketing 
campaigns, and maintaining on-line resources such as alcohol assessment and personalized 
feedback programs.   
 

2. Counseling and Testing Services provides training for faculty, staff, and student leaders on 
alcohol and other drug issues, particularly how to recognize and intervene with someone 
who is suspected of having a substance abuse problem.  The Employee Assistance Counselor 
provides training for hospital supervisory personnel on recognizing and intervening with 
impaired health professionals.   

 
3. Counseling and Testing Services staff and the Employee Assistance Program Counselor are 

available to consult with students and employees about substance abuse related issues.   
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University Alcohol Policy - Campuses 
 
1. The sale, possession, distribution or consumption of alcoholic beverages on the campuses of 

the University of South Alabama is prohibited. 
 
2. Public intoxication on the campuses of the University of South Alabama is prohibited. 
 
3. The University may allow alcohol to be served at certain functions of student organizations 

and to other recognized organizations hosting functions in designated areas on campus. All 
organizations will be expected to follow all relevant University policies and procedures. All 
laws, ordinances, and University regulations must be carefully observed relating to the 
utilization of the privilege of alcohol consumption. 

 
4.    The responsibility for compliance with and adherence to University regulations and 

applicable state laws rests with the sponsoring organization and its advisors. The University 
of South Alabama, its trustees, officers and employees, do not assume any responsibility or 
liability for actions of the sponsoring organization or its advisors or members or other 
participants, with regard to alcohol usage. 

 
5. With permission, alcohol may be served at locations listed below.  All requests for 

permission to serve alcohol at a function on campus must be submitted to the Vice 
President of Student Affairs at least five working days prior to the date of the event.  
Asterisks indicate areas in which alcohol, with prior approval, may be sold: 

 USA Mitchell Center* 

 Student Center Terrace 

 Student Center Ballroom 

 Premises in and around Alumni Hall 

 Mobile Townhouse 

 USA Fairhope Campus* 

 Laidlaw Performing Arts Center 

 Stanky Field and Clubhouse* 

 Greek Housing 

 Properties rented by USA 

 Faculty Club* 

 Other locations may be approved by VPSA 
 
6. Organizations granted the permission to serve alcohol at an event on campus must maintain 

appropriate insurance coverage, as required by the University.   Information about insurance 
requirements may be obtained from the Office of Risk Management. 

 
7. Security precautions, as specified by the VPSA, must be carefully observed.  Security is to be 

coordinated by the USAPD and will be paid for by the host organization. 
 
8. A copy of the Alabama Dram Shop Liability Statement should be prominently posted where 

alcohol is being served.  All servers must sign a liability statement declaring their familiarity 
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with Alabama Law on Dram Shop Liability, other relevant laws, and the University Alcohol 
Policy. 

 
9. Non-alcoholic beverages should also be available in adequate quantities.  Non-alcoholic 

beverages and food should continue to be available throughout the event. 
 

10.  Advertising for the event may not include any reference to alcohol including a reference to 
a function being BYOB (Bring your own bottle of alcohol) without the prior approval of the 
VPSA.   

 

11. Jurisdiction over non-compliance of these standards will depend upon the nature of the 
violation, the location of the event, and the individuals involved in non-compliance. In every 
case it is the sole responsibility of the organization to uphold standards set forth in this 
policy. Organizations found not in compliance by the appropriate administrator, or his/her 
designated representative, will be subject to loss of status as a recognized student 
organization or other disciplinary actions by the University or other measures as 
appropriate. 

 
Additional Rules for Student Organizations  
 
1. No alcoholic beverages may be purchased through a student organization’s treasury nor 

may the purchase of same for members or guests be undertaken or coordinated by any 
member in the name of or on behalf of the student organization. 

 
a. Any monies used to pay for alcoholic beverages must be supplied by personal/private 

sources.  
 
b. No alcohol may be purchased with funds of an organization which are in accounts of the 

University of South Alabama. 
 
c. No organization may co-sponsor or co-finance a function where alcohol is purchased by 

any of the host organizations. 
 
2. Minors who are not affiliated with the University may not attend any function sponsored by 

a student organization at which alcoholic beverages are present. An official of the 
organization sponsoring the event must ask the minor who attempts to attend the function 
to leave. If the minor refuses to leave, USAPD and/or local police must be advised. 

 
3. Driver’s licenses are to be checked by security personnel to verify that persons are of legal 

drinking age before those persons may receive and consume alcoholic beverages. 
 
4. No student organization may co-sponsor an event with an alcohol manufacturer and/or 

distributor, charitable organization, or tavern (tavern defined as an establishment 
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generating more than half of annual gross sales from alcohol) where alcohol is given away, 
sold or otherwise provided to those present. 

 
5. All membership activities of any student organization must be dry. No alcohol shall be 

present at any pledge/associate member/novice program or activity of the organization. 
 
6. Open parties, meaning those with unrestricted access by nonmembers of the organization 

when alcohol is present, shall be prohibited. Guests must be invited by specific invitation, 
with the numbers of guests to be regulated by the VPSA. 

 
7. Alcoholic beverages should not be freely available (unrestricted access) and a designated 

server must be appointed to insure that no alcoholic beverages are served to persons under 
the legal drinking age or to persons who appear to be intoxicated. 

 
8. The event should have a definite beginning and ending time. The serving of alcoholic 

beverages should be stopped at least thirty minutes prior to the ending time of the event. 
 
9. Drinking “games” or any activity which encourages alcohol overindulgence or abuse are 

prohibited. 
 

            10. Keg beer or any bulk containers will not be allowed under any circumstances. 
 

 11.    Any event that is closed down due to any violation of city, county, state or Federal laws,                  
    rules regulating crowd noise level, or University regulations, will subject the sponsoring                                         
    organization to a review of its status as a registered University organization. 
 

 
Disciplinary and Other Actions 

 
1. Students found in violation of any of these policies will be subject to the following: 

 
a. The student will be required to appear before the Student Conduct Administrator of the 

University who will assess the student’s behavioral report. 
 
b. If alcohol and/or drug use is determined to be a factor in the behavioral report, the 

student may be referred to the Substance Abuse Program of Counseling and Testing 
Services located in Alpha Hall East, Room 326.  

 
c. If it is determined that this Program is inadequate to meet the student’s needs, he/she 

may be referred to other agencies. The University assumes no liability for any costs 
which may be incurred in such a referral.   

 
d.  Depending upon the nature of the violation various sanctions may be imposed on the 

student including but not limited to the following: written reprimand, conduct 
probation, residence hall room transfer, removal from university housing, fine, 
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completion of substance abuse education, community service, suspension and/or 
expulsion from the University. 

 
2. Staff employees found in violation of these polices will be subject to the following: 

 
a. The Department Head and appropriate Human Resource Officer will access the 

behavioral report and evaluate for purposes of assistance to the employee. Appropriate 
sanctions may be imposed up to and including termination. 

  
b. If alcohol and/or drug use are determined to be a factor in the behavioral report, the 

employee will be referred to the Employee Assistance Program. The employee is 
required to call EAP (461-1346) to make an appointment with the Employee Assistance 
counselor within two working days of the referral. The employee will receive a 
professional assessment to determine whether chemical dependency or abuse exists. If 
appropriate, the employee will be scheduled for counseling sessions with the Employee 
Assistance Counselor. 

 
c. If it is determined that counseling sessions with the Employee Assistance Counselor 

would be inappropriate for the employee, he/she will be referred elsewhere for further 
evaluation. 

 
d. The appropriate Human Resource Officer, as well as the supervisor of an employee 

undergoing treatment or counseling for chemical dependency shall be notified by the 
Employee Assistance Program Counselor as to:  

 
i. employee attendance at counseling/treatment sessions, 
ii. date/time when employee may return to work, 

 
e. Other state and federal requirements will apply with respect to health care 

professionals. To the extent that other legal requirements are more extensive than the 
policy enclosed herein and/or are more stringent, those will apply. 

 
3 Members of the faculty who may be in violation of the policies will be subject to all 

requirements of the Faculty Handbook as well as the following: 
 
a. The Department Head will confer with the Dean and the Vice President for the 

respective area to assess behavioral reports and evaluate for the necessity of assistance 
to the faculty member. Appropriate sanctions may be imposed, up to and including 
termination. 

  
b. If alcohol or drug use is determined to be a factor in the behavioral report, the 

Department Head and appropriate representative, either from the Dean’s office or the 
Vice President’s office, will meet with the employee concerning issues related to 
professional performance. 
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c. In the event that the faculty member wishes to be referred to the Employee Assistance 
Counselor for assessment or counseling, or to treatment, those options will be available 
to the faculty member. 

 
Health Risks Associated with Alcohol and Other Drug Use 

 
Alcohol 
Alcohol consumption causes a number of marked changes in behavior. Even low doses 
significantly impair the judgment and coordination required to drive a car safely, increasing 
the likelihood that the driver will be involved in an accident. Low to moderate doses of 
alcohol also increase the incidence of a variety of aggressive acts, including spouse and child 
abuse. Moderate to high doses of alcohol cause marked impairments in higher mental 
functions, severely altering a person’s ability to learn and remember information. Very high 
doses can cause respiratory depression and death. If combined with other depressants of 
the central nervous system, much lower doses of alcohol will produce the effects just 
described. 
 
Repeated use of alcohol can lead to dependence. Sudden cessation of habitual alcohol 
intake is likely to produce withdrawal symptoms, including severe anxiety, tremors, 
hallucinations, and convulsions. Alcohol withdrawal can be life threatening. Long-term 
health risks of heavy drinking include hypertension, stroke, cirrhosis of the liver, heart 
problems, brain and nerve damage, and sexual dysfunction. 
  
Pregnant women who drink alcohol may give birth to infants with Fetal Alcohol Syndrome. 
These infants have irreversible physical abnormalities and mental retardation. In addition, 
research indicates the children of alcoholic parents are at greater risk than other children of 
becoming alcoholics. 
 
Marijuana 
Marijuana use increases the heart rate, impairs coordination, and reduces short-term 
memory. Use of marijuana during pregnancy may result in premature babies and low birth 
weights. Women may have irregular menstrual cycles and both men and women may have a 
temporary loss of fertility. 
 
Cocaine 
Cocaine use can ulcerate the mucous membrane of the nose if snorted and cause hepatitis 
or other infections if injected. Cocaine abuse may be associated with severe depression, 
anxiety, and/or psychotic episodes.  Overdose deaths can occur when the drug is injected, 
smoked or snorted. Deaths are a result of multiple seizures followed by respiratory cardiac 
arrest. 
 
Amphetamines 
Use of amphetamines may increase heart and breathing rates and blood pressure, cause 
blurred vision, dizziness, loss of coordination, and even physical collapse. An amphetamine 
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injection creates sudden increases in blood pressure that cause death from stroke, very high 
fever, or heart failure. 
 
Hallucinogens 
Hallucinogen use (LSD, mescaline, mushrooms) may cause organic brain damage, such as 
impaired memory and attention span, mental confusion, and difficulty with abstract 
thinking. 
 
Barbiturates 
Use of barbiturates in large doses (Amytal, Nebutal, Seconal) may cause slurred speech, 
staggering gait, poor judgment, and slow, uncertain reflexes. These effects make it 
dangerous to drive a car or operate machinery. Unconsciousness and death may also occur 
from large doses. 
 
 

 XIX. CLERY ACT STATEMENT/ANNUAL SECURITY & FIRE SAFETY REPORT 
 

“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 policy 
statements 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/resources/fireandsafetyreport.pdf.  
 
 

XX. TOBACCO FREE CAMPUS POLICY 
The University of South Alabama is committed to providing healthy learning, working, 
healthcare, housing and recreational environments for students, patients, faculty, staff and 
visitors on all campuses.  
 
To support this goal, it hereby adopts the following 100% tobacco-free policy.  
 
Policy Statement  
The use of all forms of tobacco products and nicotine products and smoking on all property 
owned (structures, land and vehicles), and/or in the possession of (leased, and rented by), the 
University of South Alabama is prohibited.  
 
This policy is applicable for all students, faculty, staff, temporary/contract employees, 
contractors, patients and visitors.  

http://www.southalabama.edu/police/resources/fireandsafetyreport.pdf
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Tobacco products include any products containing tobacco leaf, including but not limited to, 
cigarettes, cigars, pipe tobacco, snuff, chewing tobacco, dipping tobacco, etc.  
 
Nicotine products include any products containing nicotine for human consumption used in any 
type of electronic smoking device including, but not limited to, e-cigarettes and vaping. Also 
prohibited are hookah products used to produce smoke and/or vapor from the burning of 
tobacco, shisha and other plant matter.  
 
Smoking includes inhaling, exhaling, burning, or carrying any lighted or heated tobacco, 
marijuana or plant product whether natural or synthetic, intended for inhalation.  
 
Cessation products specifically approved by the U.S. Food and Drug Administration for use in 
treating nicotine or tobacco dependence are excluded.  
 
Note: Personally owned vehicles are excluded. USA Hospitals and Mitchell Cancer Institute 
locations adhere to their specific policies. 
 
Smoking Cessation Resources 
The University of South Alabama is committed to helping employees and students who wish to 
quit smoking and using tobacco products. Tobacco cessation resources are available to all 
employees through the Office of Human Resources at: 
http://www.southalabama.edu/departments/financialaffairs/hr/benefits.html. Tobacco 
cessation resources are available to all students through the Student Health Center at: 
https://www.southalabama.edu/departments/studenthealth/ and the Counseling and Testing 
Services office at:  https://www.southalabama.edu/departments/counseling/. 
 
Enforcement 
The enforcement of the policy will be educational and focused on informing all members of the 
University community and campus visitors of this new policy, and providing information about 
cessation resources. The success of this policy depends upon the thoughtfulness, consideration, 
and cooperation of smokers and non-smokers alike. 
 
Based on experiences at other universities who have instituted tobacco-free policies, it will take 
time for the educational and informational messages to reach all areas of campus and all 
audiences. If you see someone smoking on campus and are comfortable approaching them, you 
can say: “Excuse me, you may not be aware, but University of South Alabama is a tobacco-free 
campus….meaning that tobacco products are prohibited on University of South Alabama 
property, grounds, and parking areas. Thank you for your cooperation.” If the person asks where 
they can smoke, you can say: “The use of tobacco products is permitted in personal vehicles 
while they’re parked or being operated on University of South Alabama property.” 
- See more at: 
http://www.southalabama.edu/specialprojects/tobaccofree/#sthash.F1UUY27m.dpuf  

http://www.southalabama.edu/departments/financialaffairs/hr/benefits.html
https://www.southalabama.edu/departments/studenthealth/ 
https://www.southalabama.edu/departments/counseling/
http://www.southalabama.edu/specialprojects/tobaccofree/#sthash.F1UUY27m.dpuf
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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 
	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/departments/academicaffairs/facultyhandbooks.html
	http://www.southalabama.edu/departments/academicaffairs/facultyhandbooks.html

	  

	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 F
	 
	 
	II. FACULTY AND STUDENT INFORMATION SERVICES 
	 
	The University of South Alabama Personal Access Web System (PAWS) provides, faculty, staff and students online (
	The University of South Alabama Personal Access Web System (PAWS) provides, faculty, staff and students online (
	https://paws.southalabama.edu/
	https://paws.southalabama.edu/

	prod/twbkwbis.P_GenMenu?name=homepage) 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 teach

	 
	 
	III. INNOVATION IN LEARNING CENTER 
	 
	The mission of the Innovation in Learning Center (ILC) is to improve the quality of instruction at USA by promoting an academic culture where faculty, staff, and students participate collaboratively in creative teaching and learning practices. The ILC promotes teaching 
	effectiveness through coordinated professional development initiatives and integrated learning technologies for the traditional classroom, blended courses, and fully online learning environments. The ILC supports the University’s instructional technology offerings, including USAonline- USA’s Learning Management System- and offers a variety of faculty development opportunities. 
	  
