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MESSAGE FROM THE PROVOST AND INTERIM VICE PRESIDENT OF ACADEMIC AFFAIRS

Tennessee State University provides the Academic Affairs Operating Manual to ensure you have the most
current procedures to guide the day-to-day operations of your academic units.

| am grateful to serve as Interim Provost and Vice President at Tennessee State University, an institution
with impeccable reputation and rich accomplishments! Serving in this capacity is humbling and exciting.

We are currently facing challenging opportunities, and it is during these times that we can look to and
expand on the historic legacy of Tennessee State University. This legacy is built on the scholarship,
learning, and the service of great leaders, faculty, staff, and studentsd all of whom have created an
institution grounded in community by facing and overcomings oci et y 6 s gnges.aAsan$iBCUc hal | ¢

we strive to meet this moment. Academic Affairs is committedtoe x pandi ng T S Uabidwonkimgp ut at |i

with the foresight needed to ensure we excel and prevail as a world class community of scholars! As
COVID-19 challenges us and we grapple with issues related to social justice, TSU stands as an integral
part of fostering a campus of innovative growth, research, and learning.

Our ongoing entrepreneurial mindset impacts our culture of learning and excellence. Our strong tradition
of teaching and compassionate attitude ensures our students succeed to secure meaningful careers
across the professional spectrum. Our classrooms integrate theory, research, and practice by using
traditional and new methods. The office of the provost is committed to student learning, success and
lifelong opportunities. Students have the opportunity to learn from our world class faculty, and we have
the responsibility to enhance our curriculum. The office of the provost brings together academic
leadership and resources across the university to enhance academic excellence in teaching, research,
creative expression, and service.

It is an honor and privilege to serve as Provost. | look forward to working with each of you as we face
great opportunities for a successful future.

Sincerely,

Michael Harris, Ph.D.
Interim Provost and Vice President of Academic Affairs

2022-2023
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DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

PREFACE

TheDivision of Academic Affairs Opev@imalis a document containing information on Academid
A f f dricturer@proceduraitepdorimplementingiriou®peratinfunctions'hemanuaiksintended
toserveasaguideandreferencéorthosevhohaveresponsibilitiestheDivisionfAcademiéffairsThis
is a living document (linked from the Division of Academic Affairs homepagpelete fecflitattons
areaddechndprocedureshangeltis notallinclusiveandwherenconsisten@xkistsTennessee State
Laws and Tennessee State University (TSU) policy and procedures take precedence. A deliberatg

effort has

been made to duplicate information (where contained in other manuals from various support ufits of the

Universitgndother entitiegnd live links to materials, famadselevant resources or online documents
have been inserted throughout the document to make information centralized and readily availabl

This document may contain several sets of information formerly issteedasisepdsa such as the
Handbook for Adjunct Facliltg Advisement GuiSeammer School Conditithe Graduate and
Undergraduate Catalogs,Stlent HandboakndGuideline for Annual Repdksensively used
documents are also available disthidromepage

The manual contains one hundredrex{¥61) procedures and processes categorized into the follow
eight sections:

Sectionl: Academic AffalRelated Processes (59),

Sectionll: UniversitiRelated Processes (46),

Sectionlll: BudgeRelated Procesq@d),

SectionV: University Computer Systems (2),

SectionV: Research, Grants, and Contracts (14),

SectionVt PersonndRelated Processes (21),

SectionVIt  TraveRelated Processes 24

SectionVIll  Other (6), which includes a directory of the Aiféaiesnic

administratissistants.

Each procedure inelsi@ brief definition, descrjatiatior instructions of what is involved, including any
necessary contact information or link to relevant resource, followed by the STEPS one should
accomplishing the task at hand. If a form is required thecaptual form, and a link to the online form
is provided in the manual i n t hend&TbEghS ors e ¢
page 51(nd a dynami@ble of Contemts pages 3 through 10.

D

follow for

This document is not in its fimaldoe to constantly changing situations and conditions. The proceddires

and practices contained within this manual are subject to change at any time. It is, therefore, im
keep your copy current and updated, and frequentlyRikestrttef Academic Affairs homepage
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PROJECTOVERVIEW ANDMELINE MEASURING THRESULTS OFYPETRAINING
OFACADEMIAFFAIRSUPPORBTAFE REVISING THECADEMIAFFAIRS
OPERATIN®MANUALRESEARCISTUDY

PROJECT OVERVIEW:

This overview provides the scientific method for development, compilation and orgaceetgioit of this
Affairs OperatiManual The MyeiBriggs Type Indic8tavas administered to sigtyen (67) key support
staffintheDivisionfAcademiéffairs Theoveralgoalbfthisprojectvastoaligntheexistingh\cademiéffairs
Operations Manudth The Academic Master Plar2P068and TSUs 2@10L5 Strategic Plan todake
theinformatiogasilyaccessiblendavailablenlingofacultyandstaff. The goal of this proje¢tadd value to

the TSU community in the development and preparation of young adults, thereby increasisg gradu
indirectlpytraininginddevelopingcademiéffairsupporstafthrougla human resource perspeciihe
application af human resources leadership apgmgadeshesupporstaffintherevisiorprocessthus
givinghema senseofownershimthisresultinghanual.

The decision to pilot a personalitgpppeach (i.e., the Mygniggs Type Indic&tavith Academic Affairs
support staff at TSU was arrived iy the Academic Master Plan (AMP) as a guiding. fiémsework
approach encouraged engagement and coopefatioconsecutive staff dpmedat workshop/training
sessions designed specifically to review and uat#?fie? Academic Affairs Operations Procedures
HandbookTheKirkpatrick Model for Evaluating Effectiveness of Training(I@@8jyamas used as a
framework for evaluasitagf development programs on four increasingly complex levels using a variety
collection instruments.

Themultifacetguurposefthisprojecivas:(ajtoharnesbespracticestreamlinendupdatehecurren2011
2012Academigffair©peratingrocedurddandboqgkb)toengage¢hesuppodtafintrainingndprofessional
development that would increastemer servieed enhandearningand, (cjo develop a Professional
Development Training Unit based Myd¢heBriggs Type Indic&{d1BTY) that could later be tailored for
other divisions within the organization. It was decided to adopt a human resources approach (Bolmar
2011). This report contains the results of te&.pilot

The mjor findigs of this projeetvealed thafa) by engaging the staff in the operations manual revisio
process, there was increased |l earning ®srmad in
excellent teambuilding tool for increasing-podiignand communication skillgie(d)IBPlhelps team
members to build communitgctidn research builds basic leadership skills in a safe envirtrement; (e)
MBT®training reduces conflict and enables change in organizations; (f) staff mamlikeyaie set
realistic goals and niikedy{tomeethesegoals(g)typetrainingsexcellerforsupportindiversitjrainingnd
helpsndividuals gain insight into otretghbetter relationships lead to increased moralsatisfigoton.

It was concluded that MBRdits validity to teambuilding, diversity, communication, asolpnaplem
programs workshop/training by providing a valuable tool and logical gettinturacfprainted and
collaboratirig the workplace. The following benefits of the tM8Thiversity and its staff and students may
include(a)increasedaluandiversityb)reducedonflictic)betterelationshipgithcoworkergd)inceased
customer service; and (e) organized structure for individual and group rpféeuiing.action
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PROJECT TIMELINE

Phase |

Anitiative to update 20822003/AcademiciAffairs Handbbgkormer Vice President, C

Augustus Bankhead (approximately 40 procedures) included as o9 b1 thea?d 10«
M . former Interim Vice President Kathleen McEnerney and supporesidgnvizeriais
JUNE 530 - - Gendron and Interim Provost Millicent-lackses

JuLy 2011

AConducted Monthly Support Staff tairksbor
AShared problems, solutamgexpertise

. P AConsidered how behavior affects saidation
JULY 2011 = | Acained foundational knowletigee

Oct 011

A 296 partially writterocedures
NOVEMEER | Avo sections

2011

AMyersBriggs Type Indicator (f)BErsonalitkssessment
APretest Assessment (How easily accessible is information rejate;

DECEAMER
2011

ACollaboratively developed first draft Table of Corentseth®perational:Rroced: }
Manual

14
2022-2023




N\

MARCH - MAY
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Phase I

~

ﬁEnge_\ged Support Staflamual Revision Process through series of teambuildingaivorigshop
sessions:

ACommunicatiekills
AProblersolvingkills
Amprovement in mojalesatisfaction

J

~

ABrainstormeatiditional topics to include in Table of Contents and order of protkeures within
annual

ADivided into smaller groups (based on MBTI workstyle typejsigntaskis

AManual Organization (NT); Directory and Support Staff information (NfjnBaadfing, E
Formatting (ST); and Distrit{@®©n

AProcedures were classified and grouped into eight distinct sections to match thp@;tions on the

s f ”ybulvcy)
A Brainstormed for additional topics o inclu
JUNE - JuLy | manual ‘
n n A Divided into smaller groups (based n MBTI
4.01.. A Procedur es wer e eightldiatiacssedtidn ednateh thd segions emple i nt o

AUGUST 2012

N

nent<(res-the-res: y-surveyy

/

APublication approved by the Office of URiublisiagions
Alntroduction of timanual to the TSU community at FaculiygsiStet
port
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Phase IlI
~
AAcademiaffairs Support Staff Personnel and College Deans used the -
SEPT 2012
ARRIL 2013
AEvaluated effectiveness of electronic manual thrmsitagasssment to academic affairs
administrative assistants
May 201%
v,
AUniversitwide distribution of electronioahenTStbmmuni
AUGUaY 201%
J
Phase IV
B
AAcademic Affair Operating Manual Committee reviewed and updated manual under direct
e Mark
OcTuER
2014 Y,
B
AAcademiaffaiOperatinylanuaCommittegontinuedithrevisionandupdatednanualeflectin
EepRUNA changes in organizational structure.
DRI
2015 y,

16
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Phasev

~
AAcademic Affairs Operating Manual Committee sought feedback froepeeamsmmairs.
Al Committee continued to review and update manual under direction of VPAAr@yr. Mark G.
~
AMembers added to Academic Affairs Operating Manual Committee. Manual updatetiBRitissoitgibpo:
J
)
AAcademiéffairOperatiniylanuaCommitteeontinuedithrevisionandupdatedinksinthemanuateflectinghangein
organizational structure and revised policies, forms, and handbooks.
J
)
1octobe AManual uploaded to Academic wihisite, and committee sought comments and |
2017 J
() ")
Y 13{ Academi c Affairs Oper at i nsyggédton
Decemb
201
o
ATrainingf TSUStaffonuseoftheManual anoberatingystemsssuancefContinuingducatio@ertificatesyaluatio
ANanuary and update bfanual.
2018 J
Phase&/|
~
AUpdated Operating Manual to agrtawdures.
Jury2019
2020 J
~
ACont. updating the Operitargual.
Juv2026
2023 _J

The fullesearch report begins on page 489 of the Academic Affairs Operating Manual
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NAVIGATING THEANUAL

Using th& ABLE OF CONTENTS

Open the .pdbcument.

Scroll through thable of Conteifidanual pagesld) to the desired topiprocedure.
Hold cursor over link and click to go directly to the page cantaimiagitime
Click therdfumackod button to

UsinBOOKMARKS
Operthe.pdfdocumentinterneExploretherrighttlicknthewhitearea{bordergandclick

fishow navigationd to s eehatdre@umhaftfdeenwi ng t hr ee

o Page Thumbnail§&o to specific pages using thuimiagsis.
o0 BookmarksGo to specific points of interest using bdioksiark
o Attachmers: View filattachments.

Click on the ABookmar ks o i con.Tabk ofi@entenisl openg

along the righaaind sidscreen.

Clickthefi syimbahfrontofeachindividugectiotodisplayllproceduresontainedithin
thatsection.

Click on the specific Procedure to go directly to the page cointiaimmegitrat

Using SEARCH WORD BRRASE

Open the .pdbcument.

Choose AEditbdarfrom the top menu
Scroll down aSedarscen.ecct fAAdvanced
A new screen will appear providing a space for a seayrased or

The word or phrase will be highlighted or appldarim throughouteéldocument.

Using thelVELINKS

Hover over the desi rdecdmeiitl i veo | ink withing
Click on fdinkontrol o and the
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ORGANIZATIONAIHARTS

Pursuant to the Focus on College and University Success (FOCUS) Act, Tennessee State Un|versity is

governed by a Board of Trustees. Per Articl& ¢mfiélssee State University Board of Trustees bylawsg,

the Board is vested, by law, including the FOCUS Act, with the power and authority to govern the|University

and to exercise all powers and authority of the University

ThelO0membeBoardfTrusteescomprisedfeigh{8)personappointedndapprovetlytheGovernor
and ratified by the Tennessee General Assembly, one (1) facafipdinisiédy the TSU Faculty
Senatgand one (1) newting student trusiempointed by the TSU Boafdustees. The initial terms
ofthememberappointedythegovernoshalbe:threg3)memberwillserveathreeyeatermthreg3)
membershalkerveafouryeatermandiwo(2)membershalkervea sixyeartermAftetheinitiaterms

ofappointment expire, successors shall be appointed for six (6) year terms. The faculty trustee wjll serve a

tweyear term and the student trustee will seryeartene.

The members of the TSU Board of Trustees are as follows: Dr. Deborahtéph@al€dvtvels Mr.

Bill Freeman, Dr. Richard Lewis, Ms. Pam Martin, Mr. Obi McKenzie, Mr. Andre Johnson, Dr. Joseph W.

Walker, lll, Dr. Ali Sekrfraculty Trusteend Mr. Braxton Simp&tadent Trustee.

The organizational charts are diagrams reettentmanagement structure of Tennessee State

University showing the responsibilities of each division and department/units, the relationshigs of the
departments/units to each other, and the hierarchy of management. President Glover,treports dirgctly to

Tennessee State University Board of Trustees.

The organizational charts for the Office of the President and the Office of the Vice President for \cademic

AffairdVPAAgrereflectednthenextwopagesTheP r e s icltherafldctéhedirectepatsinclusive
of the following: Vice Presidents for Academic Affairs, Vice President for Administration, Vice Prg
Research and Sponsored Programs, Associate Vice President for Administration and Chief of §
PresiderforBusinesandFirance VicePresiderforEnrolimenflanagementjcePresiderfor Student
Affairs, Legal Counaell Director of Inteuadit.

TheorganizationaharfortheOfficeofthe ProvosindVicePresiderforAcademiéffairfVPAAshows

sident for
taff, Vice

the Vic®resident for Academic Affairs and the direct reports which includes: Assistants to the Prgvost and

VPAAAssistant Vice Presidemimdinciadid Assistant Vice President of Compliance and Qperation
Associate Vice Presidents for Academic, Buggrand Fiscal AffgiExtended Education/Director
Avon Williams Campus, Academic Plandbigector of Academic Initiaidesns of the Colleges of

Agriculture, Business, Education, Engineering, Health Sciences, Liberal Arts, Life am&$®hysical |[Scie
and Public Serviétonors; Dean of the School of Graduate and Professional Studies; Directors of Center

for Entrepreneurship and Economic Development, Advancement and Stud@midfranfsitioason

Officer, Libraries and Media C@&ittell, Managing Executive Director of IE, Research, Planning a]’d

Assessment, Diversity and International Affairs, Health Initiatives, Service Learning and Civic En
Commander of AFROTC; and, Faculty and Steffréampeatesons.
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Organizational Chart for the Office of the President

BOARD OF TRUSTEES AUDIT COMMITTEE

DIRECTOR OF INTERNAL AUDIT
Internal Audit
| ADRIAN DAVIS 1

EXEC. ASSISTANT
Office of the President

TENNESSEE STATE UNVERSITY

ORGANZATIONAL CHART
PRESIDENT
2021-2022

TENNESSEE STATE UNIVERSITY

BOARD OF TRUSTEES

PRESIDENT
Office of the President
GLENDA GLOVER

ARLENE NICHOLAS-PHILLIPS|

ADMIN. COORDINATOR
Office of the President

SR. OFFICE ASST.
Office of the President

ZANETTA GOOCH

UNIV COUNSEL/SECR TO BOARD
Offica of University Counsel
LAURENCE PENDLETON

PROVOST AND VICE PRESIDENT

Academic Affairs

VICE PRESIDENT

VICE PRESIDENT

MICHAEL HARRIS (Interim)

Business and Finance
DOUGLAS ALLEN

nstiutional Advancement
JAMIE ISABEL*

ASSOCIATE VICE PRESIDENT
Research & Sponsored Proprams.

ASSOCIATE VICE PRESIDENT

Student Affars

ASSOCIATE VICE PRESIDENT

Recruitment. Admissions & Student Sarvices

QUINCY QUICK

FRANK STEVENSON

TERRANCE IZZARD

ASSOCIATE VICE PRESIDENT

ASSISTANT VICE PRESIDENT

CHIEF OF STAFF

“Contracted Cansultant

SMART Technology Public Relations & Communications Office of the President
TON W. KELLI SHARPE CURTIS JOHNSON
DIRECTOR
Athletics
MIKKI ALLEN
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Organizational Chart for the Office of the Vice Presidentftenic Affairs (VPAA)

SEE STATE UNIVERSITY
ORGANZATIONAL CHART
ACADEMIC AFFAIRS

2021-2002

PRESIDENT

PROVOST AND VICE PRESIDENT
Academic Affairs

M. Harris (Interim)

ASSISTANTS TO THE VP
Office of #1e Vice President
€. McCutcheon
T. Davidson

e

SENATE CHAIRS
K. Triplett {Faculty Senats)
M. Clayborn (Staff Senate)

EXECUTIVE DIRECTOR
Budpet and Fiscal Affairs

ASSOCIATE VP

Extended EdiAvon Wms Campus

DEAM

Graduate and Professional Studies

ASSISTANT VP

Acadesmic Planning

CHIEF OF STAFF
Executive Direcior
Academic Iniliafves

A Frame E Natties R. Maiton €. Young (Inberiem) C. Robinson (interim)
| | I
CHIEF INFORMATION OFFICER MANAGING EXECUTIVE DIRECTOR DIRECTOR
instmscnal Eftecsueness, Ressarch, Plannng|
Information Technology and Assessment Quality Enhancement Plan
T. Warren ©. Andersan 0. Jaggers
DEAN DEAN DEAN DEAN DEAN
Callege of Agriculture Callege of Business College of Education Colege of Engineering Callege of Health Sciences
. Reddy M. Lownes-Jacksan J. Haynes L. Li {interim} R Barrado
DEAN DEAN DEAN DEAN COMMANDER
College of Libsral Arts Coliege of Life and Physical Scences College of Public Sanvice Honors College AFROTC®
5. Morgan-Curtis (interim) H. McMurray (Interim) D. Butler (intarim) €. Jackson N. Calloway
EXECUTIVE DIRECTOR EXECUTIVE DIRECTOR EXECUTIVE DIRECTOR EXECUTIVE DIRECTOR DIRECTOR
Enireprenevrship & Eccnomic D Intemasioral Alfairs Library ard Media Centers Titte I1 Advisement and Student Transitcns
J_ Kessler (interim} J. Winn G. Alvin (intarim] M. Seward (Interim) K. Bonner
| | |
DIRECTOR DIRECTOR DIRECTOR
S Learning & Chic TRIO Programs Testing Center
E. Schmaller V. McGee-Hayes T. Gary-Davis

* Non-Instiutional funds
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Organization Charts for Colleges and Units within the Division of Academic Affairs

The organization charts for each college/unit within the Division of Academic Affairs may be acce

DIVISION OF ACADEMIC AFFAIRS OPERATING |

sed by

first clicking on the following link to display the master organizational chart for the Division of Acagemic

AffairsDivision of Academic Affairs Organization@r€eaybu open the link, you will see a screen

similar to the figure depicted below. To view aggetiational chart, click on the box of the

appropriate

coll ege/unitds name.
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https://www.tnstate.edu/academic_affairs/documents/AcademicAffairsOrgChartsFY19.pdf
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TENNESSEE STATE UNIVERSITY ORGANIZATIONAL CHART

VICE PRESIDENT for ACADEMIC AFFAIRS

College of Agriculture College of Business College of Education
Family B
e Early Leaning | - Agricultural Accounting & Law o o E Teaching and ol
Sciences Center Sciences L aring

- n
College of Engineering
Civil And
Architectural g.e‘::::,‘ | Cg PnL::t:r
T = : S 3

College of Health Sciences

| | l
1 | e
| = | I

Honors College

School of Graduate &
Professional Studies

AF C
Community College

Electrical & Aeronautical & Pathology
Computer industrial
Engineering Technology

Public Health
Respiratory Care & H:::S, . Human
Heaith Administration& | Performance &
Health Science Sports Science

College of Public Service

Sacial Work Urban Studies Occupational School of Nursing
Therapy

Chemistry Biological Sciences e
ences

Massie Chair of Initiatives
Excellence / TLSAMP
International Affairs

uage

Institutional Effectivness & Title 11l

WRITE

Center of Entrepreneurship and Center for Extended Education &
Economic Development Public Service
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UNIVERSIT&ONTACTS

VICE PRESIDENTS AND DIRECT REPORRESIODENT

PHONE; (615):968x

NAME POSITION/TITLE @tnstate.edu
GENERAL DIRECT
Mr.Douglagllen Vice President Busiresd-inance dallen59 7411 7411
Dr. John Cade Vice PresideBhrollmemflanagement jcade 5105 5107
Dr. Frances Williams Vice President ResearcHmsidution&ldvancement  fwilliam 7631 4924
Dr. Frank Stevenson Associate Vice President Stédieits fstevem 4920 5644
Dr. Michael Harris Provost and Vice President AcatiéanigInterim) mharris50 5301 5301
Dr. Curtis Johnson Associate Vice President andotstaff johnsonc 1489 1489
Dr. Mikki Allen Athleti®irector mallen 5034 1545
Attorney Laurence Pendle Universit@ounsel Ipendleton 7923 7925
Ms. Kelli Sharpe Assistant Vice President FRélation€ommunications wksharpe 7401 7401
Ms. Adrian Davis Directointernafudit adavis74 7656 7656

ASSOCIATE VICE PRESIDENTS (AVP) FOR ACADEMIC AFFAIRS

PHONE: (615):968x

POSITION/TITLE tnstate.edu
NAME © GENERAL DIRECT
Ms. Adrienne Frame Executive DireqBudgeand
Fiscalffairs) aframe 5301 5280
Dr. Clara Young Associate Vice President for Acafémni€Academic . .
Supporinterim) jrobinson 5301 5474
Associate Vice President AcaAéairgExtended
Dr. Evelyn Nettles Education/AWC) enetlesl 7001 7004
Ms. Marjorie Seward Executive Director (Intefittg 111 mseward 7043 7063
Ms. CordislcCutcheon Assistant to Vice PresideAtcemiéffairs cmccutcheon 5301 5306
Ms. Tamica Davidson Assistant to Vice PresideAdademiéffairs tdavidson5 5301 5305

COLLEGE OF AGRICULTURE
PHONE (615):988¢

NAME POSITION/DEPARTMENT @tnstate.ed GENERAL DIRECT
Dr. Chandra Reddy Dean, Agriculture creddy 7561 5863
Dr. Samuel Nahashon Chair, Agricultural and Environmental Scienc snahashon 5825 5829
Dr. Veronica Oates* Chair, Human Sciences voates 5601 5625

COLLEGE OF BUSINESS

PHONE (615)7968%x

NAME POSITION/DEPARTMENT @tnstate.ed GENERAL  DIRECT
Dr.Millicent Lownédackson Dean, Business mlownes 7136 717
Dr. Retta Guy* Associate Dean rguy 5145 7176
Dr. Chunxing Fan* Chair, Busineagministration cfan 7123 7338
Dr.Eva Jermakowicz Chair, Accounting & Law ejermakowic 7162 7164
Dr.Nelson Modeste Chair, EconomicEifance nmodeste 7145 7131
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Dr.Muhammad Mtah

NAME

VACANT
VACANT

Mr. RonniBaker
Mr.Marlo Wilt
Ms. Lisa Smith

NAME

Dr.Jerri Haynes

Dr. Heraldo Richards
Dr.Rajah Smart
Dr.Rashedaell

Dr. Keisa Kelly
Dr.Beth Christian

NAME

Dr.Lin Li*

Dr. Frances Williams

Dr. Ivan Mosley
Dr.Catherine Armwe@drdon
Dr. Ali Sekmen*

Dr. M Saleh Zesabatto*

Dr. Landon Onyebueke

NAME

Dr. Ronald Barredo*
Dr.Mohamed Kahu
Ms.Christine Hamilton
Dr. Garee Lewis
Dr.Elizabeth Brown

Dr. &son Smith
Dr.Cathleen St. Dertnis
Dr.Patricia King

Dr. Tina Smith

Dr. Maria Revell*
Dr. Courtney Nyange*

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

COLLEGE OF BUSINESS{nued
Chair, Businebsormation System mmiah

POSITION/DEPARTMENT @tnstate.edu

Chair of Excellence in Banking & Financial Servic
Chair of Excellence in Accountancy

Network Systems Manager rbaker15
Director of Public Service mwilt
Director of Experiential Learning / Career Ismith11

COLLEGE OF EDUCATION

POSITION/DEPARTMENT @tnstate.edu
Dean jhayne27
Associate Dean hrichards
Assistant Dean rsmart
Chair, Educational Leadership rbell31
Chair, Psychology kkelly5
Chair, Teaching & Learning bchristianl

Director, Center for Career and Technical Educ

COLLEGE OF ENGINEERING

POSITION/DEPARTMENT @tnstate.edu
Dean 1lil
Associate Dean frwilliams
ChairApplied and Industrial Technologies Imosley
Chair, Civil & Architectural Engineering carmwood
Chair, Computer Science asekmen
Chair, Electrical Engineering mzein
ChairMechanical Engineering lonyebueke

COLLEGE OF HEALTH SCIENCES

POSITION/DEPARTMENT @tnstate.edu
Dean rbarredo
Associate Dean mkanu
ChairRespiratory Care & Health Information M( chamilts
Chair, Dental Hygiene galewis

ChairPublic Health, Health Administration & Health ebrown2
Chair, Human Performance & Sport Sciences  jsmith66

Chair, Occupational Therapy cstdenni
Chair, Physical Therapy pking5
Chair, Speech Pathologydiology tsmitB1

SCHOOL OF NURSING

Executive Director mrevelll
Associate Degree Nursing chines3

25

7015

7088

PHONE: (615):968x
GENERAL  DIRECT

7121

7121
7121
7121

7321

7044
7369
7137

PHONE; (615):988x
GENERAL  DIRECT

5451
5459
5109
5450
5141
5465

5446
5620
5045
2299
5157
5465

PHONE; (615):988x
GENERAL  DIRECT

5401 5399
5401 4924
2518 5378
5421 5416
5800 5712
5381 5369
5391 5425
PHONE; (61853x0x

GENERAL  DIRECT
7436 5392
5924 7326
7431 7420
5791 5546
7367 7252
5581 2114
5891 5953
5881 5932
7072 7057

5251, 5253 5254
5251 5266
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SCHOOL OF NURSIN@(inued
Dr. Pinky NoHBgitton BSDegredlursing pnoble 5273 7615
Dr. Donna Kenerson* MSDegredlursing dkenerso 5252 5255

COLLEGE OF LIBERAL ARTS
PHONE; (615):968x

NAME POSITION/DEPARTMENT @tnstate.edt GENERAL  DIRECT
Dr.Samantha Morg@artis Dean scurtis 7516 7517 7518
Dr. Joel Dark AssociatBean jdark 7516 5516
Ms. Kaleena Sales Chair, AgndDesign ktucker2 5921 5921
Dr.Tameka Winston* ChairCommunications twinston20 5741 5804
Dr. Deborah Buiigschen ChairCriminalustice dburriskitcher 5571 5588
Dr. Oscar Miller ChairSociology omiller 5511 5559
Dr.Michelle Pinkard Chair, Languages, LiterafiPéjlosophy mpinkarl 5641 5730
Dr. Adebayo Oyebade* Chair, History, Geograploli§icabcience aoyebade 5471 5506
Dr. Robert Elliott ChairMusic relliott 5341 5347

COLLEGE OF LIFE AND PHYSICAL SCIENCES

NAME POSITION/DEPARTMENT @tnstate.edu PHONE:; (615)196@«x
Dr.Nolan McMurray Dean and Direchdassi€hair nmcmura 5501 5854
Dr.Jeanetta Jackson ChairMathematic8tiences jwilliams 5811 5869
Dr.Xaiofei Wang* ChairBiologic&8ciences xwang 5681 2541
Dr. Mohammad Karim ChairChemistry mkarim 5321 5344

COLLEGE OF PUBLIC SERVICE

PHONE; (615):968x

NAME POSITION/DEPARTMENT @tnstate.edt GENERAL DIRECT
Prof. Delores Butler* Dean dbutler 7201 7666
Dr. Rodney Stanley ChairPubliddministration rstanleyl 7241 7249
Dr.Delores Butter Chair, Social Worki&arProfessions dbutler 7201 7666

PHONE: (6 18B3xxx

NAME POSITION/DEPARTMENT @tnstate.ed GENERAL DIRECT
Dr.Kimberly Triplett Facultysenat€hairperson ktriplet 7967 7025
Dr. Coreen Jackson* DeanHonor£ollege cjackson7 5731 5802
Ms. Glenda A®in Executive Directomiversity LibrariesdedigCenters  galvin 4997 5230
Dr. Samantha Morgzurtis DirectolWWRITE scurtis 4999 1536
Dr. Robbie Melton* Dean, School ot Graduatéestessionstudies rmelton 7388 7059
Mr. Martail Clayborn StafiSenatehairperson mclayborn 5301 2592
Dr. Sharon Peters Executive Director, CommDailggénitiatives speters 5301 1845
Dr. Jewell Winn Executive Directoternationalffairs jwinn 5450 4977
Dr.Jacqueline Kessler* Exec Dir., Entrepreneurship and Ecbeumlapmettr  jkessler 7392 7392
Mr.John Ordung Director, TN Regional Small BuBieesmpme@ir jordung 7369 7158

* Interim Deans, Department Chairs and/or Directors
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TENNESSESTATEUNIVERSITRESCRIPTIVBVERVIEW

General Statement

Tennessee State University was founded in 1912 as d&&eshaitlenal school and has grown into a
nationallsecognizedcademimstitutionStudentfromatleas#é2statesand45countrieshoos& SUto

further their educationinmore88tara c hel or 6 s &maseer s odeegghts e &
doctoradreas.

A comprehensive urbarediecational, lagdr ant uni versity, TSU®6s 50
than 6%uildings, outdoor facilities, farm, and pasture lands along the beautiful Cumberland Riv
westermesidenti@reaofNashvilleOurdowntowAvorWilliamsampuss locateshearthecentepfthe
cityds busi ndissgid. and gover nment

Mission

Tennessee State University, through its legacy as an HBCU and land grant institution, transfo
prepares a diverse population of leaders, and contributes to economic and community develo
providing affordable and accessible educatioa@ispabgrarious degree levels promoting academid
excellence through scholarly inquiry, teaching, research, lifelong learning, and public service.

Vision Statement

Tennessee State University aspires to be the premier peblicpretemsive institution achieving prominence
through innovation and instruction, research, creativity, and service with the dissemination of knowledge al
information

Core Values

Learning everyday

Making excellence a habit
Thinking beyond tiesious
Working relentlessly

Serving everyone, we encounter

= =4 =4 —a -

Five Key Performance Indicators

Graduation Rates; Customer Service; Campus Infrastructure; Diverse Revenue Streams; Camp
and Safety

University MottoFhink, Work, Serve.
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MAIN PLANNING DOCUMENTS

3Envisioning tifigture through the Lens of Our Heritage
The Academic Master Plan (AMP) hasidwedoped through an inclusive and transparent
procesdt makes compellingaseforchangendproductivigt TSUbecausefanincreasingly
competitiveigheeducatioanvironmeriDatahasinformethedevelopmenttheplanashave
theviews of multigakeholders.

BuildingntheU n i v eMissiaahdZdieyaluegp.8)theAMPsupporttheU n i v eVisisn t y §
of achieving fAinational and international
for gl ob®.lltdeoso,iinegptary throughpa complementary Academic Vision State
(p.9). At the core of the AMP is strengthening quality in every aspect of the University
academic programs, student, research, staff, and in all services ppotieids;e)d

aReimagining Our Future: Impact 2GUals and Expectation: Transforming
Tennessee State University;
VISION

MISSION

CORE VALUES

?lAccess and diversity planning and implementation are guided by the
following principles:

ATennessee State University, as an educational entity, values the unigiueieesotlits

employeesndconstituentbpthindividualgndcollectivegndharnessethisplurality

to promote the common interest of the institution and the varigesvesblics it
ADiversitincludetherecognitionfandrespediordifferencesoupledvithanappreciatidior

the uniqueness of individualergadizations.
ADiversity is one of the core values of the Uhlw*sw&ccemd Diversifan
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https://www.tnstate.edu/academic_affairs/documents/AcademicMasterPlan.pdf
https://www.tnstate.edu/academic_affairs/documents/AccessandDiversityPlan.doc
https://www.tnstate.edu/academic_affairs/documents/AccessandDiversityPlan.doc
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UNIVERSITMAJORCOMPUTERYSTEMS

The University6s dasijbedbelowevith@ssdciated lirkypsovidnmaccessr e
instructions for navigation, and proper use.

PeopleAdmi(BystemAdministrator Ms. LINDASPEARSDIRECTORFHUMANRESOURCBST hiscomputer
systenistheHumarResourc8ystenfioradvertisingositiongsubmissioofapplicatiorferemployment,
interviewing, and hiring of all permanent and temperapjoyses.

Tiger$hoppéSystem AdministratelVr. JOELSMS DRECTOR dPROCUREMENBERVICEEThis computer
system is tHeurchasing and Procurement System used for requesting and acquiring all goods and
initiated with an electronic purchase requisition supported with documentation (i.e., q@otels,equisiti
contractdhatresultsnapurchaserdeissuedoselectegendorgnaccordanogith established TBR or
TSU purchasipglicies.

Compliance AssigSystem AdministraterDR. CHARLISEANDERSON his computer system is used to
recorannuagjoalsstrategiesneasurementsssessmentsyaluationsutcomesndcorrectivactions
to document the Uni effortssi tybés integrative as

Banner- To view Banner systems, log intdlyd@thccountipon gaining access from the applicable
administrator.

Banner Finane€System AdministratefVis. CyNTHIASTEWARYA form must be completed and
submitted via email approval from supervisor, department chair cdganesatehi/for access

to assigned FOAP. Banner Finance contains the budget, expenditures, encumbrances, and
balances of each decentralized restricted (grant or contract funded) and unrestricted (state
accounbyfiscalearnJulyl-June30).Accesss onlygiverforthoseaccountassignetb a specific

area.

Student InformatiefSystem AdministrateDR. JOHNCADE) System used for academic/student
servicdunctionsuchasstudenadmissiomecordkeepinggraduatiomegistratioenteringrades,
faculty class assignments, financial aid functions, payments, and fliabticsesnent
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https://www.tnstate.edu/hr/documents/formspage/People%20Admin-Hire%20New%20Employee.pdf
https://www.tnstate.edu/searchresults.aspx?cx=002368324096397372458%3Auiyt-zp6kyu&cof=FORID%3A11&q=sciquest%2Binstructions&siteurl=http%3A%2F%2Fwww.tnstate.edu%2F
https://www.tnstate.edu/dipa/assessment%20and%20improvement%20planning%20guide.pdf
https://www.tnstate.edu/banner/
https://mytsu.tnstate.edu/
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HumarResources(SystemAdministrator MVs. LINDASPEAR} Systenusedoradvertisingiring,
interviewing, processing, and recordkeeping of all getsonnel

Alumni Relations and Annual GivingSystem Administrater Ms. Sonya Smith System
contains data on alumni demographics and giving.

WebBased Leave Tim# (System AdministraterMR. MGENIABROW} System is used for
monthly/exempt employees to dengdee reports. Monthly and exempt employees who do n
accrue leave, such as temps, as well as-albséntyi or neaxempt employees should continue
to submit paper time reports.

Events Management Systé (System AdministratdnVis. FELINAFREEMANO This system is

a OneStopShop for booking all spaces, inventory, and décor on campus. Itis a centralized
source of event information. The fluid design is tptiyoizedesktop and mobile devices of all

shapes and siz&sovided is a Master Calendar of all events (view calendars individually or select

multiple calendars for a combined view. Users can subscribe to calendars or specific events and rec
email mminders and change notifications.
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https://www.tnstate.edu/events/
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ACADEMIAFFAIRY/ISION ANDINITMSSIONSTATEMENTS

Academic Affairs

Academic Affairs vision statement can be found on pagjes@lefrtiteMaster Plan

The Di vision of Academic Affairs wi || us e
EXPECTATI ONS 6 NNURIAYEER\MDFDK2 décument as a tool to promote effectiveness
for both the college and the university and as a process to assess individual performance 1
accomplishments that manifest themselves over bottetime shdiorgrm.

TheOfficeoftheVicePresiderdf Academiffairoverseeallacademiprogramandacademisupport

units at Tennessee State University. AlignedumiNiertsiey mission and core values, the framework fo
TSUb8s future acade2008028pAcademi Master Pam Brivisidningethte Futung
through the Lens of Beritage

College of Agriculture
ThemissionftheColleg@fAgricultunstocarnouttheLandGranmandatesftheUniversitynteaching,
research, and service. The major goal of the College is to satisfy the educatiaspirateds ahd
both traditional and rawlitional students enrolled in its acprtegreens.

College of Business
ThemissionftheColleg®fBusines@COB)stoeducatéuturebusinesprofessionatrouglnnovative
teaching and applied research focuses on contemporary business operations for the global §
complemented with outreach services directed toward enhancing entrepdereamsbipica
development.

College of Education
The mission of the College of Education (COE) is to prepare teachers, counselors, psycholog

t he

ased on

t he

conomy,

ists, and

administratote work effectively with schools and communities. Additionally, the College of Ed{ication

provides all students with the technological skills, kand/salgenitment to diversity necessary for the
provision of global and community service and demohgtafeessional excellence

College of Engineering
Thecollege shall:
1. Haveaneducationdklivergystenandresearcbfuncompromisihgghqualitywhictaddresses
the needs of the people and the goals of the State of Tennesseanthiehegiation in the
areas of analysis, desagnl thelevelopment of systems, system compamgtscesses
2. Prepare students to think criticgdply &nowledge, communicate effectively and functio
productively as members of professional teams, pursue graduate studies, antbeggage in
learning
3. Pursuébasi@andappliedesearchcriticalechnologiéscludingansportati@ndenvironmental
engineering, design and manufacturing engineering, computer communication and nd
wireless and intelligent systems, robotics building technology, softwarerucahoutityy
systems for networks manufacturing systems arelfaudliviels
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https://www.tnstate.edu/academic_affairs/
https://www.tnstate.edu/academic_affairs/documents/AcademicMasterPlan.pdf
https://www.tnstate.edu/academic_affairs/documents/AcademicMasterPlan.pdf
https://www.tnstate.edu/academic_affairs/documents/AcademicMasterPlan.pdf
https://www.tnstate.edu/agriculture/index.aspx
https://www.tnstate.edu/business/index.aspx
https://www.tnstate.edu/coe/index.aspx
https://www.tnstate.edu/engineering/index.aspx
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4. Be a full partner with business, indumtmelated government agencies to enhance Tennessee|s

economy through research activities in critical technologies, continuing education, and te
transfer.

In carrying out this diverse mission, the College of Engineering at Tennesssity Stateeniver
Nashville anidddle Tennessee, #tate of Tennessee, théon, and the international community
withthe wmiversitiesotto, "Think, Work, S¢ras the basis of todlege'snission. In this regarde
Collegeof Engineerirsgeks to pride its students with experig¢hatisad to a wholesome,-well
rounded, andelbalancedjualitylife. The College of Engineeseryesa diversepopulationf
studentefallracestraditional, ndraditional, commuter, resideni@rgraduates, graduates, non
degree, fdfime, and paiime. Irdoingso,thecollegeseekgo develophetalentofits students,
includinghosewith specialacademic talents as well as those who have educational, cultu
environmental, sociallandconomic constraints.

College of Health Sciences

ThemissionfTennessestateUniversityGollegefHealttSciences topromotacademiqualityand
studensuccesbypreparingpmorrowlsealtttardeadershrouglprofessionprogramsnterdisciplinary
collaboration, clinical research, scholarly inquiry;tm@sddrmqactice, and comnseriyce.

College of Liberal Arts

The College of Liberal Arts offers academic programs designed to engage students in the study
experience and human potentiéd @ogdip them for creatively, critically, and collaboratively shaping t|
lives, careers, and communities.

College of Life and Physical Sciences

The College of Lifeld@hysical Sciences includes the departments of Biological Sciences, Chemistry

and Mathematical Sciencescdllege has about 57tk faculty and 90% of them hold Ph.D.
degrees. The College of Life and Physical Sciences seeks to promdteaxgelsehatarly inquiry
and research, lifelong learning, and a commitment to seolliege Theommitted to preparing

students to thrive in their chosen professions and be prepared to compete in a global environmen.

curricula and programb@ddllege aid students to develop essential skills in solving problems,
communicating, and working cooperatively and lmpeatast aims of telegeénclude
encouraging students to be lifelong learnersrantiveed individuals.

College of Public Service
The mission of the College of Public Service is to educate, socialize, and serve students and em
nonprofit, health and urbaganizations by pursuing the following activities:
A.THINR Meetheprofessiondkevelopmeneedofstudentandthoseemployeththepublic,
nonprofit, hegltand urban sectors by providing educational programs that ibuift skills
knowledge of sology, social work, urban affairs, public adminikeaterahip
B. WORRK Conducting scholarly and applied research activities supportive of these educg
purposes
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https://www.tnstate.edu/health_sciences/index.aspx
https://www.tnstate.edu/cla/index.aspx
https://www.tnstate.edu/sciences/
https://www.tnstate.edu/cpsua/
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C. SERVE To serve the public, nonprofit, health and urban sectors as a source of consul
applied research, and knowledge of social programs, pulidopblicymanagement issues
to the community.

Air Force ROTC

The mission of Air Force ROTC is to adizelnop afharactededicated teervice. Welcome to
Detachment 790! Our mission, like all Air Force ROTCdanéfpstib@ best Air Force leaders

and citizens of character dedicated to serving in the United States Air Force! Detachment 790 is |
in Nashville, Tennessee airfiisiennessee State University.

Air Force ROTC is a program structured like a college course that focuses on developing leaders
courses are considered electives for which a student receives academic credit. Air Force ROTC's
is structured foster the work ethic and principles that will help students not only succeed in school
also prepare them for life as exceptional citizens and members of the U.S. Air Force.

The unit is supported by the current Commander, Lt Col Nick CatlotwRsofAssist of Aerospace
Studies, Maj Mike Gordon and Capt Tim Amos; as well as NCOIC, Administration Management S
Keshawn Lipscomb. The cadet wing gathers its members from Tennessee State University, as w
students from Austin Peay State ditgivBelmont University, David Lipscomb University, Fisk Univerg
Welch College, Middle Tennessee State University, Nashville State Technical College, Tennesse
Technological University, Trevecca University, Vanderbilt University, VolunteritSG@odegemmu

and Western Kentucky University. The Department of Aerospace Studies is administratively place
the Vice President for Academic Affairs.

Center for Extended Education and Publiccgsrvi
ThemissiomftheCenteforExtende&ducatioandPubliService§CEEPS$tobethehubofacademic
outreach and alternative methods of delivering Tennessee State University courses and programs|
missions to createa vitalongroundandvirtualearningommunitior nontraditionkdarnersndthose
seeking selihprovement through noncredit course offerings. Furtheemteneistidé#ected toward the
recruitment, retention, thedevelopenmt of programming for nontraditiodents.

School of Graduate and Professional Studies

Schoobf GraduatandProfession&tudiesurrentlypfferseightdoctorabrogramdwentysixmaster's
degrees, and seven graduate certificate progiemspan the fields of agriculture, criminal justice
businessindeducatiotoengineeringgealttsciencequbli@dministratioandnursingThegoalofthe

School of School of Graduate and Professional Studies are: (a) to maintain dfighsstactdards
graduate education, continuing education, and in the curricula and fields of specializifion throd
degree programs are offered; (b) to foster the continuation of faculty and student involvement ir
whichadvanceknowledgatheareasconcernedg)tocontinuexpandinigsroleasa publicservanand

leader of the citizens of the State by disseminating knowledge and providing a broad variety of e
and technical services; (d) to provide advanced degreeniegraissespecially tailored to the need
and convenience of graduate students of all ages, including warking ealyitsate and industrial
communities in the state area; and, (e) to provide an atmosphere that will erdraotentde
educational, cultural, social, and recreational growth of the total University commu®@$7Gohtact 619
orgradschool@tnstate.edu
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https://www.tnstate.edu/afrotc/
https://www.tnstate.edu/atadistance/
mailto:gradschool@tnstate.edu
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Honors College

The University Honors College (UHC) promotes potifédengrdarning, scholarly inquiry, and a
commitmetdtheservic®fotherskromtsinceptiortheprimargoaloftheUHChasbeertocreateand
maintaia communityfacademicalbrightindtalentedtudentsrhowouldserveascampugeadersind

role modelby positivelympadhg the entire universéigd enhancing its missidrennessee State
University projects itself to the students, faculty, alumni, and to the ctatetismfghieemotto:
"ThinkWorkServe. TheUHGstressesxcellencasawayoflifefortheTSU scholar.

Office of International Affairs
TheOfficeofInternationalffair{OlApspireso provideninclusivéearningnvironmeffrallstudents,
faculty, and staff through shared experiences, relationship building, and international program
mission of the OIA is to engage the university community by providing intercultural and mu
collaborative initiatives that support the strategic goals of the university by strengthening the g
international dimensions of teaching, learning, research, and service. We believe: (a) Global and in
awareness, knowledge, and proficea essential for our students to participate effectively in the 2
century; (b) International education is an orientation and approach across the curriculum as well as
subject; (c) International education should be an integratedratideceffalt on the part of all levels of
the university. The OIA administrative and suppogrseidiees

9 Student Study Abréadgrams

Faculty Led Study Abr@aatjrams

Study Abroad Scholarships & GradExchangBrograms

Culturdimmersion Initiati(&s)
MemoranduafiUnderstandifiylOUandComprehensitr@ernationalizatissingheAmerican
Council on Education (Atdtjel

= = -8 -

TSU Libraries

The mission of the Tennessee State Universi
missioasaHistoricalBlackCollege/UnivergidBCUhatfosterscholarlinquinandresearcHifelong
learninganda commitmetdservicdyprovidingccess$orelevarandscholarlgesourceandservices.
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https://www.tnstate.edu/honors/
https://www.tnstate.edu/diversity/
https://www.tnstate.edu/library/
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TENNESSESTATEUNIVERSITMANDBOOKS

TSUFaculty Handbook and Faculty Senate Constitution

The Faculty Handbowkich includeghe Faculty Senate Constifutas been prepared ficulty
members of Tennessee State University and by a faculty committee appointed by the Vice Preg
Academic Affairs. The purpose of the handbook is to explain the duties and privileges of faculty
and to provide information about pofities University, its governing body (The Tennessee Board
RegentsgnditsvariousiccreditinggenciesitissubjectochangehrouglactioroftheTennesseBoard

of Regents and the administration of the University. The fétarattuddkes designed to permit easy
updatingita minimunsost. WherrevisionareneededypdatesvillbeissuedytheVicePresiderfor
Academic Affairs; faculty members are responsible for keeping their copies up to date. Add
substitutions ah&for insertigmiorto the 1989 publication of this Handbook will be dated in the lower
hand corner of the page. Suggestions for revisions should be sent to the Office of the Vice Pre
Academic Affairs. Faculty members should alseabevilintiose sectionsimversity publications
which are pertinent to their teaching, research, advising, and administrative assignments. The|
publications are especially important: Wide Travel Policies and Procedures, UniversitalPersonn
and Staff Handbook, Guidelines for Contractual Services, Policies and Procedures for Conducting
and Special Projects, Graduate Faculty Handbtiole Paculty Handbook, and Library Handbooks.
(Source of direct quotes: Faculty Hangdaeé1989).

Tennessee State University Personnel Handbook

The Tennessee State University Personnel Haraljoade to responsibilities, principles, aitsl benef
of employment at Tennessee State University (TSU). It is intended to be a general reference s
doesotcreata contracdfemploymenbuetoconstanthangingfsituationandconditionshepolicies

and practices contained withihath@book are subject to change at any time. Additional informatio
available in the TSU and TBR policies and proceduregSuoaruelsf direct quotes: Personnel
Handbook)

The Student Handbook

The TSU Student Handli®akmeans of facilitating communication among the members of the univ:
community. The material3Her Student Handbbake been created and developed ovérdagber
more than seventy years by students, faculty and staff members, and various university organiz
committeeFhe Student Handbsekves as a source of necessary and useful information that will helg
student understand his/her privikegigs, and responsibilities pertaining to StudemhAffeinslbook
is expected to contribute significantly to the continued high level of cooperative and constructive rej
between students and the various departments of the univerdajioSships help develop positive
responsible leadership and citizenship, deepened loyalty, and heighfEmedtudesieHandbook
produced by the Division of Student Affairs presents the official statement of policy, rules, and r
whichdirect student life at Tennessee State Universigndbogloverns matters pertaining to students
throughouheimatriculaticas a referencéo everyareaofuniversitiife. Tennesse8tateUniversitis
committedo educating a ratially identifiable student body. (Source of direcTlp@asient
Handbogk
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https://www.tnstate.edu/academic_affairs/faculty_handbook.aspx
https://www.tnstate.edu/PersonnelHandbook
https://www.tnstate.edu/campus_life/documents/StudentHandbook.pdf
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The Graduate Faculty Handbook

The Graduate Faculty Handpomkdes guidance relative to graduate programs at Tennessee S

ate

University and is developed bgdheol of Graduate and Professional Studies working with approprjate

personnel. The dean of the School of Graduate and Professional Studies is the administrative off
graduate programs and reports to the Vice President of Academic Adfhirste TBeuBkcil is the
advisory body for the Graduate School. Its members are Graduate Faculty elected by the Gradug
in departments offering graduate degrees, the Dean of the Libraries, and the Graduate Dean, V|
chairperson.

TSU Undergduate Catalog 2223

[The TSU Undergraduate Catambs the primary general informaildicatiofortheUniversityt

isintendedb providénformatioforstudentsndothempersons interested in the academic programs and
organizations of TSU. In order to understand the activities and programs of the institution, it is im
students to know how to use this catalog effstiketys should thoroughly familiarize themselves wit
the General Information section of the catalog. This section answers questions concerning Ig

cer for all

te Faculty
ho is the

[ Commented [EK(2]: Link not yet available

bortant for
s
cation of

buildings and other facilities on campus, requirements for admissions and graduation, finapcial a

information, student services and housing. Student guides tatkthea@doghetableofcontents,
andheglossarMajoeventsholidaysandsemesteschedules are listed in the Univeadétydar.

TSU Graduate Catalo@2@3

The TSU Graduate Catal@@203is the primary general information publication for the University.
Itisintendetb provideénformatioforstudentandothepersonnteresteththeacademiprogramand
organizatiors§ TSU. Personinteresteth graduatevorkmayinquiredy visitindheofficeofthe Schoobf
Graduate and Professional Studies located in Hallaadlingéil5) 963901 or e-maiing at
gradschool@tnstate.@tle Dean of the School of Graduate and Professional Studies is the editor
Graduate Catalog and has final authority to determine the co@ttiatie@f the

The Graduate Assistant Handbdble primary general information publication for the university. |
intended for graduate students enrolled in graduate studies at the university and enyaisisd by the
to provide instructional, research, or administrative assistance to the faculty, administrators,
Graduate assistants can review this handbook to answer their questionsclegsifitiatiotre
responsibilities of their assistantship, the procedures and duration of their appointment, and TS
regarding their assistantship.

The Principal I nvestigatords Handbook

The Principal butlines Behnesgea State Unisersiyd TiSd) veception of awards
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https://www.tnstate.edu/graduate/documents/graduate_faculty_handbook.pdf
http://tnstate.catalog.acalog.com/index.php
http://tnstate.catalog.acalog.com/index.php?catoid=7
mailto:gradschool@tnstate.edu
https://www.tnstate.edu/graduate/Graduate%20Assistant%20Handbook%20-%20REVISED%209.2018.pdf
https://www.tnstate.edu/graduate/Graduate%20Assistant%20Handbook%20-%20REVISED%209.2018.pdf
https://www.tnstate.edu/graduate/Graduate%20Assistant%20Handbook%20-%20REVISED%209.2018.pdf
https://www.tnstate.edu/graduate/Graduate%20Assistant%20Handbook%20-%20REVISED%209.2018.pdf
https://www.tnstate.edu/graduate/Graduate%20Assistant%20Handbook%20-%20REVISED%209.2018.pdf
https://www.tnstate.edu/graduate/Graduate%20Assistant%20Handbook%20-%20REVISED%209.2018.pdf
https://www.tnstate.edu/research/documents/PI_Handbook.pdf

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

for research, training, and technical assistance from extramural funding sources, including the|Federal
Government and private organizations. &utisieseduresnresearchndsponsoregrogramare
diversandcomplext hisHandbooeekdoguideadministratofacultyndstaffromthedevelopment
ofanideathrougtiotheadministratiafanaward. In addition to answering the most common questiong
this Handbook provides information on Federal regulations and policies religyastatodcivil
intellectual property on patents and copyrights. This Handbook also covers compliance policies Within the
OMB Super Circular on Uniform Guidance as well as the protection from research risks involving human
subjects, animal care and use,osadiafety, hazardonaterialgndcontrolledubstanceBrincipal
investigato(Pl)areencouragddrevievthe OMB.
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Academic Calendar 20203

ADEMIC CALENDAR 2022-2023

FALL SEMESTER 2022

Aug 12 Faculty contracts begin

Aug 12 Faculty report for fall semester activities
Aug 15 Faculty/Staff Institute

Aug 17 Residence Halls Open (New Students)

Aug 17-19 Freshmen Orientation

Aug 19 Residence Halls Open (Returning Students)
Aug 22 Classes begin

Late registration/Schedule Adjustment

Aug 31 Campus Wide Assembly — First Year Students 9:00 am — Kean Hall
Sept 5 Holiday-Labor Day
Sept 19 Recognition of Constitution Day
Sept 26-30 Student Study Week — No Activities Scheduled
Ogct 3-7 Mid-term Examination Week-all classes meet as scheduled
TBD» Homecoming
Oct 12 Founders Day (9:00 a.m. — Kean Hall)
Ot 14 Last day to withdraw from a course and/or the Umiversity
Oct 25 — Jan 23 Registration for Spring 2023
Nov 11 WVeterans' Day
Nowv 21-25 Fall Break/Thanksgiving Holiday- No Classes
Nowv 28- Dec 2 Student Study Week — No Activities Scheduled
Dec 1 Last day of class
Dec 5-9 Final examinations
Dec 9 Commencement — Graduate-Hale Stadium
Dec 10 Commencement — Undergraduate-Hale Stadium
Dec 12 Faculty must have posted all grades via “MyTSU”
Dec. 16 Records Otfice releases all posted grades via “MyTSU”
Dec 24 — Jan 2 Holiday Break — University Closed
SPRING SEMESTER 2023
Jan 3 University Re-opens-8:00 am
Jan 9 Faculty/ Staff Institute
Jan 11 Residence Halls open (New Students)
Jan 11 Freshman Orientation
Jan 13 Residence Halls Open (Returning Students)
Jan 16 Holiday — MLK — No Classes
Jan 17 Classes Begin
Jan 17-23 Late Registration/Schedule Adjusiments
Feb 20-24 Student Study Week — No Activities Scheduled
Feb 27 — Mar 3 Mid-term Examination Week-all classes meet as scheduled
Mar TBA Honors Convocation
Mar 6-10 Spring Break
Mar 17

Last day to withdraw from a course and’or the University

Mar 28 — April 29

Registration for Summer 2023

Mar 28 — Aug 19

Registration for Fall 2024

April 24-28

Student Study Week — No Activities Scheduled

April 27

Last day of class

April 29 - May 4

Final examinations

May 5 (Friday)

Graduate Commencement Ceremony, 53200 p.m., Hale Stadium

May 6 (Saturday)

Undergraduate Commencement Ceremony — 800 a.m., Hale Stadium

May 8

Faculty must have posted all grades via “MyTSU™

May 12

Records Office releases all posted grades via “MyTSU”
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SUMMER TERM 2023

Maymester

Mar 28 — May 5

Registration

May 8

Classes begin for 3 week session

May 12 Last day to withdraw from courses
May 26 Last day of classes
May 29 Faculty must have posted grades via “myTSU”
All grades will be available when all Summer sessions are completed.
May 31 Holiday Observed

Full — 10 Week Session

Mar 28 — May 26

Registration-All Summer Sessions

May 26

Residence Halls open

May 29

Classes begin for full 10 week session.

May 29- June 2

Late registration/Schedule Adjustments

July 4

Holiday Observed

July 7 Last day to withdraw from 10 week courses

July 7 Last day to withdraw from University

Aug 4 Last day of classes

Aug 7 Faculty must have posted all grades via “MyTSU”

Aug 11 Records Office releases all posted grades via “MyTSU™
Session I — Five Week Session

May 29 Classes begin

May 29-June 2 Late registration/Drop/Add

June 16 Last day to withdraw from First-session courses

June 16 Last day to withdraw from University

June 30 Last day of classes

July 3 Faculty must have posted all grades via “MyTSU

Aug 11 Records Office releases all posted grades via “MyTSU”
Session Il — Five Week Session

July 3 Classes begin

July 3 Late registration/Drop/Add for Summer 11

July 4 Holiday Observed

July 21 Last day to withdraw from Second-session courses

July 21 Last day to withdraw from University

Aug 4 Last day of classes

Aug 7 Faculty must have posted all grades via “MyTSU”

Aug 11 Records Office releases all posted via “MyTSU”

Final examinations for summer semesters will be scheduled during the last official meeting date/
time for each specific course.
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SECTION: ACADEMIAFFAIRS’ROCESSES

Procedure-01.0: Academic Program Changes (Addition, Deletions, and Other Changes)

TBR Policy 2:01:01:00 requires notification to the TBR ViceoCheaeitoc Affairs for namettitle

changeforanacademiprogranidegreeminorgconcentratioat certificate)runit(departmentpllege,

school, center, etc.). The Vice Charoelldcademic Affairs must approve name changes prior
implementation. TBR will notify THEC, so that appropriate documentation can be included in the

Program Inventory. P&i6yt:01:00
Subject: Approval of Academic Programs, Units, eatibk®difi

STEPS
1) A. The Tennessee Higher Education Commission (THEC) must revieweaneppeovie

B. Academic Proposals Requiring Only Notificatidbhandléor

programs, afmpus extensions of existing academic programs, new academic units (div
colleges, and schools), and new instructional locations as Bdécifiedliny No. A1New
AcademiBrogramsApprovaProcessittachmeri (A1.0)andAl:1 NewAcademiBrograms

These THEC policies should serve as a resource for the development pfeplcszdslemic

Prior to developing a propbstérs of Intesnte required from all TBR institutions for new

degreesfreestandig or embedded within a degree program. An embedded certiicate must

fully articulate with a degree. There shouftebecosts or nwore than minimal costs

required to implement an embedded cettéitate of Interdver the

1) Establishment ohcentrations within an existing acamegram.

2) Establishmeofnewacademianitssuchascollegesschoolgjepartmentsstitutesenters
withirexistingcademianitspureausgtc (See TBRGuidelind-040 andTHEQPolicyAl:3,
New Units ardl:4, Off ampuinstruction.)

3) Revision of any admission, retention, or graduation policy (both institutional and p
specific).

(o}
IAcademic

sions,

ogram

4) Substantive revision of the curriculum of an existing academic program. (Substantive fefers to

changesmpactinfj8ormoresemesteasredihoursattheundergraduatevel9 ormorecredit
hours at the graduate level, and 50% or more of the credit hours in a certificate progra
thelastsubmissiatwtheBoardandincludesourseubricstitiesdescriptionsycontent).

5) Consolidation of existing acageogams.

6) Extension of an existing academic degree program in totatignpuasiteff

7) Inactivation or termination of academic programs listed in the academic inventory. Ina
shold be used only when there are plans to reactivate the program within three years
reactivated during that period, the program will autenmaitcady

8) Curriculum modifications that increase required hours for a degree to more than 60
associate degree and 120 for the baccalaureatedegreethan the previously approved
exceptiondlsomodificatioribatincreaserdecreasereditiourdromwhatvaspreviously
approved for a certificate or increases or decreasgmgmgraduate program in excess of
six credit hours must be submitted foaBoandal.

9) Current approvedgnound programs that will be converted to a fully onlifermelivery
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Changetoexistingcademiprogramsotlistecabovethatrequireonewcostorminimatostshat

the campus will fund through reallocation ofreg@tings or through sources such as grants and
gifts, may be approved through an established process by the institution. The Vice Chan
Academiéffairsnusbeinformedfsuchchangegriortoimplementatiamdmayrefettheproposal
forBoardapprovafdeemedppropriatduetocostorotheipotentiatoncernsSuchactiorincludes,

but is not limited to, establishment of new minors and changes such as the modification of the
academic program or unit. Minotgpécally developed by packaging existing courses and do N
usuallyequiremewresourcesradditiona@ostsNonrsubstantiveurriculumevisionmaybeapproved
through the established institutional process and do not require notificaipovat Board

C.Additional Actions Requiring RevidHE{y

The THEC review and approvatcaingfis extensions of existing academic programs is handl
througltherequesforacodej.e. siteorcenterandrequirethatsubmissiooftheappropriaterm(s)
available on the TBR and TwAtSites.

Il. Procedures

Institutions wishingetfect academic changes that fall into any of the above categories will, ther

comply with the following procedures as well as those contained limd B&LGaite found on the
TBR Academic Affairs website.

Ill.General Criteria for Reviewin@demic Letters of Intent aRtbposals

A.Approval RouteRybposals
Proposals for academic actions that require approval by the Board of Regents shall be sub
the Vice Chancellor for Academic Affairs for resjiproaatby the Board.

Subsequent to Board action, the Chancellor shall transmit to the Tennessee Higher Educa
Commission those proposals that require its approval along with the Board's recommenda

B.Schedule for the Submission and Approvatofidtagdosals

The Board will consider academic degree proposals at each of its quarterly meetings. P
musthowevehesubmittedufficientiynadvanceéo permitidequatesvievbythestaff Thetime
required for this review willaagrding to the nature of the proposal, the number of propos
already under review, or other workload issuestaff. TBR

C.Review by and Selectidbomisultants

TBR staff may engage qualified consultants to assist in the review of all prodegede for ne
programasdeemeappropriateytheViceChancelldorAcademiéffairgorbothgraduatand
undergraduate. Consultants will file a written report on the quality of the proposed prog
respond to any other relevant questions or isasseddd them by TBR. Academic proposals
must also comply with THEC policy A1:0 and Al:1. A site visit is typically required for new
degregrograms.

While it is the responsibility of the institution to provide and support such celsattants, the
will be made by the TBR staff and the Vice Chancellor for Academic Affairs, in consultation

ellor for

title of an
ot

fore,

mitted to

ion
on.

oposals

pIS

lam and

praduate

with the

institution. All costs associated with an external review are borne by the institution submiting the

proposal.
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Asummargfthemajocriteriaisedoythe TBRstaffin evaluatingcademiproposals presentedelow.
Specificequirements for Letters of Intent are provided in TBR @dtefinadeni®cogram
Letters of Intent and Proposals.
1)The proposed action is central to the mission, role, and soefieitibithe
2)The need for the proposed program is suppatadibguinenting student interest, employer
demand, societal needs, and adminisffatitieeness.
3)Theproposedctiordoesnotconstitutannecessaduplicatioafacademiprogramsesearch
projects, or public services available at othenggitbtions. Partnerships or collaborations
should be considered whenever needs might be met weitficgreeyer
4)The proposal should establish quality admission, retention, anstgmddudgion
5)The curriculum of the proposed program meetsdlubjstetives of the program and reflects
breadth, depth, theory, and practice at the appropriate level to the discipline and the Hegree.
Undergraduate curriculum should ensure General Education core requiremeahd¢ommondglity
transfe(whereppropriajef 19houmpremajopathsThecurriculurshouldecompatibieith
accreditation, where applicable, and meet the criteria for articalafen and
6)The proposal documents the institution's ability to implement the proposed acf@n in ternis of:
fiscal resources, (b) library and other support resources, (c) physical facilities, and (d) qualified
personnel.
7) The proposal includes information about appropriate articulatidiataord/or
8) The proposal includes information abdeittegorm.
9) Theproposegrogramshouldlearlstatetheorganizationstructurandadministrative
responsibilities associated witpdtstion.
10)Proposalgertainintpacademiprogramshouldnclude descriptioofproceduresrregular
postapprovatvaluatiooftheprogramandunitsincludingvaluatiooftheprogram'enrollment
and productivity and how the results will be used to enharmeafitpgram
11)Proposals should include information related to accreditation, bofir@éss®aall and,
when applicable, provide a time frame for achieving the appregtitatton.
12)Proposals should also include a statement as to how the program will divieasite racial

IV.Sources of SpecifiCriteria
Listed below ailkustrative sources of specific criteria that serve as bases for staff decisions relafive to

academic proposals.

(1)TBR Policy No. 2:01:00:00, Undergraduatdrbqgiregnents

(2)TBR Policy No. 2:02:00:00, Associate Pregraens

(3)TBR Policy No. 2:01:00:08¢iples for Articulation in Vocational/TEctutiatibn
(4)TBR Guideline NeD¥0, Academic ProgRmiposals

(5)TBR Guideline NeD20, Intenstitutional Relationships argia@fpusffairs
(6)TBR Guideline NeD49, Evaluation of Bure@esters, afdstitutes

(7)TBR Action (December,1986) endorsing TCGS Criteria as standardarfdmiostippreved review of Maspedgrams.
(8)THEC Policy No. A1:0, New Program Review Criteria 2002¢mber
(9)THEC Policy No. A1:1, New AcademioBrilylg 22011)

(10)THEC Policy A1:3, Niits

Source: TBR Meeting, December 2, 1988; TBR Meeting, December 13, 2002; TBR Meeting, March 29, 2006; TBRM@6eting, December B,
March 28, 2008; TBR Board Meeting December 2, 2010; TBR Board Meegingiécembe

43
2022-2023




Procedure-02.0: Admission into Graduate Programs

Below are the updated detailed internal steps and procedures for graduate applicahtsgsiapply for
and the process and procedures for official admission to TSU Graduate School.

STEPS:

10.

New Changes in Procedures

11

12.
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Applicants will first complete a TSU Graduate Ritpfillyattnstate.edu/inquiryform

Applicantwilltherreceiva personalizesidmissio®vervieWelPaggoverviewftheprogram
and admissioaquirements.

Applicants will then be directed to the specific CASpflidaimn Portal (per noted CAS
discipline).

CAS:GradCAS/EngCAS/BusCAS/SocialWorkCAS/NurCAS/PTCAS/OTCAS/SpeechCAS/
Applicants will create a personalized application.

Applicants will then select the desiredptegraen.

Applicants wvilien complete the application, upload required admission documents, arrange
official documents (transcripts, test scores, TOFEL, etc.) to the nGR&WILAS (not

ApplicantwillpaytherequiredpplicatiofeethrougltheirCASnotT SUunlessheyareapplying
to: PT, OT, Speech and Communication, and Nursing in which they also pay the TSU Ap
Fee of $35 at the TSU Fee Paymenh&adeww.tnstate.edu/graduate/patappx

Applicants will receiveNuimber (Banner integration with CASApplioation).

Upon receipt of all admission documents, the TSUD&padnientaculty Committee(s) will
review thapplicant's file and recommend to the Graduate School thdedsiission

The Graduate School will then review the recommendation from the School/Faculty Ad
Committeandissueheofficiahdmissiolettel(includintherightoappealetc. withir8 -5days.

The Graduate School will no longer accept official trestssriptesr recommendations (they
are to be sent directly to the noted CAS). Exception: Miller Analogies Test (MAT) isto be s
TSU Gradua@ffice.

The Graduate School will no longer copy, scan, and prepare files for departments and
Departmentnd faculty will have the same access, at the same time, as the Graduate Sch
applicants' file (transcript, test score, recommegigations,
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13. The Departments/Progsamaent Coordinators will be responsible for reviewing and
recommending the admission status of applicants and forwarding taStled8laduate

14¢he Graduate School will conduct the qua
applicantsdanission {8days).

15. The Faculty Graduate Council will conduct a quality review of the Graduate School Admisg
Procedures (reviewing a random selection of six applicardgrfilesteper

The Graduate School will support the gradieggiartments with marketing and recruiting efforts.
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Procedure-03.0.1: Course Offerings for Sprind3202

Changes and updates must be completed by Q@@#fioP Spring 282ourse offerings. Courses
have been rolled and are available for ed884%&#CTUpon update and/or changes, you may view
your course offerings online by acdetgifigrw.tnstate.edu/banner/toolkit.aspx
A Do not cancel courses that rolled and will not be offered. Remove the course in its entirety
AfReRemdveo.
A Verify credit hours, course titles, schedule type and instintitntdmaccuracy. Please
contact the Records Office with scheduling isswes.or
A For online courses, populate the Instructional Method Code field with WEB and the Campu
with SAJ or 45M for all secti®@8a88z
A When scheduling Hybrid @sutie instructional method code shéli@be
When applicable, assign section 35 to all Thesis and Dissertation Continuation sections and popu
Tuition and Fee Waiver field for these sections only.

MON, WED, THURS MONS FRI
Start Time EndTime Start Time End Time
8:00AM 9:25AM 5:30 PM 8:20 PM
9:35AM 11:00AM 8:30 PM 11:20 PM
11:10AM 12:35PM WEEKENDS
12:45PM 2:10PM 6:00PM
2:20PM 3:45PM MONS THURS LABS
3:55PM 5:20PM 8:00AM 11:00AM
5:30PM 6:55PM 11:20AM 2:20PM
7:05PM 8:30PM 2:30PM 5:30PM
8:40PM 10:05PM 5:40PM 8:40PM

For scheduling new courses and/or those that were cancelled, please adhere to the following
instruction@nly populate fields listed below

STEF

ACTION

Access the Schedule FOrBSASEQT

Enter the term in theTERMield

EnterADDin the CRNfield

Perform aNEXT BLOGHKnction

Enter the Discipline (i.e. ENGL) and tiNTER

Enter the Course Number and th&NTER

N|@|a| M wINE

Section

01 01

. Continue by entering the following information:

FIELD ENTER VALUE

Campus

45M/SAJ

Main/Avon Williams

Status

A Active

Schedule Type

LEC Lecture

Part of Term

1 1 thenENTERNdSAVE

Any questions please emaikcords@tnstate.edu
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Procedure 1:03.1 Course Offerings for F&ll 202

Changes and updates must be completed before Fall registration begins. Courses have been roll
are available for editing8ASECTUpon update and/or changes, you may view your course offering

online by accesditty://www.tnstate.edu/banner/toolkithisps the new link with instructions.

1 Do not cancel courses that rolled and will not be offered. Remove the course in its entirety usifg

fRe®Remodveo.

9 Verify credit hours, course titles, schedule type and instructional methods of accueamty. Please

the Records Office with scheduling ersstesr
1 ForonlineeoursespopulatéhelnstructiondMethooddieldwithWEBandtheCampugieldwith
SAJ or 45M for all sectiof8a8z

1 When applicable, assign section 35 to all Thesis tattbDi€setinuation sections and populate

the Tuition and Fee Waiver field for these sefgtions

Start Time End Time Start Time End Time

8:00AM 9:25AM 5:30 PM 8:20 PM

9:35AM 11:00AM 8:30 PM 11:20 PM

11:10AM 12:35PM WEEKENDS

12:45PM 2:10PM
2:20PM 3:45PM MONS THURS LABS

3:55PM 5:20PM 8:00AM 11:00AM

5:30PM 6:55PM 11:20AM 2:20PM

7:05PM 8:30PM 2:30PM 5:30PM

8:40PM 10:05PM 5:40PM 8:40PM

For scheduling new courses and/or those that were cancelled, please adhere to the following

instruction©nly populate fields listed below

ACTION

Access the Schedule FREASECT

Enter the term in TfEeRMield

EntelADDin theCRNfield

Enter the Discipline (i.e. ENGL) aBN TR

1
2
3.
4, Perform AIEXT BLOCKinction
5
6

Enter the Course Number andENEER

7 Continue by entering the following information:

FIELD | ENTER | VALUE |

Section 01 01

Campus 45M/SAJ | Main/Avon Williams
Status A Active

Schedule Type| LEC Lecture

Partof Term |1 1 therENTERINdSAVE

Any questions please emeadrds@tnstate.edu
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Procedure-04.0: Decentralization of Summer School Budget

The summer school budget is decentralized at the college level. Deahslemekimgntithairs in
theirespectiveollegevillallocatéundgodepartmentsmsedatminimurondescriptiviactorsndicated
below or a process established for the respective college. The budget will be based on the Ju
SummargadjusteébranyapplicableeductionsrincreasesjaadministrativiecisionfVicePresident)
reduced by a predefined contingeraynt.

Department chairs should be assigned six (6) hours of teaching (lecture courses, exception to teac
6 hours must be approved by the Associate Vice President/Director of Summer School) during th
which may be all or a combination ofdedtiny MayMester, Summer |, Summer I}, tenoh fllb

y Budget

h less than
e summer

maximize the allocation, department chairs should be assigned to teach MayMester and other sufnmer term

courses prior to assigning courses to other faculty or adjuncts. A departmentielzaitiozewithy r
nonstate appropriatefLindsto teachless than 6 hours (lecturecourses)The savingsfrom the
aforementionédyoutwillbeaddedotherespective o | |decgnerdizesilimmeschoobudgetohire

a replacement of eithermanent or adjunct faculty. A department chair may earn extra compeng
during the year, including the summer. However, the extra compensation cannot exceed 25% of
y e asalaydnonrdepartmewrhaifaculticannobepaidmorehan25%of thepreviouacademig e ar 6 s
base salary for teaching assignments charged to the decentralized or other state budgmts. Howe\
department chair faculty may earn up to 33
summer if teaofi and conducting externally funded research or externally funded research
Nonteaching work assignments (excluding clinical assignment) cannot be charged to the sumni
decentralized budget without the approval of the Vice President Affasademi

AseparatéOARsestablisheidreachcollegeavithpositiomumberforfacultyadjunctsetirementand
extra service pay for staff teaching during summer terms via budget revision. Funds allocated fg
school will be usedstpport summer school expenditures crossing two fiscal years (Summer Il an
fullsummeandSummet andzoffullsummeofthenexfiscalyear). Eaatollegavillbeallocatetinds

for hiring adjuncts and temporary faculty (one semesteestdve) aanually with the goal of achieving
THEC funding metrices (students accumul ati
masterds / educati onal s p-geargraduation tate.derparayduditime
faculty during the academic year will be compensated at their respective adjunct rate during the s

Processing Summer School Faculty Appointments and Contracts

STEPS

Check decentralized budgatdoréunds aravailable.

Complete Summer School Contract (Dual Service, Adjunct, Extra Serviappliceb@n as
Use the following FOAP based on the type of summer school entptegee being

Record transaction afi€ge decentrallng.

Entetransactioim PeopléAdmirwithattachegdupplementdbcumeritomstep2.

Forward to the Office of the Vice President of Academic Affairs factieniew and

o uhswWN R
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Summer School Salarie
Vice President of
Academic Affairs
(Budget Control)

Public Service
Liberal Arts
(Reserved)
Education
Engineering
Agriculture

Health Sciences
Business

Life & Physcial Sci

Summer School Salarie
Vice President of
Academic Affairs
(Budget Control)

Public Service
Liberal Arts
(Reserved)
Education
Engineering
Agriculture

Health Sciences
Business

Life & Physical Sci
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FundOrg-AcctProg

1100021125046xxx*%200
110001130946xxx%200
110001131946xxx*%200
XXXXKHKXXXEXKXXHXXX

110001133946xxx%200
110001134946xxx*%200
110001135946xxx%200
110001136946xxx%200
110001137946xxx%200
110001140946xxx%200

FundOrg-AcctProg

110002125046xxx%200
1100021130946xxx*%200
110001131946xxx%200
XXXXXHKXXXEXKXXHXXX

11000%133946xxx%200
110001134946xxxx200
110001135946xxxx200
110001136946xxx*%200
110001137946xxx*x200
110001140946xxx*%200
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TSU
Faculty

(Summer Only)

(Acct 61200)

#004310
#004311
#004312
#004313
#004314
#004315
#004316
#004317
#004318
#004319

ESP
(Summer Only)

(Acct 61200)

#071480
#071481
#071482
#071483
#071484
#071485
#071486
#071487
#071488
#071489

Temp Help

Non-TSU
Faculty
(Summer

Only)
(Acct
61200)

#067430
#067431
#067432
#067433
#067434
#067435
#067436
#067437
#067438
#067439

ESP
(Summer
Only)
(Acct
61600)

#077300
#077301
#077302
#077303
#077304
#077305
#077306
#077307
#077308
#077309

Adjunct
PostRetire
Contracts

(Summer Only)

(Acct 61200)

#091490
#091491
#091492
#091493
#091494
#091495
#091496
#091497
#091498
#091499

Temp Help

Exempt
(SummerOnly)

(Acct 61600)

#094220
#094221
#094222
#094223
#094224
#094225
#094226
#094227
#094228
#094229

2022-2023




Summer School Salarie

Vice President of
Academic Affairs
(Budget Control)

Public Service
Liberal Arts
(Reserved)
Education
Engineering
Agriculture

Health Sciences
Business

Life & Physical Sci
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FundOrg-AcctProg

110002125046xxx%200
110001130946xxx*%200
110001131946xxx%200
XXXXKXHKXXXEXKXXHXXX

110001133946xxx*%200
110001134946xxx*x200
110001135946xxx*%200
110001136946xxx*%200
110001137946xxx%200
110001140946xxx*%200
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Non-Exempt

(Summer Only)

(Acct 61300)

#003100
#003101
#003102
#003103
#003104
#003105
#003106
#003107
#003108
#003109

TSU
Faculty
Research
(Summer
Only)
(Acct
61200)

#080640
#080641
#080642
#080643
#080644
#080645
#080646
#080647
#080648
#080649

Temp
Faculty
OneSemester

(SummerOnly)

(Acct 61200)

#098460
#098461
#098462
#098463
#098464
#098465
#098466
#098467
#098468
#098469
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Procedure-05.0: Dual Service Agreements

A dual service is an agreement (including services rendered and compensation) between Tennes
University and another state government age
employee or another state agency contracting thefsarV8gsemployee. Dual Service Agreements

where TSU is contracting the services of another state employee are to be processed via Tiger$h

STEPS
1. Adual service agreemmnist be signed by the President (or designee) of both institutions.
contract must be created by the TSU department whefSthfacudty will be assigned to
teach and forwarded to the appropriate offices for signatures with a Contract Routing and
Form.

See State
contracting t

ncy

bppe.

he

Approval

2. Once the contract is returned to the department by the Legal Office, it is to be sent to tije other

institution.

3 Abudgetevi sion is to be made for the amount
decentralized adjunct position number and benefits down to operating (74000) to cover thq
of the salary and benefits. (See attached exampleretisimyet

4. The information must be entered into Tiger$hoppe with a copy of the contract attached ag
documentation.

5 The coll egeds d-emedacdty BOAP ¢1£0003-744d@00)NIT tb be a r
indicated in the Account No. section ohttectORouting and Approval Form and entered intd
Tiger$hoppe to generate a PurBleagesition.

6. Once the contract is signed by the President by TSU Legal Office, the signed contract
switched in Tiger$hoppe which will generate a Purchase Order to the vendor following the
Purchasing and Procuremeedure.

7. The other state agendlimvoice TSU Accounts Payable Departre@nbfosement.

8. A dual service agreement where a TSU employee provides services to another state agen
will be processed dellows:

a) A routing form is to be attached to the dual service cofullaeting
standardprocedures.

b) TherestrictedrOAR231004.25036120200)s to beenteredn theAccount
No. section of the Contract Routing and AppFarai.

c) The original contract is to be mailed to the other party (college/institution) by
the originéing department.
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A copy of the document will be emailed to Grants Accounting by the Legal
Officeforbillingtheotherinstitution.Thecontradanguagshouldnstrudhose
agencies to mail payment directly to the TSU Business Office and not
department. The original document
department 6s office f opurpopes.r manent
An extraservicepay formmustbe completetly the departmerdndexecuted
agreemeridttachedsa supplement document in PeopleAdmin before the facul
member will be pdidse FOAP: 2310025036120€200 position# 033830.)

The period of releasing the funds should be indicated on the extra service pay
Remember, if the extra service pay form is not completed by the department
andreceivedn HumarResourcepriorto thebegin date of servictheextra

service payment Ivhot be processed until a late justificateypproved by

the Vice President for Academic Affairs and Presislsnabmitted with the
PARFE The amount during the academic year cannot eXt8edf the
academic year 0s s al waiceywork agreemertself thie o t
TSU faculty is onr@nemonth contract, work performed during the summer
terms must be included on the Notice of Summer Appointment Form. The
amount to be paid cannot exceed 33.33fteqfreviousy e aacdidemic
salary(inclusiveof all sourcesof payments).
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DUAL SERVICES
MEMORANDUM OF AGREEMENT

FOR EMPLOYEE SERVICES

JENNESOEE STATE UNIVERSITY
VENDORPARTY PROCURINGPARTY

This Memorandum signifies agreement of the above parties concerning the provision of employee
services. The agreement is asfollows:

1. Vendor agrees to furnish the services of its full-time employee,
Social Security or EmployeelD Number who will perform the following

services for the Procuring Party:

2. Compensation to Vendor Party:
Base Amount
FICAMedicare
Retirement: A TCRS or A ORP
Total:

Maximum liability of Procuring Party: $

3. Payment will be made by Procuring Party after completion of service and after receipt of
invoice from Vendor Party, mailed to the following address:

Tennessee State University
3500 John A. Merritt Boulevard
Nashville, Tennessee 372091561
Attention: Accounts Payable

Note: Please reference the contract and purchase order numbers on invoice.

4. Contract term shall be from to
5. Coordinators: Vendor Party: Tel:
Procuring Party: Tel:
53

2022-2023




DIVISION OF ACADEMIREAIRS OPERATING MANUALZD2Z

Either party may terminate this agreement by giving notice to the other at least

days before the effective date of termination. In that event, Vendor Party shall be entitled
to receive just and equitable compensation for any satisfactory work completed as of the
termination date. In addition, Procuring Party shall have the right to immediately
terminate this agreement and withhold payments in excess of fair compensation for work
completed in the event that the employee fails to perform in a timely and proper manner
or breaches any material term of this agreement.

This agreement cannot be assigned or subcontracted without the written consent of all
parties.

During the performance of this agreement both parties warrant that they will not
discriminate against any employee or applicant for employment because of race, age,
religion, creed, color, sex, disability, veteran status or national origin. The parties also
agree to take affirmative action to ensure t hat applicants are employed and that
employees are treated during their employment without regard to their race, religion,
creed, color, sex, age, disability, veteran status or national origin. Such action shall
include, but not be limited to, the followin g: employment, upgrading, demotion or
transfer, recruitment or recruitment advertising, layoff or termination, rates of pay or
other forms of compensation, and selection available to employees and applicants for
employment.

Dated this, day of ,
VENDORARTY PROCURING PARTY
By: By:

Dr. Glenda Glover
Title: Title: _President
APPROVED:

FINANCE & ADMINISTRATION
(If other party is not a TBR/UT Institution)

By:

Title:

Date:
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Procedure-06.0: Emergency Employment Approval

The purpose of tBmergency Employment Apgmmass is to provide a procedure by which units may gai

n

immediate approval from the Office of the Vice President of Academic Affairs/Academic Affairs Officqd to employ

individuals to meet unanticipated instructional needs. The regulafcappeictmertess must be followed
immediatelyitifsnot already underway. Primarily, this proceduiesid to gapproval for faculty (including
clinical and graduate teaching assistants) to begin work. Academic Affairs will sigmnaed cettaxea sc
copy of the form within 24 hours to the requesting unit and Human Resources. No person is to be allow
work without an emergency employment form signed by the Office of the Vice President of Academi
copy of the candield%forrh should not be attached to the Emergency.Mordamretjuman Resources
musbbtain thed form and contact the candidate if additional informatiorbisfoeg@neeimployee begins
work

STEPS

1. Open th&€mergency Employment Apprdvaim be able to certithat:
AThea p p | educationafedentials/qualificatiome beerpresentetbtheunitandauthenticity
has beewerified

AThea p p | EligikilitioberaployedyTSLhasbeerverifiedT hisnayinvolveonsultinguman
Resources

AThe applicant has not begun any work as of date signediegipu@sigdate cannot be earlier
than date signed by the Riesident).

The named individual will not be allowed to begin work on date requested unless a signe
the form has been signed by the VPAA or designee and the signed copg filed indhe & |
personnel file in the Departmental office.

2. This form is usedhen:
AHiring document is being prepared by the regpiesting

AAppointment form has been submitted, via PEOPLEADMIN, but approval has not been rg
by the unitAftach a copyfdEOPLEADMIN appointment form alsdxiyitted.)

3. This form is naised:
ATogairapprovdbranyindividuabworkvhosejualificatiomsdeligibilithavenotbeerverified

ATo ficorrecto a violation wiorkwithoutauthorzation] v i
or to fiextendoageemesx pi red empl oyment

A In any instance where employmiltiret delayebeforehe normal processing via
PEOPLEADMidtompleted

ATo change any condition of the employment/workload of a facpityseeiiybemployed
(extra service, overload, account percentage, etc.). Standard forms should be prepar
presented for emergeaqmgyroval.
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ACADEMIC AFFAIRS

EMERGENCY EMPLOYMENT APPROVAL FORM
(Form must be typed)
(Instructions are given for intended use of this form. Please do not use unless you have read all
instructions. If it is necessary to-key this form, pleasensurehat instructions are verbatim
andformat exact.) The Employment Eligibility Verificationl-9 Form must be attached to the
document.

| am requesting approval for the individual named below to begin work:

Name
Last First Middle Initial
T#
Beginningdate: Endingdate:
Previously employed bySU: Yes No Do notknow

Will be employed as: (check as applicable)
Full-time faculty Adjunctfaculty Graduate Assistant

Temporary facultfonesemester) Temporary faculty (twsemestergannual)

FOAP including PositioiNo:

Name ofDepartment/Unit:

Date the Appointment Form will be loadedAEOPLEADM:
Do not attach the-® Form; Human Resources will obtain tb@cument.

*Academic Affairs must receive kgate)
6éééeéééebééeéé ecééeééeceééeceéecee.

My signature below verifies that as of this date, the individual named above has not begun any work
for the period requestetlalso certify that the named individual will not be allowed to begin work

until a copy of ths form has been signed by the VPAA or designee and a copy filed in the
individual 6s per sonn elhave vefified thatfund3 erp availabimand hagel o
verified the individual has the credentials required for employment in the positioiested. | have

also verified eligibility to work at Tennessee State University and acquired necessary documents

required by the Human Resources Office.

Signature Date: DepartmeBGhair

Recommended DatBean/Director

Approval Date: VicePresident of Academigffairs
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Procedure-07.0: Emergency Plan/ Procedures/Strategies

In the event of inclema&aather, TSU will disseminate the closing plans. The purpose of this se|
procedure is to outline the plan, decision making, and procedure related to opening late, dismissir]
closing the University completely due to inclement weather

In theevent of inclement weather or an emergency, TSU follows a set procedure for announcing op
changes by making one of three announcements:

1. Tennessee State University is open and operating oscheeylar
2. Tennessee State Universitglog early or will delay opening until a specific time
3. Tennessee State University is ptodgdiesignated employees toeport.

If TSU classes are canceled, the announcement will apply to all classespmrediit. Offices at
TSU will be considered open unless the announcement specifically says attloffertswihhe
decisioris madeovernighit shouldbe announcethenextmorningiathe followingarea radio and
televisiorstations

RADIO STATIONS TELEVISION
WQQKM 92.1 WKRN CR2
WKDFM103.3 WSMV CH.
WGFX¥M104.5 WTVE Ch. 5
WNPE-M106.7 WZTV Ch. 17
WLAGAM 1510

STEPS

Ction
g early, or

brational

1. The emergency management team will provide professional and accurate informatiof to the

President to make the final decision. The final decision related to emergency closingg
made by the Presidentdesignee.

2. Information related to class and work schedules will be submitted to local television and
stations and distributedrnally tine
TSU intranet (University Communications) TSU
homepagevivw.tnstate.edu
TSU telephone operators-5968)
Textingindsocial media applications will also be used to disseminate information.

3. Because of the limited number of incoming lines and the potential for congestion that coy
delays in service, TSU employees should obtain information regarding closings from th
social media, the texting system, anlitier
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4. Inclement weather decision®delaniversity sites outside of Davidson County will be mad
by theuniversity directors/coordinators for those sites based on local conditions and
accordance with local governmaentsschool districEhose administrators will develop
proceduseto communicate information through local media and inform the Office of Eme
Management of all decisltthenonDavidson County site is anérrsitpwned teaching
location, the closure will be determined byutigersitgdministers/directors at those sites,
and the faculty members should communicate those closures to their department heads
turn will report thendéans.

5. When inclement weather or emergency conditions are such that closings occur two or m
in succession, the procedure is followadaghannouncemeiten when the University
is open, there could be unsafe travel conditions in your area. Please exercise caution an
as much information as possible about weather and roadetrdityonsdecide whether
to travel.

6. TheOfficeofEmergendylanagemeniill gathehelatesavailableveather information from
local media sources and consult other local institutions (such as Nashville State Con
College, Fisk University, Mektaaycal College, Metro Nashville Public School System, et
to determine their plans. The Chief of Staff will contact the Inclement Weather Team m
and théeam will develop two recommendations based on all informatiamavailated
to clases conveniéidhe other related to staff reportivarko

7. Early dismissal due to inclement weather will be decidedbytasedsszsis, and the
Inclement Weather Team will evaluate conditions and make recommendations as far in
aspossible.

THEFOLLOWINGCTION®VILLBETAKEMFTER'HEPRESIDENTASMADE HIS/HER
DECISION:

1. Dining ServiceSniversity dining facilities will provide meal plan servicetbeddniezsity

closes for inclement weather. Howewapanenent will delay opening on these days and may
opt to close early if weather conditions are extreme. Meal plan participants will be notified §
of any changes in daily operatiotsddie information will also be provided through the Tiger

Dining social mediafotltiservice retail operations are closed on days whieertsigy is
officiallglosed.

2. Special Event®epartments and units hosting special events should malgitreir own
arrangements with employees and partmyjpatifging them how to proceed in case of
inclement weather or an emergency. In unique circumstances, whefé¢th@atfeiyants
and employees are not jeopardized, special events, stietl esrteekes or athletic events
open to the public, may be held upon prior approval by theiepmiasathiat. All
departments and units must ensure adennextsty
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and facility services by coordination with Events Management and other units expected to
such operations. In cases of extreme weatinérethity may a shutdown of all activities,
including special events, unless special approval is graptesidgrihe

3. Essential Employdgven when thmiversity is open, there could be unsafe travel conditions
in your area. Please exercise cautigiatner as much information as possible about
weather and road conditions before you decide whethguriodgraeeiods of inclement
weather.

1 AlertManagemerRrograntaciliieManagemehtiesignatelistof AlerManagersdistributed on

athreemontischeduletheDirectoof TSUPDRresident/CabiremdtheDearof StudentsThidist
consists of who should be contacted fboaffeeekend emergencies. Per TSU Policy 7.7.1.6)
examples of such emergencies includiea|étlures, waliee breaks, heating/cooling problems,
fires, life safety issumsjelevator malfunctions.

The Vice President of Academic Rifhibscontacteduring thiprocess andill takeaction as
necessary dependingupoatme r gency. Academic Affairsoé p
the TSU Police Departmenttaites and weekends for emergencies as listed above. The al
management system will contact the Vice President of Academic Affairs

1 Text Messagingmpoyees in all colleges/ schools /departments in Acadernace Affairs
encourage sign up for tAISUPprovidegervice

1 PaniButtonsSilenalarmareintheOfficeftheVicePresidemfAcademiiffairintheMcWherter
Buildindaswellas otherdivisionandbuildings)Designatedmployeeactivatehemat their
workstations when there are sehretysand TSUPD respands

1 OtherEmergencWeasuredn the event of emergencies, personnel in the Office of the Vi

b

upport

rsonnel

ce

President éfcademic Affairs could be dispatched to specific academic buildings for reportiffg and

coordination.

1 Campus Message Bo&¢6FE has digital message boards placed in high traffic areas to pro
instant emergency alerts. Personnel in academic buildingstirese units will be able to
receive immediate information as li€€H by

The Office of the Vice President of Academic Affairs TdlbvEntieegency Plan
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Procedure-07.1: Emergency Notification Sysieampus Textlessage Alerts

Emergency Notification System (ENS) is a service thatnmargenity information received by
Tennessee State University officials to the users within the system. Employees in all colleges
schoolsanddepartmenis Academiéffairhavebeenencourage signupforthisTSUPD

service.

STEPS

A. Go to the webpafge The Emergency Notification SySampuglerts:
http://www.tnstate.edu/emergency/ens.aspx

B. SelecEmail Preferencasd enter @ontact Email AddressThis is the primary email address
to which you would like all messages to be sent. To send messages within a network grou
must have added and confirmedhail address from rieivork

C. Selectext and Voice Preferenesvide @ontact Phone Numberreceive group
messages
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Procedure-08.0: Evaluation of Instruction

MyClassEvaluatiois anonlinglatfornteaunchedh Sprin@2012bytheOfficeofInstitution&lanningnd

Assessment in the Division of Academic Affairs for evaluation of faculty instruction by students. The service

provided through I08@utioninterfaces with TSU Banner Servic@svahes faculty, student, and
course information uplo&dg Class Evaluation allows the university to castatiurally normed
online evaluation instrumEtig customizatiancludes social medi&hgage all stakeholderd the

generation, hosting and maintenance of standard and historical reports such as evaluations forms,
course/student/instructor records and data, as well as technical support and software maintenpnce and

upgrades.

My Class Blation Single Sign (SSO) simplifies user access by providing a Federated Identity

Managemesystenvherebgsingleactiorofuserauthenticati@mdauthorizatiggrantsheuseraccess
to all applications where he or she has permifisiarighe need to enter multiple username/passwordl
combinations.

Unique to My Class Evaluation is a measure
standardizdzenchmaxfstudensatisfactidnonmtermtoternthatovetimeshowsgleatrends. Frequent
monitoring allows timéversity tmake rapid adjustmeatsnprove student satisfactioleaming.

Because of the range of disciplines and approaches throughout the campus, My Class Evaluatiof
clarity in the evalaatof faculty instruction by stuaieddsline documentation of student evaluation data
My Class Evaluaterhancefaculty and administragioresgo evaluation data that can be utilized for
improvements studentearningandfor personngburpose suchas tenure retentionandpromotian
Moreover, this teolsures flexibility with running different course evaluatiomeegeds as

STEPS
1. For Faculty Access to My Eeakiation:

A Log into yoanyTSUrab.