	Visit the ILC website at: 
	Visit the ILC website at: 
	http://southalabama.edu/departments/ilc
	http://southalabama.edu/departments/ilc

	 for a complete list of events, resources, and services. 

	A. NEW FACULTY DEVELOPMENT PROGRAM 
	The Innovation in Learning Center (ILC) offers a variety of programs and resources designed to help USA faculty continually develop their professional practice. As part of your responsibilities as a new faculty member at USA, you are expected to attend or complete the following: 
	 
	 New Faculty Orientation, held prior to Fall Semester 
	 New Faculty Orientation, held prior to Fall Semester 
	 New Faculty Orientation, held prior to Fall Semester 

	 USAonline Fundamentals, Parts 1-4 
	 USAonline Fundamentals, Parts 1-4 

	 At least ten hours of academic professional development activities during the 2018-2019 academic year. There are many ways that faculty can satisfy this requirement, however, six hours should be completed by direct participation in ILC programs.  
	 At least ten hours of academic professional development activities during the 2018-2019 academic year. There are many ways that faculty can satisfy this requirement, however, six hours should be completed by direct participation in ILC programs.  

	o Small Group Instructional Feedback (SGIF) 
	o Small Group Instructional Feedback (SGIF) 
	o Small Group Instructional Feedback (SGIF) 

	o ILC Workshops and Seminars  
	o ILC Workshops and Seminars  

	o South Alabama Conference on Teaching and Learning (CoTL) 
	o South Alabama Conference on Teaching and Learning (CoTL) 

	o Faculty Development Days (Fall break and prior to Spring semester) 
	o Faculty Development Days (Fall break and prior to Spring semester) 

	o TeamUSA workshop 
	o TeamUSA workshop 



	 
	            Each of these items is detailed below: 
	 
	              USAonline Fundamentals, Parts 1-4 
	 Required of all teaching faculty 
	 Required of all teaching faculty 
	 Required of all teaching faculty 

	 Can be completed either in an on-campus workshop or online 
	 Can be completed either in an on-campus workshop or online 


	 
	                           Academic Professional Development Activities (check ILC website for schedules): 
	 Small Group Instructional Feedback (SGIF) 
	 Small Group Instructional Feedback (SGIF) 
	 Small Group Instructional Feedback (SGIF) 

	o This  mid-semester formative teaching assessment collects student feedback for a confidential consultation with the instructor and counts as two hours towards the ILC requirement 
	o This  mid-semester formative teaching assessment collects student feedback for a confidential consultation with the instructor and counts as two hours towards the ILC requirement 

	o SGIF can be conducted for face to face and online classes. To enroll, contact: Dr. S. Raj Chaudhury at (251) 461-1888 or 
	o SGIF can be conducted for face to face and online classes. To enroll, contact: Dr. S. Raj Chaudhury at (251) 461-1888 or 
	o SGIF can be conducted for face to face and online classes. To enroll, contact: Dr. S. Raj Chaudhury at (251) 461-1888 or 
	o SGIF can be conducted for face to face and online classes. To enroll, contact: Dr. S. Raj Chaudhury at (251) 461-1888 or 
	o SGIF can be conducted for face to face and online classes. To enroll, contact: Dr. S. Raj Chaudhury at (251) 461-1888 or 
	o SGIF can be conducted for face to face and online classes. To enroll, contact: Dr. S. Raj Chaudhury at (251) 461-1888 or 
	ilc@southalabama.edu
	ilc@southalabama.edu

	 






	 
	 
	 ILC Instructional Workshops & Seminars (typically one hour each) 
	 ILC Instructional Workshops & Seminars (typically one hour each) 
	 ILC Instructional Workshops & Seminars (typically one hour each) 

	o Skill building workshops that address issues such as classroom teaching techniques, alternative assessments, etc. 
	o Skill building workshops that address issues such as classroom teaching techniques, alternative assessments, etc. 
	o Skill building workshops that address issues such as classroom teaching techniques, alternative assessments, etc. 

	o Topical seminars on issues such as teaching diverse students, learning sciences research, etc.  
	o Topical seminars on issues such as teaching diverse students, learning sciences research, etc.  

	o Technology workshops (not including USAonline Fundamentals) on topics such as interactive video, classroom response systems, etc.  
	o Technology workshops (not including USAonline Fundamentals) on topics such as interactive video, classroom response systems, etc.  

	o USAonline Advanced workshops on topics such as Lessons Builder; Test and Quizzes; Rubric Design, etc. 
	o USAonline Advanced workshops on topics such as Lessons Builder; Test and Quizzes; Rubric Design, etc. 



	 
	NOTE: All workshops require a follow up reflection and/or evidence of application, best captured through the badging process. In addition to attendance, it is expected that faculty spend ~1 hour on post-workshop activities to qualify for a 2 hour credit towards the professional development hour requirement.  
	 
	 South Alabama Conference on Teaching & Learning (CoTL) 
	 South Alabama Conference on Teaching & Learning (CoTL) 
	 South Alabama Conference on Teaching & Learning (CoTL) 

	o Typically held at the end of Spring semester 
	o Typically held at the end of Spring semester 
	o Typically held at the end of Spring semester 

	o Two hours credit for presenters and attendees who complete badging requirements (see below) 
	o Two hours credit for presenters and attendees who complete badging requirements (see below) 

	o http://www.southalabama.edu/departments/ilc/cotl-badging.html 
	o http://www.southalabama.edu/departments/ilc/cotl-badging.html 



	 
	 Faculty Development Days   
	 Faculty Development Days   
	 Faculty Development Days   

	o Include several hours of faculty development opportunities in one day (these can count as designated Instructional Workshops) 
	o Include several hours of faculty development opportunities in one day (these can count as designated Instructional Workshops) 
	o Include several hours of faculty development opportunities in one day (these can count as designated Instructional Workshops) 

	o Offered each Fall and Spring Semester  
	o Offered each Fall and Spring Semester  


	 TEAM USA Workshops 
	 TEAM USA Workshops 

	o Address Team-Based Learning and other instructional methods related to the University’s QEP 
	o Address Team-Based Learning and other instructional methods related to the University’s QEP 
	o Address Team-Based Learning and other instructional methods related to the University’s QEP 

	o Offered six to eight times a semester 
	o Offered six to eight times a semester 

	o Contact Dr. Julie Estis (
	o Contact Dr. Julie Estis (
	o Contact Dr. Julie Estis (
	jestis@southalabama.edu
	jestis@southalabama.edu

	)  




	 
	             Badging (credentials issued through CREDLY) 
	             The ILC offers faculty the opportunity to earn faculty development badges (micro-      
	             credentials) by participating in various workshops and faculty development activities                  
	             throughout the year.  To earn badges faculty are required to reflect on their learning        
	             (100-250 words)  and/or submit an artifact using knowledge gained from development  
	             activities. Specific   badging information will be provided for each activity where    
	             appropriate. 
	 
	Other activities of interest: 
	 Research Orientation Session 
	 Research Orientation Session 
	 Research Orientation Session 


	o Offered by the Office of the Vice President for Research and Economic Development.  It addresses research processes and support services at South Alabama 
	o Offered by the Office of the Vice President for Research and Economic Development.  It addresses research processes and support services at South Alabama 
	o Offered by the Office of the Vice President for Research and Economic Development.  It addresses research processes and support services at South Alabama 
	o Offered by the Office of the Vice President for Research and Economic Development.  It addresses research processes and support services at South Alabama 

	o Offered each Fall 
	o Offered each Fall 



	 
	Official ILC Events Schedule available at: 
	Official ILC Events Schedule available at: 
	http://southalabama.edu/departments/ilc/events.html
	http://southalabama.edu/departments/ilc/events.html

	 

	 
	            B. USAonline Certification 
	All faculty members will demonstrate the competencies required in the four-part USAonline Fundamentals training. These competencies reflect a minimum level of competence in using the University’s Learning Management System (LMS). The current USAonline Fundamentals competencies are posted at 
	All faculty members will demonstrate the competencies required in the four-part USAonline Fundamentals training. These competencies reflect a minimum level of competence in using the University’s Learning Management System (LMS). The current USAonline Fundamentals competencies are posted at 
	http://southalabama.edu/departments/ilc/usaonlinefundamentals_competencies.html
	http://southalabama.edu/departments/ilc/usaonlinefundamentals_competencies.html

	.  These competencies will be updated as necessary to accommodate changes in the LMS.  Upon request, the Innovation in Learning Center (ILC) will provide Colleges/Schools or Departments with an up-to-date spreadsheet listing faculty members who have completed any of the four parts of the USAonline Fundamentals certification. 

	 Faculty members can demonstrate that they have addressed the USAonline 
	 Faculty members can demonstrate that they have addressed the USAonline 
	 Faculty members can demonstrate that they have addressed the USAonline 


	Fundamentals competencies three ways: 
	o successfully completing on-campus training modules delivered by the ILC. 
	o successfully completing on-campus training modules delivered by the ILC. 
	o successfully completing on-campus training modules delivered by the ILC. 

	o successfully completing online training modules delivered by the ILC through USAonline. 
	o successfully completing online training modules delivered by the ILC through USAonline. 

	o providing evidence that they have achieved all the competencies of a particular 
	o providing evidence that they have achieved all the competencies of a particular 

	o part of USAonline Fundamentals without formal ILC training. The procedure for this Certification Review is posted at 
	o part of USAonline Fundamentals without formal ILC training. The procedure for this Certification Review is posted at 


	P
	Span
	       
	http://southalabama.edu/departments/ilc/usaonlinefundamentalsdoityourself.html
	http://southalabama.edu/departments/ilc/usaonlinefundamentalsdoityourself.html

	 

	 
	 Faculty members who are certified in all four parts of USAonline Fundamentals will receive a Certificate to that effect. 
	 Faculty members who are certified in all four parts of USAonline Fundamentals will receive a Certificate to that effect. 
	 Faculty members who are certified in all four parts of USAonline Fundamentals will receive a Certificate to that effect. 


	 
	 New faculty members should plan on completing the entire USAonline Fundamentals training by the end of their second semester at USA. 
	 New faculty members should plan on completing the entire USAonline Fundamentals training by the end of their second semester at USA. 
	 New faculty members should plan on completing the entire USAonline Fundamentals training by the end of their second semester at USA. 


	 
	 Those teaching fully-online courses are required to complete the USAonline training within the first month of their first semester. 
	 Those teaching fully-online courses are required to complete the USAonline training within the first month of their first semester. 
	 Those teaching fully-online courses are required to complete the USAonline training within the first month of their first semester. 


	 
	 
	 
	C. FACULTY DEVELOPMENT OPPORTUNITIES 
	 New Faculty Scholars (NFS):  This program (new in 2017) is a year-long, cohort-based set of faculty development events and activities best for tenure-track and full time, long term instructional staff.  
	 New Faculty Scholars (NFS):  This program (new in 2017) is a year-long, cohort-based set of faculty development events and activities best for tenure-track and full time, long term instructional staff.  
	 New Faculty Scholars (NFS):  This program (new in 2017) is a year-long, cohort-based set of faculty development events and activities best for tenure-track and full time, long term instructional staff.  

	o The program will afford first and second-year faculty at South the chance to develop all aspects of their academic life - teaching, scholarship and service 
	o The program will afford first and second-year faculty at South the chance to develop all aspects of their academic life - teaching, scholarship and service 

	o The curriculum consists of a series of seminars along with asynchronous online modules. Guest speakers will span various divisions of the University. At a concluding panel presentation at CoTL, New Faculty Scholars will share their increased understanding of South as an institution and the role they can play to thrive within it.  
	o The curriculum consists of a series of seminars along with asynchronous online modules. Guest speakers will span various divisions of the University. At a concluding panel presentation at CoTL, New Faculty Scholars will share their increased understanding of South as an institution and the role they can play to thrive within it.  

	o Enrollment will be through application only and will be limited due to space constraints. Those selected in NFS can use program completion in lieu of six hours of the New Faculty Development requirement. For more information: contact Dr. Jennifer Yates, 
	o Enrollment will be through application only and will be limited due to space constraints. Those selected in NFS can use program completion in lieu of six hours of the New Faculty Development requirement. For more information: contact Dr. Jennifer Yates, 
	o Enrollment will be through application only and will be limited due to space constraints. Those selected in NFS can use program completion in lieu of six hours of the New Faculty Development requirement. For more information: contact Dr. Jennifer Yates, 
	jryates@southalabama.edu
	jryates@southalabama.edu

	 



	 
	 ACUE Course on Effective Teaching Practices:  This online, cohort-based 
	 ACUE Course on Effective Teaching Practices:  This online, cohort-based 
	 ACUE Course on Effective Teaching Practices:  This online, cohort-based 


	professional development opportunity is an engaging and relevant course for faculty to learn, practice, reflect and apply various research-proven teaching strategies. Successful completion leads to an American Council on Education endorsed Certificate in Effective College Instruction. Faculty work is supported by ILC facilitators. For more information: contact Dr. S. Raj Chaudhury, Executive Director, 
	professional development opportunity is an engaging and relevant course for faculty to learn, practice, reflect and apply various research-proven teaching strategies. Successful completion leads to an American Council on Education endorsed Certificate in Effective College Instruction. Faculty work is supported by ILC facilitators. For more information: contact Dr. S. Raj Chaudhury, Executive Director, 
	schaudhury@southalabama.edu
	schaudhury@southalabama.edu

	.  

	 
	 SoTL USA:  The ILC program provides a forum to advance the work of the Scholarship of Teaching and Learning (SoTL) at South Alabama. 
	 SoTL USA:  The ILC program provides a forum to advance the work of the Scholarship of Teaching and Learning (SoTL) at South Alabama. 
	 SoTL USA:  The ILC program provides a forum to advance the work of the Scholarship of Teaching and Learning (SoTL) at South Alabama. 

	o The ILC hosts a Summer SoTL Academy for interested faculty and convenes periodic SoTL Studio sessions where faculty meet to shape their studies and further their scholarly work.   
	o The ILC hosts a Summer SoTL Academy for interested faculty and convenes periodic SoTL Studio sessions where faculty meet to shape their studies and further their scholarly work.   

	o An annual competitive mini-grant program offers funding to support the completion and public reporting of investigations that are conducted within a course in order to improve student learning outcomes.   
	o An annual competitive mini-grant program offers funding to support the completion and public reporting of investigations that are conducted within a course in order to improve student learning outcomes.   

	o For more information: contact Dr. Sue Mattson, Assistant Director, 
	o For more information: contact Dr. Sue Mattson, Assistant Director, 
	o For more information: contact Dr. Sue Mattson, Assistant Director, 
	smattson@southalabama.edu
	smattson@southalabama.edu
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	Writing Groups: 
	 
	Each semester the ILC will coordinate an effort for faculty to 
	self
	-
	organize into self
	-
	regulated writing groups to provide a support system for 
	academic writing and publishing. 
	For more information
	: contact Dr. Jennifer 
	Yates, Assistant Director, 
	jryates@southalabama.edu
	jryates@southalabama.edu

	.  



	 
	 
	 
	D. INSTRUCTIONAL SERVICES  
	The ILC provides access to and support for: 
	 Learning Management System (LMS):  USAonline runs on the Sakai platform. 
	 Learning Management System (LMS):  USAonline runs on the Sakai platform. 
	 Learning Management System (LMS):  USAonline runs on the Sakai platform. 

	 i>Clickers Polling:  Student response and polling systems. 
	 i>Clickers Polling:  Student response and polling systems. 

	 Turnitin:  Plagiarism prevention and education service, as well as Turnitin’s GradeMark and PeerMark services, which allow for online grading and workshopping, respectively. 
	 Turnitin:  Plagiarism prevention and education service, as well as Turnitin’s GradeMark and PeerMark services, which allow for online grading and workshopping, respectively. 

	 Lecture Capture and Media Management:  Camtasia Studio, EdPuzzle, and Media Gallery. 
	 Lecture Capture and Media Management:  Camtasia Studio, EdPuzzle, and Media Gallery. 

	 Multimedia Content Development:  Consultation, training, design, and production of instructional multimedia content. 
	 Multimedia Content Development:  Consultation, training, design, and production of instructional multimedia content. 

	 Web Conferencing:  WebEx, Zoom, and Big Blue Button web conferencing. 
	 Web Conferencing:  WebEx, Zoom, and Big Blue Button web conferencing. 

	 Google Apps and Open Educational Resources:  Free and low cost tools to bring technology enhancements to any course.  
	 Google Apps and Open Educational Resources:  Free and low cost tools to bring technology enhancements to any course.  

	 VoiceThread:  An interactive, course-based, multimedia student engagement tool.  
	 VoiceThread:  An interactive, course-based, multimedia student engagement tool.  

	 Captioning and Transcription: The ILC offers captioning and transcription services for all videos used in online courses. 
	 Captioning and Transcription: The ILC offers captioning and transcription services for all videos used in online courses. 


	 
	E. TEACHING AND LEARNING SOURCES 
	 How-To Guides: The ILC offers a wide variety of instructional aids and how-to guides that provide focused assistance in the use of learning technologies. 
	 How-To Guides: The ILC offers a wide variety of instructional aids and how-to guides that provide focused assistance in the use of learning technologies. 
	 How-To Guides: The ILC offers a wide variety of instructional aids and how-to guides that provide focused assistance in the use of learning technologies. 

	 Twenty-minute Tuesdays:  Twenty-minute presentations for instructors that feature the latest technologies, techniques, and pedagogies.  Webcast on Facebook Live at 12 noon every 2nd Tuesday and archived for future access. 
	 Twenty-minute Tuesdays:  Twenty-minute presentations for instructors that feature the latest technologies, techniques, and pedagogies.  Webcast on Facebook Live at 12 noon every 2nd Tuesday and archived for future access. 

	 Multimedia Production Facilities:  The ILC maintains a small studio for production of instructional multimedia and supports faculty work through training and short-term equipment loans. 
	 Multimedia Production Facilities:  The ILC maintains a small studio for production of instructional multimedia and supports faculty work through training and short-term equipment loans. 

	 Faculty and Student Tips:  The ILC publishes regular tips on how to make the best use of USAonline. 
	 Faculty and Student Tips:  The ILC publishes regular tips on how to make the best use of USAonline. 

	 Personal Consultations:  The ILC offers individual support to faculty and staff in the Center, over the phone, and across campus.  We maintain expertise in learning sciences research, assessment and learning technologies on a variety of platforms. 
	 Personal Consultations:  The ILC offers individual support to faculty and staff in the Center, over the phone, and across campus.  We maintain expertise in learning sciences research, assessment and learning technologies on a variety of platforms. 


	 
	F.  FUNDING OPPORTUNITIES  
	 SoTL USA Mini Grants:  Awards of up to $1000 are provided as professional 
	 SoTL USA Mini Grants:  Awards of up to $1000 are provided as professional 
	 SoTL USA Mini Grants:  Awards of up to $1000 are provided as professional 


	development funds for faculty engaged in the SoTL Commons through a competitive application process.  For more information, contact: Dr. Sue Mattson, 
	development funds for faculty engaged in the SoTL Commons through a competitive application process.  For more information, contact: Dr. Sue Mattson, 
	smattson@southalabama.edu
	smattson@southalabama.edu

	. 

	 Technology Micro Grants: An ad-hoc program of grants (<$500) aims to support innovative uses of technology to enhance teaching and learning across courses at USA.  For more information, contact:  David Walker, 
	 Technology Micro Grants: An ad-hoc program of grants (<$500) aims to support innovative uses of technology to enhance teaching and learning across courses at USA.  For more information, contact:  David Walker, 
	 Technology Micro Grants: An ad-hoc program of grants (<$500) aims to support innovative uses of technology to enhance teaching and learning across courses at USA.  For more information, contact:  David Walker, 
	 Technology Micro Grants: An ad-hoc program of grants (<$500) aims to support innovative uses of technology to enhance teaching and learning across courses at USA.  For more information, contact:  David Walker, 
	davidwalker@southalabama.edu
	davidwalker@southalabama.edu

	 



	         
	 
	IV. STUDENT ACADEMIC SUCCESS  
	The Office of Student Academic Success (SAS) supports the mission of the University by offering, supporting, and assessing programs and services designed to improve student academic success, including but not limited to retention and graduation. This includes the Academic Advising & Transfer Services, the Writing Center, freshman learning communities, the university first year experience courses, JagSuccess, and the USA Scholars Initiative, including our Earn Back program.  For more information, visit our w
	The Office of Student Academic Success (SAS) supports the mission of the University by offering, supporting, and assessing programs and services designed to improve student academic success, including but not limited to retention and graduation. This includes the Academic Advising & Transfer Services, the Writing Center, freshman learning communities, the university first year experience courses, JagSuccess, and the USA Scholars Initiative, including our Earn Back program.  For more information, visit our w
	http://www.southalabama.edu/departments/academicsuccess/
	http://www.southalabama.edu/departments/academicsuccess/

	   

	A. ACADEMIC ADVISING  
	Academic advising is an important component of a student’s educational experience and success. Faculty, administrators, and professional staff promote academic advising as a shared responsibility with students. Academic advising serves to develop and enrich students’ educational plans in ways that are consistent with their personal values, goals, and career plans.  Before attending an advising appointment, students should review the university website and consider academic majors that best suit their educat
	All degree-seeking first-year students and transfer students who have earned less than 30 hours are required to meet with an academic advisor.  Additionally, first year students are required to meet with their academic advisor in both fall and spring semesters.  Generally, students shift to an advisor in their major when they complete between thirty and sixty credit hours. Students are expected to communicate with their assigned academic advisor regularly; however expectations for meetings vary by major and
	Advisors are responsible for particular majors or programs; if a student changes their major, the academic advisor will also change.  Students should plan to meet regularly with their academic advisor throughout their enrollment period. More frequent meetings are associated with increased academic success and progress through the curriculum. 
	Students who have earned less than a 2.0 cumulative GPA are required to meet with an academic advisor each semester until in good standing with the University.  
	Students are ultimately responsible for selecting and registering for courses, meeting course pre-requisites and graduation requirements, and adhering to University policies and procedures. 
	B. ACADEMIC ADVISING & TRANSFER SERVICES 
	Students begin their relationship with their first year advisor during orientation. They are required to meet with their advisor each term and are encouraged to meet as often as needed. Generally, shift to an advisor in their major when they complete between thirty and sixty credit hours.  Students are expected to communicate with their assigned academic advisor regularly; however expectations for meetings vary by major and department.  For more information visit:  
	Students begin their relationship with their first year advisor during orientation. They are required to meet with their advisor each term and are encouraged to meet as often as needed. Generally, shift to an advisor in their major when they complete between thirty and sixty credit hours.  Students are expected to communicate with their assigned academic advisor regularly; however expectations for meetings vary by major and department.  For more information visit:  
	https://www.southalabama.edu/departments/academicadvising/
	https://www.southalabama.edu/departments/academicadvising/

	   

	 
	Students enrolled in Pathway USA meet with transfer advisors during enrollment at their community college prior to transferring to USA. Transfer students outside of Pathway USA are welcome to make an appointment with transfer advisors to discuss transition to USA. Students may also be referred to major advisors as appropriate.  For more information visit 
	Students enrolled in Pathway USA meet with transfer advisors during enrollment at their community college prior to transferring to USA. Transfer students outside of Pathway USA are welcome to make an appointment with transfer advisors to discuss transition to USA. Students may also be referred to major advisors as appropriate.  For more information visit 
	https://www.southalabama.edu/pathwayusa/
	https://www.southalabama.edu/pathwayusa/

	  

	C. LEARNING COMMUNITIES 
	Freshman learning communities at South are focused on academic courses. A learning community usually includes two or three classes shared with other students enrolled in that community. Learning communities typically enroll about 25 first year students; generally, all students share their first year experience course. In most communities, students will share one or two additional classes with the same group of 25 students. Learning communities are designed to provide students with the opportunity to meet ot
	D. FIRST YEAR EXPERIENCE COURSES  
	First year experience courses are offered at universities around the world. At USA, this course was constructed by faculty and designed to address areas where first year students need additional development. The course ranges from 2 to 3 academic credit hours (depending on College/School) and includes a peer academic leader called a JagPAL. Currently, first year experience (FYE) courses are offered in the College of Arts and Sciences, the College of Education and Professional Studies, the College of Enginee
	E. SSC CAMPUS 
	SSC Campus is a multifunctional predictive analytic tool. It incorporates data from 2004-2012 to build a predictive model for current student success, provides institutional data on graduation, course success, and major changing, offers an advising platform with 
	P
	Span
	summary data on students 
	and reporting capacity, and includes altering functions for 
	attendance and course progress. SSC Campus is open to all faculty and professional 
	advisors. Our partnership with SSC Campus also includes access to the Education 
	Advisory Board (EAB) Academic Aff
	airs Forum. That website includes a wide range of 
	white papers, webinars, and case studies related to the academic mission of colleges 
	and universities. It can be found here
	:
	 
	https://www.eab.com/
	https://www.eab.com/

	  

	F. JAGSUCCESS 
	JagSuccess is our student focused academic success center. It is located at 111 Jaguar Drive, in the Academic Services Center. Any student is welcome to visit and talk with a JagPAL about course material, receive addition problem sets for practice, or discuss study skills specific to a class or test. Workshops are also available on demand to support the needs of faculty and staff. Resources may be found online at:  
	JagSuccess is our student focused academic success center. It is located at 111 Jaguar Drive, in the Academic Services Center. Any student is welcome to visit and talk with a JagPAL about course material, receive addition problem sets for practice, or discuss study skills specific to a class or test. Workshops are also available on demand to support the needs of faculty and staff. Resources may be found online at:  
	http://www.southalabama.edu/departments/academicsuccess/
	http://www.southalabama.edu/departments/academicsuccess/

	 

	    G. USA SCHOLARS INITIATIVE/EARN BACK 
	The USA Scholars Initiative focuses additional attention on USA scholarship students who may be academically at risk. First year students whose fall GPA is below 3.0 may be contacted about additional resources designed specifically to increase academic insight. Included in this program is our Earn Back opportunity. Students who have lost their Presidential Scholarship may be able to earn it back by participating in this program. 
	H.       UNIVERSITY WRITING CENTER 
	The University Writing Center, located in the Academic Services Center and Marx Library provides assistance with writing to students of any discipline, both face-to-face and online. The University Writing Center is an instructional facility that focuses on helping students improve their writing skills, rather than simply editing papers. Students may receive help with any type of writing task at any stage of the writing process, including understanding assignments, brainstorming, organization, development, a
	For more information, please call (251) 460-6480 or visit the Writing Center's webpage at 
	For more information, please call (251) 460-6480 or visit the Writing Center's webpage at 
	http://www.southalabama.edu/writing/
	http://www.southalabama.edu/writing/

	 

	I.        CAREER SERVICES 
	USA Career Services, located in Meisler Hall, Suite 2100, assists students and alumni in all phases of the career development process. As a comprehensive career services center, the office offers services to support career and academic major exploration, co-op and internship participation, identification and preparation for employment opportunities, and graduate and professional school preparation assistance. 
	 
	J.         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 academic courses. Individuals experiencing difficulty in a course should be identified as early as possible during the term through graded work and provided an opportunity for improvement in subsequent assignments. For each course at the 100 and 200 level, at least one graded product (examination, paper, quiz, lab, or other assignment) should be returned to the student by the end of the third week of classe
	 
	 
	V. INSTRUCTION/COURSE MANAGEMENT INFORMATION 
	A. 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.  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. 
	 
	B. 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 viewing the PAWS online Bulletin.  Additional information about course prerequisites is available in your department 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: pr
	 
	For some programs; e.g. professional programs in the Colleges of Allied Health Professions, Business, Education and Professional Studies, Engineering, Nursing and the School of Computing, 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. 
	 
	C. COURSE SYLLABUS AND FIRST DAY HANDOUTS 
	                             Each instructor is required to ensure students in each credit class are either furnished an   
	         electronic copy of the course syllabus in the course shell on USAonline by the first day of   
	     class. A written syllabus may also be distributed. The course syllabus should include the     
	                             following information: 
	 
	1. Goals and objectives of the course 
	1. Goals and objectives of the course 
	1. Goals and objectives of the course 

	2. Textbook(s) and any other instructional material to be used  
	2. Textbook(s) and any other instructional material to be used  

	3. A brief course description (see Bulletin entry) and topical outline 
	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 
	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) 
	5. Class attendance policy (record of attendance needed to assign F* grade) 
	5. Class attendance policy (record of attendance needed to assign F* grade) 

	6. Number and type of exams to be given during the semester 
	6. Number and type of exams to be given during the semester 

	7. Information about USA approved proctoring options as applicable for the course. Any additional student charges associated with establishing student identification and exam proctoring should be included in course description and approved through curriculum channels.  
	7. Information about USA approved proctoring options as applicable for the course. Any additional student charges associated with establishing student identification and exam proctoring should be included in course description and approved through curriculum channels.  