A Click the Banner Servitas.

A Click Faculty ServioegT SUrab.
A Click My Clagvaluation.

2For Student s OEvaluatoress to My Cl ass
Please direct students tovidlesit@rthemyTSUrab

Log into younyTSU ab.
Click the Banner Servicas.
Click the Studerdb.

Click StudeRtecords.

Click My Clagwvaluation.

Too o Jo o I

For more information about My Class Evaluation and student evaluation of faculty instruction,
contact the Office of Institutional Planning and Assessment-963R6at1615
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https://adfs.tnstate.edu/adfs/ls?SAMLRequest=nZNNb9pAEIbv%2FRXW3vFXDo1W2BEFRUVKWwROD72t12O8sB%2FuzprQf9%2B1MSmVQoRyHc%2B87%2BzzjqcPRyWDA1gURmckCWMSgOamEnqbkeficXJPHvJPU2RKtnTWuUav4XcH6IIZIljnx%2BZGY6fAbsAeBIfn9VNGGudapFEEAkOn0TEHIVRdxI1SRjOvQ4KFVxGaucH5PMCq%2Bv%2BJvhBJJMGjsRyGDTJSM4lAguUiI7JqteJNo3alLLd6Xzat4QpA71qx3ZV8z3b1dm9K340rhigO8G8esYNlb6ZdRtI4uZ8kySSNizSh8R29S8Ik%2FvyLBCtrnOFGfhH6BKazmhqGAqlmCpA6Tjezb080DWNanpqQfi2K1WT1Y1OQ4OcZcNoD9sg10gHp%2B1Lt6EvyMYBhYXu7ADtnRPJrifQqiGYaXTqc%2FNKWfveSy8XKSMH%2FBDMpzcvcgh%2FNiLMdDKEo5q4v4QkOFVFN6qGVdhpb4KIWUF2SSG9FEb3uNh4iVMNR%2BCt0cHTB3KiWWYE9bTgy7j7kMprQS%2Bm59DjXUF%2Fq3Yz%2F3TZOea%2Fty%2F2Fvhhb9RcH3L%2BtsMwDM9adAnp7o3z8eIVJfg738v%2FN%2FwI%3D&RelayState=df1cc2be-fecf-4ae5-ac82-d92799476288&SigAlg=http%3A%2F%2Fwww.w3.org%2F2000%2F09%2Fxmldsig%23rsa-sha1&Signature=lnEFP0xB8LPRSCzutHG0u5H4SQ5D7VMQ71S3ePo1SW7l9f66pH7qxY%2BdMM18X%2F3xe9OUqik23r%2FLuNVnVuO5xkXPMZglOECHDYLqU%2Fk%2FoxyNE8odNGj6xYo9ETTK7RNo2iTo%2BriUYp4RRwhhoVc28rXmAEbSiRNtgBx6tOdp%2BrFUa5Xv81LLMeRGYJIMkVtbQ0WRx%2BtYyb0Y5veTOrre1CaH3g91IbpW3DJoSNhFeRJK9AQvM88gFKeJ087GcdW6uOpJ7DXUE5dfYS925gzLWdtw2dAdM7cjWOBGr0RiCgMgyZf1SoLpKFG0DyTLU9EExHOFZ%2Fu%2BkXulMguLtRK%2BGuMe3A4SH9oa8X9KLNC5%2FsEsZW9wDDa9HsP%2B8TzdtHAlo0tf1v4iM8nQeYQUavmOqVvG1yq54kwVtb5oR%2F11KnLeib635Q5q5vlz6VAdbMQ1tUB%2BbkRxvn0ZnNf94d%2B6INAFrFscwZm%2FEzGi7oT3VnOWmrODtT0m2o33TE4mWvG6qbesVINmAgRytAWIYUCm6XtyMHJvAci3GgeoyT2BmDWHc9vcMjwJsmzjX8UXLoS3rymhuVm%2FUEdZinn0Wb%2B6kRiXpQLx39Kx506apkbfs%2F%2FFmHeefmW9sHrgB1fV2S4OAmyWCILGQcVj5KLkgvnhxI7Df0Qxx0DDpWcS7zAaMds%3D
https://bannerssb.tnstate.edu/pls/PROD/twbkwbis.P_GenMenu?name=bmenu.P_MainMnu
https://www.tnstate.edu/mytsu/
https://www.tnstate.edu/mytsu/
https://mytsu.tnstate.edu/cp/home/displaylogin
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Procedure-09.0: Extra Service Pay

Thepurposefthispolicystodescribéheprocesandsetforththegenergbrovisiongjrcumstancesnd
limitations under which extra service pay may be appropriate for regular exempt employees of T]
StateUniversity.

TennessestatdJniversityecognizetheneedorfacultyndstaftobeinvolvethpubliserviceresearch
endeavors, professional services under sponsored programs, and continuing education activit|
activities build upon thesersity's mission, contribute to the quality of instruction provided to stud
advance goals of ftate, and enhance the institution's standing in the nativersiiyelso recognizes
that under certain conditions these activities may be performed outside of, and in addition to, norm
assignments and responsibifdresvhich extra compensation may be warranted. It is tdie policy]
TennessegtateUniversitio providextracompensationaccordanosithTennesseBoardf Regents

(TBR) Policy 5:01:05:00 (Outside Employment @utnipetnaation).

Definitions
Extra Service Pay (ESBdmpensation for work performed outside of, and in addition to, normal wd
assignments and responsibilities. Such work is performed in addition to the regular exempt empl
workload and is typicallyramunrring and specific in nature.

Regular Exempt Employees: All executive, administrative, professional, pers @uaelehucare
exempt from earning overtime compensation and employed on a continuing basis by the inst]
specified in TSU Eoyphent Classification Policy 6.15.

Regular NeBxempt EmployedAll personnel other than academic, executive and administrative
professional personnel classified as clerical or supplootataféligible to earn overtime compensation
andemployedna continuinbasisbytheinstitutioasspecifieth TSUEmploymelassification Policy

ennessee

es. Such
ents,

al working

rking
byee's full

tution as

or

6.15. Individuals with this designation include all personnel who are covered by the provisions of the Federal

Wage and Houaw.

Executive Level Personnel: Positions reporting to the Ppesitienttoat requiréBR approval to
hire. Positions include, but are not limited to, Vice Presidents, Assistant Vice Presidents, Asso
Presidents, Deans, Department Chaif§Rutenter of Excellence Directors.

Eligibility
AllregulaexempémployeeaswellasExecutiveevePersonnalreeligibleoearn/receiextreService
Pay (ESP). Requests for ESP for executive level personnel must be appresetridyothéhe
president's designee. Regulaexempt employees are ineligible for ESP but may be compensated
overtimpayfromresearchndsponsoregrograngrants/contradteworkenderetbeyondheimormal

job duties and regularly assigned work hours. Reguegtsdioneexempt employee to earn overtime
compensation from research and sponsored program grants/contracts will la@peieiseshéss

on a casby-case basis by tpeesident or tipeesident'designee.
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COMPENSATION LIMITATIONS
Regulaexempéxecutivievepersonneddministratigaff professionataffand12monttfacultynay

earn a maximum40fo ESP of their fiscal year salary (research incentives are excludé&éofrom thq
maximuin The maximum amount of ESP earned in any one month shall be commensurate

employee's regular monthly salary. Longevity pay is excluded from the extréreibmpensation

RegulagmontHacultynayearnamaximuraf4®%6E SPoftheirrquatediscalearsalanduringhefiscal

year period (research incentives are excludin 4a%maximujn The maximum amount of ESP
earned in any one month shall be commensurate with the employee's regular monthly salary. Lon

is excluded from the extra comperisaition

PROCEDURE
1. Thefacultyprstafimembeshalhotifijtheappropriatsupervisor(sfthedescriptioofservices
for which ESP may be warranted and the expected contimiément of

2. Employees must complete in its entirety and submit to the appropriate supervisor(s) an EX
Servic®ayFormandVerificatioof Additionaork-orndocumentirtherequestorextra
compensation.

3. The rate of pay for extra services will be arranged between the ethglogemand

department chair receiving the service.

4, All requests for extra service pay must be approved prior to the staiédatednether
ofthedepartmemequestintheservicesheappropriatécepresidenandwhen necessary,
thepresidendrthepresidentiesignee/Vhen the FOAP is @gsed to a differemiivision,
thesignature of theize president of thadivisionis required on the Extra Service Pay

form.

5. AuthorizatidorESPmusbedocumenteahdapprovebtleforeservicearerenderedrworkis
performed.

6. Extraservicgpaymustcomplyviththerulesandregulation®latedo salarieshargeabl®

federally sponsodgrams.

STEPS

1. VisiHuman Recoursas thel SU website

2. Scroll down to the gray tab on the. fanddéifd the far right and click o r ms . 0

3. Scroll down wuntilReyawesseed AExtra Service

4, A box willdl pop up saying fibpennyou want to
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5. Once the form opens complete the necessary riefpresstidn. Once complete, scroll to the

bottom of the form, click on

necessary requested informatiore  si gnatures of

t

t he
he

tab tha

empl oyee

projectsupervisor must be on the Extra Service Pay Form.

Once complete, save to your ndoldek
Begin new Personnel Action Request Form (PA&HH ¢ ATmin.
Attach completed form to R&RGN.

© © N o

Track action to make sure routing dséainot

Tennessee State University

The Office of Human Resources

Extra Service Pay (6.17)

Effective Dates:

Original effective date was July 1, 1993

Effective date of this revision is September 1, 2015
Updated 1952018
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thENNESSEE

StaTe UNIVERSITY

Extra Service Pay

Office of Human Resources

Personnel Action Request

ID Number:

Last Name:

“Annual Salary: ©

Previous ESP: =

First Name:

Approved Amounts for Current Fiscal Year:

Middle: 5
Department, 5
Present Job Title: 3

Check one: I:I Non-credit Instruction

Eﬂ_(‘red it Instruction Q('ansnlmnl I:I_ Other

Description of Service:

[Services rendered From: To |
I
Total payment amount: Check one: One-time payment (at the end of service period)
$ Distributed across service period
Source of funds for extra service payment
Fund Org Acct Program

Position number:

Special Conditions:

Authorization for ESP must be documented and approved by the Division Head before services are rendered or work is performed.
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TENNESSEE Verification of (¥ffice of Human Resources

Stare UNIVERSITY Additional Work Personnel Action Request

ID Number:

Last Name:
First Namie:
Middle:

Department
Present Job Title:

I » have agreed to perform the following

duties:

for (department):

in connection with (name of grant or research project):

for the agreed upon total amount of: § - This service will in no way interfere with my regularly
assigned job duties or work schedule at Tennessee State University.

Proposed work schedule:

Authorization for ESP must be documented and approved by the Division Head before services ave rendeved or work
is performed

Signature of Emplovee/Date:

Signature of Emplovee’s Supervisor/Date:

Signature of Project Supervisor/Date:

Print form for signatures, then scan and attach as supplemental documentation at the ime extra-service pay
request is submitted via People Admin.
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Procedure-10.0: Faculty Workloads Evaluation

While thaniversity supports faculty initiative and industry, all levels of management must exercise ¢
controls on the development of faculty workloads each semester. Workktduefoegarded as a
critical management.tdbe following forms dhieat faculty members are assigned, how many adjunct
are hired, and how budget dollars are spent:

(Attachments)

1.Instructions foWorkloads
2.Departmental Worklo&dmmary
3.Departmental Administrati8emmary
4.Preliminary Request for Facuyerloads
5.Research Release Justificatieorm
6.Sample Workload Form

The Division of Academic Affairs will be reviewing welddsdiise, adjunct assignments, and
requests for overloads using the following guidelines:

Workload Policy

Standaréhcultyvorkloals aredefinedytheTSUBBs15credihoursortheequivalenEaculty
members are also expected to work the equivalent of the standard 37.5 hour workweek
well.

a

Ifanaccreditinggencyequiregacultymembert carryfewethanl5teachinghoursthose
faculty members are still required to eeoril@adof the equivalent of 15 credit hours.

bnsistent

vy

Advance approvals of reduced workload due to accreditation standards must be in wrifing and

approved by the Vice President of Academic Affaeslesigsée.
Advisement is a normal part of the workload of faculty members and should gener

hlly be

performed-oad. Workload credit for advisement must be specifically approved in advafce in

consultationithAcademiaffairsDeanrchairshouldha granexception® thecategory

policy without the approval of Acahliéaiis.

Similarly, serving omndversity committee and other such normal responsibilities of fac
members should not generate release time unless approseltation with Academic
Affairs.

For workload purposes, one graduate hour equals 1.25 hours of workload credit. Thus
teaching three graduate classes of three (3) hours have the equivalent of an 11.25 t¢
credit load plus other assignraedteesearch as designated to meeththarddrkload

When a graduate course is-isted with an undergraduate course, the course will only I

1]

ty

faculty
aching

e

regarded as a graduate course for workload purposes if it meets the minimum nunpber of

enrollees for a guadecourse.
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1.

2.
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It is the responsibility of department chairs and deans to analyze, monitor, and recommen
workloads using the TSU and TSU Board of Governangeolge&load
The Final Workload Forms and departmental workload summaries will be due each sem
specified date to be announced via efeaiso

Release TimResearchRelease time for research must genlegiterate research product

and botheads and deans are responsible for verifying that release time granpgrddiiden fact,
researctReleaséimemusnotbegrantedoengagénunspecifiessearchpfi t ak ®u t@s e, 0
pursuadegreegrtopreparasyllabuReleasémetopreparea coursésgenerally not allowed.
Release time to develop an online course may be allowed with advance approval from
VPAA.

Faculty members may apply fortbuee release time to pursue research, and their applicatiofis

must be approved by department chairs and deans (see attached application forms for fur
nonfunded released time). Faculty must complete the Rededsstification Form, and
approval is required by the Department Chair and Dean. This form must be attached to th
workload forrDeans or chairs cannot grant research time ovért®urs for College of
Business faculhgurs withouthe writterapprovabf the Office of Acadendifairs.

Funded researptust list the actual account nunobewhich funds are coming. Please verify
thata PARKAccounthangé&ormhasbeensubmittetb chargdundgthatrepresentsoursjo

that accourtnd proessed in PeopleAdniEach semester hours charged to funded research
should be figured using a formula offaoétty salary6.666%. The 50% represents the fall
semester salary. ThereforehauB release for funded research would be shown as 20%
semestesalan(50%«x listecacademigearsalary 20%)Fundedesearchourcannobegiven
forananticipated grant unless justified (and subsequently approved) in writing to Office
President of AcadeAdi@irs.

Department Chair Release TiBepartment chairs are eligible for three to six hours of relea
timefordepartmentatiministrati@ccordintpthetablebelowDepartmehairarealsceligible

for research release time per # 4 above. Any exzéipsdist tnust have written prior approval
of the Vice President of Academic Affairs or his/her designee. Any exceptiandddthie list
beenrequestednwritingvithjustificatiolmtheOfficeofVicePresiderdfAcademiéffairs.

DEPARTMENT CHABRX (6) Hours Authorized DEPARTMENT CHATRree (3) Hours Authorized

Accounting
Biological Sciences Aeronautical and Industrial

Business Administration Agriculture aifthvironment&tiences

Computer Science Architectural and Civil Engineering

Criminal Justice Art

Curriculum and Instruction Business Information Systems

Educational Leadership Cardio Respiratory and Health Information Management
Electrical Engineering Chemistry

Human Performance &pdrt Sciences Dental Hygiene

History, Geography & Political Science Economics and Finance

Languages, Literature & Philosophy Family and Consumer Sciences

Mathematics and Physics Music

Mechanical Engineering Occupational Therapy

Nursing AAS Speech Pathology and Audiology

Nursing BSN Sociology, Social Work, and Urban Studies

Nursing (MSN)

Physical Therapy

Arts and Sciences

Psychology

Speech Communication and Theater

7.

Overload Request®verload requests should not be a noouaknce in the departmental
coursefferingsOverloadshouldyenerallype foremergenciesuchas facultylinessrequired
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splitting of high enroliment classeso anAll requests for overload pay must be accompanieq
by a workloddrmreflectingn actuabssignmeribtalingnorethanl15 teachindnoursor the
equivalent The request for overload pay must be aghsovVetBresident of Academic Affairs
priorto the performance of any activity being considevedrésadn

8. TheofficiabubmissidiortheFacultyDverloa&equesnusbesubmitteth People Admandwill
be due btheannounced date via email to déaMerkload Request Form and a copy of the
faculty memberds final signed faculloy wo
notattachtheseOverloadRkequestsothedepartmentilcultyvorkloatbrmsanddepartmental
summary.
9. Actual Requests for Faculty Overload will not be processed until the Final Faculty Worklog
and Workload Summary have been submitteccbeg@ébchool.
10.  Actual overload requesgtsbe reviewed based upon the number of classes listed for the fad
member.
11.  Submission of the Request for Faculty Overload does not caagpitatefinal
12.  Cancelediassesindshiftsnassignmenisaytakeawaytheneedoraspecififacultpverload. It
istheresponsibiligfthedepartmemhairanddeartomanagehed e p a r toorsfféridgs
and either cancel courgiéls low enrollmentin some cases, switch courses among departments
faculty to better manage the reqihedinvorkload.
13.  **Overloadsaynotbeprocessedf a facultymembehasa classwithlowenrolimentghat
should have beeranceled.
14. **Qverloads may not be processed if a faculty member is serving as a coordinator with
writterapproval from the Vice President for Academicdefaansaar
15.  Payment for Overload is based uponréadalty
RANK LEVEL| OVERLOAD PAYMEN ENGINEERING/COMPUTER SCIENCE OVERLOAD PA
Instructor/Lecturer | $750.00 per hour $1300.00 per hour
Assistant Professor Il $800.00 per hour $1,62500 per hour
Associate Professor n $9@0.00 per hour $162500 per hour
Professor \% $1,M0.00 per hour $195.00 per hour
16.  All workload forms must be signed by the faculty member, depaegnuearhdtiease

contachAcademic Affaasx5301 if you have any questions alesgignment.
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Attachment 1
Instructions for Completing
Faculty Workloads

1.The Falk022Workload forms will be developed using faculty information taken from the Baartertegstemplexity of Banner
anda d mi_n i waryingkrnowledgefskillatusingtheBannesystemwewill simplycopyoneformfromBannemndthen writein

the workload hourdhe department chair is responsible for completion of all 5 sections and the Workload Summary. Note remifjders and

instructiortselow:

2.Preferredmeth@n | y go to the informati ohitpséwwwsnbtaievedu/fdinys/schedidel r uct or
(Note: only authorized personnel will be ableyatessy

Print this sheethat shows faculty teaching assignmentdl ¥smuthis sheet(s) to write in the final workload assignment. In the case tl

course assignments have changed, you should immediately correct this in the Banner system.

Print this sheethat shows faculty teaching assignments. (Note that eaaimpyagieowilmaximum 3 courses so if teaching more than
three, you will have two sheets.) You will use this sheet(s) to write in the final workload assignment. $sigaseetitathengse a
changed, you should immediately correct this in thesamner sy

3.At the right side near each caquige;n the actual course hours and the converted pmyisled for workload credit. For example a
graduate course with 3 credit hours would be listed as 3.75 under ftbersonverted

Please list only crediburs and converted workload hours on this sheet. Do not list contact hours.

If assigned courses have changed, please revise the courses to be taught. Remember to officially changentlasssownBeiner syste
possible.

If course is not listedHerfaculty, just add the course information. If course included on the page that shouldn't be on the workload,
it.

Part ¥ Total numbeand show the number of teaching hours the faculty member is assigned and that will be counted in workload.
Complete all other sections of sheet. Add the following part 2

Part 2: Departmental Reseakdhfunded research may be allowed up to 3 hours but must include Justification Form
(JustificatidrornwillbesubmittediithfinalworkloatbrmsAnyhoursshownover3 for Researcimusthavehadtheapproval
of dean and Office of Vice President of Academic Affairs before the start of fall 2007 semester. If not approved, additiof
courses must bassigned

Part 3Funded Researemust have an accaumnber.

Has a PARF been submitted to assign salary to this account number for actual number of hours listed?
Part 4: Institutional servidest hours and description of service.
Part 5: Other
1 Department chair/Academic AdminisBatierally for depainchairs or coordinators. Show hours and description
ofassignment.
1 CoordinatoShow hours and descriptiassignment.
1 Professional Servideurs and Descripticenfice.
Other Assignmerttours and DescriptidBentice..
Part 6Total thenumber of hourat bottom of printed sheet. This must total 15 hours for all faculty workloads.

8.Have sheet signed by facuftis form must be signed/ dated flaguttg member, chair and de@ave copy of these forms for
later use. They will be reqpdl in Annual Report at end of Acadgeac.

9.Departments should also complete the Faculty Workload Summary (Attachment 2) that includes the credifuikione assigned for g
temporary faculty for the previous Fall semester.

10.You should also gete Attachment 3 detailing the administrative duties and assigned workloddgastmeeint your
11.Any overloads must be listed in the Overload Redpessttachment

12.SubmissiasfDepartmentélorkloaBormsindRepod AllworkloadshouldesubmitteththeOfficeofAcademiéffairdythecollege/
school dean (after their revieapgmdval).

Please send this information to your department chairs with a submission date that allows you to submérait materiald
Affairdy Octoberl0.

(Please call Dr. John T. Robinson if you want to use other formats developed by your college that would provide this
same information.)
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ATTACHMENT 2

TENNESSEE STAJHIVERSITY
FACULTY WORKLOAD SUMMAIRMAL

SEMESTER
College:
Department:
Preparedy:
NAMELAST/FIRST TEACHING | ADMIN. HOURYy NON FUNDEL FUNDED | OTHER TOTAL
HOURS RESEARCH | RESEARCH HOURS| WORKLOAD
ASSIGNED HOURS HOURS

List all full time and temporary faculty scheduled for semester

You will need to have approval from the Workload Summary to the Vice President of Acadeni
requesting any variances from listed workload (i.e., Overload requests, variance from standard

researchourschangesapprovedepartmermhaitorcoordinatdroursspeciahssignmentsic.) See

attachment 3 add
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ATTACHMENT 3

FACULTY WORKLOAD REPORT
ADMINISTRATIVE DUTIES/ WORKLOAD -HOURS
SEMESTER

Please list faculty name, assigned administrative duties and number of hours. You should list all
department chairs, coordinators, special assignments, etc. Do not list research hours.
Department

FACULTY NAME DUTIES( DESCRIPTIVE) # WORKLOAD HOURS|
EXAMPLES: PROPOSED FOR
DEPARTMENT CHAIR/ COORDINATOR, XYZ PR( ASSIGNMENT

SRR I

Total departmental
administrative workload ho

For any requested new administrative hours or any increase in currently approved hours, submit g
justification with this form.

RECOMMENDED APPROVALS

Departmef@hair Date

Dean Date

VPAA Date
72
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ATTACHMENT 4
OVERLOAD REQUESTS
SEMESTER
College
Department
ASSIGNED REQUESTED
NAME TE%CUD?“IQG RE'%EUARRSC'— O?SI’%’;NH(())SR O\’}‘QEOI;JLROSAD REASONS FOR OVERLOAD
RECOMMENDED APPROVALS
Departmes@hair Date
Dean Date
VPAA Date
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ATTACHMENT 5
FUNDED RELEASED TIMETIFICATION
SEMESTER
COLLEGE/SCHOOL:
DEPARTMENT:
PROJECT TITLE:
RESEARCH SPONSOR:
CONTRACT NUMBER:
PROJECT DURATION:
TECHNICAL MONITOR:
PRINCIPANVESTIGATOR:

1.0 PROJECT DESCRIPTION

2.0 PROJECT GOALS (S)

3.0 PROJECT OBJECTIVES (S) FOR THE SEMESTER

4.0 EXPECTED RESULTS/DELIVERABLES FOR THE SEMESTER

RECOMMENDED APPROVALS

Faculty Date

Departmes@hair Date

Dean Date
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ATTACHMENT 6
NONFUNDED RELEASE TIME JUSTIFICATION*

(semester)

FACULTWAME:
COLLEGE:
DEPARTMENT:

PROJECT TITLE:

DESCRIPTION or OVERALL GOALS of RESEARCH PROJECT or ACTIVITY:

SPECIFIC GOALS for CURRENT SEMESTER:

EXPECTED DELIVERABLES for CURRENT SEMESTER:

Including the current term, how many semesters have you been given release time for this projec}~

Ifyou have previously been given release time for this project, what was your most recent
deliverable?

RECOMMENDED APPROVALS

Facultjember Date
Departmefhair Date
Dean Date

*To be attached in PeopleAdmin with Overload Request.
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Procedure-11.0: Grade Appeal

Theuniversity recognizes the right of a student to appeal a grade which she/he believes is incorre

t and

does not refldus/heclass performance. Issues related to harassment (sexual, racial, or other) shodild

be referred to the Affirmative Action Officer.
STEPS
1.Studentwrhobelievanincorregjradevasawardedhoulgeekaresolutiowiththeinstructassoon

as possible. If the student is not satisfied after attempting to reconcile the matter with the instr
student may appeal totthad of the department. This appeal must be in writing, accompanied §

ctor, the
y all

relevant supporting documents, and must be initiated within 30 calendar days of the beginnifg of the

semestémmediatefpllowinghesemestdanwhictthegradevasawarde@exalidingsummeschool).

2The department chair should provide a copy
response from timstructor.

3.TheinstructowillprovidéhedepartmewchaiwithawrittemesponseithirLOworkinglaysininstances
where an instructor indicates to a student that a grade adjustment is warranted and fails to
adjustmentithirtenworkinglaysthestudenshouldnfornthei n s t rdeparttechair Exceptions

will apply wheretimstructor is not teaching, as in summer session, or when the instwetpr is on

4.1f the student is not satisfied with the decision of the department chair, a further written apped
made to the dean of the college/school. Thimappbalmade within ten calendar days of the decisio

of t

hake the

| may be
N

of the department chair. After reviewing the appeal record, the dean must render a decision withifi ten days

ofthereceipbftheappealafterwhicttheVicePresideraf AcademiAffairandExecutiveicePresident
is the next levelapipeal.

If the instructor happens to be the department chair or the dean, the appeal will be submitted t
higher academic officer (that is, to the dean if the department chair is the indtrad®oesateheof

Academic Affairs and Executive Vice President if the dean is the instructor). In such cases the d
the Vice President of Academic Affairs and Executive Vice President is final.

A student has 30 days to protest perceived gadesiranscrighformatiodrop/addsyithdrawals,
andothedata. Appeals made after this time willeaebed.
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Procedure-12.0: Grade Changes

This procedure is used to complete a Change of Grade Fagratievhes heen incorrectly awarded.

DIVISION OF ACADEMIC AFFAIRS OPERATING |

To obtain official approval, the Change of Grade Form must be submitted according to the steps Qelow.

STEPS
1)

2)

3)

4)

5)

6)

* Fol

If a student believes an incorrect grade was awarded, he/she should seek a resolution
instructor amen apossible.

If an instructor determines that he/she mistakenly awarded the student an incorrect
he/she should subm@tange of Grade Form (See the next page for a photocopy of the
Changeof GradeForm) tothedepartmechaiforapprovaSecuré¢heChangefGradd-orm

from the Recor@dfice.

In instances where an instructor indicates to a student that a grade adjustment is warrg
and fails to make the adjustment within ten (10) working days, the student should infor
i nstr uct ochalr.qExakptipna wilt appy vihen the instructor is not teaching, as
summer session, or when the instructieraigeon

The department chair will submit the form to theagpeovédr

The change of grade form should be signed by the degtautctwnt chair, dean of the
college, Office of the Vice President of Academic AReasrdmd

If the student is not satisfied after attempting to reconcile the matter with the instruc

student may request a meeting with the head cfrtmentei initiate the grade appeal
process.

|l ow the Procedure for Al o Grade Repl ac

7
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A TENNESSEE

CHANGE OF GRADE FORM Mll I StATE UNIVERSITY

(PLEASE PRINT/TYPE ALL INFORMATION)

Date:
Please change the following grade for:
T Number:
Name
Semester
Course Change Change
Dis. No Course Title Hrs From To
Justification (attach supporting documentation):
Academic Department:
Approved by:
Instructor Department Head Dean

Official use only (Academic Affairs / Records Office)
D Approved D Disapproved D Returned for Clarity/Additional Information

Comments:

Academic Affairs/Records Office

Rev 5-12-21 RECORDS OFFICE, 3500 JOHN A MERRITT BLVD, NASHVILLE, TN 37209
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Procedurel 3. 0: 01 6 Grade Repl acement

The grade of I, I ncompl et e, indicates that the studentdés work in
satisfactory. The steps below outline the processes for graduate and undergraduate students.

Procelure1 3. 1: 01 6 Gr-@GrddeatetRepl acement
GRADUATE

Graduate instruction assumes that the student has both the interest and the ability to do indepenglent study
andresearcbfoutstandingualityThusa graduatstudeniusimaintaia minimuraveragef' B(3.0
guality points on a 4.0 point system) in all graduate work. Cour se
degree programs, grades less than C are counted in compiling the general average, but they mpy not be

included in the requiretmdor the degree. For information about@ctoral programs, please see
specifiprogram.

Thel grademusteremovedromthegraduats t u dpermanémgcordvithimnesemesteiromthe
end of the term in which the | grade was awarded. If all requirements floe reneowat ofet within
the period, the | grade will be changed to F by the Office of Admissions and Records. All enrojlments in
dissertation, thesis, or projertgredurses shall carry the grade of | until the project is completed. Thelfinal
letter grade is awarded to each previous enrollment where an | was awarded. (Gatlit2(4 Batalog

Procedureel 3. 2: 01 6 Gr-dndezgraBuatp | ac e me nt

UNDERGRADUAT

Removal of | grades: Incomplete is a temporary grade which must be thmonddr@maiuate
s t u dpermanémecordvithironesemesterontheendofthetermnwhichhel gradevasawarded. If
allrequirementsfa coursenwhictthel wasawardedrenotmetwithironesemestethegradeof

I will automatically convert to a grade of F. Inasmuch as the awarding of an Incomplete is the decision of the

instructor, it is the instruct @asawardedadmpakernsijbi |l ity to inform the s
him/her aware of what assignments must be completed to remove the I.

Students are NOT to be instructe@nooikein any course or laboratory to remove an Incomplete. If the
extent of the work to be done is such that the stuslémtitieed class, the student should be awarded
an appropriate grade, and it b-encolbimbescoutshe stjudentds decision, or re
The | grade may be removed by following the steps below:

STEPS

1. Contadheinstructavhoissuedhelncompletandcompletallassignmentequiredb

remove thegkade.

2.Conditions for Issuance and Removal of IncompletéddnGaatle

3.Secure the | Replacement Form from the Records Office or dowrflamdhib®& émwonds Office
4.Thei | Replacement grade must be submitted to the Records Office with the grade autholized
by the instructor of the clas®apdrtment Chair ofdiseipline.
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TENNESSEE STATE UNIVERSITY

RECORDS OFFICE, FL&XYNE CAMPUS CENTER, SUITE 305

0l 6 GRADE REPLACEMENT

(PLEASEPRINT)

0 | RADEREPLACEMENTORM

NAME T NUMBER T.

LAST HRST M.I.
SEMESTER FALL20 SPRINRQ SUMMERQ
Dis. COURSHNO. COURSHITLE HrRs NEWGRADE
(E.GEnG) (E.G1010) (E.G. RESHMARNGLISH)
INSTRUCTA@BS GNATURE DaTE DEPART ME NSScNaTHIHEI R
DaTE
RECEIVEBY. DATEISSUED
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CONDITIONS FOR ISSUING/REMOVAL OF INCOMPLETE GRADE
(Please semverse side for details)

TO: T#

Course No. Section Title

Semester 20

The work you have completed to date in this course and your attendance has been satisfactory.
I have awarded you an I ncofmgowete (01l 6)

Reason for Awarding Incomplete

Assignments/Examinations to be Completed

Date (s) Assignment (s) Due or Examination (s) to be Taken

St u dSignatudes Date

I nst Signature r 6 s Date
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Procedure-14.0: LowProducing Academic Programs

A Wanuar2010theTennessedigheEducatioBommissiomconsultatiomiththetwosystemdyegan
reporting annually on the statusfadetf of academic program productivity. THEC had for many ye
reported the performance of new programs and established programs on a cyclic basis. These
reportsensured new programet statutoryequirementand existingacademi@rograms awisd
unnecessary duplication and mairttaéiregualityiabilityanddemand. The 2011 repedpndnthe
seriedfannuateportspullsogetheacomprehensiaealysisfallprogramctivity. The usetioisdata

is fundamental to institutiepsiem, and state responses to the Complete College Tennessee Act of
(CCTA). The comprehensive report and the data analysis behind it are intensigtdtionguide
decisionabouiplanningiewprogramssliminatinthosefor whichstudenintereshas diminished, and
serving the state through mission distinction. The CCTA constitutes the framewd€l Totattee 2010
MastePlanfor highereducatiorthe outcomebasedundindormulaandthesharpened emphasis on
institutionahission differentiation. This public agenda requires careful planning for acadeaic progr
arecharacterizdryqualityandstrategiundingomeethetransformativee g i sgbads tofiincreases!
state educational attainment and ecdevadiqpp me nt . 0

THEGeviewshedegregroductivigfeachacademiprogramttheendoftheacademigear.Programs
that did not meet benchmarks during the monitoring period must complete a Program Productivity
addresses deficiencies pruvide specific plans for corrective action. The Program Productivity P}

ars
separate

010

AMs

Plan that
an

serves to help improve the program by helping institutions formulate a strategy to address ernroliment,

retentiorand completigoals.

Degree productivity for new academansdgexempt from Program Productivity Plans for five yearg
the PosApproval Monitoring (PAM) period. After that period, those new programs are monitored K
through the Quality Assurance Funding (QAF) program in the same manner asral other progr

Programs underperforming at the end of the monitoring cycle are in true peril of failing to r
institutionally developed projections that indicate success. Underperforming programs that comj
aremonitoredy THEGhrougltheLowProdumgProgranevaluatiom:HEG:anrecommen@rmination

of those programs that do not, over the monitoring period, show improvement. Universities m
decisions based on expenditures, degree productivity, and the dgmugrdrfor the

The FOCUA&ct transfers the responsibility of TBR to the Board of Trustees for TSU. The TSU
responsible for the oversight and review of academic program productivity in concert with the
leadership.

STEPS
1. Dean/department chair reviews maturengragraually to determine if it falls or is approaching one
of the following THEC standard definitionmfoallmmgrogram:

a. BSi average fewer than 10 graduates cyeagériod.
b. MSi average fewer than 5 graduates oyeagpbriod.
c. PhDi aveage fewer than 3 graduates ovgearteriod.
These benchmarks are standard measures of productivity used by colleges and universities natio
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The Tennessétgher Education Commission (THEC) anpradlamg program review has the
following two parts:

Part I: THEC annually issues a report eptoducing programs by July of the fiscal year.

Part II: TSU annually identifies-fmaducing programs to retaiconsolidate, or terminate and
reports actions to THEC by October 1, of the fiscal year

Reporting CycleVith the January 2010 report of the results of System actions, THEC will establisij an
annual cycle of program monitoring charted below:

For Currenbelayed 2009 Study and January 2010 Report to THEC

August, 2009 UT and TBR send 200&eport of graduates to THEC
November 1, 2009 THEC releases 2@ LowProducing Program Report
Januarg010 THEC reports UT and TBR program dedetdiios$
2010

August, 2010 UT and TBR send 2Q09eport graduates to THEC
Januarg011 2011 releases 200% LowProducing Program Report
Januarg012 THEC reports UT and TBR program deettbtien's
2011

August, 2011 UT and TBR seR@1011 report of graduates to THEC
Januarg012 THEC releases 2a06L owProducing Program Report
Januarg013 THEC reports UT and TBR program detetbiisn's

(a) If program is approaching low producing, applicable dean and department chair
developa planofactiorforcorrectioarrecommendatifordeletio@ndsubmit
copy to the Vice President of Academic Afaiiesvior

(b) Vice President of Academic Affairs and Dean will determine rexdimmended
following THEC/TBR policies, guidelineshedhde.
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Procedure-15.0: Memorandum of Documents Returned

WherdocumentsiusbereturnedbtheoriginatotheOfficeoftheVicePresiderdf Academidffairawill

attach a memorandurRetfurned Documents Foamd will put the form and original document in the
college/department roatltray located in the Office of the Vice President of Academic Affairs. It i
responsibility of the dean or director to distribute the formate dppesprient within their respective
unit for corrective action denoted. It is the goal of the Office of the Vice President of Academic
process all documents withidhadi8period. Documents placed in the trays must bedpitked up

STEFS:

1

Document deliverethieOffice of the Vice President of Acakftain.
Document dated and time stamped when received atetle front
Document reviewed by Assistant to Vice President ofdi@@demic

Documented reviewedbsociate Vice President and aoted

Document returned to Assistant to Vice President of Academic Affairs for scanning, Vice P

of Academic Affairs approval (cowminiots

Documersicanned.

Distributed to the next processing office (bgdd&iEO/AA, grants accountiagpkcable).

Return incorrect or incomplete documents to person whose name isMiechedaomdtine of

Documents Returrfede nexgage).

84

2022-2023

5 the

Affairs to

esident




DIVISION OF ACADEMIC AFFAIRS OPERATING |

OFFIGE OF THE VICE PRESIDENT OF ACADEMIC AFFAIRS
MemoranDum oF DoGUMENTS RETURNED

A COPY OF THIS FORM MUST BE RETURMED WITH CORRECTED DOCUMENTS OR DOCUMENT WILL BE RETURNED UNPROCESSED.

Date:

To:

FROM: Pat Crook/Tamica Davidson/Cordia McCutcheon
THIS DOCUMENT WAS RETURNED FOR THE FOLLOWING REASON(S):

1 Budget Revision/Transfer Voucher/Extra Service Pay
Aftach in Peogle Admin
izsing frings benefits
Incomplete/incorrect FOAP
Department HeadDean signature
Other:
[ Contract Routing and Approval Form
Pre-approval form for contracts and agreements
Depariment HeadDean Signaturs
Account Number Missing
Juetification Letter for using extemal TSU person for contract
No cost clinical agreement {requires only dean's signature on contract)
Start date of contract is prior to current date (Justification for late submission not attached)
Matching and In-Kind funds need FOAP identification
| SciCuest Purchase Reguisifion/Order not attached
Other:

ncy Employment Form
Depariment HeadDean signature missing
Peogple Admin Notice of Appointment form missing
Incorrect FOAP on Nofice of Appointment Form
Date on Notice of Appointment Form does not match date on Emergency Employment Form
Type of employes requested (i.e. Adjunct, Full Time Temp, Teaching Grad Ass’t, Clinical Supervisor)
Other:
quest for Work-Aid Student Services
Start date cannot be befors HR approval date
d (attach justification)
tment head

O
z
OoOoOOs

O
&

1 Request for Overtime
Start date cannot be before HR approval date (advance approval by VPAA and President required)
Rate of Pay appears higher than allowed (attach justification)
Mizsing signature of dean/din tment head
Micsing FOAP
Other
ization to Credit Award To Student Account
Meed graduate school approval
ect FOAP
of dean/din tment head

(]
E
o = ]

(]
| §

Revised November 6. 2018
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Procedure-16.0: Organizational Charts (updating and developing)
Procedure-16.0: Organizational Charts (updating and developing)

Organizational charts of unrestricted positions assigned wikkdehinitizlly developed by the Office
oftheVicePresiderdf Academiéffairsn collaboratiomiththeappropriateé e aaffiée¥ hepositionsn
the chart will be unrestricted positions (except in units with méjordextetnadtures) asei)to
eachunitassupportellytheapplicabl&nrestricte@ersonn@&udgetsThechartwillbesubmittetbthe
deands office for review and dauspites.i buti on t

STEPS
1. An email will be sentin Jukwrgust of each new fiscal vy
representative. Upon receipt, the representative should review charts for college/departm
submitted by the Office of the Vice President of Academic Affairs dmedetiyofindayewly
established unit and major changes in the organizational structure witkan the fiscal

2. Comparanrestrictgabsitionenchart(syvithpersonndédudgetemaileéh JulyorAugustfeach
newfiscalyeardependingporreceipbytheOfficeoftheVicePresideraf Academiéffairgrom
the Budg&ffice.

3. If restrictegbosition(sare to be includedn the chart,indicatethe positiomumbemandnote
Airestricteda. in the applicabl e

4. Do not include tempgramjundegdbr unrestricted positions octtas.

5. Make corrections on the electronically shared charts using SmartDaavwnsettedee,

o the

Par to
Ent/units

employee name, position number) on the chart(s). Units with 2 or less departments wijl make

changes on hard copies and email changes as described in Step 9. Contact the Office of
President of Academic Affairs (Ms. Tamica DavidsooipMa@rthkcenkey.

6. Restructures must be approved by the Office of the Vice President of Acadedhec Affairs
President and/or TSU Board of Trustees, as gppiicablenplementation aftthage.

7. Positions, titles, and numbers for employees listed omtist bharbnsistevith those listed
on the personnel budget. If separation papers are submitted for an individual, replace the
the individual wi t h &nd aatifp the Officeoofi Vice President of
Academic Affairs as described i8.Step

8. Promotions and title changes are not official until approved by the Human Resources

following proper protocol and established policies and procedoiesitf.the
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9. Notifthedepartmemiead/directateanandOfficeoftheVicePresiderif AcademiéffairMs.
Tamica Davidson) of any revised charts via email (be sure to include the SmartDraw file
each revised chart or attached hard copy with revisions) with copy to Associate Vice Presi
Pat Crook) in the aforementioned sequential ordéiceToieti® Vice President of Academic
Affairs will then post revised charts on Academic Affairs webpage within tday®) business

10.1 f you are the deands office designated
SmartDraw software arghtipg the organization chettsw:

Instructions For Accessing SmartDraw
Software & Updating AA Org Charts

Tennessee State University
Office of the Vice President of Academic Affairs
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Instructions for Accessing SmartDraw Software

- Step 1: Launch SmartDraw Cloud: htips //cloud smartdraw com/ in Google Chrome
(you can use any web browser, however, Google Chrome is recommended).

- Step 2: Sign up using your TSU email address:

Instructions for Accessing SmartDraw Software

- Step 3: Click on Enter License Key:

&/ smartdraw

You have 7 days left

88
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Instructions for Accessing SmartDraw Software

- Step 4: Enter the License Key

Enter a License Key

Ente- a license <2y to remcve all trial restrict.ons.

Instructions for Accessing SmartDraw Software

- Step 5: Open Google Chrome App from Google (www.google.com)

89
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Instructions for Accessing SmartDraw Software

- Step 6: Open Google Chrome Web Store:

E O & Treme o g
£ o D ety 0 B T Tovoemie by [1 Towaer St ) “yax emisvess. ) ssaly 1Sy £ e Fepar Gene
Web Zhvie Bect Gosgle Jare Guat “alote Gorge Sesich

Instructions for Accessing SmartDraw Software

- Step 7: Search for SmartDraw Cloud app
- Step 8. Click on Add to Chrome

Sarbincrs () SnguipucnComme o TennsieoSuta U [ Suarsn e sgns fy oo romes s @ Lig in- CUCampet (1) drgecapen S 2.
| cheorrevieb store

s

e
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Instructions for Accessing SmartDraw Software

- Step 9: Add App

D Seetikoy B BiytwmcComn o Tommoeetimte (3 | x UZayn [B Spsboaibee o
& chrore v siore Add*SmartDraw Clzud-d (%] so [ @
AP —
i e - | .
o —— SRS
e
You are now ready to begin to update the TSU Academic Affairs

Organizations Charts using the SmartDraw Software!!

Questions or Need Further Assistance with this Installation?
Contact Dr. Cheryl Seay - cseay1@tnstate.edu

91
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Procedure-17.0:Overtime Authorization and Compensatory Time

Compensatory time and overtime payments shall be available to clerical and support employges only.
Tennessee State University has a 37.5 hour work week. Both compensatory time and overtime pay shall be
grantedtathe straight time rate for hours worked up to 40 in a work week and athtthéoamaypne
hours in excess of 40 in a work week. All overtime pay must be approved by the Vice President and the
President before the hours are worked by the elmlogegorked on official holidays will be paid as
premium overtime. Personnel F&RGY
STEPS
1. The immediate Supervisor of the employee(s) requiring overtime nDseititiege an
Authorizatidform
2. The director or the department chair/deapprust the overtime and forward to the
appropriate vice presidemigproval.
3. The vice president must approve the overtime and forward to the Budget Office
approval.
4. The Budget Office will forward the approved Overtime Authorization Fatento the Presi
forapproval.
5. After all approvals have been received; the copies of the Overtime Authwitization Fofm

be distributed fmdlows:

Compensatory TimeEmployees shall receive compensatory time for overtime hours waqrkied withou
approval, unless otherwise provided as an emergency exception to these policies.

Working more than 37.5 (or 40.0 hours) per week is not authorized without approval, in advan
appropriateicepresidergndthepresidenWherproperlgpproved;ompensatotiyneforhoursvorked

in excess of 37.5 (or 40.0 hours) will be handled ashigseribed

x Compensatory time granted for hours worked between 37.5 and 40.0 will be at straight tim
hour for 1.0 howorked).

x Compensatory time granted for hours worked over 40.0 will be attiatie(&rhombsr
1.0 hour worked).

x Compensatory time not taken during the pay period (month) in which it was earned will be
up to maximum accumulation bio24§.

x TSU Police Department personnel (except office/support/civil employees) may accrue up tq

maximum of 480urs.
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Procedure-18.0: Prior Learning Assessment (PLA)

Prior Learningssessment (PLA) has many names: credit for prior learning, experiential credit,

learningreditandmanyothers SimplyPLAis theproces®ywhictastudengainknowledgeutsidef

college and has that knowledge assessabbfmrlevetr e d i t . PLA is not #dAgi

experience, as the studat provéne or she has the required knowledge and that that knatvledge i
the college levéb thesatisfaction of academic expefis process is typicallgat.

STEPS

0 The tuder® knowledgis demonstrated manyformswhicHallsintothree
broad categories:

1 Credit by examinatigAP, CLEP, DSST, course challenge etgms,

1 Credit recommendations for train{Ag Emilitaryand workplace training credit
recommendations)

1 Portfolio assessmen{studersupplied written narrativedmedmentation).

0 Students typically do not know PLA is an opéiiren presented with the option, most
potential adult students think PLA id algaand it will affect their decision to return to
school. Please consider making PLA a regular part of your advisement sessions w
students, especially incomingsadignts.

o0 PLA has recently become more standardiagthessee public andhageicolleges and
universities have collaborated to dét@faiards in PLA Policy and Primgticenote
gualitassurancendgreateconsisten@mongnstitutionsnFALLI2013these Standards
were adopted by TBR into policy and guideimeeamtorsed by the TIUCUA board.
UT has also agreed to several key components of those standards, including transfg
So, while some variation will still exist between and within institutions, you should s¢
changes in the future.