	8. Course assignments, if any 
	8. Course assignments, if any 

	9. Penalty, if any, for late work 
	9. Penalty, if any, for late work 

	10. How final grade is determined 
	10. How final grade is determined 


	    
	Other items that may be contained on the course syllabus include: statements on the importance of course and teacher evaluations, additional learning resources associated with the course (peer tutors or JagSuccess), and the Writing Center.  
	 
	Policies covering all students and academic courses are included in each course site in USAonline, behind the tab labeled “Additional Academic Course Policies.” This is located in every course site, immediately following the course syllabus. The document includes information on Student Disability Services, Academic Disruption Policy and Class Demeanor, Student Academic Conduct Policy, Operational Disruptions, and other university policies.  
	 
	It is essential that the syllabus be followed closely so that all the topics prescribed in the course are covered adequately.  
	 
	A Course Syllabus Template was developed to aid in developing new course curriculum requests.  It includes the minimum requirements for a course syllabus as well as recommended items.   This template is available for your use at 
	A Course Syllabus Template was developed to aid in developing new course curriculum requests.  It includes the minimum requirements for a course syllabus as well as recommended items.   This template is available for your use at 
	http://www.southalabama.edu/departments/eforms/academicaffairs/coursesyllabustemplate.1.17.pdf
	http://www.southalabama.edu/departments/eforms/academicaffairs/coursesyllabustemplate.1.17.pdf

	. 

	 
	The language included below is inserted in all course shells through the USAonline syllabus tool.   
	  
	Syllabus Supplement: Additional Academic Course Policies 
	 
	In addition to policies included on your course syllabus, the following policies cover all students and academic courses offered at the University of South Alabama.  
	 
	Academic Disruption Policy and Class Demeanor 
	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.  The University of South Alabama’s policy regarding Academic Disruption is found in The Lowdown (
	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.  The University of South Alabama’s policy regarding Academic Disruption is found in The Lowdown (
	www.southalabama.edu/lowdown/
	www.southalabama.edu/lowdown/

	). 

	 
	Changes in Course Requirements 
	Not all classes progress at the same rate thus course requirements might have to be modified as circumstances dictate.  You will be given written notice if the course requirements need to be changed. 
	 
	Student Academic Conduct Policy 
	As a community of students and scholars, the University strives to maintain the highest standards of academic integrity. All members of the community are expected to exhibit honesty and integrity in their academic work.  This responsibility can be met only through earnest and continuing effort on the part of all students and faculty.  Faculty, students, and staff are responsible for acquainting themselves with, adhering to, and promoting policies governing academic conduct. 
	 
	Any dishonesty related to academic work or records constitutes academic misconduct.  This includes---but is not limited to---activities such as giving or receiving unauthorized aid in tests and examinations; improperly obtaining a copy of an examination;  plagiarism; unauthorized submission of the same work in separate courses; misrepresentation of information, and the alteration of transcripts or university records. 
	 
	All matters related to academic misconduct are the responsibility of the academic units involved and the Office of the Provost and Senior Vice President for Academic Affairs.  Faculty are expected to report suspected cases of academic misconduct.  These matters will be resolved through procedures defined herein for both undergraduate and graduate students.  
	  
	The University of South Alabama’s policy regarding Student Academic Conduct is found in The Lowdown (
	The University of South Alabama’s policy regarding Student Academic Conduct is found in The Lowdown (
	http://www.southalabama.edu/lowdown/
	http://www.southalabama.edu/lowdown/

	). 

	 
	Students with Disabilities 
	If you have a specific disability that qualifies you for academic accommodations, please notify the instructor/professor and provide certification from the Office of Special Student Services, which is located at ESB, 320 Alumni Circle, Suite, (251-460-7212).   
	 
	USAonline 
	Course material will be available at USAonline .  You are required to login to USAonline to access the material.  You can access the syllabus, handouts, additional instructions, readings, and the grade book on this site.  
	 
	Operational Disruptions 
	Events outside of the control of the University, such as natural disasters, may cause a disruption to the formal in class setting however every effort will be made to continue with class activities via USAonline during such times of crisis.  Please become familiar with the USA website for special announcements and or procedures to be followed during such events.  You can find the USA Emergency and Weather Hotline information at 
	Events outside of the control of the University, such as natural disasters, may cause a disruption to the formal in class setting however every effort will be made to continue with class activities via USAonline during such times of crisis.  Please become familiar with the USA website for special announcements and or procedures to be followed during such events.  You can find the USA Emergency and Weather Hotline information at 
	http://www.southalabama.edu/emergency.html
	http://www.southalabama.edu/emergency.html

	 or call (251) 460-6999. 

	 
	D. 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 co
	E. 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 found in the Faculty Handbook (see section 3.8.2).  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 reach
	 
	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. 
	 
	F. TESTING AND FINAL EXAMINATIONS 
	 Graded Student Work Product; Student Performance Monitoring and Intervention 
	 Graded Student Work Product; Student Performance Monitoring and Intervention 
	 Graded Student Work Product; Student Performance Monitoring and Intervention 


	  
	Students have a reasonable expectation of adequate and timely feedback regarding their performance in academic courses. Individuals experiencing difficulty in a course should be identified as early as possible during the term through graded work and provided an opportunity for improvement in subsequent assignments. For each course at the 100 and 200 level, at least one graded product (examination, paper, quiz, lab, or other assignment) should be returned to the student by the end of the third week of classe
	 
	 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. 
	 
	 Providing Student Feedback 
	 Providing Student Feedback 
	 Providing Student Feedback 


	 
	SSC Campus includes alerting functions for both attendance and course progress. Specific courses may require attendance or progress reporting. The platform also allows faculty to recommend students for tutoring in their courses.  
	 
	Mid-term grades are required for full term Fall and Spring courses. The grading system in PAWs will open in week 6 and close in week 8. During this period, faculty are required to enter grades for all students enrolled in their courses.  
	 
	Final grades are required and must be submitted by the date specified in the academic calendar. 
	 
	 Benefits of Providing Student Feedback 
	 Benefits of Providing Student Feedback 
	 Benefits of Providing Student Feedback 

	o When faculty provide feedback (especially through online gradebooks), students know where they stand in a class throughout the term.  
	o When faculty provide feedback (especially through online gradebooks), students know where they stand in a class throughout the term.  

	o Providing students with feedback allows them to be accountable for their learning and their progress.   
	o Providing students with feedback allows them to be accountable for their learning and their progress.   

	o Some faculty report that end of term grade complaints are reduced when they provide feedback throughout the semester using an online gradebook.   
	o Some faculty report that end of term grade complaints are reduced when they provide feedback throughout the semester using an online gradebook.   


	 
	 Format of Testing 
	 Format of Testing 
	 Format of Testing 


	 
	 Unless specified by the department, the individual faculty member decides the format of testing.  For disabled students, a suitable adjustment of format may be appropriate (consult the Office of Student Disability Services – phone 460-7212). 
	 
	 Format of Testing with Regard to Teaching Styles 
	 Format of Testing with Regard to Teaching Styles 
	 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 
	 Students Making Up Missed Work 
	 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 
	 Proctoring Tests/Examinations 
	 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. 
	 
	 Proctoring policies, procedures and forms may be found at 
	 Proctoring policies, procedures and forms may be found at 
	http://southalabama.edu/departments/academicaffairs/resources/policies/proctoring%20-%20policyproceduresformscombinedfile.pdf
	http://southalabama.edu/departments/academicaffairs/resources/policies/proctoring%20-%20policyproceduresformscombinedfile.pdf

	. 

	 
	 Final Examination 
	 Final 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 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 at: 
	 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 at: 
	http://southalabama.edu/departments/registrar/final_exam_schedules.html
	http://southalabama.edu/departments/registrar/final_exam_schedules.html

	  

	        
	G. WITHDRAWAL FROM COURSE (WD) 
	Faculty should be aware of the final day to drop a course.  The date may be found online, on the Academic Calendar, and the Bulletin.  Students may drop a course, or totally withdraw from all courses, 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. 
	 
	H. 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. 
	 
	I. 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
	 
	J. 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. 
	 
	K.  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 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
	 
	Note:  Part-time faculty must consult with the department chair or designee before assigning a “P” grade. 
	 
	L. FAILING GRADE (“F” OR “U”) 
	 A grade of “F” or “U” is awarded to students who complete the course but fail to achieve the course objective. 
	 
	M. UNOFFICIAL WITHDRAWALS “F*” OR “U*” 
	                                A grade of F* or U*, rather than an F or U, is assigned in cases where the student did not officially                                                                                 
	                                withdraw from the course but who failed to attend.  Attendance could be academic attendance 
	                                or participation in an academically-related activity.    
	   
	Academically-related activities include: 
	 Physically attending class with direct interaction 
	 Physically attending class with direct interaction 
	 Physically attending class with direct interaction 

	 Submitting academic assignment 
	 Submitting academic assignment 

	 Taking exam, interactive tutorial or computer-based instruction. 
	 Taking exam, interactive tutorial or computer-based instruction. 


	 Attending school assigned study group 
	 Attending school assigned study group 
	 Attending school assigned study group 

	 Participating in online discussions about academic matters and/or initiating contact with faculty to ask questions about subject matter studied. 
	 Participating in online discussions about academic matters and/or initiating contact with faculty to ask questions about subject matter studied. 


	  
	Academically-related activity does NOT include: 
	 Living in school housing 
	 Living in school housing 
	 Living in school housing 

	 Using school meal plan 
	 Using school meal plan 

	 Logging into an online course without active participation 
	 Logging into an online course without active participation 

	 Academic counseling or advisement 
	 Academic counseling or advisement 


	 
	When an F* or U* is assigned, the instructor must also include the date the student's participation in course activities ceased.  Refer to Registrar email sent prior to opening grading on PAWS for date if last date of attendance is unknown. 
	 
	N. 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.   
	 
	O. 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 STUDEN
	 
	P. STUDENT 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 o
	  
	       Please refer to the Student Academic Conduct Policy found in the USA Faculty Handbook (see section 8.2) or The Lowdown (
	       Please refer to the Student Academic Conduct Policy found in the USA Faculty Handbook (see section 8.2) or The Lowdown (
	http://www.southalabama.edu/lowdown/
	http://www.southalabama.edu/lowdown/

	)  

	 
	Q. 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 depend
	 
	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. 
	 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. 
	 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 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). 
	 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). 
	 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. 
	 Sleeping in class. 

	 Routinely entering class late or departing early. 
	 Routinely entering class late or departing early. 

	 Personal hygiene problems impacting others. 
	 Personal hygiene problems impacting others. 

	 Repeatedly talking in class without being recognized, talking while others are talking, or dominating class discussion. 
	 Repeatedly talking in class without being recognized, talking while others are talking, or dominating class discussion. 

	 Loud keyboarding or playing computer games. 
	 Loud keyboarding or playing computer games. 

	 Physical display of anger (such as throwing books or other items). 
	 Physical display of anger (such as throwing books or other items). 

	 The use of cell phones or pagers. 
	 The use of cell phones or pagers. 

	 Tampering with equipment, altering computer software or hardware, or damaging furnishings in any academic setting. 
	 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. 
	 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 implement academic standards. 
	 To establish and implement academic standards. 

	 To establish and enforce reasonable behavior standards in each academic setting. 
	 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).  
	 
	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.) 
	 How to address faculty (Dr., Mr., Ms., etc.) 
	 How to address faculty (Dr., Mr., Ms., etc.) 

	 Rules regarding attendance, punctuality, make up exams, etc. 
	 Rules regarding attendance, punctuality, make up exams, etc. 

	 Policies regarding the use of cell phones, recording devices, computers, etc. 
	 Policies regarding the use of cell phones, recording devices, computers, etc. 


	 How to be recognized in class. 
	 How to be recognized in class. 
	 How to be recognized in class. 

	 How to engage in civil classroom discussion, even if there are passionate disagreements. 
	 How to engage in civil classroom discussion, even if there are passionate disagreements. 

	 Academic integrity issues. 
	 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 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. 
	 Remain calm and try to calm the student. 
	 Remain calm and try to calm the student. 

	 Listen carefully and acknowledge the student’s words and feelings. 
	 Listen carefully and acknowledge the student’s words and feelings. 

	 Remember always that you are the only person you can control in this situation. 
	 Remember always that you are the only person you can control in this situation. 


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

	 Explain his/her options necessary for readmittance to class. 
	 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 460-6132 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: 
	 located online at: 
	https://southalabama.edu/departments/eforms/academicaffairs/ClassroomDisruptionBehaviorConcern2018.pdf
	https://southalabama.edu/departments/eforms/academicaffairs/ClassroomDisruptionBehaviorConcern2018.pdf

	. 

	 
	7. University Procedures for Dealing with Disruptive Behavior 
	 
	 All incidents must be documented and reports (Classroom Disruption/Behavior Concern Report) 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 Student Conduct Administrator, the University Police - may be held.  The consequences of continued improper behavior and strategies for ending such behavior should be discussed at this meeting.  The student needs to articulate why his/her behavior was inappropriate for the meeting to be successful.  If the s
	 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 Student Conduct Administrator, the University Police - may be held.  The consequences of continued improper behavior and strategies for ending such behavior should be discussed at this meeting.  The student needs to articulate why his/her behavior was inappropriate for the meeting to be successful.  If the s
	 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 Student Conduct Administrator, the University Police - may be held.  The consequences of continued improper behavior and strategies for ending such behavior should be discussed at this meeting.  The student needs to articulate why his/her behavior was inappropriate for the meeting to be successful.  If the s


	 
	 If the department cannot resolve the situation, the report should be forwarded to the Student Conduct Administrator 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 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 Student
	 If the department cannot resolve the situation, the report should be forwarded to the Student Conduct Administrator 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 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 Student
	 If the department cannot resolve the situation, the report should be forwarded to the Student Conduct Administrator 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 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 Student


	students and faculty charged with deliberating non-academic Code of Conduct violations and issuing appropriate sanctions. 
	students and faculty charged with deliberating non-academic Code of Conduct violations and issuing appropriate sanctions. 
	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 Student Conduct Administrator or the University Behavioral Assessment Team for consideration for additional action.   
	 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 Student Conduct Administrator or the University Behavioral Assessment Team for consideration for additional action.   
	 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 Student Conduct Administrator or the University Behavioral Assessment Team for consideration for additional action.   


	 
	 
	 VI. UNIVERSITY CALENDAR 
	The University Calendar is available on the University of South Alabama Website, 
	The University Calendar is available on the University of South Alabama Website, 
	HTTP://WWW.SOUTHALABAMA.EDU/ACADEMICCALENDAR/ACADEMICCALENDAR2018-19.HTML
	HTTP://WWW.SOUTHALABAMA.EDU/ACADEMICCALENDAR/ACADEMICCALENDAR2018-19.HTML

	,  and in the UNIVERSITY BULLETIN. 

	 
	 VII. 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 (
	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 (
	http://www.southalabama.edu/lowdown/
	http://www.southalabama.edu/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. 
	 