0 PLA creditdransfer The TBR and UT systems have agreed to allow PLA credits that
within the Tennessee Transfer Pathways (TTP) to transfer in the same manner 4
course equivalencies. They are to be treated the same as if they were traditional clag
based courses. Furthermpadicy determines thatases where the credit does not
automatically m@@requirement&tudentsvharansfeloaTBRE ¢ 0 mmoolieget y
oruniversity madnavetheirPLAcreditdransferretbthatinstitutioaslongasthecredits
areapplicable to the degree or certificate the student has declared and the trg
institutionds pol i ccyr egdriatn.toss credi t f o

0 Advise studentsparticularly adults, to consider PLA as an option so that students
mae quickly reach upper leveaises.

0 Make sure you know that the CONTACT PERSONvall T8tk answers to common
PLA guestions and refer students to therbest

Ms. ADRIANVILLER ‘Coordinator Student Support.Sen 615353357"
Center forExtended EducatighwC amiller9@tnstate.
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Procedure-19.0: Professor Emeritus

A tenured faculty member who hesdsthe university with distinction over a period of years may |be
awardethetitleof Emeritusr Emeritaiporretirementhesendividualsilbegrantedertaimightsand
privileges in recognition of their honored rolanivetsdy community and their ongoing potential fo
contributions to the intellectual and cultural lifevarsity. Theeesident may confer the title of Emeritus
upon any retiring tenupeafessor (after ten years), tenured associate professor (after 1% years),|or
tenuredssistargrofessandnstructqafte20yearsyvhchasgivernonorablanddistinguishédlitime
service td SU The conferring of the emeritus title mustrbenesied by the appropdegartment
chair,departmental rank and tenure committee, dean, school and/or college rank and tenure cofnmittee,
university personnel committee, and the Vice President of Academic Affairs. The title will follow the regular
profassional title, e.g., Professor of History, Emeritus, or Associate Professor of Business, Emerital

STEPS:
I Eligibility

Thepresident may confer the title of Emeritus upon any retiring tenured professor (after tenfyears),
associatprofessdiafterlS5yearspassistantrofessandinstructdiaftei20yearsivhohasgiven
honorable and distinguished full time instruction and research and administrative servicg to the
university. Tenured faculty members who have served in an administrativeatsapheity may|
eligible for emerisiatus.

Il Nominations/ Recommendatiofppointments

1. Retiring TSU faculty/ retired faculty may nominate themselves taitragir college

2. A fculty member may be nominated by Faculty Senate, department chair, or the collegp/
school dean.

3. Previouskgtiredenuregrofessonmayapplyorbenominatebecom®rofessdemeritus.

4. Each college / school should have a committee to review and recommend tenured [faculty
members for the Professor Emappogtment

5. Recommendatistouldollovadministratiepprovalhroughiepartmerhairanddeans
to the Vice President of Acaddfaics.

6. Nomination should reach the Vice President of Academic Affairs at least 8 weeks pridr to the
end of n semesterenithitre Unhivarsity as a fiaenlber.

7. The Vice President of Academic Affairs will review all previous recommendations and |make a
recommendation toRhesident to either confer/ not confer estatutsis

8. Upon verification of the eligdsiligyated above in (I (1)), but no later than the end of the last
semestesfthef a c dultimgerdpdoyment TSUthePresidenwillgrantherank/statusf
Emeritus (Professor, Associate Professor, Assistant IRstfessm),

Anomination should be supported by a minimum of three full professors of Tennessee State
University, comprising representation from at least two different areas of the University.

94
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IIl. Obligations of Tennessee State UniveBahefits

N

4.

V. Emeritus Obligations to thiiversity

The Professor Emeritus will:

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRIAR 2022

Provide free faculty parking, T&dD

Provide library serviaesess.
Subjecibbudgetargonstraintsonferenceegistratioandtravelvherrepresentirige
department/school/University.

Provide faculty discount tmakrsitaffairs.

1. Identify himself or herself as an Emeritus faculty member from TSU in any professiona| activity
thatpertains to prior service at the University and nesoofdes.

2. Make every effort to servenarersity committees and participate in other research, servide,
and teachiragtivities.

3. Adhere to the highest academig,aridiethical standards mgeeted from any faculty
member.

4. Agree that there is no remuneration received by the holder of the title, and he/she dpes not
exercise any of the normal administrative functions associated with the title professor. By virtue
of the title, the recipiemads entitled to membership in the Faculty Senate or any other
Universitigody.

V. Documentation required for a nominaison

1. A summary statement of desire to become FEnfestos

2. Detailed faculty CV

3. Statements of support from currentfe@ulbers and any other statements in support of
the nomination

4. Awrittertitatiomnbehalbfthenomineefnomorethanthreegpagesandinastylesuitable

TBR AuthorityPolicy 50201-10
http://www.tbr.edu/policies/default.aspx?id=1470

for reading out at a confeergmony.
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Procedure-20.0: Readmission inBraduate Programs

Readmission applies to those students who have not been in continuous enroliment in the Schooll of
Graduate and Professional Studies. For example, students who did not enroll in courses during Fll or
Spring semester of a given acadeaimyst reapply for admission to the School of Graduate and
Professional Studies.

STEPS
1. Complete the online application form and be sur&kBADREESION.

2. No application fee is requiredddmission.

3. Requedhattheregistraofuniversitiesttendeduringheperiod/ouwerenotenrolled send
official transcripts to the School of Graduate and Pr8fedssnal
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Procedure-21.0: Request for Boalksbe Included in Library

STEPS
1. Navigate www.tnstate.edu/library
2 Sroll to the oI WANT TOéoPsechasaoof t hid

3. You should now seegbeeen "TSU Library Book Order Request Form" (S8elSamnple
4. Complete the form and Bickmit

TS ULi b rar Libraries & Media Centers
Tennessee State University
3500 John A. Merritt Blvd.

Campus Box 9597

Book Order Request Form Nashville, TN 37208

Book order requests can be submitted by completing the form belowe4llifietdzcept edition and volume. Phone: (615) 96230
Please check thaline catalag make sure that the titles are not already in the library's collection. EMal

Due to budget constraints, the library generally does not purchase duplicates of titles, nor does it purohists ktiopiles]
This form is for book requests only. All audiovisual requestosivautiédeo the Media Centers. Ordering information
selections can be locatd&biks in PriotMidwest Library Services InterA@&ssword is required for the InterAcq System|)
contact Glenda Alvir&230.

Requestor Information:

Name: Departmental fund number:
Name is required -only letters allowed : : =

Email: Notify when received?
Email is required ou are: J

Faculy j
Daytime Phone (XXX-XXX-XXXX):

Invalid Phone Number

rlem_lulul.maﬂon:

Title:

ﬁTitle is required (no special characters allowed)

Author (enter first name first):

Author is required(no numbers, commas, periods, etc. allowed)
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Procedure-22.0: Requested Use of Salary and Benefits Savings fréaculonpositions

Allvacant faculty (61200) and administrative positions (61100) are budgeted at $40,000 plus 359
Nonfaculty and administrative positions are budgeted at a lower amount comparable to the
classificatiofzundsrebudgetetbrhiringpermandmndtemporargmployeasntipositiomanbefilled.
Salary and benefits savings from vacant positions beloivgtsitheHowever,thwersity may allow
salary saving to be used fopemonnel (i.e., operating) purposes at the disthetidicefPresident

of Academiéffairs.|If fundsbudgetedh a positiorare usedduringhefiscalyear,andthe position is
subsequently filled, the department/college will be required to restore the position back to thg
originallpudgeted or needed to pay the contracted amount of the newly hired employee in the re
position number. The following steps should be used if the position is vacant and salary savings 3
areneeded:

STEPS
1. Identify vacant afarculty posin number aR®DAP.

2. MakesureEmploye@erminatidrorn{foundttheHumarResourceBormsvebpagd)asheen
completed and processed in the PeopleAdmin System and Human ReSuplogseThe
Terminatiofornmshouldeimmediatesubmittedpomotificationfemployeseparatioinonthe
university (at the end of each semester for one semester aenipgrangfat the end of the
academic year for gear temporary employees). A Notice of Separation must be sent tq
employees at least 30 days in advance of termination, including employees onam$tricted d
contracaccounts.

3. ContacOfficeof theVicePresiderdf AcademiéffairgAVFDr.PatCrookjodeterminavailable
fundsnvacanpositiomsreflectethBanneHRProductioifheattache®alarySavingRequest
Formscan be used for makingeheest.

4. Request amount and purpose of requested fundsSsdargSinengRequesForm.

5. PreparéBudget Revision For(which may be retrieved from the Budget web site) to transt
amount requested from the appropriate position number or accoubge lisadde support
personnel cost in the same FOAP, an entry for benefits is not needed. No funds may be trg
from an unrestricted to a restricted funds account drahedesion.

6. IffundswillbetransferreadiffererfOAPthebudgetevisioentryforsalanandbenefit§35%)
must be reflected on the Budget R&adsion
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Request for Use of Salary Savings Form

RequestingDepartment

College

FOAP Position Number (Unrestricted funds only)

Explanation for Need and Use of Salary Savings Request

Requestedby:

Department Chair (only)

Approval:

Dean Date

(checkone) Approved Denied

Office of the Vice President of Academic Affairs (Associate Vice President)

%X No funds can be transferred (\dadget revision) to a restricted or TSU FoundaEi@RAP
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Procedure-23.0: Scholarships and Authorization to Credit Student Account Forms

When monies become available for students, corpliterikation to Credit Award to Student
Account FormMoney can be from scholarships and/or research grants.

STEPS

0 Check decentralized buddensardunds aravailable.

o Complet&heAuthorization to Credit Award to Student Acdeanmh

0 Use the FOAP based on the source oUiuredsricte@tate=FOAP= #.1000)L

Restricte@grants-OAP= #2 XXX XX Foundatiofir OAR# 7XXXXX)

0 Make sure to recordbcentraliaddgs acti on on tfthe col |l egeds

o Enter transaction in PeopleAdmin with attached documetw&rom step

o Forward the form to the department chair/dean for restien.and

o Then, for further review and action, eitham({ejfocted: Send to the Budget Office;
(b)for restricted: send to Grants Accounting; or, (c) for Fsxcwlatisnsend to
Director ¢foundation.

o Fax the form with account to X2929 by deadline date: Fall and Spring semestefs July
15

Summer semester Aptil 1

0 For Graduafssistantships: Please submit to the Graduate School 14 days prior t¢ the
deadline date. The Graduate School will fax to Scholarships Office by the deadling date.

10
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Scholarships/Grants: Please fax form with account £ and required Dean/Department HeadPrincipal Invest
Signature to 615-962-2929 by the Deadline Date for the desired Semester. .
Graduate Assistantships: Please submit to the Graduate School 14 days prior to the deadline date. The Scholarships/Grants/Graduate
Graduate School will fax to Office of Scholarships by the deadline date=== Assistantships Deadline Dates

Tennessee State [Tlli\"f']‘.'SitY I:nll & Spl_'illc_f Semester Jul.\.' 15_r11
) ; . | Summer Semester April1st |
Office of Scholarships
AUTHORIZATION TO CREDIT AWARD TO STUDENT ACCOUNT

(All Information must be tvped.)

Name of Scholarship: Contact Name: Phone:
Student Name T-Number Amount Eefund Authorization | Academic Year Comment:
ez Na) e.z. 2009-2010
Total
Budget & Fizeal Planning (Account # Starting with 1 Fund) Grants Accounting {(Account # Starting with 2 Fund) Foundation {(Account # Starting with 7 Fund)
Fund ORG ACCT. & Program Fund OR.G ACCT. & Program Fund ORG ACCT. & Program
DieanDept Haad- ApprovalTiate: Principal Invest- Approval Thate: DeanDept Head- ApprovalDate:
Grants Accounting- Approval’ Date: Foundation Dhrector- ApprovalDate:

Budget Office- ApprovalTiate:

Aszsoc. VP Busmess & Finance- ApprovalDate:

Office of Financial Aid-
Approval/Date:

Revised 128100

2022-2023




DIVISION OF ACADEMIC AFFAIRS OPERATING MAMNDRB 2022
Procedure-24.0: Study Abroad Programs
1 STUDY ABROAIROGRAMS

ODIAoffersT SUstudenteducatioabroagrogranoptionsvithir25differentountriedVhilat is quitebeneficial
for students to have a wide variety of choices, it can also be somewhat overwhelming. Theref
recommend that students read these brief descriptions below before researching programs to a
navigation anehderstanding.

TSU Faculty Led Programs

bre, we highly
Esist with their

TSU faculty member(s) teach TSU courses which are specifically designed for the overseas locatio. Each program

provides students with an academically enriching experience in the host country whitalalsallproy
relevant excursions that complement the academic experience. Programs are taught in English (wi
of language credit programs) and are gereahyli8 hours. TSU Faculty Led Programs are available
summer and arel 2veé&s in duratipalthougha few options durlgring anéfallBreaks also exist. While anyf
student can participate in Fdaeedtyprograms, they work especially well for those who have not travelq
previously, are seeking more guidance ané sandtwould prefer to travel with a group.
. Consortia: TnCIS, Scholar Laureate MideContinent

TSU is affiliated with three Consortia program options. The Tennessee Consortium of International
is the most popular program with ourtstideese programs are very similar tollatpltygrams in that the
courses are taught by the U.S. Consortia membaiofaetittye6 a Tibfessor), are typicalyZeeks in
duration throughout the summer, provide a good deal of struphoe asé group option, and provide {
student with three (3) credit hours.
1. Exchange Programs: International Student Exchange P{tSEh
Thesgrogramareofferedhroughilateraéxchangagreementetweeil SUandourpartneuniversitieabroad

or within the ISEP network. Exchange options are generallpndsgetster amefull academic year in
length and requinestudentbbeenrollethafulltimecourséoadeachtermParticipantsillbeenrolledsregular
students a@hepartneuniversitputwillpayTSUfeesfortuition(andsometimeomandmealdependingnthe
exchange agreement). At the same time, students from these partner universities come to study at
programs am@eaforstudentehovantochallengthemselvds/fullyintegratingtothedayto-dayacademiand
personal life of the host country. Because these programs do not offer the level of support as ou
participants shoblkehighlymotivatedhteestedn planningheirownsemesteaictivitieandexcursiongndfeel
comfortable seeking out details without a gregtitked .

Il OtherOptions:

Program Providers: CIEE, GlobaLinks, ISA, LAC, and USAC

TSU is affiliated whtindparty provider organizations to supplement the overall portfolio of education abr
There are hundreds of{tairty provider programs in existence. These programs work well for student
the immersion of attending a foreigsigraweh high level of support both hévelrS priotodeparturand

whileabroadApplicatioprocedureanddeadlinegarybyprovideandprograms range in length from a few wes
during the summer or winter to a full academic segmaster or
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1 SCHOLARSHIP AND FINANEIBL

Numerous scholarships are available to students wishing to study abroad. Additionally, studeises mal
theirfinanciaidwhilestudyin@broadTofindoutif aidcanbeusedwhilestudyingbroada studenmaycontact
any counselor in the TSU Finandfise

Thefollowingstincludesutis notlimitedoinformatioanexistingidandwillassisthestudents findingther
sources.

ATSUG6s St @hpt: Abr oad

This grant is available to qualifischéuind degree seeking TSU students. The grant award is half of th
program fee with a $3,000 limit for approved individual student study abroad programs. This grant a
application opens in September andicloseDec ember of the Fal/l s eme §
summer execution. Exarfgol¢ravel during themmer of 2015, grant applications will be accepted from
September 201Becember 2014.

B. Prograrrspecificscholarships
TherarevariouprogramefferedhrouglheOfficeofDiversitandinternationBducatiofODIAYnanyfwhich
have their own unique scholarships to help students with expenses abroad. The following we
information on possible opportunitieeediupes fapplying.

ISEP:
http://www.isep.org/students/Programs/financial_aid_scholarships.asp

ISA:
http://studiesabroad.com/interested/document/scholarships

GlobalLinks (AustraLearn, AsiaLearn, EuroLearn):
http://www.globalinksabroad.org/study abroad/scholarships/
(Click on Study Abroad, then Scholarships)

USAC:
http://usac.unr.edu/memegters/financing/scholarshigdiscounts

C.TSU Financi#id

It is advisable to search out all schpppbrtunities before using federahlmaaser many students take
out loans as a safety net in case problems arise abroad. Students may be able to use their financial
studying abroad. The TSU Financial Aid Office can counsel stuldéility af fawvading.

D.GilmanScholarship:
This scholarship is awarded to U.S. citizens that are recipients of Pell Grants. The length of study h4g
four weeks; students who have never been abroad before and are trivesiteyridcnoopeaations are
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the most competitive. The application form and current deadlines canbve ifelord/an/programs/gilman
scholarshiprogram

E.Borenscholarship:

NSEP (National Security Edu&atigram) will award up to $10,000 for undergraduate students studyin
nontraditional (nélestern European) areas. This is a competitive scholarship; application can be fou
http://www.borenawards.org/

F.Fulbright, and other International competitive undergraojyadetunities:
http://www.cies.org/

G.Fund for Education Abro@eEA):

Scholarshipgp to $5000 are intended to support students planning to participptality aigigtous
education abroad programswvefeks donger.

http://www.fundforeducationabroad.org/

H.Diversity Study Abro&tholarships:
Diversity Abroad partners with dozens of study abroad organizations. Several of these Rigarsitgtions
StudyAbroad scholarships.

https://www.diversityabroad.com/scholarships

I. General Search Engine for Study Abroad Fu@dipgrtunities:

This valuable funding resource allows students to search by country or subject to find study abroad
information. It is a comprehensive database of study abroad scholarships, fellowships, and grants c
any student 6s adafimancal ppdsibiltytandc profound realityr o
https://www.studyabroad.com/

I STEPS TO STUDYIEROAD

STEPS
1 Attend a Study Abroad Information Sessiore@uigithended). Three information sessions will bg
duringachFallsemesteNoreservatiorarerequiredDatesandtimeswvillbeannounceahdavailable

on theODIAvebsite

2 Select the Country, Program, and Course for the study abroad/student exchange experig
thesdinks:
http://www.tncis.org http://www.isep.org http://www.scholarlaureate.org

in
hd at

offer

unding
n help make

held

hce. Click on

3 Viewcountriesprograms, armburse offerings provided by the Tennessee Consortium for Intefnational

Studies (TnCIS) and other programs available to discovelt isereomdimended that students
begin this process at leasfi@ months in advance of themién which they plan to stualyroad.

4, Meet with a Study Abroad Advisor in the Office of Diversity and Interndlioned ekffaiicns
requiredDatesandtimeswillbeannouncedndavailablentheODIAvebsiteAppointmentsanalso
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be made by emailing the Director of International Education, MarknAriBkiekls@tnstate.edu
During this session, the student will be guided through the study abroad process inclug
research, course options, scholarships, budgeting, and the application procedures. An ad
will be more productive if ses@arch has been conducted online prior to the meeting.

Complete the application process for the program selected. The applications for individual
theODIAStudyAbroadsranaretwodistingbrocesse&othapplicatiomausbecompleteddeadlines

for actualStudyAbroadProgramgStep4): Deadlines will be announced and made available g
ODIA website. Students are responsible for meeting their spedifiadiimgram

Complete and submit an application for an Office of Divetsityatiodal Affairs (OB&&)dy
Abroad Grant. This grant could provide upofaHgdf6ogram césk3,000. Additional financial ai
may bewvailable.

Contact the Office of Financial Aid for details and to confirm potential elfgéiitytha stDdent
transcript and passport is needed. ODIA will hold a passport fair each semester to assist
obtaining or updating passports. Notification of student awards wHebeusrgde in

Students are required to attend the NI@RIArdeparture Orientation. Dates and location wi
announced and available o@EHéwebsite
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Procedure-25.0: Summer Session Conditions

Procedure-25.1: Introduction to Summer Sessions
Thesummer sessions are designed to offqualighinstructional programs within several calendar periog
Maymester (three wedka weeks (Session | or Session Il), and ten weeks (Full Session). All sessions &
for rigorouscoursesdesigneckitherto fulfilldegreerequirementsr to otherwisgoromotdifelonglearning.
Additionallysummer school may offea@ge of netlegreecredit courses and activities (e.g., conferen
seminars, miodurses, and workshops) that do not require exterdagsesd@ssignments.

Procedure-25.2: Contract Development
All summer contracts must be submitted in the PeopleAdmin system. All contracts mih&t be entered
academic departments where a faculty member is assigned. Contracts for full summer classts/shou
29- Augus?, 2@3 This allows facultpasticipate in summesgistration

1 Maymester contracts run fron8 Mishay 9, 223
1 Summer 1 contracts run am 28 July3, 223
1 Summer 2 contracts run fron3d@ygust, 223

Procedure-25.3: Summer Contract NumbéBeedecentralized college budgets)
Use th&NOTICE OF SUMMER APPOINTM&N&ppropriate Addendum, for all faculty members who w
regular tenured/tenure track faculty during the previous semester. It is vitally important that the corrg
faculy member is entered. The correct decentralized account numbers must be U@ édlsummesr
contracts must be entered into People Admin with appropriate attachments.

1 UsetheTennessestatdJniversitkDIJUNCAPPOINTMENSFmnPeoplédmirforallparttimefaculty
members and faculty who were on a temporary contract during the previous semester. |
conditions, list the course numbers and hours schegictied to

1 PARFSTOREDUCBRINCREASBUMMEREMPLOYMENORFULLSUMMERNDSUMMER
MUST BE SUBMITTEDTHE LAST BUSINESS DAY INRGABUMMER, the deadlines the last

working day in June
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Procedure-25.5: Summer Schedgligojected 3 week schedidabject to change

SUMMER TER2M23
Maymeste2®3
Ma 28i May 5 Registratiddaymester only
May8 Classes begin fawdek session.
May12 Last day to withdraw from courses
May26 Last day of classes
May29 Faculty must have posted all
Fulld 10Week Session
Mar 28 May B Registratiefll Summer Sessions
May 26 Residence Halls open
May 29 Classes begin for fullvB@k session.
May 29 June 2 Lateregistration/Schedule Adjustments
July 4 Holiday Observiedheck with HR
July7 Last day to withdraw fromvedk courses
July7 Last day to withdraw from Unp@asinhseling center
Augd Last day of classes
Aug7 Faculty must have posteglellades vi a AMyTSU
Session 8 FiveWeek Session
May 29 Classes begin
May 29 June 2 Late registration/Drop/Add
Junel6 Last day to withdraw fromd@éssion courses
Junel6 Last day to withdraw from Univ@csityseling Center
June 30 Lastday of classes
July 3 Faculty must have posted all
Session & FiveWeek Session
July 3 Classes begin
July 3 Late registration/Drop/Add for Summer I
July 4 Holiday Observed
July 21 Last day to withdraw fB@ooneession courses
July 21 Last day to withdraw from Univ@asityseling Center
Aug 4 Last day of classes
Aug 11 Faculty must have posted alll

Final examinations for summer semesters will be scheduled doffiuigthradasing date/ time for each specific course.

Procedure-25.6: Selection of Faculty
Summer sessions are separate assignments from regulayesradppumtments. Regular acagiesnic

faculty members, as well agipeatfaculty members, e the opportunity to teach courses during these

summer sessions; however, summer teaching is not a confaaattsight of

All faculty appointments will be contingent upon enroliment, the availability of funds, and academic ne|
appaitments will be governed by the laws of Tennessee, the established policies of the Tennessee Bd
and the policies of Tennesseel8tatersity.

Procedure-25.7: Summer Teaching Load-bfdhth Faculty
Themaximunmstructionbdadoffacutymembersn3montlacademicontractillbethreeclassepersummer
withnomorehanwoclassefanyonesessiorRequestiorexceptionsthispolicynusbemadeotheDirector
of Summer School prior to the schedcliazges.
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Also,TBRPolicyb:02:04:18tipulatethatregulafacultynemberbecompensatddrsummesessiomttherate
of1/32naftheindividudhcultyn e m b mrecdilisgcademigearsalanpercredihoutaughtThisrateisbased
onthepresumptigdhatsummeteachingssignmengseproportionatymilamnaturendextendothosecarried
outduringregulaterm.Theimplicatiohereisthatinsummesessiongacultynemberwillcarryoutthenormal
teaching and nteaching responsibilitieg., 750 minutes of instruction per credit hour, as well as advig
committee worklated to their status as fa@dy Addendum for Faculty SChdchcts)

The 25% equates to eight (8) semester hours. Thus, faculty assigned nine (9) hours will only be paid
(8)hours.

Procedure-28.8: Summer Workload of Department Chairs
Beginninthe2011201%eardepartmermchairareona 12montHiscatontracDepartmehairareexpected
to schedule a fulli&ur workload for the summer semester (Maymester, full ssummesrdrachd 11). That
15hour workload is composed of a combination of teaching, research, and depirtmisttatbairaa
defined. No more than six hours may be assigned to department chair duties as basedeammsére. of
Department chairs will be expected to teach at least six hours of lecture type courses during the su
Up to threleours unfunded research may be allowable if approved by the Dean. Unfunded research f
chairs must be requested in writing to the Dean and must include projected outcomes for the re
DepartmegthairshouldgubmithisinformanontheResearcApprovdformFundedesearcmaybeusedo
i b @ ysomehourdor departmectiairsnconsultaticandapprovalythedearandAssociaté PAASummer
workload forms for department chairs must be submitted byOveaeanftS8ummer School by April

Excerpted from TBR Policy 5:02:G@&0éral Personnel Policy

1. Allfultimepersonnehcludinéacultyshalberequiretbdevote minimurnf37.5hourperweektothe
institutionrcenteandshalmaintaiappropriatefficehoursasdeterminelythepresider(orhisorher
designeedr,atTennesse€echnologgenterdyythedirectoPresidenand/odirectorareauthorized
touseflexibilitpsappropriaiedeterminirthestructureftheworkwveekorfacultyorecognizeariations
from traditional instructional formats such as afforded by online instruction, distance educg
unique methods of instructional delivery. Calculation -bbtireng€k shallldel such guidelines as
promulgateilythechancellor.

Withintherequiremeisfa minimuronf37.5hourgperweekfacultyatuniversitiesndcommunitpolleges
shall be required to carry a full teaching load, which shall be fifteen (15) tiredifjhimads mar per
ternforundergraduateurseswelvé12)credinourortheequivalemgerternforgraduateourseswo

ing and

the rate for eight

the

nmer semester.
br department
earch activity.

tion, or other

hundred and twefitse (225) namedit contact hour or the equivalent per term. All equivalent teaclping load

activities shdde subject to prior review and approval by the president or his or her designee
requirement of a minimum of 37.5 hours per week, faculty at Tennessee Technology Centerg
be required to carry thirty (30) contact hours paead@kamf

Excerpted from TSU Workload Policy
Standard faculty workloads are defined by the Board of Regents as fifteen (15) credit hours 0
f Ifanaccreditinggencyequiregacultynembert carryfewetharfifteer(15)teachinghoursthose

faculty members are still required to earkl@adof the equivalent of fifteen (15) credit hoy

Advancapprovalefreduceavorkloaduetoaccreditatigtandardsiusbeinwritingindapproved
by the VPAA or tiesignee.

Advisement is a normal part of the workload of faculty members and should generatly be
load.Workloadreditfor advisementustbe specificallgpproved advanceén consultatiowith
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AcademiéffairsDean®rchairshoulchotgranexceptionsthecategorpolicywithoutheapproval

of Academiffairs.

Similarly, serving on a university committee and other such normal responsibilgaberfsfac
should not generally generate released time unless approved in consultatioAffathrsAcademn
For workload purposes, one graduate hour equals 1.25 hours of workload credit. Thus, fal
threegraduatelasse®fthreq3)hourshaveheequivalerdfan11.253eachingreditoadplusother
assignments and research as designated to meet the fiftearo(k&pdour

When a graduate course is-istsd with an undergraduate course, the course will only be rg
as agraduate course for workload purposes if it meets the minimum number of enrollees fi
course.

Release Time
Release time for research must genégitinaate research produeind both the department chair ar
dean are responsible for veyifiyatherelease time granted did, in fact, produce research. Release tif
notbegrantedoengagénunspecifiegsearctpil t adk e u topuesuadegreegrtopreparasyllabus.
Release time to prepare a course is generally not allowed. Release time to develop an online
allowed with advance approval from Office of the Vice President of Ac&tdeziseAfifamiesof three (3)
hours is not an automatic télement. Department chairs and deans must make determination
outcomes from previous semester release time have produced desired outcomes.tébabing
workload must be adjusted to achieve a full fifteen (15)tiddmad.

Twelvenonth contraéaculty members and department chairs may apply for three (3) hours de
unfunded release time to pursue research, and their applications must be approved by departm
deansFaculty must complete the Release Time Justificatrahdfproval is required by the Departm
chair and Deabeans or heads cannot grant research time over three (3) hours thvéhetitten
approvabf Academic Affairs.

Tobeapprovedorfundedreleasetheactuakresearclaccounnumbemustbelistedonthepreliminary
workload form. You may not award release time unless the grant has been funded and a num
beenassigned.

Procedure-25.9: Summer Workload ofm@nth Faculty
Tenured/tenutack faculty on a twelve (12) month contoacexyiected to carry a full fifteen (15) hour fa
workload over the summer months. That workload may consist of a combination of teaching,
departmentdutiesasassignetlythedepartmerehaitin cooperationiththedeanAllfacultyvorkloadsiusbe
approved in advance in consultation with the Dean and the AVP/Director of Summer School. The m
of actual teaching hours is expected of twelve (12) month faculty dsafissigmihopemesters.

Procedurd-25.10: Intersession Courses
AllcourseschedulefibrMay2023villbeconsidergphriofsummeschoolThemaximumworkloatbrallsessions
(May intersession, Full Summer, Summer |, and Summer Il) will be the maximum of threer(@Bhetasy
with no more than two classes in any one session. Of course, classes listed for four hours could on
totaloftwo(2)classe$orthesummerAnyrequestforexception®thispolicymusbemadeothe Associatéce
President for Academic Affairs prior to the scheduling of classes. Payment for teaching may not e
hours.
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Procedure-25.11: Research Contracts
Researchers witinded projects can earn 1/9 per month (a maximum of 33%) of the precegbag ac
salary, provided the work is performed over the entire summer period between spring -gedr all
contracts. Acadeypé@r and summer contracts must nop.o&Bnesearch contracts must be approved by
Principal Investigator or Title Ill Director, the department chair, and the appropriate dean. The follg
also apply:

a. Salary is only for the actual weeks workedategibleave is takand may not exceed one
third of the acadeiysarsalary.
b. Anyfacultynembewhosesalanisspliduringheacademigear mustatisffederaguidelines

and work the entire acadgedc contraperiod.

hdemic
hcademic
the

Wing provisions

Faculty who are engaged in research where the 33.3% maximum is projected should have a conttfact period from

May2023hrough Auguad23 Research contracts should be submied Bp2Research contracts should
be signed both by the dean and depietmair and the principal investigator (Title Ill, etc.). Assignments
the two-Bveek sessisshould not exceed 25%. Assignments of one session should not ¢geegnte\ddi%
timeframes). Project heads must sign the Summer Corgfacttfe@department will enténtothesystem.
All faculty contracts must be entetieetiepartment.

Procedure-25.12: Noinstructional Funded Load

All persons conducting research under grants or Title llinanchstihefonal sources must complete t
appropriatermsandhaveheirassignmengpprovetytheappropriaterojectlirectoandapprovethrougihe
PeopleAdmin process prior to beginning work. Research summer contractapmievediso digned by
Principal Investigator/Project Director and/or Title 11l director. Project directors and researchers are
the dean for their sumpnejects.

Procedure-25.13:Compensation

1 Tenured/tenuteack faculty members wilbbgensated for summer session at the rate of 1/32nd
individual faculty memberds preceding aca
instruction may not exceed 25% of the regular academic salary. This rate is basexdiam ttiet pr
summer teaching assignments are proportionally similar in natuteoghdsextamried out during 3
regular term. The implication here is that, in summer sessions, faculty members will carry g
teachingndnonteachingesponbilitiese.g.,750minutesfinstructiopercredibhourandadvising and
committee worklated to their statusagsilty.
For TBR / TN eCAMPUS, faculty teaching at least one TN eCAMPUS cou@28mayrbmer
compensated for one course abmwigtihour (25% limit). Faculty teaching courses approved f{
eCAMPUS above the dighit maximum will be paid at the adjunct rate for up to four hours ab
The maximum compensation in this case is still 33.33%.
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Adjunct faculty and faculty on temporary contracts prior to the summer term will receive comg

semester hour as follows (*Engineering and Guiepoe):

Level IV $1,000 $1990 *
Level Il $900 $1625*
Level Il $800 $1625*
Level | $750 $1300*

Adjunct levels should be determined by using thefidlaaing
a. Adjundiacultholdingiterminalegre@ndten(10)ormoreyearofsuccessftdachingrrelated
experience are awarded Levahk/

ensation per

b. Adjunct faculty holding a terminal degree and less than ten (10) years of teaching or related

experience are awarded Lexahill

C. Adj unct faculty holding a mast er & selatdde d

experience are awarded Leaglk]
d. Adjuncfacultholdingma s tdegre@msthreeorfewerearofteachingrrelate@xperience
are awarded Levedrk.

e. If an adjunct faculty member meets criteria for more than oregtestkrahle will prevail.

Occasionallgptentiaddjunctacultwillhavecredentiakhatarenoteasilyplacedntooneofthe

above categories. The credentials of such potential adjunct faculty must be submitted

Affairs for evaluation teefmy contract is extended or commitment is mpdestmthe
f Facultpnfulltimetemporargontractfortheacademigearareregardedsadjunciacultygluring
the summer and can only be paid at therat§anct

Researchers with funded projects can earn 1/9 per month (a maximum of 33.33%) of the pre

academigear salary provided the work is performed over the entire summer pSpoddgaetiveen
all academiear contracts. Acadeyeir andummeContrats must not overlap. All research
contracts mus¢recommendetheSumme€ontracandapprovethrouglallstepsofprocesm

ree and

to Academic

eding

Peopldmin (by the Principal Investigator or Title Ill Director, the department chair and the appropriate
dean). The folling provisions adgply:
a. Salary is only for the actual weeks workethtexpifdeave is taken, and may not exceed ofe

third of the acadeiydarsalary.

b. Any faculty member whose salary split during the academic year mustgatisfinfederal

and work the entire acadgedc contraperiod.

Twelveanonth faculty including department chairs may not earn additional pay from the university

approvadfthedean/directandVicePresiderif AcademidffairsTwelvemontHacultynussubmiafaculty
workloatbrmto AcademiéffairgshroughheiDepartme@haimndDearpriortothestaribfsummeschool.
TwelvenontHacultgarnannualkeavehroughotieyearthereforanyannuaeaveakermustbeapproved
in advance by their respective dean and submitted as aoffigis¢deave

Teachers of record conductingradii courses, workshops, and other such instruction different f

traditional class structure may be compensated ateaerstéraliff the rate described abaoveat the
adjunctateorataratedetermineblya separateourseontractiowevemaximurmpaywouldstillbeat25%
of the previous yeagsary.
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Procedure-25.14: Faculty Absences
Faculty members are expected to meet all classes as scheduled. Absences from class during the
treated the same as during the regular academic year. Sumnherppasatadyfaabsences. Twelwenth
facultynemberareexpectetbtakeannudkeavdoranydaysotinworkstatusThefornt i (RécerdfAbsence
from Classes or Office Hourso slsenoes.d be subm

Procedurd-25.15: Office Hours
The number of office hours for teaching faculty each week will equal the number of assigned inst
Heads and deans/directors will ensure the scheduling and posting of appropriate office hours. Offic
postedhs follows:

Full Summer and Summbiollater thavlay 292023
Summer-INo later than J@)y2@3

CONTRACTS

summer will be

tted to

uctional hours.
hours must be

All persons approved to teach or conduct research will be issued a contract. No person should begip employment

until contractapproved.

Procedure-25.16: Class Cancellation
The following minimum enroliments are required by the Universit2@@8Summer

Level Enroliment
600, 70ands800 10students
500 10students
300and400 15students
100and200 20students
TNeCampusUndergraduate 25 students (set ByBR)
TNeCampusGraduate 15 students (set ByBR)

If an insufficient number of students register for a given class, the class must be canceled unless W
of the dean of the college/school concerned and the AVP/Director of Summer school. Exceptions
insufficient enrollmentstrbe recommended by the dean/director and approved by the AVP/Director
Sessionprior to first day of classes faummer sessions.

Procedure-25.17: Procedures for Splitting Large Classes
Classes with large enrollments can no longer hesgliitint two sections. Due to budget constraints, th
section must be smlpporting. The request must be approved by the Dean of the College and the AV
Summer School. The AVP/Director of Summer School should be preseotetendttiginadlhg class and g
roll of those students who plan to register at the time the request is made.

1 Nomaximursizeshouldesetonlectureypeclassedfenrolimemxceedthecapacitgpftheroom
assigned to the class, the slamsld be reassigned to a leygsr.

1 Any maximum size set on a class must be approved by the Dean of the College and AVP/Dir
Summer School beforesitheduled.

1 Offcampuslassesrenotconsidereaduplicatelassecauseftimeanddistane. Minimurolass
sizes are stihforced.
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1 Audit students do not count for minimum course enrollsientritstance.
1 Exception®rclassesvithlessthanminimurnoursenrolimentillonlybeconsiderefbrapprovadlythe

Procedure-25.18: Procedure for Canceling Classes
All course sections and enroliments must be reviewed early on the first day of classes and cancg
enrollmentrenotmet.Someon&omhedepartmemusimeetwithanyclasghatis canceletbassist students
affected by the cancellation. All cancellations must beteanpbekény days after the start of the term.

Procedure-25.19: Semestétour Load of Students and Overloads
The maximum nairaredit load for summer sessions is 15 hours distributed as follows:

1

Procedure-25.20: FAQS: Preparing Contracts for the Summer Sessions
Which contract should | use?

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

AVP/Directof SummegchoolvhermrecommenddytheDepartme@haiandtheDearoftheCollege.
There must be an overriding student reason for this recommendatiodef&riado@smay be a
compelling reason.

The maximum normal number of hours an undergraduate student may enroll in for Maymes
Summer Il, and Fdrm sessions is 15 seméstersno more than 6 semester ho@ession | and
6 semester hours in Session Il. AgaiferRulhours are split between Session | and Session |l
purpose of determirdmgrioads.

The maximum normal number of hours a student may enroll i¥Téomtlsedsidin is 12 sermeste
hoursi.e., a load of Alllsummer (10 wee&s)rses.

The maximum number of hours a student (undergraduate or graduate) may enroll in for TN ¢
semestehoursi.e.,aloadof fullsumme¢lOweekstoursesStudentgnrollingn a combinatioof TN
eCampuandregulacampusoursesnaytakeatotalof12hours. AgainfulltermTNeCampubkours are
split between Session | and Session |l for the purpose of degelwaitsng

Sophomore, junior, and senior students with cumulative degree averages of 3.00 and above
completing degree requirements for August graduation may reduestavértead by completing
Request for Overldadn. Under no circumstanegsanstudent take more than-laotiuSload in any
one summer term. A thregr overload may be approved for graduating/kearersertified by their
advisors as prospective graduates for the Sessiterbut asenior classificatimithout intemd

graduateill not be approvéd requests for overload require the apfphevatademic advisor and thg
Dean of the college/school in which the student is magring a

The maximum course load for graduate students for either Sumnmanr Il sh&lLbersix semeste
hoursreditThemaximurooursdoadforFullSummeis 12hoursThemaximuroourséoadforallthree

sessions is 12 hours. Graduate students desiring to cardgadnobwleree hours must have th
endorsemeoftheMajoAdvisoandtheDearoftheCollegéSchoahndtheDearoftheGraduat&chool.

All faculty members who were regular faculty during the pesteowsittestthe NOTICE OF
SUMMER APPOINTMBMNAtheappropriate Addendum. It is vitally important that the correct sal
the faculty
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How mangontracts may | submit for any one faculty member?

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

member is entered. The account number for regular instructional fae&itgcesdure -06.0:
Decentralized Budget

Use the ADJUNCT APPOINTMENT form fotimlé gaculty members and faculty who were (
temporary contract during the previous semester. The account number for adjtireEtrfamediyres
I1F05.0: Decentralized Budget

Allcontractusincludéheaddenduthatallfacultydepartmehairsorresearchenussignagreeing
to summer conditions.

Who should sign each contract?

Whenevepossiblesubmitonly one contraciper facultymembeifor all assignmerdgeachingand
researad through all the sumsessions.

Exceptions may occur as the Summer |l schedule is adjustedsanicattits may be processed in the

usual way through PeopleAdmin.

Submibnlyonecontragberfacultynembeforallassignmentsyenfthefacultynembenastwoormore
assignments in different areas of the university. For exXaoylte nifeember has both a teaching an
researchssignmenrtpthofthoseassignmenshouldesubmittedna singlecontract.

Any summer contract for faculty on grants must be signed by faculty and project director an
facul ty panenembfer appreval drel entry into PeopleAdmin.

How do thange a contract which has already been submitted?

il a

0 then sent to

Each contract must also bear all appropriate signatures for acceptance in PeopleAdmin pifior to starting

summer employment

Forresearch/grantbtairthesignatureftheappointeandprojectiirectopriotosubmittinthecontract
in PeopleAdmin. Also, submit a APRENDUM TO SUMMER CONTR#@®T&ch contract. All
contracts must go through department and they are responsible for ingurimto People

What do | need to do if faculty member's course is cancelled duerimléments or other charg® the

Simply use a PARF in PeopleAdmin to add, subtract, or alter assignments made on a previo
faculty contract.

scheduled load?

Do all faculty members teaching in Summer School have to sign the Faculty Addendum Form?

It is thedepartmenthair anddean's responsibility to submit a PARF for all faculty whose W
assignment will change due to increased or reduced hours. PARFs must be submitted withir
the beginning of the summer session

Yes. The addendum was developed for faculty to acknowledge and agree to the Summer Q
have been in effect for maaysyregarding class meetings, officedmalpotential assignments fo
committee work during the summer.
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Arefaculty members who asalyassignedunded researctequiredo sign the Summer Faculty
Addendum®Ma This form was specifically designed for faculty "teaching" during the summer. T
separate Addendum for Research Contracts for the researchers. If faculty is teachingtaoidd on
addendums must be submitted. Faculty members on funded research must have a contract
agency or the principal investigator that spells out their specific duties and deliverables during
months. Note: this contract simcludé detailed activities, datiésdeliverables that may not have
been spelled out in the grant for each individual faculty member.

What period of time does a faculty researcher schedule to work to receive maximum 33.33%?
Researchers with funde@giogan earn 1/9 per month (a maximum of 33.33%) of the preceding §
yearsalanprovidetheworks performedvertheentiresummeperiodetweespringandfall academic
year contracts. Acadee@r and summer contracts must not overlap. The earliest date for re
begin ithe first day of Maymesstelrthe last possible datesitast day of Fiérm classe$he following
provisions also apply:

a. Salary is only for the actual weeks worked, is prorated if leave is taken, and may not
third of the acadeiygarsalary.
b. Researcher's salary should be figured on number of weeks planned to werbjectresear

Recommendatidor persanearning the maximum 33.33% start coritradasiday of Maymester and the
last day of Rlerm Classes

What must be done if a faculty member on funded research does not work per weeks contracted?
Submit a revised PARF in PeopleAdmin. Isisaingibidity of the faculty researcher, the project le

here is a
research

ith the granting
the summer

cademic

Eearch to

exceed one

h

ader,

the department chair andié¢la® to submit a revised PARF to accurately reflect the reduced ngmber of

days and weeks worked during the summer.

We have faculty members who are emdrh contrais. What is the faculty workload for summer
semester?
The faculty workload will be 15 hours during the summer semester. This-tsntbdemshanfulbad
as in thé&all andpringSemesterss in thd=all andspringSemesters, a Facuprkload Form and
Release Time Justification Form must be submitted for all fauiith @odfPacts. Faculty member:
on 12month contracts are expected to workha@7dork week

What is the work status of-f®nth contract faculty during periodstween semesters? Are faculty
members on a ¥Bonth contract required to work when Summer School is not in session?
Faculty on #Ronth contracts earn annual leave. As such, if they are not on campus with assi
during summer, these faculty enemiust take annual leave for days such as the timSgréatgeer
andSummeBemesterandbetweetheendofSummeandstarofFallSemestersranydayshotworking
during thBummer timfegame.

Can a faculty member be assigned to teach three courses totaling 9 h8ursrttés?
Yes, a faculty membery agret teach nine hours but the maximum pay for those courses is
(same as for eight hours). Also, no more than six hours legim leéthi@a@Gummer | or II.

When should we cancel classes that do not meet the minimum class load?
Youshould be able to cancel mostimiled courstwee working days after the final registration
for both Summer | and$enhester courses.
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Someone from the department should meet with canceled classes to advise the students of the cancellation
and how they may enroll in alternate sectionsousther

| havea temporary faculty member who has been with us for the maximuyedhgeriod. Can we hire
him for thesummer?
Yes. Th&ummefSession is not considered part of the maximymathpegiod so you may hire thg
person on &ummer contrabbweverhey can only be paid at the Adjunct rate.

—

| plan to hire a new faculty member whose contract begins in Fall semester. Can | use this person td teach
during the Summer Semester?

Yes, howeveéemporarfaculty may only be paid at the Adjunct rate. _

Attachmentsll forms may be downloaded at HR vistdpsiteawvw.tnstate.edu/hr/forms.aspx

1.Revised Notice of SumnAgpointment
2.Addendum to Summer Appointmentaxulty
3.Addendum foResearchers

These completed forms must be attached in PeopleAdmin
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Procedure-25.21: Standard Class Times for Summer

Aliclassesnusimeeforaminimuraf750minute$l12.5hoursjoreachsemestdrouiofcredit.Thusforexample,

a standard threeedihour course meets for at least 2250 minutes per sessi@ufadurocourse meets for

1500 minutes, andoso

All Maymester classes must be scheduled for 12.5 clock hours per s@mestayunatlasses must be

scheduled for a total of 37.5 teaching hours during the three week schedule.

Due to requirement to move all day and evening courses from the AWC to main campus, this schd

closely followed. Deviations from thikilchhould be discussed with Academic Affairs.

dule should be

Weekend courses, semjreanrg other special courses must still be scheduled for 750 minutes (12.5 hours) per

semester hour of credit plus approp#iateut® breaks.

DayClassearescheduleti>minutespartathethanprevioudOminutesScheduleallsforclassesobegirat

8am.
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COURSE OFFERINGS FOR SUMMER AND FALL

Changes and updates must be completed before registration can begin for Summer and Fall course
offerings. Courses have been rolled and are available for editing via SSASECT. Upon update and/or
changes, you may view your course offerings online by accessing
http://www.tnstate.edu/banner/toolkit.aspx. This is the new link with instructions.

# Do not cancel courses that rolled and will not be offered. Remowve the course in its entirety using
“Record Remove”.

= Verify credit hours, course titles, schedule type and instructional methods of accuracy. Please
contact the Records Office with scheduling errors or issues.

¥ For online courses, populate the Instructional Method Code field with WEB and the Campus Field
with SAJ or 45M for all sections of 98a-98z

# When applicable, assign section 35 to all Thesis and Dissertation Continuation sections and
populate the Tuition and Fee Waiver field for these sections only.

Start Time End Time Start Time End Time

8:00AM 9:25AM 5:30 PM 8:20 PM

9:35AM 11:00AM 8:30 PM 11:20 PM

11:104M 12:35PM WEEKENDS

12a5Pm Ziow
2:20PM 3:45PM MON — THURS LABS

3:55PM 5:20PM 8:00AM 11:00AM

5:30PM 6:55PM 11:20AM 2:20PM

7:05PM 8:30PM 2:30PM 5:30PM

8:40PM 10:05PM 5:40PM 5:40PM

For scheduling new courses and/or those that were cancelled, please adhere to the following
instructions. Only populate fields listed below.

Access the Schedule Form (SSASECT)

Enter the term in the TERM field

Enter ADD in the CRN field

Perform a NEXT BLOCK function

Enter the Discipline {i.e. ENGL) and the ENTER
Enter the Course Number and then ENTER
Continue by entering the following information:
HELD ENTER VALUE

Section 01 01

Campus A5M/SAJ Main/Avon Williams
Status A Active

Schedule Type | LEC Lecture

Part of Term 1 1 then ENTER and SAVE

bl i Bl Eall b a1

ANY QUESTIONS PLEASE EMAIL records@tnstate.edu
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Procedure-26.0: Teacher of the Y&bmination and Selection

Theitle ofTSU Teacher of Yeardtheaccompanying stipend of $1,500 is awarded to one Tennessee S
University faculty member each year.

STEPS
1

DIVISION OF ACADEMIC AFFAIRS OPERATING

Ensureahefaculty member meets the following criténige &fiployment UF minimum of thyears

teaching experience at TSU-ylesreaverage teaching workload of at least 55% (8.25 liwnes); and

aprevious recipienthefaward.

Each college, school, or other freestanding instructional unit establishewithcepregttatives

ate

from the Faculty Development Committee and at least one other faculty member appojnted by the

dean/directtwmake nominations to Acadéfias.

Academic Affairs receives nominations and supporting materials from college/school commit
thento the Faculty Development Committee for reréeanamendation.

ees and gives

TheFaculty Development Committee receives nominations, contacts all nominees for additiorlal supporting

materials, determiniestopthree contenders, and recomntieewito the Vice President of Academ
Affairasthe nominee for Teacher ofd¢he.

VicePresiderifAcademiaffairselectsheTSUTeacheofYearfronnominatiorendrecommendations
from the Faculty Develop@emmittee.

Teacher of the Year is to be named during the summer and will be asked-i® pnésetesa
presentation on/hisr philosophy of teaching at the Fall Faclristittzff
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Procedure-27.0: Tenure/Promotion Applications

Tenured denurdrack faculty who meet Tennessee Boarsteés, TSBbard of Trusteasd TSU
requirements for promotion and/or tenutemplste thapplication during the semester or summer prior tg the
beginning of the academic year in which they wish to be recommended for tenure andfredoonotion,
tenurdrack faculty member becomes eligible to apply for promotion when he/she meets the defined
for the various faculty ranks (See Revised Promotion Policy 2012 for minimum qualifications in term

criteria)

STEPS:

The department chair of each tenure and/or promotion recommending unit is responsible
the tenure applicatiywverifying that the faculty member is eligible to submit a portfolio for rej
first accurately completing and siigedxgpendix B: Tenure and/or Promotion Eligibility
Checklisform. Notdor a department head applying for tenure and/or promotion, the dean

Ate
fualifications
5 of time and

or initiating
view by

ill initiate

the application process. A copy of this form will be given to the applicant to indtédion his/fer

At enur e/ promotion portfolios wild.l be sub
eLearn system. After verifying a faculty
department chair must conipéetere and/or Promotion Faculty Portfolio Requesifbonize
and request the creation of an electronic tenure and/or promotion portfoldatedrse shell.
faculty applying for tenure/promotion cannot authorize and request the creation of his/her
courseshellThe faculty member appfgingnure/promotion will receivenail ence the portfolio
course shell has been created -iad will contain feculty Portfolio Help Guidéh

instructions for accessing and adding content to the faculty portfolio course shellefive pro
portfolio guidelines document is accessitifeMuavw.tnstate.edu/academic_affdette
resources/faculty speliific

For promotions, departtheads, and deans/directors must review Tennessee Board of
Trustees, TSU, and departmental/college condiigibgifpr

Department chairs also are required to identify and communicate to the Vice President of
Affairs the names of fgoukmbers serving on the departmental tenure/promotion faculty pe
committees to insure that they are granted access to review electronic portfolios in eLearr]
and submissiohtenure/promotion recommendations. Similarly, deanglacereidyizad
communicate to the Vice President of Academic Affairs the names of members of their co
tenure/promotion faculty personnel committees and faeutyllege
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representative designated to serve on the Academic Affairs University Personnel/Tenure Promotion

Committee. All committees with designated chairpersons must be formed and communicgted to
Academic Affairs no later than the last Friday in August.

5. Promotion is to be awarded by the University through the positive action of the Tennesseq State
University Board of Trustees in recognitionaahieeetnent apdtential.

6. Tenure/promotion applications are normally acted on by the Ti3UsBz=med i$ June
meeting. Faculty members are notified by Academic Affairs in the summeafteovateipt of

7. Salary increases for promotions are based on acadgé@®iforaRkofessor; 7% for
Associate Professor; and 5% for Agisfassor.

Faculty Portfolio Help Guide
REQUESTING A FACULTY PORTFOLIO COURSE SHELL

The chair, or their designee, should tbguasiation afsecure portfolio course shbéhalbf thefaculty
membeby completing tlienure and/or Promotion Portfolio Requedtheofaculty member will receive af
email once the shell has been created.

ACCESSING THE FACYUPDRTFOLIO IN ELEARN

Start herglearn.tnstate.edu
Log into eLearn using your TNSTATE network usepasswandd
You are herbtyHome
T Locate the portf ol i o-handcblemnotpldgeéacuityMy Cour sps o
Portfoliosubheading).
T Click the portfdlidc nk ( Col | ege/ Department /Iftalndi dat ¢ds
T You are her€ours¢iome
ADDING CONTENT TO THE FACULTY PORTFOLIO

Access the Content Tool

Locate t he ACGhandcodumiaiuBehonvegage).0 (| ef t

T
T Become familiar withfBectiondandiAppendicé&gdownload requifedns).
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Click AContent Browser 0 he dCbntenigoloof wi dge
You are her€onteriool

Drag and Drop Content

Locatehesection/moduteatyouwishtoaddfilesto, e.g. frenurend/oPromotion
Recommendatimmmo
Click on thmodule.

| Drag file to the ~fbordery and dropo box (gr
I Note: You will al so be ablbex. to drag m
I The file(s) will appear in line sdiimeodule.
Dragging moréles to a submodule already containing files
Note: There is no | ongéeardern fidrag and dro

—_— —( —

—_( —( —(

(o —( —(

Locate the location you wish to add a file viithiosthe
Drag file to the location (Ex: betweglesyvo

I Note: Youwillalsccbb | e t o drag mul tibpxl e fil es t
You will sed\ solid grey bar with &bie

E Y
I

b 0

D

Release your mouse to drop thé\filed.i ng mor e f idlreoep o)not wusinpg

Click ANewo.

In the dropdowRi menod, select fAUpload
Clicki U p Ibottand 0

Locate the file on yoomputer.

Click fiOpeno.

You will see the li¢ed.

Click fAAddo.

Deleting Items

Jra—

Locate the file you wadketete.

Click on the action aﬂnext to the filame.

Sel ectTopitDel et e

Youwwillsee Apopupmessagaskingoutochoosevhethetoremovéhetopidrom content

only (1st button) or to permanently delete both the topic and file associated in the course (3
button).

You most likely will wantth@adio buttaio permanently delete both the topic ditel the

122
2022-2023

nd

and you will go dir
dashed

tiple files to the
box (grey dashed

t

he fAidrag and

Aidrag

&

dropo

nc



DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022
APPENDIX B: TENURE AND/OR PROMOTION ELIGIBILITY CHECKLIST

This checklist is to be completed by the Department Chair in eaticére faculty member prior to the faculty
member assembling and submitting a portfolio for tenure and/ or promotion.

Name: T#
Last First Middle

Present Rank abdteAwarded:

Date of Tenuteack Appointment &tJ:

Is this the sixth yeateofurérackemployment? If not, explain the reason for
application lexception:

Has appointment beentinuousfes No
(If appointment has not been continuougxgtadtion)

Has the faculty member met departmenfiocpterizotion?
If not, whyot?

Has the faculty member met College/Schotbriteriation?
Ifnot, whyot?

Checkof f to determine faculty memberds eligibility
TENURE

Satisfies the number of years from date of tenure appointment. Byetberestd atademic year, the
faculty member will have completed not less than the minimum six (6) years of probationary s¢

Any credit granted for previous experience must show on the initial appointment. A copy of thg
should be atthed.

PROMOTION

Faculty member satisfies the minimum five (5) years of professional experience in current ranH.

Any credit granted for previous experience must show on the initial appointment. A copy of theg
should be attached.

Dgart me iSignat@é&cai r 6 s

Date:
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APPENDIX E: TENURE AND/OR PROMOTION RECOMMENDATION FORM
Instructions: Complete Section A and include the Introduction of the Portfolio.
Section A

Name T#

Department:

School/College (Académit):

Applyindor: L Tenure CJPromotion
FromRank):

Highesbegree: YearAwarded:
(If notterminal degree, a letter of explanation must be submitted justifying tenure/promotion)

Currenf\cademiRank: YearAwarded:

Date of TenufleackAppointment:

Years Awardémvardenure: Years towaRfomotion:
Section B
RecommendatiohVr i t e fiyeso, Ainoo, or ANAO for not applic

provide a written letter of explanation for the negative recommendation. Each administrative head, dean or dg
must providevaritten statement for either recommending or not recommending tenure or promotion.

TENURE RANK
Department Committee

Explanation:

Department Chair

Explanation:

School/College Committee

Explanation:

Academic Dean/Director

Explanation:

Faculty Person@ammittee

Explanation:

Faculty Appeal Committee (if applicable)

Explanation:
TENURE AND/OR PROMOTION DATA SHEET
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Name Academicrear

Last/terminal degree aimdtitution

School/College (Acaderhinit)

Department

Provide a narrative summary to clarify tenure/promotion application in the following areas:
(For the followittgms, separate sheets may be attached. Attach adequate documentation for each area.)

Teaching Activities (since hire date or last promotion)

1 Previous teaching @pplicable)

Research Activities (since hire date or last promotion)
1 Research experiendégpplicable)

Service Activities (since tendrack hire date or last promotion at TSU)

OTHER PROFESSIONAL EXPERIENCES

HONORS and RECOGNITIONS
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Procedure-28.0:Textbook Adoptions

Each TSU academic department will activate independent Departmental Textbook Committeg
independentigrevievallfacultgextbookdoptionequestanddevelogtrategie®rreducingostoftextbooks
and other coursetaréls. These departmental committees shall meet each semester to review adopti
TBR Policy 2:07:00:00 requires institutions governed by the Tennessee Board of Regents to devd
minimizing the cost of textbooks and ancillargnetenials. In compliance with the TBR policy, TSU esta
the followirgrocedures.

STEPS

VLI
VII.

VIII.

All TSU academic departments will immediately activate their Departmental Textbook Cd
revievallfacultyextbookdoptionequestanddeveloptrategie®rreducingostoftextbookand
other course materials. This Committee shall meet each semester to restprestdoption

A TSU Bookstore Advisory Committee, under the leadership of the Vice President for H
Finance, reaws and discusses issues related to the bookstore. Textbook cost saving stratq
placed on the agenda in futeetings.

(s) and meet
bn requests.

lop policies for
blishes

mmittee(s) to

usiness and
gies will be

The TSU bookstore vendor (herein after referred to as Bookstore) provides faculty with textbook

requisition forms for nevier the subsequent semester. Deadlines are set by the Office of A
Affairs to allow Bookstore to have sufficient time for ordering and receiving textbooks
beginning of the semester. Deadlines for submiftdlcave:as

Spring Semies October 15 preceding start of semester
Summer SemeshMarch 1 preceding start of semester
Fall Semesteévlarch 15 preceding start of semester

Eaclsemestdacultynemberwillberequiretb gotowww.tsusimoconto submitextbookdoptions
or changes. It is each faculty member 04
departmental textbook committee and department chair prior to these deadlingadata® In
studentsnoneyinstructonsillclearhstateonthecoursesyllabusvhictbooksarerequire@ndwhich
books are only recommended. The department chair will ensure that faculty membe
department have submitted book orders to ttereBoypltse posted date, so that the bookstore
ensure that textbooks and other course materials are available prior to the begiestag of th
Onceatwww.tsushop.cagotothebottonofthefirstpageandselecOnlineAdoptiongndelFaculty
Services.

Watch the helpful online atdo

I f you are a new user, select t headdrdsdNaady?
the password 0231 to register. Select Order on the menu iniae dogrnight

If you have no changes to the course materials you used las0&3hxemfailett.cand alert
the staff the bookstorenumbeat there is fin
If you wish to make a change to your previous adoption, use the eAdoption instructions th
submit your nematerials.

If you experience anycdlffes, em@i231txt@follett.com
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Xl.

XIl.

XIll.

XIV.

XV.

XVI.

XVIL.

XVIIL.

XIX.

XX.
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The Bookstore will provide a list of mdspigpns to the college/school deans for assistancg
collection.
Textbooks for maliction division courses (2000 level) will be adopted by the departme
textbook committee for a minimuyedwperiod. Exceptions to this policy rapptdesd by the
department chair and dean based on a written justification from the departmental textbo
This policy will allow the Bookstore to buyback adopted books each semesterchainpgptiasithri
and, thus, save students moragthpurchase of used versueRrtwoks.

Textbooks for upper division and graduate classes will be adopted for at least one ac
Exceptions to this policy must be approved by the department chair and dean based
justification frahre departmental textbmmkmittee. Thpslicy will allow the Bookstore to buy bg
adopted books each semester during the period and, thus, save students money on use
textbooks.

If the faculty member and departmental textbook comnste® plapwe a previous cours
textbook selection, it will be noted on the textbook requisition form submitted to Booksto

with
ntal

k committee.
be

hdemic year.
on a written
ck

H versus new

P

e. Bookstore

will review and provide the faculty member and departmental textbook committee a prgdliminary cost

statement about the lbbobhe department chair, departmental textbook committee and th
member will analyze dhis.

Faculty will be strongly encouraged to review and implemenbasedswgiiementary coursq
materials available for tiee

Information concamirequired and supplementary textbooks will continue to be made aV
studentgriortothebeginningfeachsemesteontheBookstoreebsitePostednformatioincludes
the required title, author, cost publisher, edition and whether the item is required, reco
optional. The International Standard Book Number (ISBN) information will be loadesldo th
weeks prior to the start of each semdwmtesitd will post the cost of both new and u
textbook/materials. This information would allow students to consider options of purch
Bookstore or otls@urces.
Departmentakebsitethatprovidénformatioontextbookwillincludéimelynformatioontextbooks
withinformatiomsoutlineéh steptwoaboveT hisinformatiowouldallowstudentto considenptions

of purchase including Follett Bookstores sourtiesy.

Bookstore will disclose to faculty members on a per cobesedsasitotstudents of purchasin
requiretextbookandcoursenaterialdzacultynembermustcknowledghepriceofthetextbooks
andmaterialbefor@anordeiscompletedracultynemberwillbeadvisedbrevievbookstoreebsite
forcoursenaterigbricingvithironeweelofadoptiosubmissiaothebookstoréJpdatechformation
regarding the price of new or used course materials is available on an individual course
basis.

Faculty members will consider practicesiticatthe cost of course materials such as adoptin
least expensive option from the available products that meet the requirements of the col
materialshouldnlybeconsidereifitheydelivecostsavingsothestudents(Note!Bundledheans
agroupmfobjectgoinedogethebypackagingrrequiretbbepurchasedsanindivisiblanit.)
Bookstore will allow TSU students, where feasible, the option of purchasing textbooks ar
productseparatelpprcoursesvheraghetextbookhaterialgaditionalljomenabundlegackage.
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XXI.  Bookstore will actively promote and publicize Hmmuk puggrams. BEhgek efforts will be
supported with peitt media and advertisirgai blasts to registered subscribers of the book|
distribution list, and vendor promoticsigreage.

XXIl.  CopiesftextbookprovidethypublisheratnocostotheUniversityillbemadeavailabléorstudent
usethroughheTSUlibrarylnstructorwillobtairpermissioffomthepublisher® placerevievorgift
copie®nlibraryeservel SUibraryvilldevelopndposteservéoarpolicieforalltextbookacquired
in thisvay.

copyrighegulations.

btore

XXIII. Instructors atifdrary staff will closely monitor student use of reserve copies to ensure com;]liance with

XXIV. In order to reduce potentil@ @PYRIGHT ABUSESU will establish, publish, and post copy
information to make students aware o¢péoattopying copymgaterials.
XXV. Bookstore staff will be responsible for compliance with this policy including all textbook in|

monitoring as set forth in thekaes.

CONTACTNFORMATION

Denise Dillard

Course Materials Manager

Follett Higher Education Grdigmnessee State Univers|
phone 9637568

email 0231txt@follett.com

Tennessee Code Annotated, Title 49, Chapter 7, Part 1 specifies that the Tennessee Board of R
policies for minimizing the cost of textbooks and ancillary course materials at its higheioadpsttilen ir]
maintaining quality of education and academic freedom.

TSU Textbook Policy 2:07:00
Reference TBR Policy 2:07:00:00
SUBJECT: Cost of Textbooks
Adopted: December, 2007

TSU Office of Academic Affairs

Procedure-29.0: University Committee Stroetu

University committees are a core component of the University's governance structure-raadirige d
processes. In addition to ensuring decisions are fully considered and formally recorded, committe
consultation and communicdimth, internally and externally. Committees draw members from ac|
Universitgontinuing makea keycontributicio collegialitgt TSU andareessentidbrtheeffectivldandlingf
much University business. Discussing issues ardenisiing through committees ensures that the Uniy
is operating transparently and is accountalaletifatiés.

Pr es i de nthed022@3adviseasotthe university president

Dr.Michael Harris Interim, VP Acade#ffairs
Mr. Douglas Allen VP BusinessRnance
EsqJanelackson VP Administration
Dr.Terrence Izzard Assoc. VP Enrollment Services
Dr.Evelyn Nettles Assoc. VP Acadewifairs
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EsqglLaurencPendleton
Dr.Frank Stevenson

Universit€ounsel
VP Studeritffairs

Dr.Quincy Quick InterimyP Research & Sponsémedrams
Dr.Curtislohnson Assoc. VP Administration/Chief of Staff
Dr. Mikki Allen Director of Athletics

Assoc. VP Institutiohdvancement
Assist. VP Public RelatioGs@munication

Dr. Iris Ramey
Ms KelliSharpe

Vice President of Academic Affairs Cboegiurpose of the Vice President of Academic Affairs Cour
review, update, and recommend to tiReegdickent of Academic Affairs concerns of those involved in acg
AsChairpersasftheCouncitheVicePresidertfAcademiéffairadviseshePresider@nmatterefeducational
policyanddevelopmergsultinfronthedeliberatiordtheCounciMembershipcludeacademideansandall
other direct reports to the Vice President of Aféaiesnic

Faculty Senat@he Faculty Senate provides for effective participation of the faculty in the govern
Univergy.Assuchjtconductstudiesndmakeseportandrecommendationsinyandallfieldpertinertbthe
welbeing of the University; presents report findings and recommendations to the University faculty
administrativaficers of the University and, through the President, to the Board of Regents; acts in g
capacity when the establishment of new schools, divisions, or departments is considered or when r
proposed; defines policies and procéalmesapplied in cases involving conscience and academic fr
promotefreeandrespectfuliscussioandfurthecommunicatieoncerningducationgbliciesandpracticesf
theUniversitgstablishesn Executiv€ommitteandotheisuchcommitiesandsubcommitteessitchooseto

aid in the performance of its duties; invites persons, not members of the Senate, to serve on these
subcommittees.

The Graduate Courithe Graduate Council is a policy advisory and regulatory body primarily con
implementation of the objectives of Graduate Studies and representation of the Graduate Faculty
Graduate Faculty with the developmentlcpakdeate programs, with the appraisal of graduate dg
programs, and with recommendations pertaining to any aspect of graduate work. One factriynrepr
eachdepartmemtr unitwhograntgraduateegreeshalbeelectedythegraduatéacultypfthatdepartmeifbr

a three year term. The council reviews all proposed new programs, new courses, and other addi
changes, deletions, and modifications which may be requested and submitted by the various de
Council then kes recommendations to the Vice President of Academic Affairs concerning all submi
changes.

Faculty Senate Curriculum Comnfitertions: (a) To make recommendations of approval or disappro
SenatethertotheVicePresiderdfAademidffaironproposedewacademigrogramsiewcoursesandother
additions, curricular changes, deletions, modifications which may be requested and submitted fo
various academic departments; (b) To recommend agisamadosal of proposed new programs; and
Membershghalbesetbythe T SUFacultyBenatgerthefaculteonstitutioMeansnaybeaskedorecommend
additional faculty to serve oodhimittee.
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UniversitRersonn&ommitteeReviewallfacultyapplicarflesfortenurendpromotiothereportefthefaculty

committees, and the recommendations of the Department Chairs and Deans. Committee wWill forward a

recommendation on each candidate to the Vice President of Academic Affairs. A faculty member frgm each college
and the library will be recommended by the Dean to the Vice President of Academic Affairs each yea} to serve on this
committee. Faculty recomatehy deans should not serve on other departmental or college tenure andjpromotion

committees in that academic year. (See Tenure Policy PBlicydtion

Tenure and Promotion Appeals Comiftited@enure and Promotion Appeals Committee shall eonsifler th

candi datebs appeals materials as well as thle candidateds
committees and administrators. This considerfjati on shalll re
Afchange to poms.idiTVei $ efciomdniemg awi lol be transm|jtted, in writi

Affairs. A faculty member from each college and library will be recommended by the dean to Vige President of

Academic Affairs each year). Faculty recommended by théddeainsgtve on other departmental or college

tenure and promotion committees in that academic year. (See Tenure Policy, Promotion Policy.)

General Education Assessment Conrhét&eneral Education Assessment Committee is responsible f@r (1) the
anna | review of General Education curriculum |[proposal s
Education Assessment Plan. The membership of the Committee is determined by the Vice Presidgnt of Academic

Affair@ndincludesheAssociat¥icePresidentorAcademiSupporandatleasonerepresentatif@meachof
the Universityods colleges as recommended by
curriculum proposals occurs during September and October. Ptiopcsddstiéor or deletion of Genergl

t

he

dean.

Education courses are submitted by college deans to the Office of the Vice President of Academif Affairs, which

makes recommendations for action by TBR in consultatidomvithtéee

The TSuUnternational Education Comn@tteege is: (1) to develop and oversee a strategic plan to pronjote the

internationalizatwftheT SUcurriculuni2)todevelopolicieandproceduregsencourag@romoteandexpand

international student and famMtghanges and student abroad opportunities; (3) to encoura@e the
internationalization of course and program content by providing models of best practices frangeer ipstitutions;

(4) to develop recommended policies and student qualificationghferinteenafional Education Fung
establishedlyInternationAlcces$eeof $10perstudenpersemesteFacultyepresentativaserecommended
by dean to Vice President of Acadliéais.

Honorary Degree Commiffeanessee Stafmiversity, with the approval of the Tennessee Board of Rg¢gents,

conferfionorargdegreesiporpersonsvhoseareerseflecsustainedndsuperlativachievemeirttheartsand
professions, research, scholarship, public service, leadership, vahdhtaétisal, affairs, as well as nep

frontiers of human endeavor, and who have demonstrated extraordinary achievements in such areps as research,
scholarship, education, artistic creation, social activism, human rights, innovation or inestioetyenedficial
and humanitarian outreach. The Selection Membership Committee consists of the following sejen (7) voting

members:

Achaiandhred3)associate/fpitofessomppointebythePresidertasediporrecommendatidnem
the Vic®resident of Academic Affairdesignee.

The Chair of the Faculty Senate or a faculty member recommended by the Chair.
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The Chair of the Staff Senate or a staff member recdmritenGédir.
The Vice President for University Relations and Development or a designee.

An exofficio (nemoting) designee from the Office of the Vice President of Academic Affairs.

Staff Senat@he Staff Senate servesrapr@sentative body of the staff employeeddaliliyoemployees) of
TSUandfortheexchangefinformatiobetweetheUniversitsnditsstaffemployeedt functionsanadvisory
capacity, in the governance of the Univegesitgumaging actions that address the current and future n¢
the entire University community for the welfare of the University and fosters a spirit of unity and cog
allstafemployee$acilitatesommunicatiamongtaffemployeesnd advanceprofessiondevelopmeand
growth. The Staff Senate promotes social responsibility and demonstrates concern for all membg
communigtlargeandhigheeducatiomgenerallheStaffSenatesupportthediverseampusesfTSUwithout
regard to race, color, sex, religion, national origin, age, veteran status, dasahiliagicsexual

Technology Vision Commifiée Technology Vision Committee is charged with planning the dirg
technologicalitiativewiltakeinthefutureSpecificalllheCommittewillmakeanassessmenfshortandong

term technological needs; determine appropriate uses of various technologies and develop policies
related to those uses; survey facilities andllggatien in order to plan for future needs; and recomme,

eds of
peration among

rs of TSU, the

ction our

and procedures
hd any

organizational restructuring which would contribute to the effective use of technologiaalltesogrces.

recommenddry deans to Vice President of Acakféan

University Assessmemd dmprovement Council (UAIE) University Assessment and Improvement C
(UAIC), with 16 rotating faculty and staff membership, performs peer reviews of assessment work fi
and no#instructional units, recommends improvements/idesl gmnual reports to the President. Each

uncil
bm instructional
ear,

UAIC reviews reports from campus units and prepares an Annual Assessment Report for the Presiflent. At the end

of each fivgear cycle, UAIC reviews reports from campus units and prepares a SummiaRepsaessm
the President. The purpose of this Council shall be furthered through training, evaluation, and othe
representativé&cultyrstaffontheCouncitanbeelectedrappointedndshalserveora periotbffiveyears,

unless a mitigating reason prevents service of term. The Council shall have a minimum of one me
during the academic year. Other meetings may be called as requested by University President, a
Pr esi d e n t-dfiso memabers, oreCouncil Ehair. Members are eligible to vote on matters brod
the Council. A quorum for matters submitted for a vote, shall be the majority of the Council member|
The Associate Vice President for Academic Affatisn@h&lanning and Assessment), Director of Instity

Research and Effectiveness, and SACS Accreditation Liaison séficeo aneexbers of the Council.

Membership to the Council will be terminated automatically if the member dobfishedeieeatand if
themembedoesotattenditleas60%ofschedulecheetingDr.ElizabetBrownAssociatBrofessafHealth
Sciencess UAICchairUAIGmeetingareheldduringheyearmonthesecondrridayfeachmontiroml1:0Gam
12:00 noon at the Avon Willtamgpus.

University Strategic Planning Council (IUB&Chiversity Strategic Planning Council (USPC) coordina
monitors the development and implementation of the University Strategic Plan (USP), and niakes re|
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to the President and Cabinet related to strategic priorities. USPC provides annual report summares highlighting

campus progress to the President, focusing on inipteerehtathievement of Strategic Planning goals
Council works with the Division of Business and Finance to align the University Strategic Plan (USH
ensure that TSU achieves its most pressing goals and priorities. USPC previdesokyg&r budget to
ensure deployment of resources towards strategic priorities. Specific functions include coordination

The
) with budget to

and monitoring

of development of strategic plans by campus units for reaching USP goals, and review and compifation of annual

repots submitted by vice presidents and unit héadmpiianceAssish the progressdate of their units
towards meeting the goals and objectives of the USP.

The Council prepares and submits an Annual Campus Report Card each fiscal year tanthe P|
subsequently, to the campus community that H
USPC consists of 21 members drawn frorsaatims©f the campus community who serve on the con
on the basis of their roles. Thisl@scdeans or their designees, staff and faculty senate chairs, gradua
chairordesigneesGApresiderdrdesigneé\ationaAlumnAssociatigoresiderdr designeggndtheAVPdor
FacilitieRlannind@istancandextendeBducatiomndAcademigffairgInstitutionBlanningndAssessment).
Other members include Director Institutional Research and Effectiveness; Director, Title Il Progran
Assistant Vice President, Budget and Travel; and, one wepessdntadim the Offices of the President,
President for Academic Affairs, Vice President for Business and Finance, Vice President for Studd
President for University Relations and Development, Communication and Informatjdanfi@irhantog
Services and Student Success, and Research and Sponsored Programs. Members serve for the dur

esident,
ighlights
mittee

e council

Administration;

ice

nt Affairs, Vice

es

ition of the office

held by the individual. The Associate Vice President for Academic Affairs (Institutional Planning afjd Assessment)

chairs the Coun¢ISPC meetings are open to all members of the University community on a seat av
and discussions are restricted to the agenda items. Only Council members can vote ttéSeContkety
Tuesdapfthemontifroml2noorto 2:00pm.Addittnaimeetingmaybescheduledsneeded.

Academic Master Plan (AMP) Steering Coiftmeitteademic Master Plan (AMP) Steering Committee, ap
by the Vice President of Academic Affairs and Executive Vice President for Academic Affhitbeis c
implementation of the comprehensivearigagacademic master plan. The -ywantplan (202828)
developethrouglaninclusiv&niversitwideprocessallsforadynamiandinnovativeetofnewapproaches
academic programntmgugh the development and strengthening of three areas: Major Focus Areag
AcademierogramsndCrossCuttingrocusAreas TheMajoFocudireasre EnterprisendLeadershipiealth
and Education; and Pure and Applied Science. The/Rigdatnie Programs emerge from the Major F
Areasandrequireaselectioprocesshatresultsnidentificatimfspecificindergraduadéamdgraduatprograms
that, with additional resources, have the potential for natiovietreaityoal prominence. The-Crdsg
AreasdnvolvacademimitiativethatcutacrossilldisciplinestheQualitfEnhancemeRtanCriticahndCreative
Inquiry, the Academy of Leadership, and the Honors College. The AMP Steering @erandttepontnit
progress toward accomplishment of AMP goals, and makes recommendations to the Vice Presidg
Affairs for updating and revising the Academic Master Plan to meet changing circumstand
recommendatidosfiscabndhunanresourcallocatiorfiundraisingandfacilitieslevelopmeandmaintenance.
The Steering Committee is comprised of the following: Vice President of Academic Affairs and
PresiderforAcademiéffairsAssociat¥icePresidertf AcademiéffairsAssociat¥icePresiderforAcademic
AffairgInstitutionBlanningndAssessmerbhairFacultyenateAssociaticePresiderior Academidfairs
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(Academic Support and Personnel); Dean of the Library; Associate Dean, College of Education; D
EngineeringissociatBeanCollegefHealttScienceandexecutivBirectoDivisiomfNursinga Professauf
Educational Administration; a Professor of Engineering; and the Director of Institutional Research an
(Resource Person). The Associate Vice President for Academic Affairs (Institutional Planning and Asg
the Steering Committée. AMP Steering Committee meets on the first Tuesday of the month during Fal
Semesters, from 10-afn 3@Gm.

Universit8teerin€CommitteenSAC ReaffirmatiaiAccreditatioheUniversitgteerin@ommitteenSACS
Reaffirmation of Accreditation, appointed by the President, manages the process of reaffirmation
accreditatiomedbyathreepersoreadershiigamtheAccreditatidnaisomndDirectoofinstitution&esearch
and Effectiveness; issociate Vice Presidemicademic Affairs (Institutional Planning and Assessmen
ProfessasfEnglislandHeadbftheDepartmeiwnfLanguagesjteratureandPhilosophyheSteeringommittee
consults with University faculty angetsennel to gather information, request clarification, congyct fd
evaluate the quality of materials submitted, compile assigned sections of the accreditation report,
review of the draft report by faculty and othecoastitues.

Athletics Committegports to Presidefihe Athletics Committee is concerned with all aspects of the U
andtsprogramastheyspecificallyertaitotheintercollegiat¢hletiprogramsftheinstitutiomoacheglayers,
and other pgonnel. This includes, but is not limited to, academic tutorial services for athletes,
recommendations pertaining to retention and graduation of players of varsity sports. In addition,
recommends leraynd shomange plans fonplementation by the University status and progress toward
NCAA Division requirements. The Committee shall also concern itself with the initiation of recon
proposals regarding steps to enhance women's athletics, as well asversissam@righance Witte X
requirements. Faculty representatives may be appoiftessioeitie

Bookstore Advisory CommiffedBusiness Affaiffie pugse of the Bookstore Advisory Committee is to 3
theUniversityymonitorinigookstoreperation®rthepurposefensuringontractdermsTheCommitteserves
asabuffebetweefacultystudentandcontractdorreviewingomplainisrconcernforeachofthepartiesThe
Committee provides input to the Vice President for Business and Finance regarding policies and prd
to bookstore operations. The Bookstore Advisory Committee shall be composecatliacalkygecand
representatives from the Library. Two student representatives will be appointed by the Vice Presid
Affairs. The Vice President for University Relations, Director of Purchasing, Vice President for Busir]
theVice President for Student Affairs wilDifécEBxembers.

Building and Grounds Commifte® Buildings and Grounds Committee recommends ways to enha
maintain an aesthetic, physical environment on the Main Campus and the Avon Whka@enGaitteess T|
alsaesponsibferreviewinthecapitabutlaygndmaintenanggans TheCommittesdvisetheVicePresident for
Business Affairs of needed improvements. Membership includes one faculty member from each
appointed lilie Vice President for Business and Financeyeatetma

Student Affairs Disciplinary CommitieeStudent Affaifthe Student Affairs Disciplinary Committee ig

pan, College of
d Effectiveness

essment) chairs
and Spring

of institutional
;and,

llow
and provide for

hiversity

studies and
the Committee
neeting
mendations or

ssist

cedures related

ent for Student
ess Affairs, and

nce and

college to be

the

principle judicial body f o Student @onduat, gnaking reldvant findimgss o f t he

and recommending sanctions, where appropriate. The Student Affairs Disciplinary Committee shall
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atotabften(10)memberandtwo(2)alternatesTheCommitteghalincluddéour(4)studentsyithone(1)student
alternateStudentnemberwillbeselectetytheVicePresiderfor Studenffairdroma groupnominateblythe
DearofStudents/ChigddiciaDfficeforStudenAffairsandshalservea one(1)yearterm Anadditiondbur(4)

members shall be members of the faculty/staff, with one (1) alternate. The faculty/staff members of the Committee

shalbeselectefbraone(l)yeaternmbytheVicePresiderforStudeniffairgroma groupominatebytheVice
President of AcadeAtfairs.

Academic Misconduct Disciplinary Comnvie&Student AffairShe Academic Misconduct Disciplingry

Committee is charged with the authority to heaheeses student has been determined to be engaged in
academic misconduct and has received a reduced grade. A student shall have the right to appeal thpt determination

to the Academic Misconduct Disciplinary Committee. A course instructor mayacthdlosealedations of

academic misconduct to the Academic Misconduct Committee for the committee to make the initial fletermination of
academic misconduct. In cases involving an appeal by a student or when an instructor requests review by the
committeehé Academic Misconduct Disciplinary Committee may also recommend the imposition |of additional
disciplinary action, including suspension or expulsion. That recommendation shall be forwarded fo the Dean of

Students for further action.

Academic Misconductcipismary Committee Meetings, Members, Procedures, Decision anth&ecqrd
provisiongoverninmeetingsnembergroceduresgecisiongndrecordeftheStudenDisciplina@ommittee

and all review/appeal there from, as set forth abexehyaepplicable to the Academic Misconduct Disciglinary
Committee. Appeals from decisions of the Academic Misconduct Disciplinary Committee will be tojUniversity Vice

President of Academic Affairs and will be governed by the same proceduresnappfieable the Vice
President for Student Affairs from a decision of the Student AffairG @isuifiieary
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Procedure-80.0: Visiting Scholar and Visiting Researcher (International

TSU faculty, staff, departments, colleges, and unitgaimatezntests from individuals from other univerg
institutiongndbusinesseshowishtovisithecampusinduseTSUfacilitieso conduatollaborativesearclor
observe research in TSU facilities must submit an International ViskiognSokeol@dation form to the Offig
of International Affairs to begin this process. It is important that the University maintain a record of §
review documentation or agreements i rtuabprogesty.
Federahgenciebaveplacedjreaemphasienregulatingccessoresearckacilitiesvherthatresearclccess
has implications under federal export control regulations.

ties,

e
uch visitors and

to protect

Tennessee State University (TSU) recognizebvitiabls from other universities, institutions, and busijesses

may wish to visit the University for extended periods of time for reasons including, but not limited
research in a TSU facility, collaborating with University resepedifezpoojests, and observing Univerg
faculty research

Theseyuidelineapplyto TSUfacultystaffdepartmentsollegesandunitshatentertairequest§romindividuals
from other universities, institutions, and businesses who wisbampistane use TSU facilities to cond
collaborative research or observe research in TSU facilities. These individuals do not carry any ¢
employmentiththeUniversitgndmushaveormaUniversityponsorsT SUacultystaffdepartmentsolleges,
and units that entertain requests from individuals from other universities, institutions, and businesses

to, conducting
ity

ct
fficial status of

\who wish to visit

the campus and use TSU facilities to conduct collaborative research or observe researotusstiBtdifacilfties

an International Visiting Scholar Recommendation form to the Office of Diversity and International Aff
process.

Definitions

1. Department or Unit Sponsor: Department or unit within which the visiting scholar or vigilirige res
working or collaborating. The department or unit sponsor is responsible for obtaining the signature
any agreements required (e.g., visiting scholar/researcher agreement or visiting scholar/researche
agreement).

2. Visiing Scholar: Scholar temporarily residing at TSU with defined but unescorted access to Univ
Visiting scholarés temporary engagement does
designatiomolodr Givisidrnadignarily made f ogear.a mi 1

3.VisitindResearcheBameasvisitingcholaexcepthatthevisitohasthetitlefi v i s & & & sagdgemeratlyo
has access to University labofatilities.

Visa Processing

Qirs to begin this

barcher
pf the visitor on
r and company

brsity facilities.

not i mply

i mum of

The J1 exchange visitor classification is the status most commonly used by internatiopal visiting

scholars/researchéfadetheexchangeisitostatusscholargrofessors, researchamjothersnaycometo
the United &es for defined periods of time for the purpose of educational exchange. Any internatior
has sufficient academic training to benefit from an academic or professional program at a U.S. collg
maybeeligibldorthisstatus CantacMarkGunteDirectoofInternation8tudenBervicefl SSut6159635639
for assistance withas.

ToobtairaJ-1visaforavisitingcholar/researchieindividuaponsoandthesponsorindgepartment/umust
agree to armbmplete the followsteps:
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STEPS

1. Complete the International Visiting Scholar Recommendation Form and submit itDiredisnk oBur
International Student Services (I88uater@tnstate.edu

2. Make a reasonable effort to determine that the English proficiency of a proposed visitor is suf
meaningful interaction between the individual and Universityafadthitydsttticommunity.

3. Assist the Scholar/researcher in establishing thoysingry

4. Assistuvisitoinobtainingisitingcholar/researclemefitgbasedntheresearchexgreementfficespace,
TSU ID card, library and congmdess)

5.Providecrogsu | t ur al interaction between a visitor
visitor in crossiltural exchanges with faculty and/or staff in the depanitinent or

ter

t

he

6. Show active interest in the reseaactivity being undertaken by a visitor and have the visitor partidipate in

research and other activities of the departmignt or

7. Designata Universitfacultynembergesearcktafimemberappropriaemployeastheindividugformal)
sponsorfdhevisitor.

J1 visa holders (as well as the accompanying spouse and depdndeathaltiers) should be adequate|
covered by health insurance. Any visitor wi204® [B8rm for dl Jisa has been processed by Internatio
Studen$ervice§lSS)seligibldorthesameypeofinsurancthatisavailabléo studentsTheinsurancprogram
is an important matter covered in the orientation program offered to interaatiolzasirisstazgchers.
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Procedure-81.0: Xtreme Spring Break and Maymester

DIVISION OKCADEMIC AFFAIRS OPERATING MANUARD2B22

Accelerated classes offered to qualified students (i.e., high GPASs) to provide them with an opportunity to earn 3

credit hours.

Xtreme Spring Bre&lduring Spring Bredlccess Academic Calendar for dates

Maymested the 3week May term between full spring semester and the full summer semester

STEPS
1

2.

3.

Access Academic Calenddafes.
Register fatasses.

All fees must paid in full by 4:30 p.m. on the date of the deadline or students must confirm re

gistration if

their fees will be covered by scholarships and/or financial aid. A late registration fee of $300.00 will be

assessed after ttheadline.

Students dropping addiag a class on or after the first day of class must process both the Ad
DropON THE SAME DAY AND THE ADD MUST BE PROCESSEDeEIR&Iplicable dates td
withdraw from classes or drop a class to obtain 100%, 7&rat. 25%

All females and males qualified for Maymester will be housed in EpgseallResidence

Movein will begin on the Sunday before tlagges

All participants must check out of the Hall immediately after their final examination or by 4:0
Frday, whichever corfiest.

Final grades for Maymester @rei¢ Spring Break are to be submitted via myTSU by the d
specified. The instructions for online grading can be accesssd Sidough
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DIVISION OKCADEMIC AFFAIRS OPERATING MANU&RDZB22
Procedure-82.0: Withdrawal from Classes and/or the University

The deadline for withdrawing from classes and/or the University is specified in the calendar for each|

semester. The

proper forms for withdrawang drclass will be provided by the Office of Admissions and Records. Withfirawal is

official only after the form has been completed and submitted to the Records Office.

STEPS
TO WITHDRAW FROM A COURSE:

1. Withdrawal is done via MyASitldent magceive a grade of "W" if he withdraws according to thq
followingchedule:
0 Regular Semestarior to the end of the 9th wedkssEs.
0 Summer Sessions |-&flor to the end of the 3rd wexdsses.

2. Ifastudenneveattends classfficiallyegisterefbrorstopsattendinglasswithoubfficially
withdrawing, that student will be assigned a findlRjrade of

TO WITHDRAW FROM THE UNIVERSITY:

1. ReportotheUniversityGounselingentefocatednthebasemeréevebfWilsorHdl, meetvitha
counselor and completdRibguest to Withdrawom the Univerdiym.

2. Obtain all required signatures and submit the form to ti¥fRecords

3. Administrative withdrawal from the University must be documented by thpmionkEshbgrtte
Dean of Students in the Division of Student Affairs and the Vice President of Academic Affair
problemsrothercircumstancégyondhestudentsontromaybereasongorgrantingvithdrawdiom
theUniversity.
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DIVISION OF ACADEMIC AFFAIRS OPERATING

SECTIONI: WNIVERSITFRELATEDPROCESSES

Procedure401.0: Acceptance of Gifts and Property

STEPS
Prerequisites:

. A computer with one of the following typeseztions:
1 A university computer with a hardfinection to thetwork
2 A computer or laptop connected ViBlkhe
3 A computer or device utilizing Citrix to runHrjsonet
4, A device connected via the TSU_Secure egdrgleston

II. Under NO CIRCUMSTANCES will you be able to apgsatiom from fhkowing:
1 Any computer or device connected to the open TShefviraless

2 Any computer or device connected to a mobile or home network that is not utilizing the

Citrix

1. Theeasiestvaytoaccesshelnventorppprovalpplicatiois fromtheemaiblerthatyouwillreceivas
a department chair or custodian. It will contain a link directly to the departaggt approval

Thu 2/25/2016 %05 PR

Sharepoint Development <Sharepaint@tnstate.edu s>

Facilities Inventory - Mew items for approval
Tao Coleman, Ben
Hew items have been submitted to the Facilities Inventory for your approval.
Please follow the following link to see the pending items:
Inventory Approval
Thank you,

Facilities Management

V. After clicking the | ink, you wil bvalteres: r edi
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VI.

DIVISION OF ACADEMIC AFFAIRS OPERATING

LENNESSEE

StaTE UNIVERSITY Facilities Inventory Update

Fadilities Approval

Verification Approvals

Department Asset Serial Num Custodian Location Tag Missing Submitter

- - ACADEMIC AFFAIRS 247560

HARDY, MARK DV5209 No Admin, Ben 2/25/2016 8:49:07 PM

Surplus Approvals
Department Asset Serial Num Custodian Location Tag Missing Submitter

- - ACADEMIC AFFAIRS 248330

Transfer Approvals

Submit Date

HARDY, MARK #N/A  Yes Admin, Ben 2/25/2016 8:49:07 PM

Department Asset Serial Num Custodian

- - ACADEMIC AFFAIRS 246140

Location Tag Missing Submitter Submit Date

ROBRSON, CLIFFORD WAS203 Admin, Ben 2/25/2016 8:56:10 PM

The Inventory Approval application handles threapppmsad:

1 Verification Approvialer items that are currentigen
2 Surplug\pprovalkfor items to be removed froinkatory
3 Transfer Approvafer items that have been provisionally transferreie pauouent

The application contains three individualGeciofus each type of appdatalugh the functionality
ofeach section is the same.

Inspect the first item and decide if it is approved or rejected. Approved items are submitted fo
reconciliation by Facilities, while Rejected items are sent to a special queue for individual pro
Facilities. Click either APPRONEJH®CT:

Verification Approvals

Department Asset Serial Num Custodian Location Tag Missing Submitter Submit Date

[

An approved item will turn green to indicate approval, while a rejected item will turn red:
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DIVISION OF ACADEMIC ARF-@IRERATING MANL

Verification Approvals

o [

Department Asset Serial Num Custodian Location Tag Missing Submitter Submit Date

Notice that the green Appatien is still active. If you accidentally reject an item that you mean
approve (and vice versa), simply click the correct button. You are able to make corrections un
your approvals.

VII.  Once you have approved or rejected all of tfer gemssession (you can process as many app
items as youdéd like in a single session;
application), find the SUBMIT button in thefibaret corner and ciick

Verification Approvals

Department Asset Serial Num Custodian Location Tag Missing Submitter Submit Date

]

Surplus Approvals

Department Asset Serial Num Custodian Location Tag Missing Submitter Submit Date

Department Asset Serial Num Custodian Location Tag Missing Submitter Submit Date

VIII.  Whenyour approvals have been submitted successfully, you will receivendgsage:

Message from webpage

4 lz Approval Submitted Successfully!

0K

NOTE: Transfer approvals work slightly differently from verification and surplus approvals.
transfewillhavethedepartmeimformatiocommitteinmediatel\Afteisubmissioitwillbeavailableo
beprocessedndethenewdepartmeirithelnventorypdatépplicatiorRejectettansfechangeare
di scarded and it is meweteurned to the origi
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DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

Procedure401.0: Acceptance of Gifts and Property (cont)

Acceptance of gifts or donations from one department to another department

1. If a department receives a gift or donation from another department within the University, the department

should add the gift/donation to their property addition sheet with supporting documentation:
purposes. This information must be suloniitg the annual property inventory period. (See att
Property AdditioSheet.)

2. Thedepartmetiatissueshegift/donatidnanothedepartmestouldompletapropertyransfesheet
forinventorpurposesThisnformatiomusbesubmitteduringheannuapropertinventorgeriod(See
Attache®roperty Transf&heet)

3. If a department receives computer(s) from another degiaotritknt it
List AALLO operative and i noper aegardless whatherp
purchasedransferregrreceivedsagifttotheUniversityevercomputenusberecordednthissheet
toincludé¢hosahatarelistecdbnthelnventorPrintout hisnformatiomusbesubmitteduringheannual
property inventory period. (See Attached Special ComputS&hktentory

Based on Tennessee State University Personnel Code of Ethical Conduct 6.9

1. Tennessee State University employees shall refrain from accepting preferential benefits bg
pwblic employment and shall refrain from giving preferential benefits to employees, relatives,
the State.

2. Tennessee State University employees shall not accept fees, gifts, payment for experience
thing of monetary value whitgive rise to: (a) the preferential treatment of any student, emp
citizen (b) the loss of impartiality in dexking.

Based on Tennessee State University Procurement Policy
1. Purpose

Thepurposefthispolicystoprovidguidancwallemployeesngageththeacceptanoefgiftsand/odonations
on behalf of the University, regardless of source or a specific use bylepdesimeted

2. Authority

TheDirectoofDevelopmergtresponsiblercoordinaticemdacceptancefallgifts(persongiropertandcash)
totheUniversitythisincludebutis notlimitedo equipmentfanykind vehiclesnachinergomputezquipment,
etc. and shall be processed without exception, through the@ffipenant.