	 
	 VIII. EVALUATION 
	A. STUDENT EVALUATIONS OF TEACHING 
	 Student Evaluations of Teaching are 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 in the Faculty Handbook, 
	semester of employment (see Part-time Policy and Procedures in the Faculty Handbook, 
	http://www.southalabama.edu/departments/academicaffairs/facultyhandbooks.html
	http://www.southalabama.edu/departments/academicaffairs/facultyhandbooks.html

	 .  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 OBSERVATION 
	Because of the usefulness of having firsthand information about an instructor’s teaching effectiveness, a faculty member’s classroom instruction may be observed by an authorized supervisor, such as a Dean, department chair or his/her designee. Such observation is justified where the purpose of the observation is to evaluate the instructor for advancement purposes or to enhance instruction.   
	 
	Observation of online classrooms by supervisors is to be done in a way that parallels that of traditional classrooms as closely as possible. To this end, supervisors’ observation of online classrooms shall be done using a read-only viewing mode. Furthermore, because faculty teaching in a traditional classroom are aware of supervisory observations, faculty teaching online courses shall be informed that a supervisor will have access to the faculty’s online course for evaluation purposes and shall be notified 
	 
	Supervisors who need to view a classroom instructor’s gradebook, or feedback provided on individually submitted student work (such as completed papers, tests, and quizzes), may request that such materials be provided by the instructor.  
	 
	Given the wide variability in disciplines that can affect pedagogical considerations such as format, objectives, content, and methods, departments and/or colleges may elect to develop specific written policies in addition to these general guidelines regarding the conditions regulating classroom observation. Once approved by the dean, these policies will be made available to the faculty. 
	 
	 
	IX. 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 
	  
	P
	Span
	           
	   
	As a USA faculty member, you will be assigned a free campus e
	-
	mail account.  Sign up for 
	your account by accessing this link 
	https://jagmail.southalabama.edu/default.aspx
	https://jagmail.southalabama.edu/default.aspx

	.  This e-mail account is where all official University correspondence will be sent.  Access the account as soon as it is activated and being checking it regularly.  Faculty members must request and activate an e-mail account as a condition of employment at USA. 

	 
	 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 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 sh
	 
	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. 
	 
	 
	 X. PAYCHECKS 
	 
	As a condition of employment, all employees hired on or after January 1, 2009 are required to participate in payroll direct deposit.  If information on an established bank account number is not provided, the University will establish a debit account at USA Federal Credit Union for the purpose of direct deposit of payroll checks. 
	A. PAY SCHEDULE FOR NEW FULL-TIME FACULTY 
	Faculty who begin employment in Fall Semester will receive one-half of a monthly installment on the first paycheck received in September (payday is always the first normal working day in the month).  Beginning in October, and continuing through the following September, new faculty will receive one-twelfth of their academic contract.  Note:  Faculty terminating at the end of Spring Semester will receive their final paycheck on the first working day in September in an amount equal to one-half of regular month
	 
	Faculty who begin employment in Spring Semester will receive monthly payments over an eight-month period beginning February 1 and ending with one-half month paid on September 1.  Pay will be calculated by dividing the total pay for the semester by seven and one-half months.  For example, if a faculty member is hired beginning Spring Semester at a rate of $30,000 for the semester, he/she will receive $4,000 in the months of February through August.  In September, a final payment of $2,000 will be made to the
	 
	B. PAY SCHEDULE FOR PART-TIME FACULTY 
	Fall Semester - First normal working day in October, November, December and January. 
	Spring Semester - First normal working day in February, March, April, and May. 
	May Semester – First normal working day in June. 
	Summer Semester - First normal working day in July, August and September. 
	          First Term – First normal working day in July 
	          Second Term – First normal working day in August. 
	          Full Term – First normal working day in July and August. 
	 
	 
	 XI. 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.    
	 
	Anyone who operates a motor vehicle on the USA campus is required to register his/her vehicle with Parking Services and obtain a valid parking permit.  This includes all employees, faculty, staff, designated guests, administrative officials, and all students.  Regulations apply to students enrolled in day, evening, weekend, online web classes, and all enrolled students at other locations including Baldwin County, Brookley, and Dauphin Island Sea Lab.  The parking permit must be displayed from the rear view 
	P
	Span
	JagMail email account, including those who qualify for a JagMail account, must order a parking 
	permit online. Select
	 
	Manage My Parking Account
	Manage My Parking Account

	 to access your parking account and follow the instructions for ordering a parking permit.  - See more at: 
	http://www.southalabama.edu/departments/parkingservices/#sthash.VJ4SUYx8.dpuf
	http://www.southalabama.edu/departments/parkingservices/#sthash.VJ4SUYx8.dpuf

	. 

	 
	 
	 XII. TRAVEL – PROFESSIONAL LEAVE  
	A. PROFESSIONAL LEAVE 
	  Requests for professional leave for all faculty must be approved by the chair, dean, and Provost/Senior Vice President for Academic Affairs utilizing the standard form of the University, “Request for Professional Leave or Travel”, or Concur Request, 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
	  Requests for professional leave for all faculty must be approved by the chair, dean, and Provost/Senior Vice President for Academic Affairs utilizing the standard form of the University, “Request for Professional Leave or Travel”, or Concur Request, 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
	http://www.southalabama.edu/departments/eforms/travel/exhibitw.pdf 
	http://www.southalabama.edu/departments/eforms/travel/exhibitw.pdf 

	.  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, dean, and Provost/SVPAA.  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 meet
	 
	  Upon returning, travel reporting should be submitted promptly utilizing Concur (maximum of 10 days) in order that the traveler may be reimbursed.  The expense reimbursement will be signed electronically by the traveler, and approved and signed electronically by the chair, the dean, and the Provost/SVPAA.  The link to Concur can be found at:  
	              
	              
	www.southalabama.edu/departments/financialaffairs/travelandprocurement/concur/
	www.southalabama.edu/departments/financialaffairs/travelandprocurement/concur/

	 

	 
	C. FOREIGN/INTERNATIONAL TRAVEL  
	  Employees traveling outside the continental United States will need to complete the following steps: 
	 Complete the International Travel Review Form (ITRF), which will automatically submit to the Office of International Education for approval  (
	 Complete the International Travel Review Form (ITRF), which will automatically submit to the Office of International Education for approval  (
	 Complete the International Travel Review Form (ITRF), which will automatically submit to the Office of International Education for approval  (
	 Complete the International Travel Review Form (ITRF), which will automatically submit to the Office of International Education for approval  (
	https://southalabama-ie.terradotta.com/index.cfm?FuseAction=Abroad.ViewLink&Parent_ID=0&Link 
	https://southalabama-ie.terradotta.com/index.cfm?FuseAction=Abroad.ViewLink&Parent_ID=0&Link 




	_ID=D5C99E11-5056-BA1F-73A0237F10B7E89B
	_ID=D5C99E11-5056-BA1F-73A0237F10B7E89B
	) using the first half of your JagMail email address (everything before @) for your username and your normal JagMail password for your password.  You will be notified when your application has been approved. 

	 
	This form is required each time you will be traveling outside of the continental United States.  Please complete and submit this form a minimum of four weeks prior to all International Travel OR as soon as you know that you will be traveling.  The export certification or review may be required and it can take up to two (2) months to complete the process.  This review is also required if you are transporting items/software/data either outside of the United States and/or collaborating with foreign nationals, 
	 
	 After your application has been approved, login and print the ITRF and attach it to the USA Request for Professional Leave/Travel Form as appropriate to your respective administrative unit.  All travel must have an approved ITRF prior to being approved in Concur.  Note: your application status must read “Approved by H. Hudson” in order to be approved. 
	 After your application has been approved, login and print the ITRF and attach it to the USA Request for Professional Leave/Travel Form as appropriate to your respective administrative unit.  All travel must have an approved ITRF prior to being approved in Concur.  Note: your application status must read “Approved by H. Hudson” in order to be approved. 
	 After your application has been approved, login and print the ITRF and attach it to the USA Request for Professional Leave/Travel Form as appropriate to your respective administrative unit.  All travel must have an approved ITRF prior to being approved in Concur.  Note: your application status must read “Approved by H. Hudson” in order to be approved. 


	 
	 Submit all leave/travel requests to your respective academic/administrative unit department/unit heads and VP offices for approval.   
	 Submit all leave/travel requests to your respective academic/administrative unit department/unit heads and VP offices for approval.   
	 Submit all leave/travel requests to your respective academic/administrative unit department/unit heads and VP offices for approval.   


	 
	 Once approved by your respective administrative unit make travel plans as appropriate based on USA policies. 
	 Once approved by your respective administrative unit make travel plans as appropriate based on USA policies. 
	 Once approved by your respective administrative unit make travel plans as appropriate based on USA policies. 


	 
	Please review the complete international Travel Policy at the following link:   
	http://www.southalabama.edu/departments/ie/intltravel.html
	http://www.southalabama.edu/departments/ie/intltravel.html
	http://www.southalabama.edu/departments/ie/intltravel.html

	  

	 
	All other USA Travel Regulations and Forms may be found at: 
	All other USA Travel Regulations and Forms may be found at: 
	http://www.southalabama.edu/departments/eforms/travel/index.html
	http://www.southalabama.edu/departments/eforms/travel/index.html

	. 

	 
	 
	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 5.4.1 and 5.4.2) for specific information on sick leave.  Please consult with your department chair concerning reporting of sick leave. 
	 
	E. VACATION LEAVE FOR 12-MONTH FACULTY  
	 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.  This policy was revised January 1, 2012 to include all 12-month faculty.   
	 
	 For specific information concerning vacation leave and methods of reporting, please refer to the Faculty Handbook (see section 5.4.4) for specific information on vacation leave.  Please consult with your department chair concerning reporting of vacation leave. 
	 
	 
	 XIII. RESEARCH SUPPORT 
	A. EXTERNAL RESEARCH SUPPORT 
	 The Office of the Vice President for Research and Economic Development oversees offices relating to pre-award faculty services, post-award faculty services, research development and learning, research compliance, innovation and entrepreneurship, technology transfer and the Technology & Research Park.  New faculty are encouraged to visit the VPR website, 
	 The Office of the Vice President for Research and Economic Development oversees offices relating to pre-award faculty services, post-award faculty services, research development and learning, research compliance, innovation and entrepreneurship, technology transfer and the Technology & Research Park.  New faculty are encouraged to visit the VPR website, 
	http://www.southalabama.edu/departments/research/
	http://www.southalabama.edu/departments/research/

	, 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 
	 1.  Dean of the Graduate School  
	 Graduate Student Activities Enhancement Program 
	 Graduate Student Activities Enhancement Program 
	 Graduate Student Activities Enhancement Program 


	 The Graduate Student Activities Enhancement Program provides funding to support     graduate student travel and/or scientific, creative/artistic or scholarly activities.  The expectation is that no other funding is available to the student, mentor, and/or appointing department, school or college to support the travel or research, creative/artistic or scholarly activities. $30,000 has been allocated annually to support up to 15 awards of up to $2,000.  Funding may be used to support: Travel – including conf
	materials and supplies, professional society/organization membership fees, permits, services in support of development of a thesis, dissertation, and/or career advancement activities. Graduate students enrolled full-time in Master of Arts (MA), Masters of Science (MS), MBA, Ph.D., Au.D., DPT, D.Sc., DNP, DBA and D.Ed. programs are eligible to apply and receive an award. Funding will be distributed in two cycles: WIN/SPRG – January 31 – June 29 and SUM/FALL – June 30 – January 30, annually.  For further info
	materials and supplies, professional society/organization membership fees, permits, services in support of development of a thesis, dissertation, and/or career advancement activities. Graduate students enrolled full-time in Master of Arts (MA), Masters of Science (MS), MBA, Ph.D., Au.D., DPT, D.Sc., DNP, DBA and D.Ed. programs are eligible to apply and receive an award. Funding will be distributed in two cycles: WIN/SPRG – January 31 – June 29 and SUM/FALL – June 30 – January 30, annually.  For further info
	http://www.southalabama.edu/graduatemajors/graduateschool/
	http://www.southalabama.edu/graduatemajors/graduateschool/

	  

	  
	 
	 
	 2.  Office of Research and Economic Development 
	 Small Grant Program in Support of the Arts and Humanities 
	 Small Grant Program in Support of the Arts and Humanities 
	 Small Grant Program in Support of the Arts and Humanities 


	The Small Grant Program in Support of Arts and Humanities will provide funding to help support faculty research and scholarly activities. $25,000 will be allocated annually for this program. The purpose of the program is to assist faculty in building their career and contributing to their discipline by exploring new scholarly, creative and research activities. 
	 
	Proposal Deadline:  Proposals are due by 5 p.m. each March 1st or October 1st 
	Contact person: Ms. Angela Jordan, 
	Contact person: Ms. Angela Jordan, 
	ajordan@southalabama.edu
	ajordan@southalabama.edu

	, 460-6507 

	 
	 Research and Scholarship Development Grant 
	 Research and Scholarship Development Grant 
	 Research and Scholarship Development Grant 


	The Research and Scholarship Development Grant (RSDG) program will provide tenure and non-tenure track faculty with seed funding to help build their research and scholarly career. Four awards annually will be awarded at approximately $25,000 each. The funds are to be used to: 
	 
	    provide seed funding for new research projects  
	    provide seed funding for new research projects  
	    provide seed funding for new research projects  

	    provide resources for planning for major grants   
	    provide resources for planning for major grants   


	 
	RSDG grants are intended to stimulate interactions across disciplines, departments, colleges, and programs. The funding is designed to facilitate attracting external funding, so a requirement for each RSDG proposal is to demonstrate how funding for this project will directly lead to the external funding requests. 
	Proposal Deadline:  Proposals are due by 5 pm, each March 1st. 
	Contact person: Ms. Angela Jordan, 
	Contact person: Ms. Angela Jordan, 
	ajordan@southalabama.edu
	ajordan@southalabama.edu

	, 460-6507. 

	 
	 Faculty Productivity Grant Program  
	 Faculty Productivity Grant Program  
	 Faculty Productivity Grant Program  


	The purpose of the Faculty Productivity Grant program (FPG) is to provide concentrated time for faculty to generate pilot or preliminary data that will enhance their competiveness for a major grant or contract. The Office of 
	Research and Economic Development (ORED) will provide funds for ten (10) faculty “buy-outs” from teaching for fall or spring semester annually. 
	Proposal Deadline: Proposals are due at least one semester prior to the requested re-assigned time. 
	Contact person:  Ms. Lynne Chronister, 
	Contact person:  Ms. Lynne Chronister, 
	lchronister@southalabama.edu
	lchronister@southalabama.edu

	, 460-6333. 

	 
	 USA Interdisciplinary Incentive Program 
	 USA Interdisciplinary Incentive Program 
	 USA Interdisciplinary Incentive Program 


	The USA Interdisciplinary Incentive Program was created to support faculty in seeking funding for research across disciplines.  A total of $3,000 will be provided to Principal Investigator(s) (PIs) and Co-Investigator(s) for each funded proposal that complies with the eligibility requirements.  Participation must be requested at the time of proposal submission. 
	For Qualifying Proposals Submitted after May 1, 2014. 
	Contact person:  Ms. Angela Jordan, 
	Contact person:  Ms. Angela Jordan, 
	ajordan@southalabama.edu
	ajordan@southalabama.edu

	, 460-6507. 