TheOfficeofDevelpmentvill therefordgeadviseimmediatelyporiearningftheprobabilityfanofferofa gift
ordonatiorAftersecuringllappropriateéformatiom,writterecommendatishalbesubmittetbthePresident
who will make the faedision on acceptance of the proposedbgition.
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DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

3. Gifts Other Th@ash

For all gifts other than cash, departmactisites which report to the Office of the Vice President for A
Affairs shall submit the above information to the Vice President for Academic Affairs for his/her co
recommendation to the Director of Development. All othersdapdrimetinities shall submit the abo
information to the Vice President for Business and Finance for consideration and recommendation t}
Development. Cash donations with significant restrictions on use (other than contriffutiestittedstd
accounts) shall also be reviewed in the same mantashgifts

4. Departmerictions

Any person who gains knowledge of the probability of the offer of a gift or donation to the University|
departmemwractivitheadThedepartmentractivitheadshalsecurghefollowintistednformatiofifapplicable)
concerning the potewiiféldonation.

Identification of the item(s) and donor.

Estimate of the value of the itepréferably based on the judgment of thendapahair or other responsibl
departmeiofficialT hisstatemernsforinternallseonlyandcannobeconsideredfficialordonor'saxpurposes.

NOTEProfessionappraisalsfvalueofnoncashtemgfortaxpurposesyillnormallpetheresponsibilibfthe
donor; however, other arrangements may be made at the discretion ofee é)agTientof

Restrictions on use ofjfte

Recommendation aadoeptance.

Statement as to the University's need for the ier(a$hif

Statement as to the condition itérins).

Statement as to the availability of space for usmnyEihe

Details on any liabilities associated with the gift, i.e., mbeiggges or
Estimate of cost renovation, if necessary, to maksahie gift

Estimate of the annual maintenance cost and other ongoingaeqepisds, if
Estimate of cost of delivery ansfallation.

Estimate of all other costs that might be incurred by acceptangs)f the

— T T@e@ o a0 o

o

Office of Developmé&ctions

AcampleteecorafallgiftsanddonationmtheUniversityillbemaintaineidtheOfficeofDevelopment.
PropeacknowledgemenillgiftsanddonationwillbemadebytheDirectoof Developmenie/shavill

also insure that all letterspaidicity concerning gifts and donations are appropriately coordinatg
release.

c. Upon receipt of an offer of a gift/donation, the required information concerning the
recommendation from the appropriate vice president, the DivetdpmeinDwill accomplish th
following:

S
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DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

Review thoroughly the information submitted by the departimesad/activity

Secure the approval oPttesident;

Review thgift/donation proposal with the prospective donor, and advise the doacceptiveceon
and the reasons or the terms and conditions under which the gift/dacagpted;ll be

. Adviseheconcernedepartmenfthedecisioto accepornotaccepthegiftordonation;

Coordinate the transfer of ownership and physical possession of the item(s) witthttiee dqnor
appropriate University department officials; including necessary steps to have the item(s) placed on the
curreninventory;
Noncashitemsshalbefullydescribedndthetermsandconditionsndefwhichtheacceptancsas
made shall lrecluded.
Adviseheofficeofthefollowintjstedfficial®ftheacceptancefthegiftordonation.

Vice President for Busines§maghce,
Director of Procurement Services

Other departments or activity heads who may be concerned
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DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

This sheet must be returned with Inventory Printout. Enter "NONE", sign and date if no items are listed.

TENNESSEE STATE UNIVERSITY

PROPERTY ADDITION SHEET

Function No. 1. List all items that have been received, tagged and delivered which
do not appear on the inventory printout.
Department 2. Ifitem received as Gift/Donation - A completed copy of the Gifts
and Donation form must be attached.
Date
Item | Property Purchase Room
No. Tag No. Description Model No. | Serial No. | Order No. Building No. Cost Comments
Please indicate which support document attached : | Printor Type Name | Signature | Date | Tel. Ext. |
Prepared by: |
[] Gifts and Donation Acceptance Form
[ ] Other: Reviewed and | Print or Type Name | Signature | Date | Tel. Ext. |
Approved by: | | |
)
Property_Addition.d
oc
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DIVISION OF ACADEMIC AFFAIRS OPERATING MAMNDRB 2022
Procedure402.0: Acceptance of Personal Gifts from Vendors
PURPOSE:

Thepurposefthispolicystoprovidguidanc®allemployeaesngageththeacceptanoefgiftsand/odonations
on behalf of the University, regardless of a source or a specific use byepdesgpmted

AUTHORITY:
TheDirectoofDevelopmergtresponsiblercoordinaticendacceptancefallgifts(persongiropertandcash)
totheUniversityThisncludebutisnotlimitedoequipmemtfanykind vehiclesnachinergomputezquipment,
etcd and shall be processed without exception through thB&@flopmient. The Office of Development
therefore be advised immediately upon learning of the probability of a gift or donation. After securin
information, a written recommendation shall be submitted to the President whdinailldecikemnhen

will

) all appropriate

acceptance of the proposed gift or donation. For all gifts other than cash, departments or activities which report to the
ent for Acade

Office of the Vice President for Academic Affairs shall submit the above information to the VicenReesid
Affairs for his/her consideration and recommendation to thB ®istcponert.

STEPS
The following steps are to be followed by the person acquiring the gift working with the Office of De\
completing the proper paperwearckptance and acknowledgement of gifts:
1. Identification of the item(siandr;

Estimate of the value oitéma(s);
Recommendation of the use gifthe
Recommendation as tattoeptance;
Statement as to thenodash,ver sityodés need f o
Statement as to the availability of space for usamgdhe
Estimate of all costs, which include renovation, if necessary, annual maintenance, deliver
installation;
8. Determine if the item and value meet the requirements fouimssgpry
9. In the event the item meets the criteria for inclusion in the property inventory, make arrandg

the department receiving the propertitdm{ay
10.Prepare the necessary paper wor kinteotory nc | u
11. Complete and submit property inventory sheets to Fikaooending;
12. Advise the concerned department of the decision to accept or not acdepatiuagift or
13. Secure all authorized approvatsgmatures.

NOogA~WODN

TheOfficftheVicePresideribrBusinesandrFinancshalberesponsiblersecurintheapprovalftheBoard
whereappropriate.
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Procedure 403.0: Accreditations, Evaluations, and Audidsaflemic Programs Funding

STEPS
1

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

Contact Office of the Vice President of Academic Affairs, AVP, Dr. Alisa Mosley, to affirm th
and audits of program visits are consistent with those reflected on the Tennessee High
Co mmi s s i-IbnR@rformah@e 1Funding Standard IC: Academic Programs: Accreditg
Evaluatiohist.

Applicabl e department personnel wor ki
that will be paid by the Office Wfabd resident of Acadéffédrs.

ng w

TheinvoicdortheaccreditatiarevaluatiofeeistobesentotheOfficeoftheVicePresiderdfAcademic

At evaluations
br Education
tion and

ith the

Affairs or Ms. Davidson, with a copy to Dr. Crook for processing in Tiger$hoppe via established procedure

for paying memberships and accreditation fees. No late fee will be paid. Therefore, the in
emailed to the Office of the Vice President of Academic Affairs (Ms. Davidson with copy to Di
24 hours of receiptiepartment/college.

The applicable Department mustdplhaith the agency to insure payment reached the accredit
evaluation agency prior to thdatae

Travel arrangements must be made by the Department early enough to get the cheap
airline/transpatiorfareandshouldemadeatminimumolaterthan30dayspriottovisit Allothettravel
costs to be reimbursed must be in accordance with TBR/Univegsilgtivagel

The total projected cost to be paid by the Office ofPtresitfére of Academic Affairs should
communicatewlatethanApribfthefiscalyearpriottothevisitoinsureadequatéindsarebudgeted.
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DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

Procedurdl-03.1: The Southern Association of Colleges and Schools (SACS) Commission on Colleg

The Southern Association of Colleges and Schools (SACS) Commission on Colleges (COC) is resp
making the final determination on reaffirmation of acbes#ithtio the findings containeccomth@ttee

report.
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Tennessee State University
201520 Quality Assurance Funding: Accreditation

Accreditation(sorted by Accrediting Agency and Clibde)

Revised March 11 2016

2010 CIP Academic Program Degree Level | Accrediting Agenc| Accgsig“a;g’:[ecyd Ac”‘;‘:‘daggrecym Next Site Visit t oter
12.19.0401.00 |FAMILY & CONSUMER SCIENCES |2.5.8S AAFCS 2014 2023 Spring 2023 15Apr-13
32.52.0201.00 |BUSINESS ADMINISTRATION 2.5.8BA AASCB 2014 201819 2019 14-Jan15
32.52.0201.00 |BUSINESS ADMINISTRATION 4.2.MBA AASCB 2014 201819 2019 14-Jan15
32.52.0204.00 |BUSINESS INFORMATION SYSTEM{2.5.BBA AASCB 2014 201819 2019 14-Jan15
32.52.0301.00 |ACCOUNTING 2.5.8BA AASCB 2014 201819 2019 14-Jan15
32.52.0601.00 [ECONOMICS & FINANCE 2.5.8BA AASCB 2014 201819 2019 14-Jan15
09.14.0401.00 ARCHITECTURBGINEERING 2.5.8S ABET 2010 2016 20152016 27-Jub0
09.14.0801.00 |CIVIL ENGINEERING 2.5.8S ABET 2010 2016 20152016 27-Jul0
09.14.1001.00 |ELECTRICAL ENGINEERING 2.5.8S ABET 2010 2016 20152016 27-Jul0
09.14.1901.00 [MECHANICAL ENGINEERING 2.5.8S ABET 2010 2016 20152016 27-Jub0
06.11.0701.00 [COMPUTER SCIENCE 2.5.8S ABET/CAC 2012 1-Sep16 2016 24-Aug12
31.51.2306.00 |OCCUPATIONAL THERAPY 4.2MOT ACOTE 201112 201617 2017 4-Junl5
25.40.0501.00 [CHEMISTRY 2.5.8S ACS 2013 Ongoing - 2-Jan13
26.42.0101.00 |PSYCHOLOGY 4.4PHD APA 2012 2018 2018 Fall 2012
31.51.0204.00 |SPEECH & HEARING SCIENCE  |4.2.MS ASHA 2011 2019 2019 8-Augll

1/412012&
09.15.0801.00 |AERONAUTICAL & INDUST TECH |25.8S ATMAE 2009 2015 2015 8/26/2014
31.51.0701.00 |HEALTH CARE ADMIRIBANNING  |2.5.BS AUHPA 2010 2016 2016 21-0ct10
31.51.0706.00 |HEALTH INFORMATION MANAGEMI{2.5.BS CAHIIM 2010 Ongoing - 5-Jan10
31.51.2308.00 | PHYSICAL THERAPY 4.4DPT CAPTE 2013 2019 Spring 2019 6-Now13
31.51.2201.00 |PUBLIC HEALTH 4.2MPH CEPH 2015 2020 2020 18-Junls
31.51.0908.00 | CARDIORESPIRATORY CARE SCIE|2.5.BS COARC 2010 2019 2019 26-Mar-10
31.51.0602.00 | DENTAL HYGIENE 2.3.AAS CODA 2015 2021 2021 4-Sepl5
27.44.0701.00 | SOCIAL WORK 2.5.8S CSWE 2007 2015 2015 1-May-15
27.44.0701.00 [SOCIAL WORK 4.2MSW CSWE 2009 2017 2017 10-Ju3
30.50.0701.00 |ART 2.5.8S NASAD 2009 201718 201718 12-Nov09
30.50.0901.00 |MUSIC 2.5.8S NASM 2007 2017 201617 25-Jun09
27.44.0401.00 |PUBLIC ADMINISTRATION 4.2.MPA NASPAA 2013 2019 2019 12-Jul3
08.13.0301.00 [CURRICULUM & INSTRUCTION  |4.2.MED NCATE 2010 2016 Spring 2016 7-May-10
08.13.0301.00 [CURRICULUM & INSTRUCTION |44 EDD NCATE 2010 2016 Spring 2016 7-May-10
08.13.0401.00 [INSTRUCTIONAL LEADERSHIP  |4.2.MED NCATE 2010 2016 Spring 2016 7-May-10
08.13.0401.00 | EDUCATIONAL LEADERSHIP 4.4.EDD NCATE 2010 2016 Spring 2016 7-May-10
08.13.0401.00 |[EDUC ADMIN & SUPERVISION 4.3EDS NCATE 2010 2016 Spring 2016 7-May-10
08.13.1001.00 |SPECIAL EDUCATION 2.5.8S NCATE 2010 2016 Spring 2016 7-May-10
08.13.1001.00 |SPECIAL EDUCATION 4.2.MED NCATE 2010 2016 Spring 2016 7-May-10
08.13.1101.00 |PROFESSIONAL SCHOOL COUNSE|4.2.MS NCATE 2010 2016 Spring 2016 7-May-10
08.13.1202.00 |[ELEMENTARY EDUCATION 4.2.MED NCATE 2010 2016 Spring 2016 7-May-10
08.13.1206.00 |ARTS & SCIENCES 2.5.8S NCATE 2010 2016 Spring 2016 7-May-10
08.13.1210.00 |[EARLY CHILDHOOD EDUCATION |25.8S NCATE 2010 2016 Spring 2016 7-May-10
08.13.1299.00 |ADVSTUDIEBI TCHG LEARNINGnact|4.2MED NCATE 2010 2016 Spring 2016 7-May-10
22.31.0501.02 |HUMAN PERFORM & SPORT SCIEN2.5.8S NCATE 2010 2016 Spring 2016 7-May-10
22.31.0501.02 |HUMAN PERFORM & SPORT SCIEN 4.2.MAED NCATE 2010 2016 Spring 2016 7-May-10
31.51.3801.00 [NURSING 2.3.AAS NLNAC 2011 2019 Spring 2019 22-Jul 1
31.51.3801.00 [NURSING 2.5.BSN NLNAC 2007 2015 2015
31.51.3801.00 |NURSING 4.2.MSN NLNAC 2007 2015 2015

Site visit anticipated AY 2048, Accreditation expected May 12/4/2013 PreVisit
05.09.0100.00 [COMMUNICATION 2.5.BA, BS ACEIMC 2019 Report
UPDATES

Aug 26 2015 from ini ion & Sup ion, EdD to Educational Leadership, EdD effective August 2015.
Sept 14 2015 Dental Hygine AAS program received i with Reporting Requi and must gain full accreditaia0 s, per Feb 2015 letter.

March 3 2016 Update Dental Hygine AAS program has CODA reporting requirements lifted, per September 2015 letter.
March 11 2016 Advanced Studies in Teaching and Learning MED (08.13.1299.00)Inactivated effective March 2016
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Procedure 404.0: Administrative Units Reorganization

Administrative Units Reorganiza@orestructuring of administrative divisions, departments, and orga
units for the purposes ofiging enhanced services, operational efficiency and maximization of scal

resources.

STEPS

1

Administrative units reporting directly to the President and the Vice President of Academic
approval by the Tennessee Shaiwersity Board of Trustees as reflected on the organizationa
submitted during the July and the Octoberdulmigistsion.

Changes in the organizational structure in units below the hierarchy (i.e., Direct Reports to the
theVicePresidentfAcademiffairsin StepOnearetoberecommendégtheVicePresiderdf Academic
Affairs/VieBresident to the President and approved by the Presidedesigmnieher

Upon approval of recommended changes, the appropriate pensaegeleac forms (PARF) or jo
reclassification forms with job description are to be submitted to Human Resources as approp
e mp | aytieseesponsibilitieendtitieareconsistewiththeHumarR e s o wlassifecatiggianprior

to implementation of the reorganizzdioge.

Uporappropria@pproval@rganizationethartshouldedevelopedrupdatedbreflectheorganizational
structurehange.

Submit corrected charts to Vice President
updating in Master Organizational\Zir&ltook.
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Procedurél-05.0: Admissible Items for Purchase and Procesdiiggithoppe

This procedure is not intended to inform the general University population of the technical and/or leg
of purchasing in such technical processes as contracts, liddneg, ptic However, in some instanc
departments must furnish technical information data to ensure that the department receives satisfad
accomplisitsintendeg@urposeandmission(sysershouldheckvithPurchasingtalltimedo ensurehatany
informatiocontaineththeproceduristhelatestinsteaaflistingtemshatcanbepurchasedhisproceduraill
focus on items that CANN(Uindased.

Prohibited Transactions
Funds appropriated by the legislature for general operating use, including the unrestricted fund
university departmemsy not be used for extravagant or personal purchases, or for items or services
prudent or necessary to carry out university business.

The following examples of prohibited expenditures include, but are not limited to:
APersondetterhead stationery;
AChristmasards;
APersonal photographs, pictufesnees;
AElaborate businessds;
AOffice area coffee pots or cofféers;
APlants, flowers, or vases for decorating individuattfsesoons;
AGifts other than approaerds;
ACoffee, pastries or foodstuffs for consumption by the staff except in approsettingsference
APersonairsocianembershipsclubsprganizatiorsndassociatiorfgistitutionatapproveihdividual
professional membershipaareptdk).

WaiversfsuchrestrictionsiusbeapprovethwritingandinadvanceythePresiden¥icePresiderforBusiness
and Finance, or PurchabBinector.

Alcohol, Drugs, and Hazardous Merchandise
Federahndstatdawsgoverrnhepurchasesontrolanduseofnarcotianddangeroudrugsinordetoinsurehat
suchmaterialareorderedgshippedindsubsequentiyoredsafeguardedandusednaccordancgithgovernment
regulations and codes, applicable regulation$aloavicole

Tiger$hoppe Overview
Prior to initiating a Tiger$hoppe transaction perform the following actions:

RegistrationGo tdttps:/solutions.Tiger$hoppe.com/apps/Router/Login?OrgNanvetd Segister.

NOTEYou must completeBaaener Access fqposted on thi@nance and Accounvirgipsite and submit
it per the instructions listed on the form before you can submit your requisition.

The following tips will assist you when entering your requisitions:
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https://www.tnstate.edu/procurement/policies.aspx
https://www.tnstate.edu/procurement/policies.aspx
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https://www.tnstate.edu/interior.asp?mid=4802&ptid=1
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Special Forms:

v Special Forms B2

* Non-Catalog Goods Form * Business Cards Order Form

Registration...

Catering Request ‘ Travel Request ‘ IT Equipment & Software

Travel - Conference ‘

Payment Request / Direct Pay

Contract Services ‘ Travel Supplement ‘ Service & Maintenance ‘ Change Request ‘ Temporary Staffing ‘

1. NonCatalog GoodsUse this form when the vendor or product is not available thr@egrétroduct

2. ITEquipmenandSoftwared Usethisformtoordecomputerspftwarandothecomputaelatedtemsrom
vendors other than Dell or Apple. This form goethéCougbuter Resource Committee for approval
to being receivedfypcurement.

3. Change RequestUse this form to mak@netary or other changesan original purchase order. It is noj
used to add additional information or items to an originalD€ydiSiime. this form to supplement food
service request. Use the Food and Entertainment form and reference the Purchaset@eder Numb
degription.

4. External or Contract ServicésUse this form for the submission of contractual agreements g
consultants, speakers, etc. All contracts must have original/manual signatures. The only chang
contractual agreements is thaRedw placed in the HigherMsykegs.

5. CaterindRequest Usethisfornforfoodserviceequeststtacta BanqueEvenOrdeBEOformorother
type of quote. Also attach a@@mpus Catering Request Form, regardless of whichostadtrenéVent
or the location of the event. (Only attackCam@df Catering Request Form ifcampfiis cater voil
bringoodontocampus.Additionahformatiomboutheeventaybeattachedsappropriatsuchas flyers,
correspondenat;. Ifthefoodpurchasisinthefornofgiftcertificate@sualljorresearcparticipants), there
must also be a statement that @Athe certifi
maintained on file for aydiur poses. 0 The Universityos
http://www.tnstate.edu/vpbf/POL/Food%20and%20Beverage%20Rurchases.htm

NOTE:Fund/Organization approvers of food/beverage requisiticd@TSARRROVE AND
COMPLEMmEOPR. | nFsQ ReV@AdD i ouossebmit theePR fo the appropriate Vice
President. If the PR comes back to your folder (and this madlgehBppdraifid/or Org was not
approveththeinitiaktep)thenfAPPROVENDC O M P L EbutBndyaftermakinguretheVice

Presidentds approval is in the PR historyf}

Drior

Brin

uch as
P in submitting

cates wi

Finance fapproval. If the PR has not been approved by your Vice President, it will be rejected|by the

Vice President for Businesémaace.

6. Payment Request / Direct Pdyse this form for membership dues, subscriptions, reimbursements
stipends, etcnAnvoice must be attached when usfagrihis
Reimbursements must have the prior approval of the Procurement Office and the written ap
attached before payment can be processed. A payment request form that has been proc
Procuremnt Of fice will produce a fAPending PO
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click on the pending number. Under the STATUS bar, you will setdhaos@ame i/ orkflow. If the
Wor kfl ow reads fi Compl etedo, it been paid
stagdorpaymen{ThereforelonotcontacAccountBayableYoumpaymenwillbeprocessedryouwill
benotified of any concerns and/or probl@anywidnt.)

7. Service& Maintenanck Usethisformtocovemaintenan@nd/oservicefequipmeninformatioegarding
the equipmentds type, SeowiteandMaatendnceseaupdd adPUSIITU n
be accompanied byagreement.

8. Temporary StaffinigUse this form to hire personnel from a temporary agency. Temporary Staffin
approved by HunResources.

9. ContracServiced Usethisformforserviceand/ogoodsequiringontractbetweetheUniversitgndthe
vendor.

Showcased Suppliers

The following suppliers are considered Showcased Suppliers wherein their catalog is uploaded into
However these items are still subject to bid parameters.

AgilenTechnologies
BicRad

Qiagen
SigmaAldrich

= =4 —a -4

v Showcased Suppliers

i ] .
QIAGEN

Punchout Suppliers

Punckout Suppliers have contracts and the University may purchase directly from their catalogs thro
Tiger$hoppe.

Apple

Dell

Fisher Scientific
Grainger
Staples

VWR
GovConnection
CDWG

The HomBepot

=4 =4 =8 -8 8 a8 _a_9
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1 Amazon
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~ Punch-out Suppliers
=

Flaher
Sclomtific

«

Connection amazon

oD

Special Purchases

MembershipsAll requisitions for membership dues and subscriptions must include a statement that
is Adirectly related to the vi s individidiersassstituional g

option or a statement that the individual option is less expensive; and a statement that the mem

he purchase
bals of

ership dues or

membership dues or suligmmg there must also be a statement that the vendor does not offer an izftitutional

subscription do not mafessitnal staus,such as a iaaassoaation memb
for an attorney. Additional information is on this
http://www.tnstate.edu/vpbf/P@ibdiship%20Dues%20and%20Subscriptions.htm

topic is availabl

Office Supplies All office supply purchases, must be placed with Staples Business Advantage unlesg
by documentation of lower pricing by another vendor. Pusitiase frequivendors other than Staples
without supporting documentation will be returned to the departments unprocessed.

Business Cards Use this form to request business cards. The source vendor for printing business ca
Authority. Any exception to the design or type of business card must be approved by the Office of U
Publications.

14

at

supported

yds is: Print
hiversity

Envelopes and Letterheadsnvelopes and letterheads must be submitted through Tiger$hoppeiusing the

catalog form. Pleaseditta sample copy of your letterhead or envelope when submitting. The source
printingetterheadndenvelopes: PrintAuthorityAnyexceptiotothedesigrortypeofenvelopeandetterheads
must be approved by the Offigeiwdrsitiyublications.

Helpful Hints
1. Use the appropriate form when placing your order. (See Tigesfhoppe
2. To

complete a thorough search for vendor n§g
vendor name, NCahr d@atébht e nii@©OGhr m@ mfesr begi nni
search). When using an individual BIRShameme t h

1. FavoritesUse this tab to organize frequently used items, such as officenfabesunablies.

2. Quick OrderUse this tab if you have a valid vendor, catalog auprbduct

3. Product SearchUse this tab if you do not have a valid vendor, catalog or product number, b
have a general description of thedestad.

4 FormsUse this tab t o aQrgaezaton Roie fafeesr ms | i st
1. NonCatalog Goods Use this form when the vendor or product is not available through

Search.

2. Change RequestUse this form to makenetary changes onll isnot used to add additional
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https://www.tnstate.edu/vpbf/POL/Membership%20Dues%20and%20Subscriptions.htm

information or items to an original requdEtiddOTuse this form to supplement food service
request. Use the Food and Entertainment form and reference the Purchase Order Number in the
description.

3. If you do not find yoemdor name listed e | ect @A New Vendor o and provide the
il nt er seetibn: Not es o

Vendor Name

Vendor Address

Vendor Phone Number
Vendor Fax Numbmandatory)
Vendor Email Addréssindatory)
Vendor V9

4. Once you have enterad yoder and selecRelviewyou can théPlace OrdeHowever, if yoeceive
Empty Carinstead of Place Orid&top Heré the system BWNAVAILABLE FOR USE.

5. IfyourordethasbeerrejectepleaselickontheHISTOR¥bofthepurchaseequisitiotoreviewvhythePR
wasrejected.

Things You Need to Know to Avoid Rejection

I f

your purchase requisition rejects, please read t

Procurement Office. If the PR rejects due to:

1

Insufficieftinds identifyvhergyouwillbemovindgunddronthencompletandsubmia BudgeRevision
to the Budget Office or if grant funds are involved submit t@ffieeGrants

Not authorized to post against a fund amdg@mératidncomplete the Banner Access form posted on
the Finance and Accounting website and submit per instructionddisted on the

Memberships must include required statements. (see TkipsPhoppe

Food Service musti@RWARD T¢ur Vice Pselent for approval. Request for Food Service must
include Banquet Event Order Form or quotecaampusfvendor, if applicable, On Campus Catering
Request Form or-Offmpus Catering Request Form, if applicable), and include any additional information
about thevent.

Unauthorized purchases or purchases made without first obtaining a duly authorized purchase order must
include a letter of justification approved by your vice president. In accordance with University Purchasing
PolicyandProcedures,duy authorizepurchaserdeiisrequiretb beissuedgriotoavendoproviding

any products and/or services. No University Department may order directly by letter, telephone or email or in
any manner. The University will assume no odstiggioim a previously issued and duly authorized
purchaserder.
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Procedure05.1: Account Codes Directory for Operating, Travel, Utilities, and Capital Accounts in th

Banner Finance System

STEPS
1- Operating Accoum4XXX

Account
Code Title
74310 lEquipmen( Maintenance
74320 lBuiIding Maintenance
74330 lMaintenance Of Grounds
74390 lOther Maintenance And Repairs
74430 Software Maintenance
74440 Consulting Semvices
[raaa1 Subcontract up to 25,000
74442 Subcontract greater than 25,000
74450 Medical Services
|74460 Legal Services
[raa70 [Advertising Senices
|744so [Dues And Subscriptions
[rasea [Library EBooks
74485 Library Periodicals
74490 Other Professional And Admin Srvs
Account
Code Title
74500 Supplies
74510 Office Supplies
74520 Instruct Supplies
74530 Operational Supplies
74550 Sensitive Equipment ltems
74550 Sensitive Equipment ltems
[ra590 Other Supplies
[74610 [Operating Leases For Real Property
[74620 ‘Operanng Leases Personal Property
[r4630 Rentals
[ra631 Rent Lease Bld Space
74632 Rent Lease Land
74633 Rent Lease D P Equip
[74634 [Rem Lease Oth Equip
[74650 ‘Insurance
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Account
Code Title

(74660 |Capital Leases D P
(74661 [Capital Leases Other
|74669 IOther Rental Insur
|74760 IAwards To Employees
|74790 |Other Awards And Indemnities
(74810 [Grants And Subsidies To Orgs
(74820 [Grants And Subsidies To Indviduals
|7as21 |Grants And Subsidies Ind Recovery
|74830 ‘Training Costs For Employees
74880 [ther Grants And Subsidies
(74891 [stipends
|74892 ILaundry & Linens
74893 Room And Board
74894 Educational Material
(74895 [Cultural Actities
(74910 [Cash Short And Over

Account

Code Title

[ra920 [Bad Debts
[ra930 [Gain Loss On Disp Of Fixed Asset
74980 |Miscellaneous Unclassified
74983 ICatering Senices
|74984 |Guarantees
[74989 [Payments to Foundation
|74990 |Late Payment Charges
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2- Travel Account3XXX

Account

Code Title
173100 Individual Instate Travel
173200 lIndividual Out OF State Or Country
[73250 [Travel Indiv Ot Country
|73300 ’Teams And Groups Instate
|73400 |Teams Grps Out Of State Or Country
[73450 [Travel Grup Ot Cutry
|73500 }Visitors Instate
’73600 ’Visitors Out Of State Or Country
173650 Travel Vstr Ot Cutry
[73700 [Moving Expenses
|73800 IAthIetic Recruitment Travel
73810 \Athletic Recruitment In State
173820 |Athletic Recruitment Out State
|73830 ITraveIAVstHn-State Ath Recruitmnt
’73840 ’Travel—Vstr-Ot—State Ath Recruitmnt
173900 (Other Travel
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3 Utilities Accounf5XXX
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Account
Code Title

75110 [Electricity
|75120 [Water And Sewage
175130 Natural Gas
75140 [Coal
(75150 [Fuel oil
(75190 [Other Utilties And Fuel
I75210 [Motor Fuel Oil Lubricants
l75220 ITires And Tubes
l75230 |Accessories And Parts
|75240 [Repairs By Noninstitutional Agency
|75290 IOther Motor Vehicle Operation
75310 [Prof And Admin Srvs By Instit Dept
I75320 [Data Processing Allocations
|75330 IRenewaI And Replacement Charges
|75340 IProrata Allocations
75350 [Other Allocations
|75410 ‘Depanmental Revenues
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4-  Capital Accournt8XXX
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Account

Code Title
{78110 [Ofﬁce Equipment
l78120 IOperationaI Equipment
‘78130 [Instructional Equipment
(78190 [Other Equipment
(78210 |Purchase Of Land
|78220 ISite Development And Improvement
(78290 [Other Land Costs
(78310 Puchase Of Buildings
78310 |Purchase O Buildings
78320 [Construction Of Buildings
(78390 [Other Building Costs
(78410 [Parking Lots Streets Walks Etc
(78420 |utility System Maint Operation
‘78490 IOther Improvements

Account

Code Title
78510 [Books
|78520 Periodicals
(78520 [Periodicals
[78530 [Binding
(78530 [Binding
78540 [Fitms
|78540 [Fitms
(78550 [Microform
78550 Microform
[78580 [Other Library
[78580 [other Library
78610 ‘Capitalized Software
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Procedurél-06.0: Allocation of Space

All facilities, spaces, and grounds belong to the University and not the individual or unit currently 3
space to conduct authorized University business. The following steps should be followed when

reassigning buildings and rooms.

STEPS

1. Discuss currently assigned space and request for new space first with the appropriate

chair/director, dean, then Vice President of Akfaiesnic

2. Send request or reallocation for new spasteforand approval to the Facilities Management (

ATTENTION: Mr. Albert Hill, Interim Associate Vice PresidentMangeitiest.

3. The Space Advisory Committee is a d®eikiog body regarding space issues. As such, it will prg
forum for the discussion and approval of individual space requesisiecgpagesplans, plans for ne
spacespaceutilizatiomeportspolicieandproceduresegulatinghe useof facilitiesandothercritical

planning issues that requotieylevedeliberation.
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Procedure07.0: Annual Employee Evaluation

Tennessee State University recognizes employees have a need and expectation to be coaofihoauslyf
their performance is perceived by their supervisors. The performance review process is used for th
performanaeviewprocess s atidciplinagrocessltisadevelopmenfaiocesthatisusedoassispersonnel

in professional devel opment . Al t hough Tennes
measure an
towards goal planning arad giainment. It is a time to review progress on goals, identify accomplish
achievements, as well as, identify areas of improvement, create goalplandatetvelamming year. The
information presented during the annual evaluatiorestoblel a surprise to the employee or supery
Employeevaluatiois anongoingroces$orwhictboththeemployeandhis/hesupervis@houlgrepare.

STEPS

1. To prepare for the annual evaluation, the employe&a&yvaheation Questionnaiaad the
Annual Goal Setting Foend evaluates him/herself with the sections on behavior standards
performance on the Performance Evaioation
. The supervisor completes therpenfice evaluation form for each employee, based on of
measures, rather than subjective measures. If an employee is also a supervisor of pai
complete Part lll, Supervisory Factors of the Employee Performarfoerivaluation
Next,amdetng wi I | be scheduuperdsowi th the empl
Aftethemeetinghesupervisastowritehefinakvaluatiodocumerimcorporatingefuinformation
from t he evalpdtiom.Betetilesupengsbrfand employee muhsigiothienent. A
copyofthefinadocumens givertotheemploye@ndtheoriginatopygoesnthepersonnéile.
Atthispointifanemployedisagreewiththefinalversiorftheevaluatiomeorshemayindicatso
byattaching an explanation of differing opirind any documents supportingpihain.
Finally, once the evaluation has been completed, it should be signed by the employeg
supervisor, and next level supervisor, and sent to Human Resourpes mdbe d i n
personnédile.
The performance evaluatioseid:

T By the supervisor, pafoamaece.al uat e

1 By the employee, to show adherence to specific lstdraidodl.

t he er

The forms to be used for the performance evaluation process can be downloaded from the F
website by clickingda n a g e r dv glickifigoon theliftks_ OW

Annual Goal Settifigprm

NonFaculty Evaluatidform

Employee Selfvaluation

Not e: Pl ease |l ocate all forms under th
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https://www.tnstate.edu/hr/documents/performancepage/Employee%20Self%20Evaluation%20Questionnaire.pdf
https://www.tnstate.edu/hr/documents/performancepage/Annual%20Goal%20Setting%20Form.pdf
https://www.tnstate.edu/hr/documents/performancepage/Annual%20Goal%20Setting%20Form.pdf
https://www.tnstate.edu/hr/mgrtoolkit/evals.aspx
https://www.tnstate.edu/hr/mgrtoolkit/evals.aspx
https://www.tnstate.edu/hr/mgrtoolkit/evals.aspx
https://www.tnstate.edu/hr/mgrtoolkit/evals.aspx
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Procedure 408.0: Cellular Telephone/Stipend Request

Tennessee State University does not provide employees with individual cellular telephones or PD
StatdUniversityffersaataxablsipendorcellulatelephonserviceoemployeeshosealutieandresponsibilities
requir¢hentocarnycellulatelephone3higpolicyallowsheUniversitpmeetR Sregulationggardingusiness
versus personal use of ceteligphones. Such requests must be initiated by the department chair and
by the appropriate vice presideresident.

STEPS

Except as stated below, Tennessee State University will not provide cellular teldplephesierelviad
personaigitabssistant@PDAs)rsimiladevicesoemployee3.ennessestateUniversityillalsonotprovide
compensatianreimbursemefotrcellulatelephonehargeicurrethyanyemployeestudentyolunteegrany
other person. The use of personal cellular telephones for business use other than as provided f
reimbursabl&@heUniversitnaycontinueprovideadicservicgthroughellulatelephonearrierspemployees
for businessse.

A. Pooled tephones for shtetncheckout

Undecertaimnusuatircumstancesdwherdtisnecessarpshareacellulatelephonwithiragroupffaculty,
staff, and/or students, cellular telephones may be obtained by departments. Persotedepisenes thses
expressly prohibited. These phones cannot be assigned to one individual. Circumstances under wh
may be checked arg:

1. For events where the safety of students, faculty, staff, or visitors may be in question,
such as Homecomagvities.

2. When a faculty member or staff member is traveling on University business and must
be contacted while traveling. Personal calls on pooled telephones are expressly
prohibitedd pooledelephoneusbecheckedut(orapprovetbrcheclout)by an
employee with signature authority for the FOAP that will be charged for its use. All
incurred charges will be billed to the department that che tdiegloon¢he

B. University stipend for use of personal sethider

TennesseStatdUniversitsecognizethatsomeemployeemaybeableto perforntheidutieandresponsibilities
more efficiently if they have a cellular telephone. For this limited category of employees, the Univerg
monthly stipend for the use afnmdrsellular servicéadiows:

1.Stipengbaymerforuseofpersonalellulaservice ForalimitecdhumbeofemployeegheUniversitsnay
payanallowancthatcontributesionetariiyp anemployeefsersonatellulatelephonplanbymean®f
acellular telephostipend.

2 Qualifications:

To qualify for a cellular telephone stipend, an employee musCetimiatetelaphone/Stipend Reque
Form(Attachment) Alearly stating why a cellular telephone is required to perform his/her job ¢
form must be approved by the apprdepatément chair and division head.
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1. PERSONNEL APPROVED $FORENDS

Inadditiomothoseabovethefollowinfjive(5)keyemployeesreprovide®@DAstipendbecauséheperbrmance
of their jobs requires them to be available for communication at all times, including routinely while d
hours, on weekends, and while routinely traveling or warkmg affi University business and due to b
requiretbrespndtosituationsosappropriatefddressedyemailrequiretbhavemmediateommunications

capability to perform their job duties and to protect the safety of students, stafiublithe general

Key personnel

President

VicePresidents

Athletic®irector
Universitgounsel

Executive Assistant taRtresident

arwdE

The following services employees are eligible for radios, telephones, pooled telephones, or |
Service Personnel

1. Media Relations representégileplione DA

2. Facilities and Campus Police Services en{poleesr pooledephongs
3. Moveable Property manéglephone
4,

Telecommuting employees for whom the University does not provideleplaoddine
computeaccesgLANor T1)andwhosgobrequirethemobeavailabléorcommunicatiatalltimes

5. CIT staff as needédiefphones oadio}

The following emergency responders are eligible for radios, telephones, or PDAs as follows:

Emergency Responders

1. Chief of Campus Police Sertaeplfone DA
2. Facilities employees at the level of Assistant Directoradiabavadlephopes
Examples of justification for a séipend

a. Beinganemergenagsponddorlawenforcementithcommunicationsedghatcannobe
met with other available alternatives, such as pedjess or

b. Being required to respond tatstistem failures or sedigraptions.

C. Beingequiretb havammediateommunicatiocapabilitio protecthesafetyfstudents,
employees or the gengualic.
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d. Routinely travelingaafinpus on University business and needing to communicate with the

University whiaroute.

e. Being unable to meet communications needs with other available alternatives, such ag pagers or

radios.

II.STIPEND

A. Amount:

If authorized, employees required to carry a cellular telephone for University business will receive gompensation in

the form of a cellular telephone stipend. The stipend amount for a cellular telephone will be $50 pe

month or $100

per month for a data devihis amount is intended to approximate average basic local plan costs gnd makes
periodic equipment replacement and all payroll tax consequences the responsibility of the employeg. This amount is

subject to annual review and adjustment. TSU Teletiomsnwiflipaiblish any changes in stipend amounts

each

July. The University reserves the right to increase or decrease the amount or the availability of thg stipend at any

time.
B. Payment:

The stipend will be paid from departmental funds through pagrodigptacess and charged against eg
department budget. The stipend will be paid monthly. Such stipends are taxable income subject
withholdings. The stipend is not an entittement and is not part of the employee base salary.

C. Appropriatgse:

All telephone services must be used in compliance with all appropriate laws and regulations @
Tennessee.

D. Termination of TelephBervice:

Any employee who receives a stipend must immediately notify his/her supervisor if ifinatesptoyed

ch
to required tax

f the State of

ter

reduces business usage of his/her cellular telephone service or if he/she cancels cellular telephofje service. The

employee is also responsible for verifying with the Payroll Office when and if the phone the empld
stipend for hasdreterminated. Failure on the part of an employee to notify his/her supervisor of te
reduction of cellular telephone use/service constitutes a terminable offense if the employee contind
stipend.

IV.DISCONTINUATION OF CELLULAR TENEBHRVICE

OnJanuangl,2010TennessestatdUniversityillterminatallcellulatelephonaccountwiththeexceptioof
departmettool telephones. Any employee needing to avoid disruption in his/her current service i
request atipend.
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Adopted: January 4, 2010.

Authority: IRC Section 280F (d)(4)(A)(v).
IRS Section 274(d) (4).
Policy #5:01:01:2@Jecommuting

Referencegittachment, €ellular Telephone/Stipend or Data Service Request Form
Budget Revision foreguired for stipend payment budget revision

Extra Service Pay Request fequired for stipend payment through Payroll
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Procedure 409.0: Contract Routing Form
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TheContract Routingdfmmust be attached to each grant, contract, dual service agreements, memo
understanding, maintenance or licensure agreement, letter of intent, or other contracting docume

randum of
t obligating the

University. The form niaste all required signatures prior to submission to the Office of the Vice Pjesident of

Academic Affairs. Sponsored Research approval process must be followed if applicable prior to su
Vice President of Academic Affairs for review.aNo f@itaken directly to the President or Legal Office f
review and approval by the Office of the Vice President of Academic Affairs.

STEPS

1) Attach the form signed by the Presidiersigoee).

2) MakesurethecontracitartdateisnotpriotothePreapprovaignediateandallonampldimeforcontract
processing through the 3y@&tem.

3) If a grant, attach Sponsored Research Proposal Routing Form, and follow procedure estab
Office.

4) Acquire signaturesiepartment/unit head deah.

5) Bring hard copy of form and contract to the Office of the Vice President of Academic Affairs
consideration.

6) If denied, form will be returned to dean/afiieetor

7) If approved, form will be scannedaaddfed to the Office of the University Cotmgelfor

8) If denied by the Office of the University Counsel, the form will be returned to Office of the Vig
Academic Affairs, then returr@dioator.

9) If Office of the University Coanggd r oves f or m, it will dutonfor

10) Ifapprovedhesignedormwillbereturnetb dean/direceporforsubmissiaimtheexternagencyand,

11)while it is the intent of the Office of the Vice President of Academic Affairs to review and st

if applicable, entering into Tiger$hoppe for pudsrase

Routing Forms to the next area of review within a 48 hours period, the processing time of |
maybédonger.
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12)No contract should be written that violates proper internal controls or getigegation of

All contracts should indicate funds are to be remitted to the Vice President for Businesseificisiand
andnotthedepartment/collagdess procestasbeerestablisheahddocumentesliththeTSUB u r #Hiae 6 g
inaccordancsithinternahudiprocedurestistheresponsibilibfthedepartment/collggénsurenformatiois
providetbinsurgropereceiptingffundsandtimepillingvorkingvithGrantg\ccountingReportingndfinancial
reconciliations working with the Grants Accounting Office is the responsibility défistargihating
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Procedure 410.0: Departmental Review of Student Records
A student may request the opportunity to review his/her departmental records. The request should b
made to thedministrator in charge of the office in which the records are on file.
STEPS

1. As t u dreguestdinspecandrevievarecordvillbegrantedvithirareasonablgeriodftime.

2. The record must be inspected and reviewed by thelsgiientesignee, upon receipt eduthiéy
Educational Rights and Privacy Actdemmpleted, in advance, in the presence of the administrator in ch
a designee. The record may not be changed or portions deleted duringrnaspection and

3. Uponwrittemequesthestudenshalbeprovidegvitha copyofanyportion()fthedepartmentegcord,
subject tofee.

4. The form must also be completed in advance, if the student would like a third party designee to rg
departmentedcords.

Student Consent to Release Confidential Information Form
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

Please visit the following website for more information:
http://www.tnstate.edu/records/documents/Release%200f%20Confidential%20Info.pdf
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Tennessee State University

Student Consent to Release Confidential Information
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

In compliance with the Family Educational Rights and Privacy Act (FERPA) and TennesseeStateUn i ver si ty
policy on the Disclosure of Educational Records, a student may grant the University the right to release
confidential information such as grades, academic progress reports, class attendance records, financial aid,
disciplinary actions, and financial account information, to parent(s)/guardians(s)/spouse by completing the
AStudent Release of Confovilednt i al I nformation For mo

The release does not apply to information such as counseling and health records protected by the Family
Educational Rights and Privacy Act (FERPA). Authorization is valid as long as the student is enrolled at Tennessee
State University or until receipt of a written statement from the student cancelling consent.

Disclosure of Educational Records

Tennessee State University will disclosei nf or mati on from a studentds educat
consent of the student, exceptto school officials who have a legitimate educational interest in the records, certain
government or other public officials, and parents of an eligible student who claim the student asa dependent for
income tax purposes. However, directory information so designated by the University or the results of any
disciplinary proceedingconducted by the University alleging asexualoffensemaybereleasedwithout thes t ud e nt §
consent. Recordsof both the accusedand accuserare subject to this policy.

Directory Information

Tennessee State University designates the following items as Directory Information: student name, address,
telephonelisting, institutional electronic mail address,photograph(s), videotape/digital image(s), date and place of
birth, major field of study, classification, participation in officially recognized activities and sports, weight and
height of members of athletic teams, dates of attendance, degree(s),honors and academicawards received, and the
most recent previous educational agencyor institution attended by the student. The University may disclose any of
these items without prior written consent, unless the student completes and submits to the Records Office the
fi R e q tod’sevtent Disclosure of Directory Information F o r wmithin the first two weeksof classeseachsemester.

Parental Disclosure without Written Consent

Under FERPA, when a student turns 18yearsof ageor enrolls at a postsecondary institution at any age,all parental
FERPA rights are transferred to the student. However, FERPA does provide for some information to be shared by
schools with parentsorlegalguar di ans without the studentds consent.
records if the student is a dependent for income tax purposes. This would apply to a student who was a dependent
for the most recent tax year; (2) disclosure of educational records if a health or safety emergency involves their
student; or (3) if the student is under age 21 and has violated any law or policy concerning the use or possession of
alcohol or controlled substance.

Parents should discuss their intentions to obtain confidential information with their student and complete the

fi St u dRefease of Confidential Information F o r madd submit it to the Records Office. The student may
cancel consent after it is given by submitting a signed request to cancel therelease in person at the Records
Office.
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Tennessee State University

STUDENT RELEASE OF CONFIDENTIAL INFORMATION FORM
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

This form allows students to authorize the release of confidential academic, financial aid, discipline, and student account
information otherwise protected by the Family Educational Rights and Privacy Act (FERPA) to designated persons. These
designated persons will have accesstothes t u d gradegasd progress reports, certain disciplinary records, and other
information related to academic progress, financial aid, and student financialaccounts.
AUTHORIZATION i THIS MUST BE SIGNED IN ORDER FOR INFORMATION TO BE RELEASED:
I, (the student), do hereby authorize Tennessee State
University (fAUniversityo) and/or its employees to release
financial account information, including academic progress reports and grades when available, to the person(s) named in
the following information. This release does not apply to other information (counseling and health) protected by the Family
Educational Rights and Privacy Act (FERPA). Authorization is valid as long as | am enrolled at Tennessee State University
or until cancelled in writing by me. | understand | have the right to receive a copy of such records upon request. |
acknowledge that | may revoke this 0 i®wndtichgatdnytime by prasentingeuth Co n f]
authorization in person to the Records Office. | also acknowledge and agree that any disclosure of records and/or
information made prior to my written revocation shall not constitute a violation of my right to privacy under federal and state
law. To cancel this release, the student must submit the written cancellation request in person to the Records Officed 3rd
Floor of Floyd-Payne Campus Center, Room 305.

St u d eSmhatue Date
IMPORTANT: The following information must be completed to assist University staff in identifying the non-student
recipient of information when he/she calls to request information by telephone.

Student Information
Student 6s Nmime__ (pl ease
Student 6D#Banner Student 6s L&SN _4 Digits of

Recipient Information

Name of persons, other than self, authorized to receive or request my confidential information. Please include the last

4 digits of the individualds SSN (to be used as yolreir Pers
confidential information).

Name Last 4 Digits of SSN

Primary Recipient Address:

Street

City State Zip

( ) (
Home Telephone Cell or Work Telephone

*This 4-digit PIN will be used only to verify that the person requesting information is an authorize recipient.
Please scan and email to records@tnstate.edu or fax to (615) 963-5108
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Procedure{11.0: Emergency Evacuation Plan

To anticipate possible emergencies and disasters and impleeshd meehse any indecisions shou
such conditions occur. To ensure the safety of people first and reduce the amount of damage
facilities and materials should such conditions occur.

STEPS
TSU Emergency Response Procedures based on Emergency Type

1. Evacuation Maps are located near stairwells, elevémsghodt each floor of every building or on the
building on TSU Main & Avon Wilamnsuses.

2.ONCAMPUS EMERGENCIES, DIALEAT.
3.0FFCAMPUS EMERGENCIES, B9AL @011 if using campus telephypstem)

4.IN ALL CASES OF FIRE, CAMPUS POLICENMBERARIUST BE NOTIFMEDEDIATELY!

FIRE

When the building evacuation alarm is sounded
STEPS:

1. Walk to the nearest marked exit and ask othersstnua the

2. ASSIST THE HANDICAPPED IN EXITINBB ILIBENG

3. *** Remember that elevators are resehattifoappgrersons.

4. DONOTUSE THE ELEVATOR IN CASHRIF

5. Stay near the floor where the air is less toxic from smoke (it is the greatést)danger in a

6. DO NOPANIC!

7. Once outside, move to a clear area that is at least 500 feet awtigdrediahiéding(s). Keep streets,
hydrants, and walkways clear for emergency vehicles and crews. Knowpantsassembly

8. If requested, assist emergency crewsessary.

9. A Campus Emergency Command Post may be set up neardite. disaster

10. Keep claaof the Command Post unless you havbusiiwslks.

11. DO NOT RETURN TO AN EVACUATED BUILDING unless told to do sodffi@dlniversity

NOTEIf you become trapped in a building during a fire and a window is available, place an(attidle of
coat, etc.) outside the window as a marker for rescue crews. If there is no window, stay near the
air will be less toxic. Shout at regular intervals to alert emergency crews .d) @oNOddRAADHC!
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IMPORTANRfteranyevacuatiomgportoyourcollegerd e p a r tlesignatdcdimpusreaassemblgoint.
StaytherauntibnaccuratbeacdtountstakenTheSenioBuildingmergendgoordinatevilitakeattendance
and assist in the accounting for all mdtipgnts.

EARTHQUAKE

During an earthquake, remain CALM and QUICKLY follow the stefmswoutlined

STEPS:
1. IfINDOORSeekrefugen a doorwaprundea deskortable Stayawayfromglasswindowsshelvesand
heavy equipmeatDUCK, COVER, AND HOLD. 6

2. If OUTDOORS, move quickly away from buildings, utility poles, and otGédsti@itbtesys avoid
power or utility lines, as they may be energized. Know ylgppadgsemb

3. Ifin an AUTOMOBILE, stop in the safest place available, preferably away from power lines and {
quickly as safety permits, but stay in the vehicle for trofferelter it

4. Aftetheinitiashockevaluatéhesituatioand jfemergendyelpsnecessargallCampu®olicatext5171
(on campus); be preparedftfershocks.

5. DamagethcilitieshouldereportetbtheFacilitieManagemeat963567lorCampufoliceat9635171.

6. If necessary, or when directed to AGEY/ATE the building alarm. CAUTION: The building alarm o
in some buildings. You must ALSO report the emeariephgiosy.

7. Whenhebuildingvacuatioalarnis soundedyalkothenearestarke@xitandaskothergodothesame.

8. ASSIST THE HANDICAPPED IN EXITING THE BUILDING! Remember that elevators are resery
handicapped persons. DO NOT USE THE ELEVATOR IN CASE OF RREICIO NOT

9. Once outside, move to a clear area that is at least 500 feet away from thag(Bpdesbpistdets,
hydrants, and walkways clear for emergency vehicles and crews. Knowpantsassembly

10. If requested, assist emergency crewsessary.

11. A Campus Emergency Command Post may be set up near the disaster site. Keep cleduRafshe C
unless you have offigisiness.

12. DO NOT RETURN TO AN EVACUATED BUILDING unless told to do sodffi@dlniversity

IMPORTANRf t er any evacuation, report to your Col | eugtdanaccurafedendaounnisetakenoThe
Senior Building Emergency Coordinator will take attendance and assist in the accounting for all building occupants.
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TORNADBGREPAREDNESS AND RESPONSE
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STEPS:

1.Dur
a
b.
C.

2Dur

Q0T

ing a owatch, 6 (when weat hdevelopondi ti ons
Do not open any doors or windows; close them all to prondticticore

Store portable equipment, breakable items, etc., insidevayifting shelkeeas.

Generally, buses may continue to operate, but driversvsticiial be

ing a owarning, o6 (when a tadownmado has
Secure or store articles, which may act asinuesiles
Buseshould natperate.
Transportation personnel should be instructed iprtorediaies.
If a driver sees a tornado approachingsheldte

i Drive away from thepdsshienadods path at

ii. Evacuate the bus and take sheltpredesignated building or other substantial building
along theoute.
Evacuate the bus and direct students to a ditch or hollow and have them lie down
head. Keep students far enough from the bus so it cannot be turned over on them
offlooding.)
If there is sufficient time tostaditer:

i.  Evacuate room quickly, quietlprdedy.

ii. Check restrooms or nearby vacant rooms for studenissisiast, or

iii. Takepersondlelongingsnlyiftheyareatadeskandwillprovidextrgrotectioflargedooks,
notebooks, or coats may be held over hehdudders).
Professors should take roll book aradtémicdance.
Once in a shelter, report missing students. (Directors and principal administrators
should take a simdacounting of staémbers.)
Take position for greatest safety by crouching on knees, head down with hands log
of neck.
Al | staff, facul ty,
thunderstorms and tornadoes.
Selectetlniversity employees and responsible students shouldbe trained
fisevere weather watcherso or tornado
of the Universityédés warning and commu
With the assistance of authoritiesnohetemd designate the best tornado shelter areas
eachbuilding.
In mukstorieduildings:
A Use identified fallshelters.
Usebasement.
Use first floor intehatways.
Use restrooms or other enclosed small areas away from large dexgeareas
operrooms.
If hallways are not suitable, use the inside wall of a room or rooms opposit
the corridor from which the stapprisaching.
i.  In onestory buildings:

A Use identified fallsbelters.
A Usebasement.

iv.
V.

administrator s, al

Vi.

Vii.

Viii.

> >
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Use first floor intehatways.

Use restrooms or other enclosed small areas away from large glass areas
operrooms.

If hallways are not suitable, use the inside wall of a room posibesis®pf
the corridor from which the stapprisaching.

A END ROOMS GENERALLY SHOULD NISEBE

> >

X. In either one, or msiltiried buildings, restrooms are usually suitable for small groups
especially if the room is certediied.

MEDICAL AND FIRST AID

CALL THE CAMPUS POLICE OFFICE IF YOU NEED ASSISTANCE

Campus Health Centeext. 529Campus Policeext. 5171
Emergency Medical Service (EMB)11 (if using a University phone)

STEPS:

1. *If serious injury or iliness occaenguus, dial ext. SIMMEDIATELY.
a. Give yourame;
b. Describe the nature and severity of the pnelieai;
¢. ldentify the campus location wictiva.

2. **In case of injury or iliness, provide first aid care. Use ONLY gteaiierifiist aid
3. Incase of injury or iliness, Red Cross trained personnel should quickly perfostefise following
DO NOT MOVE THE VICTIM.

Keep the victim still eahfortable.
Ask the victim, fwA roen gy?®du okay?0 and A Wha
Check breathing and give artificishtiespifiecessary.

Control serious bleeding by direct pressure@mmthe

Continue to assist the victim untirtiegs.

Look for emergency medical I.D.; question witness(es); and give all infparatieditsthe

~p oo oo

4. Everyofficeshouldhavea personrainednfirst aiindCPRTrainings availabléhroughhelocaRedCross.

IMPORTANT:

* The procedures above should be implemented after calling 91afwlEMS to
*  Campus Police will advise as to what approach shouldhiibttek&hBrives.
*  Only Red Cross trained personnel should provide first aid treatment, i.EPfst aid and

After any evacuation, report to your designated campus area assembly point. Stay there until an
count is taken. TBenior Building Emergency Coordinator will take attendance and assist in the accg
building occupants.
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CHEMICAL OR RADIATION SPILL
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STEPS:

1

10.

DO NOT RETURN TO AN EVACUATED BUILDING unless told to do so by a UNRGRY Aficial.

PSYCHOLOGICAL CRISIS

. A Campus Emerge@@mmmand Post may be set up near the disaster site. Keep clear of the Com

Any spillage of a harasichemical or radioactive material is to be IMMME@®ATELY the Campus
Police at ext. 5171 and the Facilities Management Departaiit at ext.

Wherreportingheincidentespecifiabouthenatureftheinvolvedhateriadndtheexact locatioBampus
Police will contact 911 who will then notify and dispatch p@zamizite

The key person-site should evacuate the affected area AT ONCE and seal it off to preve
contamination of other areas uratititred of the Campus Police and/ompeffsnahel.

Anyone who may be contamibgted spills is to avoid contact with others as much as possible. Rg
the vicinity and give names to Campus Police. Required first aid and clean upithepiesatihodld
be started anhce.

If an emergency exists, ACTIVATE the buildingAlAMON: The building alarm rings only in som
buildings; you must ALSO report the emergentsidghone.

Wherthebuildingvacuatioalarms soundedyalkothenearesiarke@xitandaskothersodothesame.

ASSIST THE HANDICAPPED IN EXITING THE BUILDING! Remember that elevators are
handicapped persons. DO NOT USE THE ELEVATOR IN CASE OF RREICIO NOT

Once outside, move to a elearthat is at least 500 feet away from thebafiidatgds).

Keep streets, hydrants, and walkways clear for emergency vehicles and crews. Knpeigtsur asse

If requested, assist emergency crewsessary.

unless you have offisiadiness.

After any evacuation, report to yoginatesl campus area assembly point. Stay there until an accuraj
count is taken. The Senior Building Emergency Coordinator will take attendance and assist in the
for all buildimggcupants.

1

A psychological crisis exigten an individual is threatening harm to himself/herself or to others, @
touch with reality due to severe drug reactions or a psychotic break. A psychotic break may be
hallucinations, uncontrollable behavior, or the perbenacbagpital walvay. If a psychological crisi
occurs:

STEPS:

NEVER try to handle a situation you feel is dangeroowimon your

176
2022-2023

nt further

main in

11

reserved for

nbly

mand Post

e head
accounting

r is out of
manifested by




DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

2. Notify the Campus Pdliepartment @635171.
a. CLEARLY state that you need imnaediatance.
b. Give your name, location, and thimeobeed.

VIOLENT OR CRIMINAL BEHAVIOR

IN AN EMERGENCY, DIAL EXTCaiiifius Police is located in the Queen Washington Bpilolitdeand
you with 2dour help and protection. This service is provided seven days a wesknohbagiear

ONCAMPUS EMERGENCIES, DIAL EXT. 51 CAMFES EMERGENCIES DIAL 911

STEPS:

(To report edmpus emergencies using our phone sysgdd1dial

1. Everyonés askedo assisin makinghecampus safeplaceby beingalertto suspicious situations and
reporting thepnomptly.

2. If you are a witness to any on campus offens&I8KS&ID

3. PromptlpotiffCampu®oliceat9635171assooraspossiblandreportheincident,
including the followimfgrmation:

Nature of thecident,

Location of tirecident,

Description of the person(s) invahded,
Description of property involved.

oo oo

5. If you observe a criminal act, or whenevkesgmoe a suspicious person on campus, immediately noti
Campus Police and repoihthdent.

6. Assist the officers when they arrive by supplying them with additional information endpesktethers

7. Should gunfire or discharged explosivesthezampus, you should take cover immediately using al
available concealment. After the disturbance, seek emergenmsciistariyl if

8. What to do if takewstage:

a. Be patient. Time is on your side. Avoichdtastic

b. Theinitiah5minutearethemostdangerous-ollovwnstructionbealertandstayalive Thecaptois
emotionally unbal anced. Do wélteingnake mi st g

¢. D o sp@dkunlesspokero,andthenonlywhemecessar o talkdowrtothecaptowhomaybe
in an agitatexate.

d. Avoid appearing hostile. Maintain eye contact with the captor at all times if possible, but d
Treat the captor likgalty.
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e. Try to rest. Avoid speculations. Comply with instructions as best you can. Avoid argumenfs. Expect the
unexpected.

f Beobservan¥oumaybereleasedrbeabletoescapeThepersonaafetyofothersnaydepenan
yourmemory.

g. Beprepared to answer the police on the phone. Be patient. Wait. Attempt to establish ragport with the
captor. If medication, first aid, or restroom privileges are needeidday aaydres captor, in all
probability, does not want to harm persoryshireldSuch direct action further implicates the captor
in additionaffenses.

IMPORTANRfter any evacuation, report to your designated campus area assembly point.
Stay there until an accurate head count is taken. The Senior Building Emertgency Coordina
will take attendance and assist in the accounting for all building occupants.

CIVIL DISTURBANCE OR DEMONSTRATIONS

Most campus demonstrations such as marches, meetings, picketing, and rallies will be peaceful
and nowbstructive. A studembuld not be disrupted unless one or more of the following
conditions exist as a result of the demonstration:

STEPS:
1. INTERFERENCE with the normal operatibmifetsty.

2. PREVENTION of access to offices, buildings, or othefddilitiessity
3. THREAT of physical harm to persons or damage to thoilieesity

If any of these conditions exist, Campus Police should be notified and will be responsible for andl informing the
President and deans. Depending on the nature of the dentiacsingtion, the appropriate procedures listed
below should be followed:

PEACEFUL, N@GDBSTRUCTIVE DEMONSTRATIONS
a. Generally, demonstrations of this kind shouiictewtipted.

b. DemonstratiosBoulahotbeobstructedrprovokedndeffortshoulde madegocondudtniversity
business as normallpessible.

c. If demonstrators are asked to leave but refuse to leave by regular fawdity closing
I.  Arrangements will be made by the Director of Campus Police to monitor the situafion during
nonbusiness hour;

Il.  Determination will be made to treat the violation of regular closing hours as a disruptive
demonstration.

NONVIOLENT, DISRUPTIVE DEMONSTRATIONS
In the event that a demonstration blocks access to University facilitiesithr intedeeeation of the
University:
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Demonstrators will be asked to terminate the disruptive activity by the Vice President for Student
designee.
STEPS:
a. The Office of Student Affairs will consider having a phavagedgber
b. Key University personnel and student leaders will be asked by the Vice President for Studlent Affairs to
go to the area and persuade the demonstcatiss.to
¢. TheVice President for Student Affairs or his designee will go to the area and ask the dem
leave or discontinue the disragtiviies.
d. If the demonstrators persist in the disruptive activity, they will be apprised that therfagure
the specified action within a determined length of time may result in disciplinary actiof including a
suspensioorexpulsionrpossiblénterventidoycivilauthoritie€xcepin extrememergenciethe
President will be consulted before suglndigcactions &ken.
e. Efforts should be made to secure positive identification of demonstrators in violation to
testimony, including photographs if cedrisadle.
f  After consultation with the President and Di@atopus$ Police, a need for an injunction g
intervention of civil authorities détdrenined.
g. Ifdeterminatioemadedoseekinterventiasfcivilauthoritiethedemonstratossouldobeinformed.

UTILITY FAILURE

STEPS:

1.

Upon arrival of the Pdbepartment, the remaining demonstrators will be warned of the int
arrest.

Bntion to

In the event of a major utility failure during regular work hours (8:00 a.m. through 4:30 p.m., Mondpy through

Friday) IMMEDIATELY notify Fablbtiegement@635671.

If there is potential danger to building occupants, or if the utility failure occurs after hours, weeken
notify Campus Police@g85171.

If an emergency exists, ACTIVATE the building alarm. CAUTIONalEnm bingsnenly in some
buildings; you must ALSO report the emergelephbye.

All building evacuations will occur when an alarm sounds continuously and/or wherists.emergency

ASSIST THE HANDICAPPED IN EXITING THE BUILDING! Resteraties tha reserved for
handicappguersondD ONOTUSETHEELEVATORICASEOFFIRESmokesthegreatestiangeinfire,
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so stay near the floor where the airntesxies®O NOT PANIC!

6. Once outside, move to a clear area that is at least 500 feet away from the affected building(s). Ke
hydrants, and walkways clear for emergency vehicles and crews. Knowpantsassembly

7. If requested, assist emergareys@secessary.

8. DO NOT RETURN TO AN EVACUATED BUILDING unless told to do sodfficaUniversity

IMPORTANRfter any evacuation, report to your designated campus area assembly point.
Stay there until an accurate head count is taenidrH&uilding Emergency Coordinator

will take attendance and assist in the accounting for all building occupants.

ADDITIONAL INFORMATION AND PROCEDURES

Al ways observe steps fild and 20 above, when
ELECTRICALUGHT FAILURE:

At present, campus building lighting may not provide sufficient illumination in corridors and stairs for
therefore advisable to have a flashlight and portable radio available for emergencies.

ELEVATOR FAILURE:
If you ar&apped in an elevator, telephone to notify the Campus Police. If the elevator does not have
emergency telephone, turn on the emergency alarm (located on the front panel) which will signal for

PLUMBING FAILURE/FLOODING:
Cease using all electegalipment. Notify the Facilities Management Departrb&mlat 963
If necessary, evacuate the area. After regular business hours, contact Campus Police at extension 5

SERIOUS GAS LEAK:

Cease all operations. DO NOT SWITCH ON LIGHTEIBEARNAL EQUIPMENT.
REMEMBER electrical arcing can trigger an explosion! Notify Campus Police at ext. 5171
and/or Facilities Management at ext. 5671.

STEAM LINE FAILURE:
IMMEDIATELY notify the Campus Police at ext. 5171 or Facilities Mextag§éifent at
and, if necessary, evacuate the area.

VENTILATION PROBLEM:

If smoke odors come from the ventilation system, IMMEDIATELY notify the Campus Police at
ext. 5171 or Facilities Management at ext. 5671 and, if necessary, cease all operations and
evacute the area.

IMPORTANRfter any evacuation, report to your designated campus area assembly point.
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Stay there until an accurate head count is taken. The Senior BuildingoBrderagency C
will take attendance and assist in the accounting for all building occupants.

BOMB THREATfyou observe a suspicious object or potential bomb on campus: DO NOT HANDLE T

Clear the area immediately and call Campus Pol&E7at 963
STEPS:

1. Any person receiving a bomb threat over the telephone should ask the caltgrabeédiadipwing
When is the bomb goirexpode?

Where is the botobated?

What kind of bomii?s

What does it lolike?

Why did you place toenb?
Keepalkingothecalleaslongaspossiblandrecordhefollowinmformatiofseebombihreateport
form)

~poooTp

i. Time ofall

ii. Age and sex of tadler

iii. Speech pattern: accent, possible natigtcality,
iv. Emotional statecaller

v. Backgrounbise

2. IMMEDIATELY notify the Campus Policé Bi P68thacident.

Campus police officers will conduct a detailed bomb search. Employees are requested to m
inspection of their area for suspicious objects and to report theubtatiafety. DO NOT TOUCH TH
OBJECT! Do not open drawers, cabinets, or turn lifhts on or

If an emergency exists, ACTIVATE the building alarm. CAUTION: The building alarm rings only|
buildings; you must ALSO report the emerggepkidne.

. Wherthebuildingvacuatioalarms soundedyalkothenearesiarke@xitandaskothersodothesame.

. ASSIST THE HANDICAPPED IN EXITING THE BUILDING! Remember that elevators are

handicapped persons. DO NOT USE THE ELEVBASR OF FIRED NOPANIC!

Once outside, move to a clear area that is at least 500 feet away from the affected building(s)
hydrants, and walkways clear for emergency vehicles and crews. Knowpauotsassembly

If requestedssist emergency crewsezessary.

. A Campus Emergency Command Post may be set up near the disaster site. Keep clear of the
unless you have offisiadiness.

10. DO NOT RETURN TO AN EVACUATED BUILDING unless told to do sodffi@lUniversity
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IMPORTAN®Rfter any evacuation, report to your designated campus area assembly point.
Stay there until an accurate head count is taken. The Senior BuildjnG &ordirgeor will take
attendance and assist in the accounting for all building occupants.

BOMB THREAT REPORT FORM
Time call received:

IMale: IFemale:

I'Young: _IMiddle-aged: |Older:

Tone of voice:

Accent:

Exact words of person placing call: Background Noise

Questions to ask:

When is the bomb going to explode? Is the voice familiar:

Remarks:

Where is the bomb right now?

What kind of bomb is it?

What does it look like?

Why did you place the bomb?

Persorreceiving/monitoring call:

Department:

Telephone Extension:

Home Address:
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Intheevenamishamccurssuchasanexplosionradownedircraffcrashpncampudakethefollowingctions
STEPS:

1

9.

Immediatetgkecoveundetablesdesksandotheobjectshatwillgiveprotectioagainstallinglassor
debris.

Aftettheeffect®ftheexplosioand/ofirehavesubsidedotifitheCampu®olicextext.5171Giveyour
name and describe the location and natueenafrgency.

If necessary or when directed to do so, ACTIVATE the building alarm. CAUTION: The buildin
only in some buildings sawyast ALSO report the emergeneleplone.

Wherthebuildingvacuatioalarms soundedyrwheryouaretoldtoleavebyUniversitgfficialsyalkto
the nearest marked exit, and ask others teedioethe

ASSIST THE HANDICAPPED IN EXITIBGILBENG! Remember that elevators are reserved fo
handicapped persons. DO NOT USE THE ELEVATOR IN CASE OF RREIQD NOT

Onceoutsidemovdoaclearareathatis atleas600feetawayfromtheaffectetuilding(sKeepstreets,
hydrants, and walkways clear for emergency vehicles and crews. Knowpauotsassembly

If requested, assist emergency creesessary.

A Campus Emergency Command Post may be set up near the disaster site. Keep clear of thg
Post unless yoave officidusiness.

DO NOT RETURN TO AN EVACUATED BUILDING unless told to do sodffi@alniversity

j alarm rings

Command

IMPORTANTRfter any evacuation, report to your designated campus area assembly point. Stay tijere until an

accurate head count is taken. The Bailiihg Emergency Coordinator will take attendance and assi
accounting for all building occupants.
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CAMPUS MEDIA RELATIONS

CALL THE OFFICE OF PUBLIC RELATIONS (EXT. 5331) IF YOU NEED ASSISTANCE

* ONCAMPUS EMERGENCIES DIASEXIT.
*  OFFCAMPUS EMERGENCIES $528171.

The University has two basic guidelines to observe in crisis situations:
1. Only authorized spokespersonge(kity Public Relations Director) mayipfowiation.

2. Only factual information is released; no speculatioffésed.be

OTHER GUIDELINES:

1. All executive and supervisory personnel are notified to report emergencies to the Pilesider
spokesperson. They should also be reminded not to speak to outsiders, especially to the media d
University.

2. ThePresidergndothettopadministratoasdthePublidRelationBirectoareinformetnmediatebfexisting
emergencies. Complete details are made available to them, including what the incident is, how it
involved, what is happening now, and what help has lheen called

3.The President and the University Public Relations Director and amyinttudvgubshall confer and decid
on the appropriaigtion.

4. All calls from the media are referred to the Office of Public ReB#8hs at ext.
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Procedure12.0: Employee Educatimecentive Programs

Tennessee State University recognizes the need to provide an opportunity for continuous growth a
for employees. Support for educational assistance of personnel and their dependents is an impo
addressintpatneed Allfultimeemployeescludindacultyadministratordsupporstafoftheinstitutioare
eligible tparticipate.

Policy Please referI®R Policy-P30for the most recent information.
ProgramsThe educational programs are listed below.

STEPS

General Guidieles include completing a Request for Educational Assistance State Employee Fee W4
(formerly P€.91) and/or Audit/Non Credit Program

Request for Educationa$sistance and/or Audit/N@mnedit Form

(ALL form follows)

1. Fultime regular employees of the state of Tennessee systems are eligible to enroll in one cre
term at any state of Tennessee pobtgecondary institution (TBR or UT), with fees waived
employee.

2. Paritime regular and parte temporary employees, excluding adjuncts, of community college
CollegesfAppliedechnology T C Aafeéligibleoenrolinonecreditousepertermatthecollegen
which they work, with fees waiveddargtuyee.

3. The waiver is limited to one class, not to exceed 4 credit hours or 120 clock hours. It may a
payment of classes of more than 4 credit hours orhit26s clock

4. An employeeds status on the published fir
programs;
5. The employee must meet admission requirements and is subject to institutional regulations

procedures;

6. Requests must fgbmitted at least two weeks in advancallofent;

7. Regular patime employees may receive a prorated portion of assistance based on the percen
to be worked per contractual agreantént;

8. Coursattendancemaynotdisrupthee mp | omprisehédsleAnemployemusrequesannualeave
to attend courses during work hours.

Employee Audit/NeRredit Program
1. A program designed to provide maintenance or tuition fees for an employee who takes course
or norcreditbasis at a Tennessee public institution while contimasmpnsibilities;
2. Follow institutional procedures as they relate to auditsaatmsssion
3. Complete the Request for Educational Assistance form and submit for approval to the ionnedi
Office of HumResources;
Begin this process at least two weeks prior to the registration/enradintent period,;
Upon approval, the original form and one copy should be presented to theréegstredistier at

o~

6. Any regular pdirne ofultime employee who has been employed by the institution for at least si
may, upon verification of service, be elgablieifmte.
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7. Employees with pte@nporary service immediately preceding regular employment shall receive ¢redit for

such service if they qualify for leave accrual andaldjngemints.
8. Regular patime employees may receive a pro rata portion of assistance based on percentage pf
enployment.

Faculty or Administrative/Professional Staff Tuition or Maintenance Fee Reimbursement Program
(Request for Tuition Reimbursement Form)

The reimbursemerdgram allows employees who have successfully completed six months of employnent to take

up to six (6) additional hours of courses on a fee reimbursgoneitt basiaximum of 24 hours peoith
period at any TBR, UT, or State Foreign Langusdipe.ifdtié employee, unless retired, will be requirgd to

continue to be employed by the institution/technology center/central office for not less tha#imee mpnth of full

employment for each month of the term of participation in the Facultive Rdofesstonal Staff Tuitiof

Reimbursement Program, following completion of the course(s). No reimbursement will be required|if the employee

chooses to take the additional course(s) at Tennessee State University.

Payback Provisions
a. Unlessetiredtherecipienthalberequiredaftercompletionfthecoursercoursetobeemployetbrnot
less than (1) one month d@fmidlemployment for each month of the term of participation in the Staff{Tuition
Reimbursemdptogram.
1. Earlwoluntary separation will, therefore, require the employee to reimburse the institution fof the
remaining balance of¢bimmitment.

b. In order to receive future reimbursement, participants must satisfactorily complete all course requirements as

defined bthe academic program in which they enrolled. A grade of incomplete at the conclusion pf the

grading period or a withdrawal is not considered as satisfactory completion. The employee must pay for and

satisfactorily complete the same number of howagdiefoeing eligible for this program. Exceptions will
bemadeonlyincaseg1)wherecoursésfailedorhealttreasonsr(2)whereanothesubstantiagéasoris

recognized by the atidelmesdi ng institutionds alcademi

2. For employees takingsesi at other than the home institution, reimbursement applications shal| be
conditionalgpprovedndheldbytheofficedesignateblytheinstitutioto processheseequestsntil
the employee requests reimbursements and deatisfantsry course completion. At that time, the

employee will be reimbursed for the prior course (s) and subsequent applications may be corditionally

approved.
3 At the institutionds discretion, bueenployeeay | be

will be subject to the provisions of this guideline regarding service time after the class and safisfactory

wai

course completion. Successful completion of courses must be documented before being grarjted approval

to take subsequent classes timdprogram.

Getting Started
1.Receive notice of admission acceptance from the state college or universyrsiering the
2. Complete tHRequest for Educational Assidiameeand submit for signature approval to your immedigate
supervisor, at leagbtweeks prior to registraticteises;
3.The form will then be forwarded to the Director of Human Rpsmtesss pr

STEPS
Course(s) taken at TSU:
1. Meet admission standards and receive notice of admission ferrthe given
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2. Complete the Request for Tuition Reimbuisenaadtsubmit for approval to the superviso
and Office of HunResources.

3. Begin this process at leastvivalks prior to the registration/enrgiériedt

4 Upon approval, the Bursarés Office wil

STEPS actual maintenance or tuiéitated fees per semester for up to six (6parsdit

Course(s) taken at other TBR institutions, UT, State Foreign Language institutions
1. Meet admission standards and receive notice of admission ferrthe given
2. Complete the Request for Tuition Reimbuicenaedtsubmit for approval to the superviso
and Office of HunResources.
3. Begin this process at least two weeks prior to the registratiopégindilment
4. Tuition and maintenance fees must be pait] bp fremployee;
5. Following course completion, and upon submission of grade reports and a paid receip

of Human Resources, the employee may be reimburseldtadtifaes for undergraduatI}

course(s) where ar paGds i \ipsgmduaiaoeess(s)a gradle
AAO or fABO passiig] be considered

6. ltisalsorecommenddidatherecipierprovideheOfficeofHumarmResourcesithaffirmedrade
reports for the course(s) taken along with a pogipef

Degree/Certification Incentive Program
(Degree/Certification Guidelines)
(Degree/Certification Forms)

Beginning January 2007, Tennessee State University, launched its new degree/certification incentiv
provides for recognitibregular employees who earn job related degrees beyond those required for th
Payment will only be made for those degrees in the field that is related to the position held by the en
time of request for payment. Employees whisrekated degrees and/or certifications (first time) will rece
lump sum payment based on the following incentive scale: Professionas GeflifitationA s s o-c i a
$750, Bach®l1000®,s Despr0@lqldcrrmibDal)gise e r 0-$300D ¢tegymiraly
Doctorate Degre®4000.

STEPS
Degree Incentive Program

1 Must be classified as a regular employee who has successfully commplatéd the six
probationary period (temporary status will not count toeeartivib)s

2. Within 30 days after degree is conferred, submit proof of Degree/@uaultification Incentive
Request Forto the departmetair;

3. Department chair will initiate processinDexdribe Incentipersonnel action request form
(PARF)anNd,

4. Paymenwillbeincludeéhthenextavailablpayperiodvithirtheestablisheguideline®r
proper receipt of PARFs in the Human ReSfigees

STEPS
Certification Incentive Program
1 Must be classified as a regular employee who has successfully comptatéu the six
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Certification must be accredited by a national and/or state agendyyrémygaimas
professions (usually requires passing an examination by thegecogliting
WithirsBOdaysafterearningpbrelatedertificatiospbmiproofindDegree/Certificatinoentive
Request Foro the departmeiair;

Department chair will initiate processinDegjrse Incentipersonnel action request form
(PARF)and,
Paymentillbeincludeththenextvailablpayperiodvithirtheestablishegluidelinefrproper
receipt of PARFs in the Human Red0ffoees
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P- 130 Exhibit 1
Teessee
The Office of
Human Resources
Request for Educational Assistance
Name: Employee ID #:
Department: Job Title: Office phone:
Index/Account Number:
Alternate work scheduled requested: [ ] Yes [ ] No If yes. attach schedule
Audit/Non-Credit Program
Institution: Term:
Course Title Hours/CEUs Class period (time/days)

(Ex: TTH 9-10)

Classes will be taken for: ( )audit ( ) non-credit

Fee Waiver — One for-credit course per term

Institution: Term:

Course Title Hours/CEUs Class period (time/days)
(Ex: T TH 9-10)

( ) Undergraduate ( ) Graduate

I have read and fully understand the requirements (as detailed in the appropriate section of TBR Guideline P-130) related to my above stated

request for ed related to future use of the program, proof of sati: Y course
of receipts for reimb requests, and stij ions related to payback provisions.
Applicant’s signature Date

I approve the above request and have addressed scheduling issues related to the employee’s attendance in the classes
detailed in the above request.

Supervisor’s signature Date

I attest that the employee meets the program requirements for the above stated request

Office of Human Resources Date
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P-130 Exhibit 2

'TENNESSEE
STATE UNIVERSITY
The Office of
Human Resources

Request for Tuition Reimbursement

Name: Employee ID #:
Department: Job Title: Office phone:
FOAP #: Monthly Employee: ( ) Semi-Monthly Employee: ( )

Alternate work scheduled requested: [] Yes [ ] No If yes. attach schedule

Tuition Reimbursement Program — up to 6 additional credit hours per term

Institution: Term:
Course Title Hours/CEUs Class period
(time/days) (Ex: TTH
9-10)
Employee’s current degree status: Degree/Area:

This course of study enhances the employee’s value to the home institution as defined below (check one):
() Support for the pursuit of a terminal degree
() Support for an employee pursuing a non-terminal degree in a professional or technical area
() Support for an employee training or retraining to enhance expertise needed by the institution
() Other (explain):

Total reimbursement requested: Reimbursement may not exceed eligible fees for a
maximum of six credit hours per term.

By requesting support for tuition reimbursement, I agree with the stipulations listed in a-d below:

a. The recipient, unless retired. shall be required to be employed by the institution for not less than one month
of full-time employment for each month of the term of participation in the reimbursement program.

b. Satisfactory completion of coursework must be demonstrated to receive reimbursement and to remain
eligible for continued participation in the reimbursement program. Institutions may provide reimbursement
at the time fees are due.

c. Courses should be scheduled in counsel with supervisors to assure maintenance of optimum job
performance. Courses should be scheduled at times other than during regularly scheduled work hours
unless use of leave or other arrangements have been approved by the supervisor prior to enrolling in the
course.

d. I will notify Student Financial Aid Services of this financial assistance.
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P-130 Exhibit 2
Name: Employee ID #:

I have read and fully understand the requirements (as detailed in the appropriate section of TBR Guideline P-130)
related to my above stated request for educational assistance. including stipulations related to future use of the
program. proof of satisfactory course completion. provision of receipts for reimbursement requests, and stipulations
related to payback provisions.

Applicant’s signature Date

I approve the above request and have addressed scheduling issues related to the employee’s attendance in the classes
detailed in the above request.

Supervisor’s signature Date

I attest that the employee meets the program requirements for the above stated request

Office of Human Resources Date
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2007 APPROVED COMPENSATION PLAN
PROVISIONS

CERTIFICATION AND DEGREE INCENTIVE

Professional Certification $500
Associate’s Degree $750
Bachelor’'s Degree $1,000
Master’'s Degree (non-terminal degree)  $2,000
Master's Degree (terminal degree) $3,000
Doctorate Degree $4,000

Please find attached the instructions and forms to receive your incentive for obtaining a job
related degree and/or professional certification.

Submit forms within 30 days of receiving your degree or certification.

For more information contact the Human Resources Department at ext. 5281.

Degree/Certification Incentive Effective 01/01/2007
Degree/Certification Request Form Revised 02/01/2016
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GUIDELINES FOR DEGREE/CERTIFICATION INCENTIVE

Effective January 1, 2007, Tennessee State University launched its new compensation plan. As part
of the new plan, it provides for recognition of regular employees who earn job related degrees beyond
those required for the position. Those employees who earn job related national and/or certifications
(first time) will also be recognized with a lump sum payment.

To receive the lump sum payment employees must provide written proof to the department head who
will then initiate a personnel action request form (PARF). Payment will be included in the next
available paycheck within the established guidelines for proper receipt of PARFs in the Office of
Human Resources.

The Director of Human Resources will be the final authority, in consultation with the dean and
or/vice president, to grant the payment for either of these incentives. The decision will be based on
the information provided by the employee and confirmation by the department head and/or dean as
being an appropriate degree or certification for the employee’s position.

DEGREES

1. Employees eligible for payment must be classified as a regular employee who has
successfully completed the initial six months probationary period. Temporary status will not
count toward this incentive.

Eligible employees must submit proof within 30 days after conferring of the degree to the

department head who will then initiate a personnel action request form (PARF).

3. Payment will be included in the next available paycheck within the established guidelines for
proper receipt of PARFs in the Office of Human Resources.

4. Payment will be made to eligible employees who earn degrees beyond that which is required
for the position. Payment will only be made for those degrees in the field that is related to the
position held by the employee at the time of request for payment. Payments will be prorated
for part time employees. An administrative assistant II who work in biology will not be
compensated for earning a degree in music. On the other hand a mechanic who earns an
associate degree in automotive mechanics will receive the lump sum payment for earning a
degree in a job related field.

(5]

CERTIFICATIONS

1. Employees eligible for payment must be classified as a regular employee who has
successfully completed the initial six months probationary period. Temporary status will not
count toward this incentive.

Eligible employees must submit proof within 30 days after notification of earning the job

related certification to the department head who will then initiate a personnel action request

form (PARF).

3. Payment will be included in the next available paycheck within the established guidelines for
proper receipt of PARFs in the Office of Human Resources.

4. Payment will be made to eligible employees who eam certifications that are accredited by
national and/or state agencies that are recognized by the various professions. The certification
generally requires passing of an examination by the accrediting agency. Payment will only be
made for those certifications that are related to the position currently held by the employee at
the time of request for payment. Payments will be prorated for part time employees.

Degree/Certification Incentive Effective 01/01/2007
Degree/Certification Request Form Revised 02/01/2016

5]
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DEGREE/CERTIFICATION INCENTIVE REQUEST FORM

Employee Name: Date of Hire:
Position Title: Department:
Type Degree/Certification Earned:
Date Degree/Certification Granted:
Agency/University/College Granting Degree/Certification:
Location of Same:
City State
Category Incentive *Amount You Are Requesting
Amount
Professional Certification $ 500
Associate’s Degree $ 750
Bachelor’s Degree $ 1.000
Master’s Degree/Ed. S (non-terminal degree) | $ 2,000
Master’s Degree (terminal degree) $ 3.000
Doctorate Degree $ 4.000

*Employee may request payment for only one certification/degree per category listed above.

Describe how degree/certification is related to or enhances your position:

I request payment for earning the above referenced degree/certification in accordance with the university’s
compensation plan. I attest that the information contained in this request is true and accurate to the best of
my knowledge. I have attached the appropriate proof to validate my request. I further understand that any
misrepresentation to this request may be cause for disciplinary action, up to and including discharge.

Employee Signature Date

1 have reviewed the request and documents submitted by the employvee and concur with the request by
signing the attached Personnel Action Request Form.

Signatures: For Human Resources Use Only

Department Head Date Dir of HR Signature Date
Comments:

Dean/Vice President Date Amount Approved: $

Degree/Certification Incentive Effective 01/01/2007
Degree/Certification Request Form Revised 02/01/2016
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| Office of Human Resources
TENNESSEE Degree Incentive

State UNIVERSITY Personnel Action Request

NOTE: After attaching this PARF in the People Admin system, pleaze attach the Guidelines for Degree or Certjficarion form, as well
as official verification of degree conferment or certification completion under the Supplemenial Documeniafion area.

ID Number: T

Last Name:

First Name:

Middle:

Title:

ESF Fosition #: *Contacr Budger Offfce if von do not have an Exma Service Pay (ESF) Position number.
Department

Current Status:

Check ome: _ | full-dme l:l part-ims %
Annual Salary:

Fund Org Acct Program

Fund Org Acct Program

Fund Org Acct Program

Fund Org Acct Program

Fund Org Acct Program

Fund Org Acct Program
Degree Earned:
In:titution: State:
Effective Date:
Special Conditions:

Name of person initiafing request:

FEOPLEADMIN ROUTING
Requestor to _Department Head to Dean to YP/Provost to Tifle IT* to Granmts* to Bodzet to Human Resources to EDC

1. Complete form and save te your drive/network folder. 3. Attach completed form to PARF action.
1. Begin new PARF acton in PeopleAdmin 4. Track action to make sure routing does not stall.
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Procedure413.0: Geier Consent Decree Funds

TheGeieConserDecreeequiresomplianogithemploymegbalsetintheinstitutionélffirmativactioriPlan.
Certain additional efforts to recruit and hiracetliedividuals must be demonstratedaCehisrdefined as
White at Tennessee Sthiaersity.

Inordetorecruiandhireotherraceindividual3,SUwillfollontheminimumequirementaitlinedbovenSection
D plus make these additeffaits:

STEPS
1. Solicit nominations from institutions, disslilétegroups, organizations devtgadéoship training in the
field, and/or individuals likely to generataasiyeplicants;

2. Provide documented evidence that direct contacts (telephone conversations, electronic messg
messages, meetings, correspondence, efmiesithl applicants) have been made with qualifieckothgd
individuals to encourage their application for theavatancy;

3.ProvidassurancbytheAffirmativActiorOfficethatanapprovegrocessasbeerfolloweandthatqualified
othefrace aplicants have been contacted and fully congicemedtisry.
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Procedure{14.0: Identification Cards

The Tennessee State University ID card is issued to alastutjerstsff, guests, and contractors. The ID
is used in dining services, the library, and to access various events on campus for students. The 1D
on your person at all times while on campus. The TSU ID Card is the propeeystdt&dsmigsssity and
must be surrendered upon request of any authorized party.

Your TSU ID Card provides access to the following services:

Library
Wellnes€enter
Cafeteria
Parkindpecal
Residence HaAltcess
Encoded with mpkins
Access to athlagients

Nooh~wDNE

STEPS

1. To receive a TSU ID card, go to the ID Center, which is now located on the basevieDoftbbladif the
Roon2Q

2. The requirementsifsuance of a TSUrEBlude:
1 Photadentificatiora validdriver'dicenserotherformofgovernmephotdD (statdDcard militaryD,
passport, or residence akbed).

1 Students must first register and confiouuisss
1 Faculty/staff must have an assigned role ifRdsouaces

3.The photo ID is issued immediately aftphb&ggaphed.

4.Visit the ID Center to report the card as lost @& stwbrannot be marked lost over the phone. Once
is markedost, it cannotbereversedAnewlDcardandaccountumbewillbegeneratefbryoutwentyninutes

after reporting the card lost. Lost, stolen, and damaged ID cards are replaced for a $10 fee payablg
office.

The fee is payable atther sar 6s of fice | ocated in the A
window closes at 3:30 pm Monday through Friday. Bring your receipt to the ID Center to rece

your new card.
5.Do not punch holes in your ID card, bend it excessively, or usedidpurpdatn
6.Do not allow the magnetic stripe on your ID card to be scratched by keys, digegss, or other

7.Do not put your ID card on stereo equipment, computers, or near figlgsnagnetic
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9.Keep your card on a lanyard, in a protective card sleeveateh your
10.Keep your ID card out of direct sunlight and away from other heat sources sdcyeas a clothes
11.The card may be confiscated from the Cardhaolerlasfanappropriate or ilisgal

Please note that it is illegal to lend your card someone else, even if it is a good friend or family member.

12.To have funds secured on your ID card for the dining meal plans or puPcbdses afitemand
(POD) store, you must contact Aramark Food Services:

Mr. Stacey Clevenger | Controller ARAMARK HIGHER EDUCATION
TENNESSEE STATE UNIVERSITY

3500 John M#rBlvd Keane Hall Room 131 Nashville TN 37209
Office 615.963.5486

clevengestacey@aramark.com
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Procedure{15.0: Inclement Weather Plan

In the event of inclement weather, TSU will disseminate the closing plans. The purpose of this sect
tooutlingheplan decisiomakingandprocedureelatedoopenindpte dismissingarly prclosingheUniversity
completely due to inclement weather. The emergency hoti6854{615)

If TSUclassesirecanceledheannouncementllapplytoallclassessrediandnoncreditOfficest TSUwillbe
considered opainless the announcement specifically says all offices will be closed. If such a deci
overnighttshouldeannouncelly6 a.mthefollowinghorningiathefollowingrearadicandtelevisiostations:

STEPS

RADICSTATIONS TELEVISION
WQQKM 92.1 WKRN Ci2
WKDFFM103.3 WSMV CH.
WGFXM104.5 WTVF Ch. 5
WNPEFM106.7 WZTV Ch. 17
WLAGAM 1510

The final decision related to emergency closings will be made by the President or, in his
theVicePresiderdfAcademidffairandExecutiviicePresidePEVP)ThePEVRwillbeassisted
by the Director of Media Relations (DMR), the Vice President for Student Affairs (VP
Associate Vice President of Facilities Management (AVPFM), and the four of them shall §
the Inclementéatheeam.

Information related to class and work schedules will be submitted to local television and r3
and be distributed inside the Univefsitg\as:

the intranet (University Communications and myTSU),

the homepageww.tnstate.edu

the weather line (extension 5059),

telephone operators (9630), and

the Tennessee State University Police Department (TSWPD) 963

Texting as well as social media app$icaill also be used to disseminate information.

Becausefthelimitechumbeofincomintinesandthepotentigbrcongestiothatcoulccausalelays

in service, TSU employees should obtain information regarding closings from theediadia,
the texting system, and/or online, and should use the weather line, operators, and TSUP
resorts.

IntheeventhatMetropoliteddavidso@ountgchoolareclosedhuttheUniversitig opennotification
willbedisseminatdyytheDMRviaT S Unfesnatommunicatiosggstemandsociamedianetworks.
The DMR will al so share this informati of
text messagisgstem.

Inclement weather decisions related to University sites outside of Davidson County will bg
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local governments, school districts, etc. Those administrators will develop procedures to
information through local media and will inform the PEVP of all decisidrevitisbe Gonnty
site is a nadniverigy-owned teaching location, the closure will be determined-Uyivleesitpn
administers/directatthosesitesandthefacultynembershouldommunicateoseclosuretotheir
department chairs, who will in turn will report them to ttheBREs/&hd

Atnolaterthand:30a.m.,TSUPDvillbegirgatherinthelatestvailableveatheinformatiofrormocal
mediasourcesindwillconsultvithothedocainstitutionsuchas NashvilletateCommuni@ollege,
FiskUniversiti\eharriMedicaCollegeMetrdNashvill®ubliSchooBystemgtc. fodetermintheir

communicate

plans. The Chief of TSUPD will then contact the VPSA with this information as well as igfformation on

campus conditions no later than 5:00 a.m. The VPSA will contatiehdnttiezeent Weather
Team members, and the Team will develop two recommendations based on all informati
onerelatedoclassesonveningndtheotherelatedostaffreportingp work ThePEVRwillbriethe

Presidentviael ephone by 5: 30 a. m. ofclasskststafl e a mo

n available

s recommendations f

Decisions regarding cancellation of afternoon or evening classes and staff reporting will e identical to

themorningrocessTheVPSAwillgathemformatioinomheChiebf TSUPMolaterthanl:00p.m.
andconven¢heTeanwithirthirtyminutesaftetheweathecrisihhasdeveloped@hePEVRvillcontact
the President with recommendations.

Early dismissal due to inclement weather will be decdsebgnase basis, and the Inclemen
Weather Team will evaluate conditions and make recommendations as fagpossidleance as

THE FOLLOWING ACTIONS WILL BE TAKEN AFTER THE PRESIDENT HAS MADE HIS/HER DE

9.

10.

11

ThePEVPwill communicate fhe esi dent 6s deci sions to th
Associate Vice President responsible for the Avogailiams

TheDMRwi | | communicate the Presidentods dec
onvariousociamedanetworksjpdatehemessagentheU n i v emeathelineyarddsontacthe
Associat¥icePresiderforCommunicatioasdinformatiofiechnologAVPCITyithinformatioto
posonExchangenyTSUandtheU n i v ehonsepag&h@AyPClWillalsonotiftheUn i v e r §
telephone operators so that they can relay current information. The DMR will contact
institutions to offer support/assistaapgrapriate.

Deans and the Associate Vice President responsible for the AlramsWCampuswill
disseminate information provided by the PEVP to department chairs, fastltjestsff, and

. TheVicePresidenfor BusinessandFinancewillensuréhatfoodserviceareavailabléoresidential

students on aminterrupted basis, the bookstore is operating if the University is open, ar
Director of Human Resources posts administrative leave information (se®FBRLPaliny 5
TSU Personnel Policy 6.42) on Exchange agpessiplkes

. TheVP will communicate the decisions to the Chief of TSUPD, the AVPFM, the Dean

and Director of Health Services. He/she will authorize the Chief of TSUPD to disseminate]
via the Univesysemt yds text messaging
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14. TheChief of TSUPDIll open and/or close facilities as needed and update the person ans
TSUPDelephonsothatcorrecinformatiosrelayedocallersHe/shevilldisseminateeP r e s i d
decisions via thesystdmi versityds text mess

15. TheDean of Studentwill communicate to the Chief of TSUPD, the AVPFM, etc., what
available in residence halls for essential staff or staffeavatdenious.