	 
	 Graduate Student Activities Enhancement Program 
	 Graduate Student Activities Enhancement Program 
	 Graduate Student Activities Enhancement Program 


	Administers a fund to provide small research grants to full-time faculty with the advice of a faculty committee referred to as the USA Faculty Development Council (USAFDC). Specific guidelines for the development of proposals and timeliness for submission are normally made available in early to mid-Fall term by the USAFDC.  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 
	Administers a fund to provide small research grants to full-time faculty with the advice of a faculty committee referred to as the USA Faculty Development Council (USAFDC). Specific guidelines for the development of proposals and timeliness for submission are normally made available in early to mid-Fall term by the USAFDC.  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 
	ajordan@southalabama.edu
	ajordan@southalabama.edu

	, 460-6507. 

	 
	 Start-up Package Supplement 
	 Start-up Package Supplement 
	 Start-up Package Supplement 


	$200,000 has been allocated to supplement the recruitment and hiring of a tenure or non-tenure track faculty member who can impact the growth of USA’s research capacity.  The individual must have a record of consistent support funding for research and scholarship, an extensive publication record reflecting his/her discipline standards and a record of transferring research and scholarship into new technologies or a transfer to practice. The individual must be able to demonstrate that he/she has strong potent
	new faculty. It is anticipated that these funds will be available annually on a competitive basis. 
	Contact person: Lynne Chronister, 
	Contact person: Lynne Chronister, 
	lchronister@southalabama.edu
	lchronister@southalabama.edu

	; 460-6333. 

	 
	                                                     
	 XIV. 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 
	Undergraduate research support grants are available from several different sources.  Information and application forms are available on the University of South Alabama web site 
	http://www.southalabama.edu/programs/our/
	http://www.southalabama.edu/programs/our/

	 or, for more information; you may contact Dr. Christy West, SHEC 4130, 460-6160, 
	ucur@southalabama.edu
	ucur@southalabama.edu

	). 

	 
	 XV. CATEGORIES OF ONLINE COURSES  
	 
	As new technologies emerge, higher education faculty members are challenged to incorporate new instructional methods into their teaching. Although many courses continue to be offered in the traditional lecture format supported by technology (e.g., presentation software), other methods are gaining in popularity as both effective methods for delivering information and as powerful tools to support collaboration, independent research, and Internet-based instruction.  
	 
	The following guidelines shall apply to any new course or existing course in which the method of delivery has changed significantly from that approved in the original curriculum proposal.  
	A. WEB-ENHANCED  
	 A web-enhanced course is taught entirely face-to-face, but supplemented by online components delivered by a learning-management system formally approved by the Office of Academic Affairs. A course is deemed web-enhanced only if the online component of the course is not used to reduce class/laboratory/clinical time. A web-enhanced course may reduce direct contact hours to accommodate special circumstances when the course instructor is temporarily unavailable. It may not be used to reduce contact hours every
	 
	 Classes at USA will have some web presence.  Faculty are required to post at least a syllabus in USAonline for all courses. 
	 
	 
	B. BLENDED 
	A blended course combines face-to-face instruction with significant electronic learning use that results in a reduction of the amount of in-class time. Typically, a blended course reduces seat time by at least 15%, but usually not more than 85%. A blended course is designated Banner Instructional Method Type (WB) and has a section number from 700 to 799.  
	C. ONLINE  
	An online course is delivered principally via an online format approved by the Office of Academic Affairs.  An online course is designated Banner Instructional Method Type (WO) and has a section number from 800 to 899.  
	 
	An online course with on-campus components (e.g., examinations) should be so designated in a comment line in the Schedule of Classes.   
	 
	The USA Policy on Course Formats may be viewed at: 
	The USA Policy on Course Formats may be viewed at: 
	http://www.southalabama.edu/departments/academicaffairs/resources/policies/webcoursepolicy.pdf
	http://www.southalabama.edu/departments/academicaffairs/resources/policies/webcoursepolicy.pdf

	. 

	 
	 
	XVI. WHISTLEBLOWER AND NON-RETALIATION POLICY 
	The Whistleblower Hotline is a tool where the University community can, in good faith, report misconduct, fraud, waste or abuse of University resources. For more information on Whistleblower's rights, visit these sites: 
	 Alabama Code sections 36-26A-1 through 7 State Employee Protection (Whistleblowers) 
	 Alabama Code sections 36-26A-1 through 7 State Employee Protection (Whistleblowers) 
	 Alabama Code sections 36-26A-1 through 7 State Employee Protection (Whistleblowers) 

	 American Recovery and Reinvestment Act of 2009 (ARRA) - Whistleblower Protection 
	 American Recovery and Reinvestment Act of 2009 (ARRA) - Whistleblower Protection 

	 USA's Whistleblower and Non-Retaliation Policy 
	 USA's Whistleblower and Non-Retaliation Policy 


	P
	Span
	See more at: 
	https://www.southalabama.edu/departments/eforms/internalaudit/whistleblowerpolicy.pdf
	https://www.southalabama.edu/departments/eforms/internalaudit/whistleblowerpolicy.pdf

	  

	 
	A. PURPOSE 
	This Whistleblower and Non-Retaliation Policy is designed to provide a mechanism for individuals doing work for or on behalf of the University of South Alabama to raise good faith concerns, including but not limited to, observed or suspected violations of law, policies or procedures, including but not limited to harassment, discrimination, research misconduct, mishandling of funds and other illegal activities; to facilitate cooperation in 
	any inquiry or investigation by any court, agency, law enforcement, or other governmental body; and to protect individuals who take or participate in such action from retaliation or any threat of retaliation by any other individual doing work for or on behalf of the University.  
	 
	B. SCOPE 
	This Policy applies to all individuals doing work for or on behalf of the University, including directors, officers, and other organization volunteers. 
	 
	C. POLICY 
	The University of South Alabama is committed to maintaining a workplace where individuals doing work on behalf of the University are free to raise good faith concerns about alleged improper or wrongful activity. Individuals are encouraged to report suspected violations of the law; to identify potential violations of policies or procedures of the University, and to provide truthful information in connection with any official inquiry or investigation. 
	 
	The University expressly prohibits any form of retaliation, including harassment, intimidation, adverse employment action, or any other form of retaliation against individuals who raise suspected violations of law, cooperate in inquiries or investigations, or identify potential violations of policies of the University.  Any individual who engages in retaliation will be subject to disciplinary action up to and including termination of employment. 
	 
	D. DEFINITIONS 
	 “Good Faith Disclosure” means disclosure of University-related misconduct made with a belief in the truth of the disclosure that a reasonable person in the whistleblower’s situation could have believed based upon the facts. A disclosure is not in good faith if made with reckless disregard, or willful ignorance of facts that would disprove the disclosure.  A report does not have to be proven true to be made in good faith. 
	 “Good Faith Disclosure” means disclosure of University-related misconduct made with a belief in the truth of the disclosure that a reasonable person in the whistleblower’s situation could have believed based upon the facts. A disclosure is not in good faith if made with reckless disregard, or willful ignorance of facts that would disprove the disclosure.  A report does not have to be proven true to be made in good faith. 
	 “Good Faith Disclosure” means disclosure of University-related misconduct made with a belief in the truth of the disclosure that a reasonable person in the whistleblower’s situation could have believed based upon the facts. A disclosure is not in good faith if made with reckless disregard, or willful ignorance of facts that would disprove the disclosure.  A report does not have to be proven true to be made in good faith. 


	 
	 “Retaliation” means any adverse action or creditable threat of an adverse action taken by the University, or any individual doing work for or on behalf thereof, in response to a Whistleblower’s good faith disclosure of University-related misconduct. 
	 “Retaliation” means any adverse action or creditable threat of an adverse action taken by the University, or any individual doing work for or on behalf thereof, in response to a Whistleblower’s good faith disclosure of University-related misconduct. 
	 “Retaliation” means any adverse action or creditable threat of an adverse action taken by the University, or any individual doing work for or on behalf thereof, in response to a Whistleblower’s good faith disclosure of University-related misconduct. 


	 
	 “University-related misconduct” includes any activity by an individual doing work for or on behalf of the University that is undertaken in the performance of the individual’s work-related duties, whether or not such action is taken within 
	 “University-related misconduct” includes any activity by an individual doing work for or on behalf of the University that is undertaken in the performance of the individual’s work-related duties, whether or not such action is taken within 
	 “University-related misconduct” includes any activity by an individual doing work for or on behalf of the University that is undertaken in the performance of the individual’s work-related duties, whether or not such action is taken within 


	the scope of the individual’s employment, that is a violation of any state or federal law or regulation or the University’s regulation of policy, including academic or research misconduct, corruption, bribery, theft of property of the University, fraudulent claims, fraud, misappropriation of University or other agency funds, coercion, conversion of assets of the University, discrimination, sexual harassment, violations of civil rights and other illegal or improper practices. 
	the scope of the individual’s employment, that is a violation of any state or federal law or regulation or the University’s regulation of policy, including academic or research misconduct, corruption, bribery, theft of property of the University, fraudulent claims, fraud, misappropriation of University or other agency funds, coercion, conversion of assets of the University, discrimination, sexual harassment, violations of civil rights and other illegal or improper practices. 
	the scope of the individual’s employment, that is a violation of any state or federal law or regulation or the University’s regulation of policy, including academic or research misconduct, corruption, bribery, theft of property of the University, fraudulent claims, fraud, misappropriation of University or other agency funds, coercion, conversion of assets of the University, discrimination, sexual harassment, violations of civil rights and other illegal or improper practices. 


	 
	 “Whistleblowing” means good faith reporting of real or perceived University-related misconduct. 
	 “Whistleblowing” means good faith reporting of real or perceived University-related misconduct. 
	 “Whistleblowing” means good faith reporting of real or perceived University-related misconduct. 


	 
	 “Whistleblower” means any individual doing work for or on behalf of the University who, in good faith, reports real or perceived University-related misconduct. 
	 “Whistleblower” means any individual doing work for or on behalf of the University who, in good faith, reports real or perceived University-related misconduct. 
	 “Whistleblower” means any individual doing work for or on behalf of the University who, in good faith, reports real or perceived University-related misconduct. 


	 
	Whistleblowers do not include complainants who raise issues or concerns through the normal course and scope of the individual’s business-related duties.   
	 
	E. PROCEDURE 
	 
	Reports of suspected violations of law or policy and reports of retaliation will be investigated promptly and in a manner intended to protect confidentiality as circumstances allow.  The Whistleblower should make a report of University-related misconduct or retaliation to his/her immediate supervisor or to other individuals or through other mechanisms, including by voicemail, e-mail, mail or fax, provided for in the applicable University policy.  Whistleblower Hotline information is available at the followi
	Reports of suspected violations of law or policy and reports of retaliation will be investigated promptly and in a manner intended to protect confidentiality as circumstances allow.  The Whistleblower should make a report of University-related misconduct or retaliation to his/her immediate supervisor or to other individuals or through other mechanisms, including by voicemail, e-mail, mail or fax, provided for in the applicable University policy.  Whistleblower Hotline information is available at the followi
	http://www.southalabama.edu/departments/financialaffairs/internalaudit/whistleblower/index.html/
	http://www.southalabama.edu/departments/financialaffairs/internalaudit/whistleblower/index.html/

	.  Reports of retaliation under this policy must be made in writing to include sufficient detail of the facts and circumstances, including dates/names of relevant persons and the alleged retaliatory acts.  Supervisors or other individuals receiving reports under this policy must forward the report to Human Resources or Internal Audit.  

	  
	An investigation into reports of misconduct will be conducted by the individual designated in the applicable University policy.  Findings of University-related misconduct will be dealt with pursuant to the University’s policies and procedures.   
	 
	The University will use its best efforts to protect whistleblowers against any form of retaliation. It cannot guarantee confidentiality, however, and there is no such thing as “unofficial” or “off the record” reporting.  The University will keep the whistleblower’s identity confidential, unless: the whistleblower agrees to be identified; identification is necessary to allow the University or law enforcement officials to investigate or respond 
	effectively to the report; identification is required by law; or the person accused of improper activities is entitled to the information as a matter of procedural right in disciplinary proceedings.   
	 
	Anonymous reports may be made.  However, because a thorough investigation often depends upon an ability to gather additional information, the University encourages complainants to identify themselves.  The University will explore anonymous allegations to the extent possible, but will weigh the prudence of continuing such investigations against the likelihood of confirming the alleged facts or circumstances from attributable sources. 
	 
	Individuals bringing forth allegations which are not made in good faith may be subject to disciplinary action independent of this Policy. 
	  
	Any questions regarding this University Whistleblower and Non-Retaliation Policy should be directed to Internal Audit or Human Resources. 
	 
	 
	XVII. USA SEXUAL HARASSMENT AND SEXUAL VIOLENCE 
	 
	The University of South Alabama is committed to establishing and maintaining an environment in which students, faculty, staff, and guests are free from sexual harassment, including sexual violence, sexual assault, domestic violence, dating violence and stalking. Sexual harassment is a form of sex discrimination prohibited under Title VII of the Civil Rights Act of 1964 and Title IX of the of the Educational Amendments of 1972, as well as the University’s Nondiscrimination Policy. Sex discrimination, consequ
	 
	The USA Sexual Harassment, Sexual Assault, Domestic Violence, Dating Violence, and Stalking Policy may be found at 
	The USA Sexual Harassment, Sexual Assault, Domestic Violence, Dating Violence, and Stalking Policy may be found at 
	http://www.southalabama.edu/departments/studentaffairs/titlenine/resources/sexualmisconductpolicycomplaintresolutionprocedures.pdf
	http://www.southalabama.edu/departments/studentaffairs/titlenine/resources/sexualmisconductpolicycomplaintresolutionprocedures.pdf

	 

	  
	 
	 XVIII. DRUG AND ALCOHOL ABUSE PREVENTION PROGRAM 
	  
	  
	https://www.southalabama.edu/departments/financialaffairs/hr/resources/hrdrugpolicy.pdf
	https://www.southalabama.edu/departments/financialaffairs/hr/resources/hrdrugpolicy.pdf

	  

	Statement of Policy 
	 
	The University of South Alabama recognizes that substance abuse is a major issue affecting all aspects of our society. The University views the abuse of alcohol and other drugs as harmful to the life, safety, and orderly progress of the academic community. Responsible conduct and accountability is expected from each individual on campus. The University will address this ongoing concern through an institution-wide commitment to appropriate education, prevention, and counseling services. The University recogn
	 
	Federal regulations governing the confidentiality of records shall be carefully observed (Section 523 of the Public Health Service Act). These laws provide specific requirements for maintaining the confidentiality of client records. 
	 
	As a part of the University’s Institution-Wide Substance Abuse Education/Prevention Program, and also in accordance with the Drug-Free Workplace Act of 1988, the following are prohibited: 
	 
	1. Use, possession, manufacture, distribution, dispensation or sale of illegal drugs or drug paraphernalia on University premises or while on University business, or in University vehicles either during or after working hours; 
	1. Use, possession, manufacture, distribution, dispensation or sale of illegal drugs or drug paraphernalia on University premises or while on University business, or in University vehicles either during or after working hours; 
	1. Use, possession, manufacture, distribution, dispensation or sale of illegal drugs or drug paraphernalia on University premises or while on University business, or in University vehicles either during or after working hours; 
	1. Use, possession, manufacture, distribution, dispensation or sale of illegal drugs or drug paraphernalia on University premises or while on University business, or in University vehicles either during or after working hours; 



	 
	2. Unauthorized use or possession or any manufacture, distribution, dispensation, or sale of controlled substances, as defined by state law, on University premises, or while engaged in University business, or in University vehicles, either during or after working hours; 
	2. Unauthorized use or possession or any manufacture, distribution, dispensation, or sale of controlled substances, as defined by state law, on University premises, or while engaged in University business, or in University vehicles, either during or after working hours; 
	2. Unauthorized use or possession or any manufacture, distribution, dispensation, or sale of controlled substances, as defined by state law, on University premises, or while engaged in University business, or in University vehicles, either during or after working hours; 
	2. Unauthorized use or possession or any manufacture, distribution, dispensation, or sale of controlled substances, as defined by state law, on University premises, or while engaged in University business, or in University vehicles, either during or after working hours; 



	 
	3. Unauthorized use, manufacture, distribution, dispensation, or possession or sale of alcohol on University premises or while on University business as set forth in the policy, or in University vehicles, either during or after working hours; 
	3. Unauthorized use, manufacture, distribution, dispensation, or possession or sale of alcohol on University premises or while on University business as set forth in the policy, or in University vehicles, either during or after working hours; 
	3. Unauthorized use, manufacture, distribution, dispensation, or possession or sale of alcohol on University premises or while on University business as set forth in the policy, or in University vehicles, either during or after working hours; 
	3. Unauthorized use, manufacture, distribution, dispensation, or possession or sale of alcohol on University premises or while on University business as set forth in the policy, or in University vehicles, either during or after working hours; 



	 
	4. Storing on University premises any illegal drug, drug paraphernalia, any controlled substances, of which use is unauthorized, or any alcohol on University premises unless specifically authorized in accordance with University policy; 
	4. Storing on University premises any illegal drug, drug paraphernalia, any controlled substances, of which use is unauthorized, or any alcohol on University premises unless specifically authorized in accordance with University policy; 
	4. Storing on University premises any illegal drug, drug paraphernalia, any controlled substances, of which use is unauthorized, or any alcohol on University premises unless specifically authorized in accordance with University policy; 
	4. Storing on University premises any illegal drug, drug paraphernalia, any controlled substances, of which use is unauthorized, or any alcohol on University premises unless specifically authorized in accordance with University policy; 



	 
	5. Use of alcohol off University premises that adversely affects the employee’s work performance, his own or others’ safety; 
	5. Use of alcohol off University premises that adversely affects the employee’s work performance, his own or others’ safety; 
	5. Use of alcohol off University premises that adversely affects the employee’s work performance, his own or others’ safety; 
	5. Use of alcohol off University premises that adversely affects the employee’s work performance, his own or others’ safety; 



	 
	6. Possession, use, manufacture, distribution, dispensation, or sale of illegal drugs off University premises that adversely affects a University employee’s work performance, his own or others’ safety; 
	6. Possession, use, manufacture, distribution, dispensation, or sale of illegal drugs off University premises that adversely affects a University employee’s work performance, his own or others’ safety; 
	6. Possession, use, manufacture, distribution, dispensation, or sale of illegal drugs off University premises that adversely affects a University employee’s work performance, his own or others’ safety; 
	6. Possession, use, manufacture, distribution, dispensation, or sale of illegal drugs off University premises that adversely affects a University employee’s work performance, his own or others’ safety; 



	 
	7. Any act leading to conviction under any criminal drug statute; 
	7. Any act leading to conviction under any criminal drug statute; 
	7. Any act leading to conviction under any criminal drug statute; 
	7. Any act leading to conviction under any criminal drug statute; 



	 
	8. Failure of a University employee to notify the University of any arrest or conviction under any criminal drug statute within five days of the arrest or conviction, in accordance with the Drug-Free Workplace Act of 1988. 
	8. Failure of a University employee to notify the University of any arrest or conviction under any criminal drug statute within five days of the arrest or conviction, in accordance with the Drug-Free Workplace Act of 1988. 
	8. Failure of a University employee to notify the University of any arrest or conviction under any criminal drug statute within five days of the arrest or conviction, in accordance with the Drug-Free Workplace Act of 1988. 
	8. Failure of a University employee to notify the University of any arrest or conviction under any criminal drug statute within five days of the arrest or conviction, in accordance with the Drug-Free Workplace Act of 1988. 



	 
	A Summary of Federal and State Laws 
	The University pledges to support and enforce all laws and ordinances pertaining to the use, possession, sale, and distribution of alcohol and other drugs. Below is a summary of Alabama laws relating to illegal possession, etc., of alcohol and illegal drugs. Relevant Federal laws are included as an Appendix to this document. 
	 
	State Law - Drinking Age 
	The legal age in Alabama for consumption or possession of alcoholic beverages is defined as twenty-one (21) years (Ala. Code Section 28-31-5). 
	 
	Minors may not lawfully attempt to purchase alcoholic beverages [Ala. Code Section 28-3A-25 (18)]. Those found in violation are subject to a fine of not less than $50.00 to $500.00 and at the discretion of the judge, up to three months at hard labor or imprisonment. 
	 
	Those who furnish alcoholic beverages to a minor are subject to a civil suit by the minor’s parents or guardian (Ala. Code Section 6-5-70). 
	 
	Sale or Gift to an Intoxicated Person 
	The Alabama Alcoholic Beverage Control Board regulations prohibit the sale or gift of alcohol to persons who “appear, considering the totality of the circumstances, to be intoxicated.” (ABC Regulation 20-X-6-.02) 
	 
	Dram Shop Liability 
	A civil action for damages may be initiated by persons injured by intoxicated individuals against the one who sold, gave, or otherwise caused the intoxication of the individual in violation of the law (Ala. Code Section 6-5-71). 
	 
	Related Laws 
	State law defines controlled substances or drugs in Ala. Code Section 20-2-1, et seq.  Drugs which are illegal in the state of Alabama are included therein and include marijuana, morphine, heroin, cocaine, codeine, peyote, mescaline, and other similar substances. 
	 
	The Drug Crimes Amendment Act of 1987 establishes that it is a crime to unlawfully distribute controlled substances if, except as otherwise authorized, the person sells, furnishes, gives away, delivers, or distributes a controlled substance enumerated in Schedules I-V of the Act. Such unlawful distribution is defined as a Class B felony. Class B felonies provide sentences for a definite term of imprisonment, which imprisonment includes hard labor for not more than twenty years or less than two years. In add
	 
	Persons are deemed to commit a crime of unlawful possession of a controlled substance if, except as otherwise authorized, the person possesses a controlled substance enumerated in Schedules I-V, or the person obtains by fraud, deceit, misrepresentation or subterfuge or by the alteration of a prescription or written order, or by the concealment of a material fact or by the use of a false name or giving a false address, a controlled substance enumerated in Schedules I-V or a precursor chemical enumerated in A
	 
	Additionally, a person commits the crime of unlawful possession of marijuana in the first degree if, except as otherwise authorized, the person possesses marijuana for other than personal use or possesses marijuana for his/her personal use only after having previously been convicted of unlawful possession of marijuana in the second degree or unlawful possession of marijuana for his personal use only. That unlawful possession is deemed to be a Class C felony. (Ala. Code Section 13A-12-213). 
	 
	A person commits the crime of unlawful possession of marijuana in the second degree if, except as otherwise authorized, the person possesses marijuana for his/her personal use only. Unlawful possession of marijuana in the second degree is a Class A misdemeanor. Class A misdemeanors may require imprisonment in the County jail or hard labor for the County of not more than one year. (Ala. Code Section 13A-12-21). 
	  
	In addition, if an offender is over the age of 18, and the offense consists of selling, furnishing or giving Schedule I-V controlled substances to a person under the age of 18, the offender is guilty of a Class A felony. The imposition or execution of THE SENTENCE SHALL NOT BE SUSPENDED, AND PROBATION SHALL NOT BE GRANTED. (Ala. Code Section 13A-12-215) 
	  
	There are certain specific offenses for drug trafficking set forth in Ala. Code Section 13A-12-231, et seq.  Also there is a specific penalty for individuals who sell on or near school campuses, as found in Ala. Code Section 13A-12-250, as follows: 
	 
	“In addition to any penalties heretofore or hereafter provided by law for any person convicted of an unlawful sale of a controlled substance, there is hereby imposed a penalty of five years’ incarceration in the state corrections facility, with no provision for probation if the situs of such unlawful sale was on the campus or within a three mile radius of the campus of any public or private school, college, university, or other educational institution in the state.” 
	 
	There are also offenses for possession, use, delivery and sale of drug paraphernalia set forth in Ala. Code Section 13A-12-260, as well as other significant offenses relating to illicit use, sale, distribution, manufacture, possession, or consumption of dangerous drugs, narcotics, or other controlled substances.   When made aware of activities that violate any of these or other drug laws the University of South Alabama will work with appropriate authorities in order to assure that the University is a drug-f
	 
	Counseling and Treatment Services 
	1.  Employees are eligible for free substance abuse assessment and counseling services from the University Employee Assistance Program Counselor, 461-1346.  Students are eligible for free substance abuse assessment and counseling services from the Counseling and Testing Services – Substance Abuse Program, 460-7980.  Services are provided confidentially to the extent allowed by relevant laws and ethical guidelines. Employees and students who are concerned about their alcohol and other drug use are encouraged
	 
	2.  When an employee or student requires treatment beyond what can be provided by the EAP Counselor or Substance Abuse Program staff, he/she will be referred to an outside provider.  The selection of that treatment provider will be based on a number of considerations including type of treatment needed (e.g., inpatient vs. outpatient), insurance coverage, accessibility of program, and employee/student openness to available options. 
	 
	 
	Substance Abuse Education and Training   
	 
	1. Counseling and Testing Services takes a primary role in planning and conducting alcohol and other drug prevention activities for students.  These include but are not limited to substance abuse educational programs, distribution of educational materials, conducting screenings for alcohol problems, development and implementation of social norm marketing campaigns, and maintaining on-line resources such as alcohol assessment and personalized feedback programs.   
	1. Counseling and Testing Services takes a primary role in planning and conducting alcohol and other drug prevention activities for students.  These include but are not limited to substance abuse educational programs, distribution of educational materials, conducting screenings for alcohol problems, development and implementation of social norm marketing campaigns, and maintaining on-line resources such as alcohol assessment and personalized feedback programs.   
	1. Counseling and Testing Services takes a primary role in planning and conducting alcohol and other drug prevention activities for students.  These include but are not limited to substance abuse educational programs, distribution of educational materials, conducting screenings for alcohol problems, development and implementation of social norm marketing campaigns, and maintaining on-line resources such as alcohol assessment and personalized feedback programs.   


	 
	2. Counseling and Testing Services provides training for faculty, staff, and student leaders on alcohol and other drug issues, particularly how to recognize and intervene with someone who is suspected of having a substance abuse problem.  The Employee Assistance Counselor provides training for hospital supervisory personnel on recognizing and intervening with impaired health professionals.   
	2. Counseling and Testing Services provides training for faculty, staff, and student leaders on alcohol and other drug issues, particularly how to recognize and intervene with someone who is suspected of having a substance abuse problem.  The Employee Assistance Counselor provides training for hospital supervisory personnel on recognizing and intervening with impaired health professionals.   
	2. Counseling and Testing Services provides training for faculty, staff, and student leaders on alcohol and other drug issues, particularly how to recognize and intervene with someone who is suspected of having a substance abuse problem.  The Employee Assistance Counselor provides training for hospital supervisory personnel on recognizing and intervening with impaired health professionals.   


	 
	3. Counseling and Testing Services staff and the Employee Assistance Program Counselor are available to consult with students and employees about substance abuse related issues.   
	3. Counseling and Testing Services staff and the Employee Assistance Program Counselor are available to consult with students and employees about substance abuse related issues.   
	3. Counseling and Testing Services staff and the Employee Assistance Program Counselor are available to consult with students and employees about substance abuse related issues.   


	 
	 
	 
	 
	University Alcohol Policy - Campuses 
	 
	1. The sale, possession, distribution or consumption of alcoholic beverages on the campuses of the University of South Alabama is prohibited. 
	1. The sale, possession, distribution or consumption of alcoholic beverages on the campuses of the University of South Alabama is prohibited. 
	1. The sale, possession, distribution or consumption of alcoholic beverages on the campuses of the University of South Alabama is prohibited. 


	 
	2. Public intoxication on the campuses of the University of South Alabama is prohibited. 
	 
	3. The University may allow alcohol to be served at certain functions of student organizations and to other recognized organizations hosting functions in designated areas on campus. All organizations will be expected to follow all relevant University policies and procedures. All laws, ordinances, and University regulations must be carefully observed relating to the utilization of the privilege of alcohol consumption. 
	 
	4.    The responsibility for compliance with and adherence to University regulations and applicable state laws rests with the sponsoring organization and its advisors. The University of South Alabama, its trustees, officers and employees, do not assume any responsibility or liability for actions of the sponsoring organization or its advisors or members or other participants, with regard to alcohol usage. 
	 
	5. With permission, alcohol may be served at locations listed below.  All requests for permission to serve alcohol at a function on campus must be submitted to the Vice President of Student Affairs at least five working days prior to the date of the event.  Asterisks indicate areas in which alcohol, with prior approval, may be sold: 
	 USA Mitchell Center* 
	 USA Mitchell Center* 
	 USA Mitchell Center* 

	 Student Center Terrace 
	 Student Center Terrace 

	 Student Center Ballroom 
	 Student Center Ballroom 

	 Premises in and around Alumni Hall 
	 Premises in and around Alumni Hall 

	 Mobile Townhouse 
	 Mobile Townhouse 

	 USA Fairhope Campus* 
	 USA Fairhope Campus* 

	 Laidlaw Performing Arts Center 
	 Laidlaw Performing Arts Center 

	 Stanky Field and Clubhouse* 
	 Stanky Field and Clubhouse* 

	 Greek Housing 
	 Greek Housing 

	 Properties rented by USA 
	 Properties rented by USA 

	 Faculty Club* 
	 Faculty Club* 

	 Other locations may be approved by VPSA 
	 Other locations may be approved by VPSA 


	 
	6. Organizations granted the permission to serve alcohol at an event on campus must maintain appropriate insurance coverage, as required by the University.   Information about insurance requirements may be obtained from the Office of Risk Management. 
	 
	7. Security precautions, as specified by the VPSA, must be carefully observed.  Security is to be coordinated by the USAPD and will be paid for by the host organization. 
	 
	8. A copy of the Alabama Dram Shop Liability Statement should be prominently posted where alcohol is being served.  All servers must sign a liability statement declaring their familiarity 
	with Alabama Law on Dram Shop Liability, other relevant laws, and the University Alcohol Policy. 
	 
	9. Non-alcoholic beverages should also be available in adequate quantities.  Non-alcoholic beverages and food should continue to be available throughout the event. 
	9. Non-alcoholic beverages should also be available in adequate quantities.  Non-alcoholic beverages and food should continue to be available throughout the event. 
	9. Non-alcoholic beverages should also be available in adequate quantities.  Non-alcoholic beverages and food should continue to be available throughout the event. 
	9. Non-alcoholic beverages should also be available in adequate quantities.  Non-alcoholic beverages and food should continue to be available throughout the event. 



	 
	10.  Advertising for the event may not include any reference to alcohol including a reference to a function being BYOB (Bring your own bottle of alcohol) without the prior approval of the VPSA.   
	10.  Advertising for the event may not include any reference to alcohol including a reference to a function being BYOB (Bring your own bottle of alcohol) without the prior approval of the VPSA.   
	10.  Advertising for the event may not include any reference to alcohol including a reference to a function being BYOB (Bring your own bottle of alcohol) without the prior approval of the VPSA.   
	10.  Advertising for the event may not include any reference to alcohol including a reference to a function being BYOB (Bring your own bottle of alcohol) without the prior approval of the VPSA.   



	 
	11. Jurisdiction over non-compliance of these standards will depend upon the nature of the violation, the location of the event, and the individuals involved in non-compliance. In every case it is the sole responsibility of the organization to uphold standards set forth in this policy. Organizations found not in compliance by the appropriate administrator, or his/her designated representative, will be subject to loss of status as a recognized student organization or other disciplinary actions by the Univers
	11. Jurisdiction over non-compliance of these standards will depend upon the nature of the violation, the location of the event, and the individuals involved in non-compliance. In every case it is the sole responsibility of the organization to uphold standards set forth in this policy. Organizations found not in compliance by the appropriate administrator, or his/her designated representative, will be subject to loss of status as a recognized student organization or other disciplinary actions by the Univers
	11. Jurisdiction over non-compliance of these standards will depend upon the nature of the violation, the location of the event, and the individuals involved in non-compliance. In every case it is the sole responsibility of the organization to uphold standards set forth in this policy. Organizations found not in compliance by the appropriate administrator, or his/her designated representative, will be subject to loss of status as a recognized student organization or other disciplinary actions by the Univers
	11. Jurisdiction over non-compliance of these standards will depend upon the nature of the violation, the location of the event, and the individuals involved in non-compliance. In every case it is the sole responsibility of the organization to uphold standards set forth in this policy. Organizations found not in compliance by the appropriate administrator, or his/her designated representative, will be subject to loss of status as a recognized student organization or other disciplinary actions by the Univers



	 
	Additional Rules for Student Organizations  
	 
	1. No alcoholic beverages may be purchased through a student organization’s treasury nor may the purchase of same for members or guests be undertaken or coordinated by any member in the name of or on behalf of the student organization. 
	1. No alcoholic beverages may be purchased through a student organization’s treasury nor may the purchase of same for members or guests be undertaken or coordinated by any member in the name of or on behalf of the student organization. 
	1. No alcoholic beverages may be purchased through a student organization’s treasury nor may the purchase of same for members or guests be undertaken or coordinated by any member in the name of or on behalf of the student organization. 


	 
	a. Any monies used to pay for alcoholic beverages must be supplied by personal/private sources.  
	 
	b. No alcohol may be purchased with funds of an organization which are in accounts of the University of South Alabama. 
	 
	c. No organization may co-sponsor or co-finance a function where alcohol is purchased by any of the host organizations. 
	 
	2. Minors who are not affiliated with the University may not attend any function sponsored by a student organization at which alcoholic beverages are present. An official of the organization sponsoring the event must ask the minor who attempts to attend the function to leave. If the minor refuses to leave, USAPD and/or local police must be advised. 
	 
	3. Driver’s licenses are to be checked by security personnel to verify that persons are of legal drinking age before those persons may receive and consume alcoholic beverages. 
	 
	4. No student organization may co-sponsor an event with an alcohol manufacturer and/or distributor, charitable organization, or tavern (tavern defined as an establishment 
	generating more than half of annual gross sales from alcohol) where alcohol is given away, sold or otherwise provided to those present. 
	 
	5. All membership activities of any student organization must be dry. No alcohol shall be present at any pledge/associate member/novice program or activity of the organization. 
	 
	6. Open parties, meaning those with unrestricted access by nonmembers of the organization when alcohol is present, shall be prohibited. Guests must be invited by specific invitation, with the numbers of guests to be regulated by the VPSA. 
	 
	7. Alcoholic beverages should not be freely available (unrestricted access) and a designated server must be appointed to insure that no alcoholic beverages are served to persons under the legal drinking age or to persons who appear to be intoxicated. 
	 
	8. The event should have a definite beginning and ending time. The serving of alcoholic beverages should be stopped at least thirty minutes prior to the ending time of the event. 
	 
	9. Drinking “games” or any activity which encourages alcohol overindulgence or abuse are prohibited. 
	 
	            10. Keg beer or any bulk containers will not be allowed under any circumstances. 
	 
	 11.    Any event that is closed down due to any violation of city, county, state or Federal laws,                  
	    rules regulating crowd noise level, or University regulations, will subject the sponsoring                                         
	    organization to a review of its status as a registered University organization. 
	 
	 
	Disciplinary and Other Actions 
	 
	1. Students found in violation of any of these policies will be subject to the following: 
	 
	a. The student will be required to appear before the Student Conduct Administrator of the University who will assess the student’s behavioral report. 
	 
	b. If alcohol and/or drug use is determined to be a factor in the behavioral report, the student may be referred to the Substance Abuse Program of Counseling and Testing Services located in Alpha Hall East, Room 326.  
	 
	c. If it is determined that this Program is inadequate to meet the student’s needs, he/she may be referred to other agencies. The University assumes no liability for any costs which may be incurred in such a referral.   
	 
	d.  Depending upon the nature of the violation various sanctions may be imposed on the student including but not limited to the following: written reprimand, conduct probation, residence hall room transfer, removal from university housing, fine, 
	completion of substance abuse education, community service, suspension and/or expulsion from the University. 
	 
	2. Staff employees found in violation of these polices will be subject to the following: 
	 
	a. The Department Head and appropriate Human Resource Officer will access the behavioral report and evaluate for purposes of assistance to the employee. Appropriate sanctions may be imposed up to and including termination. 
	  
	b. If alcohol and/or drug use are determined to be a factor in the behavioral report, the employee will be referred to the Employee Assistance Program. The employee is required to call EAP (461-1346) to make an appointment with the Employee Assistance counselor within two working days of the referral. The employee will receive a professional assessment to determine whether chemical dependency or abuse exists. If appropriate, the employee will be scheduled for counseling sessions with the Employee Assistance
	 
	c. If it is determined that counseling sessions with the Employee Assistance Counselor would be inappropriate for the employee, he/she will be referred elsewhere for further evaluation. 
	 
	d. The appropriate Human Resource Officer, as well as the supervisor of an employee undergoing treatment or counseling for chemical dependency shall be notified by the Employee Assistance Program Counselor as to:  
	 
	i. employee attendance at counseling/treatment sessions, 
	ii. date/time when employee may return to work, 
	 
	e. Other state and federal requirements will apply with respect to health care professionals. To the extent that other legal requirements are more extensive than the policy enclosed herein and/or are more stringent, those will apply. 
	 
	3 Members of the faculty who may be in violation of the policies will be subject to all requirements of the Faculty Handbook as well as the following: 
	3 Members of the faculty who may be in violation of the policies will be subject to all requirements of the Faculty Handbook as well as the following: 
	3 Members of the faculty who may be in violation of the policies will be subject to all requirements of the Faculty Handbook as well as the following: 
	3 Members of the faculty who may be in violation of the policies will be subject to all requirements of the Faculty Handbook as well as the following: 
	3 Members of the faculty who may be in violation of the policies will be subject to all requirements of the Faculty Handbook as well as the following: 




	 
	a. The Department Head will confer with the Dean and the Vice President for the respective area to assess behavioral reports and evaluate for the necessity of assistance to the faculty member. Appropriate sanctions may be imposed, up to and including termination. 
	  
	b. If alcohol or drug use is determined to be a factor in the behavioral report, the Department Head and appropriate representative, either from the Dean’s office or the Vice President’s office, will meet with the employee concerning issues related to professional performance. 
	  
	c. In the event that the faculty member wishes to be referred to the Employee Assistance Counselor for assessment or counseling, or to treatment, those options will be available to the faculty member. 
	 
	Health Risks Associated with Alcohol and Other Drug Use 
	 
	Alcohol 
	Alcohol consumption causes a number of marked changes in behavior. Even low doses significantly impair the judgment and coordination required to drive a car safely, increasing the likelihood that the driver will be involved in an accident. Low to moderate doses of alcohol also increase the incidence of a variety of aggressive acts, including spouse and child abuse. Moderate to high doses of alcohol cause marked impairments in higher mental functions, severely altering a person’s ability to learn and remembe
	 
	Repeated use of alcohol can lead to dependence. Sudden cessation of habitual alcohol intake is likely to produce withdrawal symptoms, including severe anxiety, tremors, hallucinations, and convulsions. Alcohol withdrawal can be life threatening. Long-term health risks of heavy drinking include hypertension, stroke, cirrhosis of the liver, heart problems, brain and nerve damage, and sexual dysfunction. 
	  
	Pregnant women who drink alcohol may give birth to infants with Fetal Alcohol Syndrome. These infants have irreversible physical abnormalities and mental retardation. In addition, research indicates the children of alcoholic parents are at greater risk than other children of becoming alcoholics. 
	 
	Marijuana 
	Marijuana use increases the heart rate, impairs coordination, and reduces short-term memory. Use of marijuana during pregnancy may result in premature babies and low birth weights. Women may have irregular menstrual cycles and both men and women may have a temporary loss of fertility. 
	 
	Cocaine 
	Cocaine use can ulcerate the mucous membrane of the nose if snorted and cause hepatitis or other infections if injected. Cocaine abuse may be associated with severe depression, anxiety, and/or psychotic episodes.  Overdose deaths can occur when the drug is injected, smoked or snorted. Deaths are a result of multiple seizures followed by respiratory cardiac arrest. 
	 
	Amphetamines 
	Use of amphetamines may increase heart and breathing rates and blood pressure, cause blurred vision, dizziness, loss of coordination, and even physical collapse. An amphetamine 
	injection creates sudden increases in blood pressure that cause death from stroke, very high fever, or heart failure. 
	 
	Hallucinogens 
	Hallucinogen use (LSD, mescaline, mushrooms) may cause organic brain damage, such as impaired memory and attention span, mental confusion, and difficulty with abstract thinking. 
	 
	Barbiturates 
	Use of barbiturates in large doses (Amytal, Nebutal, Seconal) may cause slurred speech, staggering gait, poor judgment, and slow, uncertain reflexes. These effects make it dangerous to drive a car or operate machinery. Unconsciousness and death may also occur from large doses. 
	 
	 
	 XIX. CLERY ACT STATEMENT/ANNUAL SECURITY & FIRE SAFETY REPORT 
	 
	“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 policy statements concerning campus security, such as policies concerning alcohol and drug use, crime prevention, the reporting of crimes, sexual assaul
	“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 policy statements concerning campus security, such as policies concerning alcohol and drug use, crime prevention, the reporting of crimes, sexual assaul
	http://www.southalabama.edu/police/resources/fireandsafetyreport.pdf
	http://www.southalabama.edu/police/resources/fireandsafetyreport.pdf

	.  

	 
	 
	XX. TOBACCO FREE CAMPUS POLICY 
	The University of South Alabama is committed to providing healthy learning, working, healthcare, housing and recreational environments for students, patients, faculty, staff and visitors on all campuses.  
	 
	To support this goal, it hereby adopts the following 100% tobacco-free policy.  
	 
	Policy Statement  
	The use of all forms of tobacco products and nicotine products and smoking on all property owned (structures, land and vehicles), and/or in the possession of (leased, and rented by), the University of South Alabama is prohibited.  
	 
	This policy is applicable for all students, faculty, staff, temporary/contract employees, contractors, patients and visitors.  
	 
	Tobacco products include any products containing tobacco leaf, including but not limited to, cigarettes, cigars, pipe tobacco, snuff, chewing tobacco, dipping tobacco, etc.  
	 
	Nicotine products include any products containing nicotine for human consumption used in any type of electronic smoking device including, but not limited to, e-cigarettes and vaping. Also prohibited are hookah products used to produce smoke and/or vapor from the burning of tobacco, shisha and other plant matter.  
	 
	Smoking includes inhaling, exhaling, burning, or carrying any lighted or heated tobacco, marijuana or plant product whether natural or synthetic, intended for inhalation.  
	 
	Cessation products specifically approved by the U.S. Food and Drug Administration for use in treating nicotine or tobacco dependence are excluded.  
	 
	Note: Personally owned vehicles are excluded. USA Hospitals and Mitchell Cancer Institute locations adhere to their specific policies. 
	 
	Smoking Cessation Resources 
	P
	Span
	The University of South Alabama is committed to helping employees and students who wish to 
	quit smoking and using tobacco products. Tobacco cessation resources are available to all 
	employees through the
	 
	Office of Human 
	Resources at
	:
	 
	http://www.southalabama.edu/departments/financialaffairs/hr/benefits.html
	http://www.southalabama.edu/departments/financialaffairs/hr/benefits.html

	. Tobacco cessation resources are available to all students through the Student Health Center at: 
	https://www.southalabama.edu/departments/studenthealth/ 
	https://www.southalabama.edu/departments/studenthealth/ 

	and the Counseling and Testing Services office at:  
	https://www.southalabama.edu/departments/counseling/
	https://www.southalabama.edu/departments/counseling/

	. 

	 
	Enforcement 
	The enforcement of the policy will be educational and focused on informing all members of the University community and campus visitors of this new policy, and providing information about cessation resources. The success of this policy depends upon the thoughtfulness, consideration, and cooperation of smokers and non-smokers alike. 
	 
	Based on experiences at other universities who have instituted tobacco-free policies, it will take time for the educational and informational messages to reach all areas of campus and all audiences. If you see someone smoking on campus and are comfortable approaching them, you can say: “Excuse me, you may not be aware, but University of South Alabama is a tobacco-free campus….meaning that tobacco products are prohibited on University of South Alabama property, grounds, and parking areas. Thank you for your 
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	See more at: 
	http://www.southalabama.edu/specialprojects/tobaccofree/#sthash.F1UUY27m.dpuf
	http://www.southalabama.edu/specialprojects/tobaccofree/#sthash.F1UUY27m.dpuf

	  