16. TheAVPFMuill activate the inclement weather/emergency operation plan as needed and
to: clearing (1) pathways between residence halls and dining facilities, (2) key areas, sucl
to Hale Hall, and (3) parkingceut
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Procedure 416.0: Independent Contractors (Using a Professional Services Agreement)

An agreement made by and between Tennessee State University and an indefperideptafessional
services to be rendered.

STEPS
1

10.

11

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

Usindheattache®rofession8krvicesgreemerifdicatéetailedescriptiomcludintypescope,
duration, form, quality, quantity, place, time, and purpose of serviegmas agreed

Provide as much details (attach a second sheet if necessary) on the nature, scope, and o
information needed for consideration as to whether the agreement should be entered
University with the desagehcy.

Acquirsignatures of department/unit head and dean.

Bring hard copy of form (without a contract) to the Office of the Vice President of Academ
review anagpproval.

IfdeniedbyOfficeoftheVicePresiderdf Academidffairsiormwillbereturnetb dean/directoffice
within 48ours.

| f approved, form will éctonf orwarded to t
I f denied by Presidentds Office, the for
of Academ#ffairs.

Ifapproved t he signed form will be returned t
the contract negotiation with the egtatgal

Preplanning must be performed to allow reasonable processing time fouthis.approving
While it is the inteof the Office of the Vice President of Academic Affairs to review arn
Preapproval Forms to the next area of review withim aef&d, the processing time of the of
units maydenger.

Approval of the form does notagrdarity for any services to be performed nor is it intended
legally binding instrument. Its purpose is only to give approval to begin the negotiation fo
of a potential contracimeingement.

Upon completion of tiegotiation with the external party, the Contract Routing Procedure
followed to execute a legally binding obligation between the University goarthe external
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AGREEMENT
BETWEEN

TENNESSEE STATE UNIVERSITY

AND
This Agreement is made this day of , 20, by and between
Tennessee State University, a Tennessee Board of Regents System institution, located
at 3500 John A. Merritt Boulevard, Nashville, Tennesse e 37209 - 1561, hereinafter
referred to as the Al nst i t utando(Name of Contractor ), having its principle office
located at (complete address), hereinafter referred to as the AContractoro.
WITNESSETH

In consideration of the mutual promises hereiontained, the parties have agreed and do hereby enter into this Agreemen
according to the provisions set out herein:

A The Contractor agrees to perform the followisgrvices:

(Please provide detailed description, including type, schpation, form, quality, quantity, place, time, and

purpose.)
B. The Institution agrees to compensate the Contractofolsws:
1. Rate of Compensation: (hourly, daily, lump sum paymemt)
2. Timetable for Payment: (monthly, quarterly, upon completion of kvorperformance)
3. Paymentgo the Contractorshallbemadeaccordingo the schedulesetout above providedthat payments

shall be made only upon submittal of invoices by the Contractor, and after performance of the portion
the services which thénvoiced amount represents. The final payment shall be made only after the
Contractor has completely performed its duties under #igeement.

=

If the Contractoris a non-residentalien,paymentof anyportion of the contractfrom anysourcewill not be madeby the
Institution until an individual Taxpayer Identification Number or Social Security Numbers has been assigned to fthe
Contractor by the Internal Revenue Service and Immigration Naturalization Serdipeesented to the Institution.

4. In not eventshall the liability of the Institution under this contraotceed$
C. The parties further agree that the following shall be essential terms and conditions Afjtieisment.
1. TheContractorwarrantsthat nopart of the total contractamountprovidedhereinshallbe paid,directlyor indirectly,
to any officer or employeeof the State of Tennesseaswages,compensationor gifts in exchangefor actingas
203
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officer, agent,employee sub-contractor,or consultantto the contractorin connectionwith anywork contemplated
or performed relative to thisgreement.

If the Contractor is an individual, the Contractor warrants that within the past sin@fi}hs, he/she has not been
and during the term of this Contract will not become an employee of the State of Tennessee.

Thepartiesagreeto complywith Title VIandVllof the CivilRightsActof 1964, Title IXof the EducatioPAmendments

of 1972, Sectio 504 of the Rehabilitation Act of 1973, Executive Order 11,246, the Americans with Disabilities Jof
1990 and the related regulations of each. Each party assures that it will not discriminate against any individual

including, but not limited to, employees applicants for employment and/or students, because of race, religion,
creed, color, sex, age, disability, veteran status or natiorigin.

The parties also agree to take affirmative action to ensure that applicants are employed and that employees fre

treated during their employment without regard to their race, religion, creed, color, sex, age, disability, vetergn
status or national origin. Such action shall include, but not be limited to, the following: employment, upgrading,
demotion or transfer, reitment or recruitment advertising, layoff or termination, rates of pay or other forms of
compensation, and selection available to employees and applicants for employment.

Prohibition on Hiring lllegal Immigrants. Tennessee Public Chapter No. 878 ofTZD8&12-124, requires that
Contractorattest in writing that Contractorwill not knowinglyutilize the servicef any subcontractorjf permitted
under this Contract, who will utilize the services of illegal immigrants in the performance dEdhisact. The

FGdSadalrdazy akKrftt oS YFEIRS 2y G(G(KS F2N¥ysz ! dGSadriaazly NB

which is attached and hereby incorporated by reference as Attachinent

If Contractor is discovered to have breached the Agsh, the Commissioner of Finance and Administration shall

declare that the Contractor shall be prohibited from contracting or submitting a bid to any Tennessee Board|of

Regents institution or any other state entity for a period of one (1) year from #te df discovery of the breach.

Contractor may appeal the one (1) year by utilizing an appeals process in the Rules of Finance and Administrgtion,

Chapter 0620.

The Contractor, being an independent contractor and not an employee ahgiitution, agrees to carry adequate
publicliability and other appropriateformsof insurancefo payall taxesincidentalhereunto,andotherwiseprotect
and hold the institution harmless from any and all liability not specifically provided foisiagreement.

The effective date and term of the contract stdifrom to

This Agreement may be terminated by either party by giving written notice to other, at least days before the effectiye

date of termination. In that event, the Contractor $hiae entitled to receive just and equitable compensation for
any satisfactory authorized work completed as of the terminatate.

If the Contractorfailsto fulfill in atimely andpropermannerits obligationsunderthis Agreementpr if the Contractor
shall violate any of the terms of this Agreement, the University shall have the right to immediately terminate th
Agreement and withhold payment in excess of fair compensation for saripleted.

7]

Notwithstanding the above, the Contractor shabt be relieved of liability to the University for damages sustained
by virtue of any breach of this Agreement by the Contractor.

This Agreement may be modified only by written amendment executed by all paetiet.
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10.

11.

12.

13.

14,

15.

16.

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

The Contractor shall maintain documentation for all charges against the University under this Agreement. The bo
records,and documentsof the Contractor,insofarasthey relate to work performedor moneyreceivedunder this
Agreementshallbe maintainedfor a period of three (3) full yearsfrom the date of the final payment,and shall be
subject to audit, at any reasonable time and upon reasonable notice, by the University StateeComptroller of
the Treasury or their duly authorizedpresentatives.

The Contractor shall not assign this Agreement or enter intecsuttracts for any of the work described herein
without obtaining the prior written approval of the Institution dfennessee Board of Regents, as appropriate.
Approval shall not be given if the proposed subcontractor was or is currently ineligible to bidaamtieet.

The Contractor shall submit to the University progress reports if requested bystiteition.

Payment to the Contractor for travel, meals or lodging shall be in the amount of actual cost or per diem, subject
maximum amounts and limitations specified in the Tennessee Board of Regents policies, as they may be from
to time amended.

The Contrator agrees that no work shall commence until this Agreement is fully executed by both parties and th|
a Minority Ethnicity and W forms are completed and returned with thAgreement.

is the Contract Monitor for this Agreement and canrbached atel:
, fax: or email;

isthe / 2 y (i N}COdidmatdpfér this Agreementand can be reachedat tel:
, fax: or email;

ThisAgreementshallnot be bindinguponthe partiesuntil it isapprovedby the Presidentor, whenrequired,by the
Chancellor, Tennessee Board of Regents, aldsignee.

IN WITNESS WHERE @ parties have by their duly authorized representatives set forth their signatures:

(CONTRACTOR)
By:
Print name here) Title Date
TENNESSEE STATE UNIVERSIT®
By: President
Title Date
205
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Procedure{17.0: Institutional Memberships

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

The memberships on the Official University Membersipiprosedsand listed below by the President wijl be

pai
mu s

STEPS

1

d from the Universityds Institutional Menber ship Account .

t be defrayed using the college/ departmentios

Me mb e

operating accounts.

If an institutimhmembership is listed below, the original invoice is to be delivered to the Officg of the Vice
President of Academic Affairs within 24 hours of receipt and an email copy forwarded to Ms.|Davidson with

a copy to Dr. Crook for processing in Tiger$acpmelamce with establiphecedures.

American Association of State Colleges and Universities (AACU)
American Council of Education

Association of Public and Land Grant Universities (APLU)
APLUAcademic Program Section

Board of Human Sciences

Campus Compact

Coalition of Urban Servicing Universities (USU)

College Portrait (Voluntary System of Accountability)

Council on Social Work Education (CSWE) Baccalaureate Graduates
Council on Social Work Education (CSWE) Graduate Candidacy
National Assotian for Equal Opportunity in Higher Education (NAFEO)
Nashville Area Chamb&uoofimerce

National Collegiate Athletic Association (NCAA)

Ohio Valley Conference (OVC)

Southern Association of Colleges and Universities (SACS)
Tennessee College Associatih) (T

Women in Higher Education in Tennessee

The original invoice is to be delivered tjlo the Vice

receipt, if an institutional member is listed above. An email copy should be forwardedsavels. Davidson
as Dr. Crook for processing in Tiger$hoppe in accordance witipestablisted
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Procedure 418.0: Key Requests

Keygoroomsofficesuitesandbuildingmusbeofficiallyequestedndapprovetiasednestablishedniversity
protocol. Keys to buildings are usually limited to the executive and top administrative level personng
lower personnel levetpinees speciapproval.

STEPS

11. All TSi$sued keys must be turned in to the Human ResoergpsrOfficnination of employment.

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

Go to the facilities managemeniipadgeww.tnstate.edu/facilities

Once on the web page, scroll to the left of the page ad\WRmkumst
When clicking the K&y Requestn excel documentagiflear
Fill out the document with the reopfinedation.

Once document is completed, forwanda@inngth the attached document to
your supervisor requestpgroval.

Once your supervisor inserts an electronic signature, have hirtileer forwg
request to yodean.

The dean will then approve and forward on to the necdrohzamaf
o Ifrequesting for a master key, the dean will forwRrelsia¢ine
o If requesting for sub master(s) key the dean will forWare to the
President.
o0 Building entry keys require approval of fre§obent.

Employees requesting keys to any building or room on campus must hay
supervisor request approval. The request must be submitted to and appr
the Facilities ManagerbDapgartment.

The requesting department will be notified when a key is ready fortie en
pickup.

Loss of a key must be immediately reported to the TSU Policaidépartmg
thesupervisor.
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TENNESSEE STATE UNIVERSITY
KEY REQUEST FORM

PLEASE PRINT OR TYPE
REQUESTOR: EMPLOYEE ID#:

DEPARTMENT: FOAP#

NOTE: ALL KEYS ARE CHARGED T@RPROPRIATE ACCOUNT NUMBER.
BUILDING:

SELECKEYTYPE: THE CHARGES ARE AS FOLLOWS: REGULAR KEB8D@EREH, KEYLESS ENTRY (FOB) KEYS1ARMEACH.

TITLE MASTER KE'
ADMIN. (FOB KEY ONLY)
FACULTY BROKEN MONTHS AND HOURS OF AC(
STAFF
STUDENT
GRAD. ASSIST.

OTHER (WRITE IN TITLE

| HAVE READ THE KEY CONTROL POLICY AND AGREE TO COMPLY WITH ALL PROVISIONS. | ALSO

UNDERSTAND THAT A VIOLATION OF ANY PART OF THE KEY CONTROL POLICY WILL BE SUBJECT TO DISCMANARADATDION AND
TERMINATION. | FURTHER UNDERSTAND ALL KEYS ASSIGNED TO ME MUST BE RETURNED UPON RESIGNATION/TERMINATIONNBEF
CHECK. IF | DO NOT RETURN THE ASSIGNED KEY (S). | AUTHORIZE THE COST OF THE KEY (S) AND CORE TO BH BERMUGEENERTS/

SIGNATURES:

REQUESTOR
APPROVAL:
SUPERVISOR EXTENSION DATE
APPROVAL:
DIRECTORDEPARTMENIHAIR EXTENSION DATE
APPROVAL:
EXTENSION DATE
VICE PRESIDENT
EXTENSION DATE
PRESIDENT *SIGNATURE *REQUIRED FOR MASTER KBS

NOTE: BUILDING ENTRY KEYS REQUIRE VICE PRESIDENT APPROVAL AND MASTER KEYS REQUIRE PRESIDENTIAL APPROVAL.
VICE PRESIDENT/DESIGNEE MUST SIGN BEFORE KEY CAN BE CUT.

EXTENSION DATE
APPROVAL:
$
FACILITIEBIANAGEMENDTRECTOR TOTAL COST
NUMBER OF KERECEIVED:
KEYNUMBERS:
FOB KEY NUMBERS:
RECIPIENDEKEY(S): SIGNATURE

DRE
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Procedure 19.0: Letter of Intefollaboration Agreement

The purpose of the Letter offDtdiatboration Agreement process is to provide cooperation between tw
parties. It promotes mutual understanding; establishes ties of frientstépds mvork formal, complex, al
bindingommitmentEhel etteofinterdCollaboratigkgreememirovides cleaistatemerdfworkjncludinthe
nameofkeypersonnesignaturefperson(squthorizeth makecommitmentadetailedudgetandstardates
and endates.

STEPS

10.

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022

Contradhitiatodiscussedetail&ndrequiremen{Scop@fWorkyithpotentialontractoMake
itperfectlgleaithatheconversatiomsenotandshouldhotbeconstruedscreatingcontract.
Contract ni ti at or submits Ampfofai Foen far fConttadtse an
Agreement so to apprevalPresi dentds office
ContradhitiatowillcompletéheContracRoutingandApprovaForm assuringhatallspaces
of the form acempleted.
Contract initiator submits TBR standard Agreement to the contractor and request tw:
copies be signed and returned to the ¢oititruot
Contract initiator deli@ostract Routing and Approval Fofine Office of the PresiBlest
Approval Form for Contracts and Agreemalorsg with the other required documents to
Vice President sagnature.
The Vice President of Academic Affair
supporting documents tdJthei ver si ty Coun predesdisg. of f i ce
The University Counsel s office wildl r
contracts) and impermissible clauses (vender generated contract).
Once the corrections have been mddeecaaddendum signed, the contract initiator will ng
re-submit the contract and all associated documestiesvior
Thecontradhitiatois notifiedhyemaito pickupthecontradromUniversit¢ o u n affiedTides
initiator will needféoward the fully executed original contract to the Contractor and keg
onfile.
ForDualServiceContractsroutefour(4)signeariginalsvitntheContradRoutingndApproval
Form and Purchase Requisition (if required) digoiityéEthnicity Form and HRS-oVm
are not needed for this typerdfact.
1 In conformance with Tennessee Board of Regents Guid@line
(www.tbr.edu/Poligies
1 Initated by their respectikeas
1 With proposed contracts of $10,000.00 or more, and must be competitively |
adequate narompetitive procurement justificgironited.
1 With contracts totaling $250,000.00 or more in annual revenue orregp@aditu
the signature of the President aGdh#meellor.
1 With prior approval of the Fiscal Review Committeerfgpetiive contraofs

D or more
d

f or

(2) original
heir

s/ Vice

eview

ed to

p a copy

id unless

es

$250,000.00 (value of total contract term) or more and for which the term is greater than

(1) year. Thigocess requires at least 90 calendar days lead time prior to the
date of the contract.

209
2022-2023

bffective

for revi

Presidentos
ew and

t he

OPr esi dent 6s Pr e

contract

of f

for


http://www.tbr.edu/Policies

DIVISION OF ACADEMIC AFFAIRS OPERATING MAMNDRB 2022
Procedure 420.0: Media Relations (Speaking on behalf of the Universitgitie @ntities)

Thepreparaticandreleas®fallinformatioandpublicitgoncernintpeUniversityntendedbrdistributiolm the
mediais coordinatdaly/througtheDepartmenfMedidRelationsinlesdtherwisauthorizebythePresident.

The Director of Media Relations serves as the official University spokesperson and conveys the o
positiomnissue®fgeneradlniversitwiddmpacorsignificancersituationthatareofaparticulartyontroversial
or sensitive nature. Inquiries from the media about such issues should initially be referred to the D
Relations.

IncasefcriticasignificandetheUniversityheDirectoofMedidelationwillworkwithothetUniverigy officials
to develop fAtalking pointsd to detail the Kk
Statements will be developed along with possible/anticipated questions andessagang, and

Intheevenbfa crisisoremergencsituatiortheDirectoofMedigRelationwillhandlallcontactsvitnthemedia
and will coordinate the information flow from the University to the public. In such situations, all camg
should refer calls from the media to #rénizep of MedRalations.

STEPS
Contact with the Media

1. Itis expected that direct contact between the University and the media will be initiated by g
througttheDepartmewnfMedidRelationsdaving reliabl®nestopofficfostersnediaonfidencathe
institution and ensures that the University speaks with "one voice," especiafuen.sensitive

2. TheUniversityaintainanexpersourceuideonlineandreporterareencouraged utilizeéheexpertise
provided by faculty, staff, and administrators listed in the gea@esibren@sues. The Department
Media Relations is available to assist membatevitting other members of the Urdeensitynity.

3. If Tennessee State University faculty members, staff, or administrators are approached by
interviews, notify the Department of Media Relations intienviewhe

4. Inspeakingiththemediaanindividuahouléinsweareporter'guestioasfullyandopenlaspossible.

If an individual is uncertain as to how much information should be provided, it is appropriate
inquiry to the next administrative level or to ttreddep&Medrelations.

5. Advanceoticeofatopicthatmayprovokenedianteresis extremelljelpfullfyoubecomawarenfsuch
subject matter, please pass it along to the media relations staff so that the groundwork for a|
beladThe Universityod6s chances of being port
preparation.

Media Referral Policy
(What to do if / when a reporter calls)

The media contact Tennessee State University for a number of reasemssegiiespog information abol
theUniversitytelephondetterfax,e-mail orpersonatlisitmustbegirtheirinquirgiththeDepartmewfMedia
Relations. The Department will refer the reporter to the appropriagptésmetatiye if questions céenot
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completely answered. In such cases, Media Relations will telephone the designated University
immediately if a reportegfesred.

1. If the area of inquiry involveadaministrative topjcan executisevel spokesperson will likely be th
appropriate contact.

2. If the inquiry involves a speciidemidiscipline, the Vice President of Academic Affairs or a faculty
wil often be the best comaitt.

3. If approached by a reporter and the subject matter iradbhiastative or Universityide issuerefer
the reporter to the Department of Régdiens.

representative

nember

4. Any staff or faculty member receiving a media ireplity agitdetic competitions should refer the inqujry to

the Sports Information Director (SID). Sports Information will handle the query unless it involves an
athletic policy in which case the Director of Media Relations will addyasscthrgunction with the Athlet
Director arsID.

5. Iftheinquirynvolvegoumpersonareaofexpertiserfi e x ppiioryabarefreetosetatentativéimetobe
interviewe@tleasbnehourawayunlessleadlineprohibitindthencallmediaelationtinforntheofficeofthe
inquiry. For fAexpertod inquiries, the othdpersoe
on media interviews, possible talking points and potentialegifssiaryif the Department of Media Relati
will coordinate a time and place for the reporter to interview thepdsseetsitye.

6. For Universityide issues, the Media Relations staff will determine the appropriate campus perso
thesubject, and will work with the redopiarce to

7. TheDepartmewnfMedi&Relationwillanswegueriesrommediautletassooraspossiblerwithironehour
unless deadlines dictatesrwise.

8Itis the responsibility of the Media Relati o
response. Staff and faculty may not realize the consequences of a missed deadline. If a query canrj
bythedeadlinghestonprobablyvillappeawithouacommerftoniTennessestatdJniversitgndtheUniversity
has missed an opportunity. If something delays response, call the Media Relations staff as soon
before thdeadline.

Designate®pokesperson for Media Issues

After receiving an interview request, the Department of Media Relations will determine the right
Depending on the specific circumstances, another University administrator may be designateq
spokespersoon a particular issue.

The spokesperson must present a positive Tennessee State University image and be able to speak
Normally it is tBérector of Media Relationbo is the designated spokesperson on campus.
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Public InformatiOfficer
Assistant Director of MBeiations
President of thimiversity

Vice President of Acadévfiairs
Chief, Polid@epartment
Athleti®irector

E R EE EE)

For more information, click on the helpful links below, call x5E¥8dpantreeratilof Media Relations

MEDIA RELATIONS

ISUNEWS
EXPERT LIST

SPEAKERS BUREAU

PHOTOGRAPHIC SERVICES REQUEST
SHARE YOUR NEWS

EOLICIES

CONTACT US

ASSIGNMENTS

ADMINISTRATIVE OFFICES
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mailto:communications@tnstate.edu
https://www.tnstate.edu/pr/
http://tnstatenewsroom.com/
https://www.tnstate.edu/pr/experts.aspx
https://www.tnstate.edu/pr/speakers.aspx
https://www.tnstate.edu/pr/photo.aspx
https://www.tnstate.edu/pr/notifications.aspx
https://www.tnstate.edu/pr/sharenews.aspx
https://www.tnstate.edu/pr/policies.aspx
https://www.tnstate.edu/pr/contact.aspx
https://www.tnstate.edu/pr/beatlist.aspx
https://www.tnstate.edu/administration
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Procedure {21.0: Movable Property Inventory

Movable Property (equipment) is defined by the University as any material manufactured or fabricatpd that serves a

usefupurposeavitha normaéxpectetifeofmoreharfiveyearsandhascoswrdollavalueofatleas$5,00@&nd
above. These items may be purchased by the University or donated as gifts to the University
documentation from the Foundatienialdahat are designed to be expended or consumed within a relati
periodftime(usuallyvithirayear)regardlessfcostarenottobetreatecsequipmenttemswithadollar value
of$1,500 4,999.9%retreatedhissensitivequipmeritemshowevetheyarenotincludedvithassetghat are
considered capital equipment. The Assistant Vice President for Procurement Services is responsibl
classification of equipment. Tennessee State University is reqduedpimpmerty inventory inspection
property and equipnaamtually.

ith supported
ely short

b for the correct
of

Tennessee State University depends on a range of equipment to support its mission of providing a quality education

for its students. The University is required to conductveraipeytinspection of property and equipment

annually. Department chairs and account holders are responsible for ensuring the proper use, securjty,

maintenance, and disposition of all property, and to complete an annual inventory of propevithand e
their areas.

Annual Property Inventory
An inventory of University property is conducted annually at the end of each fiscal year. Inventory fo|
printouts are distributed by Facilities Management and must be completed through Sharepoint by th

deadline (sd&rocedure 1020.

STEPS

uipment

|ders and
b established

1. Department chairs and account holders are responsible for ensuring the proper use, security, mgintenance, and

disposition of all property, and to complete ainvamiog) of property and equipment within their areds.
2. Property inventory will be conducted during the period of April. thrargbriyifplders must be returneg

to the Facilitiddanagement.

3. The Property Deletion, Transfer, Addition and Coepiaer $heets are required and must be compldted

andreturned.

4. Each sheet must be completed, signed, dated, and returned with each inf@demry printout

5. IftherearenodeletionsdditionsrtransferqleasendicatéNONE Signdate andretuntheformwitheach
inventorprintout.

6. All items listed on the inventory printout must show a building and room number for location.
importamariofmaintainingropertgccountabilitftheresnoroormumbeforanitem(sinsideofa building,
one must be assigned and placed on the ipviatdaty

7. Propertthatmusbekepbntheoutsidefabuildingjuetooperationakcessitguchasavehiclésassigned
the following room c@$2.

8. PropertyvillnotbedeletedromtheinventorunlessupportedypropeauthenticateatbcumentsVithout
the proper support documentshimegh items will remain as accountable property and will not be d
until the proper documeshsnitted.
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The following items are needed to support deletighrofiihcitems on the inventory.

f Theft: TSU Police Department InciBeqtort
Tradeln: Copy of Purchag@rder
1 Turnin: Copy of Moving and Service WReguest

==

Note: The above documents must be signed by the authorieddéccount

1. Inventory Printoheet

Pl ace the |l etterhandS0 to the left of it
Place a linthrough item(s) todmeted or transferred to anaticeunt.

. Correct or change the room number of location of itemg@ivetkre

. Correct or change the building code location of itemés)uwbere

Add or correct tag number wheoired.

moow»

2. Property AdditioBheet
=

Property_Addition.d
oc

bm(s) o

List all items costing $1,000 or more that have been received, tagged, and delivered which do not

appear othe Inventory Printout. A completed copy of the Gifts and Donation Form must b
completed and attached for any Item(s) received as gift/donation. Permission to receive a|
a gift/donation must be requested, in advance, from the Offeceroé Prdacur Ent er t
where there are amiditions.

This sheet must be returned with Inventory Printout. Enter "NONE", sign and date if no items are listed.

TENNESSEE STATE UNIVERSITY
PROPERTY ADDITION SHEET

Function No

Listall items that have been received, tagged and delivered which
do not appear on the inventory printout.

Ifitem received as GiftDonation - A completed copy of the Gifts
and Donation form must be attached.

Department

Date

item | Property Purchase Room
No. | TagNo Description Model No. | Serial No. | Order No. | _Building No Cost Comments

Please indicate which support document Pt or Type Name | Signature TDate TTer B
attached Prepared by: |

[] Gifts and Donation Acceptance Form Reviewed and [ PrIntor Type Name | Signature Toate TTer ext
{ ]Other Approved by, [ [ [

3. Property DeletioBheet

e

Property_Deletion.d
oc
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https://www.tnstate.edu/academic_affairs/documents/PropertyAddition.doc
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https://www.tnstate.edu/academic_affairs/documents/PropertyDeletion.doc
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List only those items that havelineethrough on the Inventory Printout Sheet. Proper supgorting

document.e. theftTSUPoliceDepartmeiricidenReportradein:copyofpurchaserderturnin:
copyofmovingndservicevorkequestransfeicopyofinventorfransfesheetr computérardware
disposition form) must be attached. Computer Hardware Disposition Form. Part | ang

Il must be

completed by Account Holder. Part Ill must be completed, and signed, by a TSU Computer Service

Technici

an.

Ent er tehodeletiomsr d ANONEDO

This sheet must be returned with Inventory Printout. Enter "NONE", sign and date if no items are listed for deletion.

TENNESSEE STATE UNIVERSITY

PROPERTY DELETION SHEET

when t

her e

LIST ONLY THOSE ITEMS THAT HAVE BEEN LINED-THROUGH ON THE INVENTORY PRINTOUT

Function No.
Department. Property will not be deleted from the inventory unless supported by proper authenticated documents.
P Without the proper support documents, lined-through items shall remain as accountable property and
Date will not be deleted until the proper document is submitted. (THIS IS A MUST REQUIREMENT.)
Item Property Purchase Condition Property Disposition
No. Tag No. Description Model No. Serial No. Order No. Code | (indicate Trade-in, or Theft)
Check below which support document is attached to
support deletion on lined-through item(s) on the Inventory.
(THIS IS A MUST REQUIREMENT.)
|__Printor Type Name | Signature | Date | Tel Ext. |
[ 1 Thefti TSU Police Dept. Incident Report Prepared by: | | | | |
[] Purchase Order (Trade-In)
[ ] Turn-In (Moving and Service Work Request) Reviewed & | Print or Type Name Signature | Date | Tel. Ext }

Note: The above documents must be signed by
the person authorized to do so.

Approved by: |
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4. Property Transf&8heet
Property_Transfer.d
oc
List gaining account number, building code, equipment condition code, and new room nun
theword NONEO when there are no items to be
DIVISION OF ACADEMIC AFFAIRS OPERATING MAMNXDRB 2022
5. Special Computémventory
Computer_Inventory
.doc
List all operative and inoperative computers currently in area of regpodibgitwhether
purchased, transferred, or received as a gift to the University. Every computer must be re
sheet to include those that are listed on the Inventory Printout Sheet.
TENNESSEE STATE UNIVERSITY
SPECIAL COMPUTER INVENTORY
This sheet must be completed and returned with Inventory Printout.
List AALLO operative and inoperati
responsibility regardless whether purchased, transferred or received as a gif
Account No to the University. Every computer must be recorded on this sheet to include
Department those that are listed on the Inventory Printout.
Date Completion of this sheet is a must requirement.
Item Property Property New Location Condition
No. Tag No. Manufacturer Model No Serial No. Building No. Room No. Code

1 hereby certify that | have conducted a physical inventory
(count) of all computers in my area and recorded the results
o include those computers listed on the Inventory Printout
on this sheet.

|__Printor Type Name | Signature | Date | Tel Ext

Signature Date Reviewed &

Approved by:
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Procedure 422.0: Naming of Buildings

TennessegtatdJniversityasadopted BRPolicyNo0.4:02:05:0ththenamingfbuildingsacilitiessndouilding
plaques which applies to re&allaws:
The naming of buildings, facilities, grounds, and organizational units of institutions for individ
who have made significant contributions to society is an honored traditmuaattibigftes

Lials or groups

prerogative and privilege of such naming on the campuses of the Tennessee Board of Regeljts System are

vested in the Board. Authority to name identifiabits swbcomponents of buildings cititie$a

however, is delegated to the institution president or technology center director, subject to the criteria and

process set forth below.

ThispolicyappliesoallbuildingsftheinstitutiongovernetlytheBoardlt alsocappliego othefacilitieggrounds,
and organizational units which the institution wishes to dedicate in the name of an individual or g
designated by their general purpose or functions are not sytgjicy.to this

In general, individuals and grouptidan buildings are named must have made a significant contributi
field of educatigmvernmergcience, or human betterment. To preseregtite afiall buildings named in th

oup. Buildings

bn to the
e

System, this honor must be reserved for individuals of recognized accomplishment and character; fio building may

bearthenameofanindividuaonvictedfafelonyWithrespectothenamingfbuildingsna particir campus,
special consideration shall betgiven

A.The historical significance of the contribution of the individual ofrgtéiupdn;the
B. The association of the individual or group with the buildingdp be
C.Anyfinanciatontributiooftheindividualrgrougotheinstitutiorgnd

D. State, regional, national, or international recognition of the individual's or group's contributi
achievements.

A given surname may be assigned to only one building on a specific campus

In all cases, naming rights are considered to be in effect for the duration of the effective and typical
physical building, space,

or object, and not in perpetuity. If necessary, the Board reserves the right to B=BovRtacharite any
physical building, space, object, or project at any time if the naming gift pledge remains unfulfilled,
interests of the institution or of the donor to do so, or to protect the reputation of the ingtintbon and/o
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STEPS
Naming the Building

The institution president or technology center director shall charge a committee to consid
recommendations for the naming of a building. The committee shall besttolesyifacuty, and
administrativepresentativetherepresentativefthecampusommunityayserveonthecommittee,
as deemed appropriate by the presidieettar.

er and make

a) The committee shall consider all suggestadsnahich satisfy the criteria cited above. JAny
individual or group associated with the institution may suggest a name for considerption by the
committee.

b) The committee shall submit a report to the president or director, which includes a recgmmendation
forthenaminglocumentatiofallsuggestiormonsideredndustificatioofitsrecommendation.

0 For namingwhich require Board approval, the president or director shall submit h|s or her
recommendation, along with the committee's report and any additional supporting|information
deemed appropriate, to the Board throGgharbellor.

d Nopublicitghalbegiven totherecommendatifoxnamingintiitis considerelaytheBoardFor
namingnotsubjecto Boardapprovathepresiderdrdirectoshaldeterminandmakeknowrthe
naming in the manner deemedapysipriate.

Dedication Ceremony aRthque

a) Upon approval of the naming by the Board, an appropriate dedication ceremony may be|planned and

conducted by timestitution.

The institution also may erect a dedication plaque or comparable marking upon approval
by the Board. The plagnay be separate from the building plaque provided by State regul
addition to the individual or group for whom the building is named, the dedication plaque §
the institution president or technology center director, the &ftbtheeitairman of the Board
the time the naming aagroved.

b)

Building Plagues

Aninstitutiomayaffixa buildinglaqueoa newor newlyrenovatebuildingrfacilityAllbuildinglaques
mustomplyvithTennesseBoarafRegentguidelineadoptegursuartbthispolicyandStateBuilding
Commission policy on building plagues. This section shall apply to any new or newly renova|
facility.

Source: TBR Meetings, April 13, 1973; September 30, 1983; June 28 1, 985B 6/ Sehtember 18
1992; March 30, 2007; June 24, 2011
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Procedure 423.0: Office and Telephone Etiquette

Telephone conversations are usually tmpfession of the empldyerefore, remain professional at all
times.

STEPS

1) AnsweringCalls
1. Suspend all prior conversations or activities that may be a distraction to theaiurrent phone

2. Answer each call by tHerg).
3 Take advantDaog e udft otnhed firibgddr e t han one | ine
4. Us e g Geod (mornirg, afiernoon, eveniag appropriat&dennessee State Universitgxt

state youtepartmentyouname  a n ldow anayK help yoa? How mdy | directyoura | | ? 6
5. Becourteous and spetdarly.
6. When transferring calls, advise caller of the department and extension to which ydheme trans

2) AnnouncingCalls

Always ask with whom you are speaking (this may be helpful later) andgalitpose of the
Place theatler oitnold.

Inform other party who is calling and wkgtitdsg.

Transfer call or tak@@ssage.

Try to use thepossblel erds name whenever

PoooTw

3) TakingMessages
a. Keep a message book or paper and pencil npRbteethe
b. Ifthepersonhecalleistryingoreachisunavailabletatefi MXisunavailabl&layl send
your call to her voice mailortmleea s age ? 0

¢. The following information is inappropriate, and shalilditysde

i. She has not arrived at wetrk

ii. Sheis on sitkave.

ii. She is eating lunch atdweak.

iv. She is using thestroom.
d Retrieve callero6s name, calumber, purpos
e. Keep alog of ALL incoming and outgsisages.

4) Voice MaiMessaging
a. Check voicemddlily.
b. Log ALimessages that you receive and ALL messagekethat you
(date/time/person/subjectfiortes).
¢. When leaving a message, speak clearly and be nigtithto the

5

~

Personal Telephor@alls

Personal calls take up valuable time that should be devotetnip jobngssignments in a time
manner, take your mind off your work, tie up University telephone lines needed for businesq
unfairly to University cost. If you must make occasional local personal calls, please limit them
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Procedure 424.0: Purchasing Envelopes, Letterhead, Business Cards

Print Authority is the exclusive supplier for all University business cards, letterhead and envelopes.

STEPS FORRDERINBUSINESEARDS

Go to Tiger$hopgred open the Business Cards Ender

In the Supplier Information section enter supplier, Print Authority, in thefigfder Supplier

In the Order Information section, click the Order Size field and use the drop dowrsbdstytte pick
and order size. If this is a custom order, leave OrdeblSide field

PicktheOrdeiype(IfthisisNOTa custonorderproceetb Step#6.Ifyouarerequestingcustonorder
proceed Stefb)
IfthisisacustonordeccomplettheCuston®rdefnformatiosectionnpuQuantityCustonPriceNotes
(include description of cugeam).

Complete Personal Information section to belepbtisineszard.

Go to Available Actions, click Add and go Cart for a single orderCaliekd&eEtorn for ordering
multiple items. (Note: Proofs for all line items must be approvedystiontp

Complete all necessary fields indheliRQAP and Ship To information and cliCkd®@iace

9. The requisition will proceed through the workflow approvers and processed into a purch

10.

11

Procurement.

The supplier will provide a proof to Procuremen® \bitisimelss days. Tpreof is attached to the
purchase order with a request to the requisitioner to sign and approve or make changes. Ea
result in an additional proof for reviewpxadal.

Upon receipt of the final approval, the supplier will commeduaetiaitrapcbwill complete Vv@ihin
businesdays.

. Orders are delivered to the University Copy Center. The Copy Center will notify the requisi

order is ready fickup.
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General Instructons

Standard Order information

Barsonat ntormation Card Sample
Sompte Business Card

STEPS FORRDERINGETTERHEAR ENVELOPES

1
2
3.

10.

11

Contact Procurement for letterhead and envelope pricing prior topdgecing your

Go to Tiger$hoppe and open th€&talog Goo&i®rm.

In the Supplier Information sectiorckakeselect different supplier and type Print Authority in thg
Suppliefield.
In the General I nformation section, ent er

Quantity, Unit of Measure, and Estitnated

Attach marked lgtterhead amhvelope.

GotoAvailabléctions;lickAddandgoto Cartforasingleorder.ClickAddto CartandReturdorordering
multiple items. (Note: Proofs for all line items must be apprpvedystiontp

Complete all necesdalyls including the FOAP and Ship To information andQ@tubérPlace

The requisition will proceed through the workflow approvers and processed into a purch
Procurement.

The supplier will provide a proof to Procuremeng \bitisimelss ga. The proof is attached to th
purchase order with a request to the requisitioner to sign and approve or make changes. Ea
result in an additional proof for reviewpxadal.

Upon receipt of the final approval, the supplier will commence with production and wi-somp
businesdays.

Enter

AN/ AO

hse order by

b

Ch change will

ete within

Orders are delivered to the University Copy Center. The Copy Center will notify the requisifioner that the

order is ready fiickup.
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Basic Printing Prices:

DESCRIPTION QUANTITY

250 500 1,000 2,000 2,500 3,000 5,000 10,000

BUSINESS CARDS

1/0 Reflex Blue Ink Thermograph
(Raised) on #80 Cougar Cieite $49.24| $59.24

1/0 Reflex Blue Ink Thermograp
(Raised) on #80 Classic Laid-Co
Avon Brilliant White $60.97| $73.79

1/0 Reflex Blue Ink Thermograp
(Raised) Front/Back on #80 Cou
CoverWhite $111.52] $121.52

President Business Ca2fls Reflex
Blue and Silver Ink, Thermograp
(Raised) on #80 Classic Laid-Co

Avon Brilliant White $ 108.05|

LETTERHEAD

Letterhead, 1/0 on #70 White Off

(FLAT) $87.10| $95.13| $118.52 $157.96| $172.25 $231.16| $365.20

Presidents Office Letterhead, Pri
2/0 in Reflex Blue and Metallic S
on Natural White Classic Laid,

Thermography (Raised) $ 235.44

ENVELOPES

#10 Regul&mvelopes, printed 1/d

Reflex Blue (FLAT) $82.10| $99.10| $130.26| $183.57| $210.07| $235.94| $329.57|

Presidents Office Envelopes, #1
Envelope, Printed 2/0 in Reflex B
and Metallic Silver on Natural Wi
Classic Lai@hermography (Raise| $ 235.44
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Procedure £25.0: Purchase of Food with Unrestricted Funds

Business meals generally include at least-enplogee of thaiversity and should not include any indivigual
whose presence is not necessary to the business discussion. Meals associated with gatherings th
social in nature do not qualify as business meals.

GUIDELINES

1

Allpurchasesffoodandbevergesmusbeapproveth advancelfarequisitiois processetbreimbursan
employe¢heremusbeamemamre-maildocumentireglvancepprovalfthepurchasertheemployemay

be held personally liable for all iated

Payments or reimbursement shall not exicettte allocated per meal allowance for that location.
example, the per diem schedules reflects a dinner rate of $x for Nashville, payment or reimburs
excee®2x.
TheuniversitgoesnotpaysalegaxesalthoughnexceptioaxistforsomeestauramhealsGratuitiemay

be reimbursed up to 20%deitbhmentation.

Alcoholic beverages may only be purchased with Foundation funds and under no circumstal
purchased usistate or fedefahds.
Institutionéindsnaybeusedopurchas®odandnonalcoholibeverage®rrecognitioappreciaticand/or
retirement events if the events are in accordance with institutional policies and are reasonablég
events @ fiscal year and amspent.

The approval of the President or his/her designee is required for all-feladeahpuodthses (e.g., med
tickets, credit cards from grocery stores for research participants, concession supplies, foo)
demonstrationstc.).

A purchase requisition for an event must leaswo attachments: A Banquet Event Order (BEO) fo
some other type of special event fpuater

Prices from catering menuacaeptable.

An OHCampus Catering Fonan OfCampus Caterirgr

Ifanoffcampusateredoesnotaccepa universitgurchaserdemandrequires checlatthetimeofservice,

a proforma invoice must also be attacheédaiiton.

The abowveeference®nCampus Catering Fosnhoul d be wused i f the wu
provider is catering the emehthe event is being heldasffpus and supplied by acaofpus caterer. An
OffCampus Catering Forsonly used when arcaffipus catris providing servicesampus.
AramarknusteclingoprovideheservicdysigningheformwhictconnoteAramarkdoesotwisitomeet
the price, schedule, menu, orretii@grement.

at are primarily

f, for
bment shall not

ce should be

in number of

0 preparation

m or

ni versityos

OnCampus Catering Forms an@adffpus Catering Fosheuld be filled out completely. For example,

attendees should be numbered and the total should match the quantity on the BEO. Asterisks sH
by the names of remployees, includibgdents.

One purchase requisition may be submittepferawveittis only if quotes or proforma invoices are att
foreacheventandtheinformatiorelatedotime/date/pladepic/purposmdattendeeis provideébreach.
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Events that are repetitive in nature (such as summer programs that provide a daily lunch to the s
students at a standard price) require only one quote or proforma invoice.
1 Requisitions require the approval of the appropriatédéitetefese being submitted to the Office of thje

Vice
STEPS

1

10.

11

12.

13.

Tennessee State UnivePROCUREMENT SERVICES

DIVISION OF ACADEMIC AFFAIRS OPERATING RORRRORB

President for Business and Finance for approval as desiBrestderitthe

Log into Tiger Dininigps://tnstate.campusdishitgou do not have an account, create ong
https://tnstate.campusdish.com/Commerce/Profile/Login.aspx?returnUrl=/Commerce/MyAc
Enter the required fields*, First Name, Last Name, Address, City, State, Zip, Bm@aiteBRteond
Passworthust be six characters, Click the Céntttare

Under the Catering tab, click Order Now to open an order form. Choose menu, event da
guests, type special instruefforeeded.

Click order button. Next you magoadielection, or if everything is correct, click the continue
Then select month and day(s). After that, choose delivery/pickup location. Enter contact
number, building, room number, room name, pevpase of

Enter event detailsteErfood delivery time, event start time, event end time Jdpaihwe@uest
count. Click the contibutton.

Review your selection. Enter Order/Event Name. Click thbattmmtinue

Checlout information. Enter the method of paymeahécksiproposal quote, or credit card). At

point, you can add additional person(s) email addresses to cc: Supervisor, Department chajr, dean, event

coordinator, et c. Enter their emai | nditbuasr g
box and then enter yoitials.

Click the process this order button. You will then receive a confirmation email that summar
aswellastheBanquedrdeNumbePleaseotejfyouneedomakechangetoyourrderpleaseise
thelink in the email confirmation which is the change/updé&tennequest

Completdrequest for @Pampus Caterifigrm in detail. RequestdaicCampus Cateringnd
Banquet Event Ordierms must be attached in Tiger$hoppe. If selectagan®faterer, complete
RequedsbrOffCampu€aterinformindetaibndattaclguoteromsuppliein Tiger$hoppe.
InTiger$hoppdicktheCaterinRequesdink NexsearcHortheevensuppliegnceoundglick Then,
enter the catalog number, describe the event and enter the quantity and next enter the e
fromtheBanqueEvenOrdeFornorreceipif usinganoffcampusatererAddstardateandenddate.

In Tiger$hoppe click the internal attachment link and attach the Banquet Event OrdenForn
Campus Catering Form. Be sure to also atgehdador meetings, flyer (if applicable) or email i
participants to teeent.

ame list of

at
ount.aspx
, Fa

e, number of

button.
hame, phone

his
sses i

zes you order

timated price

h and the
viting

Finally assign the completed Food and Entertainment form and forward this form to yodyir immediate

supervisor, who then forwards it to the dean and the deandorwardsitt d e par t me n
Requisitions without proper approvals will be retunseplisittbaer.
Allow 7 days for apprpvatess.
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https://tnstate.campusdish.com/
https://www.tnstate.edu/procurement/procurement_forms/Request%20for%20OnCampus%20Catering.doc
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REQUEST FOR ON-CAMPUS CATERING

This form must be completed and submitted with the purchase requisition when requestingropus catering services.

ON-CAMPUS CATERING

This section must be completed by thegjuesting department.

Requesting Department: Contact Person: Tel:
Fax:
Event: Date: Time: Place: No. of Attendees:
Purpose: Discussion/Topigattach agenda {*Non-Employee Guests?  |P. R. No.: Acct. No.:
available)
YesA No

LIST ORTTENDEES

The following individuals will attend the event. Place an asterisk (*) beside the name(s) of all guests whe are non
employees of the University, and add a statement that their presence is necessary to the business discussion. (Add

additional sheet, if needed. If general groups invited, such as events open to all employees and/or students, attach copy| of

flyer, etc.)

REVIEW AND APPROVALS

\Vice President

PBS Form 58 1/2006
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Tennessee State University PROCUREMENT AND BUSINESS SERVICES

REQUEST TO USE OFFCAMPUS CATERERS

This form must be completed and submitted with the purcheeguisition when requesting offampus catering services.

OFFCAMPUS CATERERS

(Caterers Hosting G8ampus Events)

This section must be completed by the requesting department.

Requesting Department: Contact Person: Tel:
Fax:
Event: Date: Time: Place:
No. of Attendees:
Purpose: Discussion/Topigattach agenda iINOn-Employee Guests? P. R. No.: lAcct. No.:
available)
Yes No
Caterer: Address: Tel:
Fax:

LIST OF ATTENDEES

This section must be completed by trexjuesting department.

List the names of all attendees and attach to this form. Place an asterisk (*) beside the name(s)
of all guests who are not employee of the University. THIS IS A MUST REQUIREMENT.
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CAMPUS CATERING
(First Refusal)

This section must be completed by Food Management Services.

Caterer: Address: Tel:
Fax:
APPROVAL
Approved Signature: Asst. VP foProcurement and Date:

PBS-orm55-B 12/2005
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Procedure 425.1: (Oit€ampus VendgkRAMARK)

Affiliates/Nehffiliates must use Aramark Catering or folloyvedbares for requesting permission to
utilize an outside caterer. Kitchen facilities and serving equipment are not available to outside cat
Affiliate/Nefffiliate is responsible for all clean up and removal of all waste from the premises.

REFIRENCES

TBR Policy@21000
TBR Policy@-0000

TSUPurchasing Policies and Procedures Manual

STEPS

1: Log into the Classic Fare Catering kthie:4tsu.catertrax.c(Enter last name and password). If
you do not have an account, create one at
https://tsu.catertrax.com/shopcustadminlogin.asp?custstat=new&intOrder|D=&intCustomer|D

Enter the required fields*, First Name, Last Name, Address, City, State, Zip, Emalil, tehone, Fax,
Passwordhust be six characters, Click the Continue Button.

2: Under Cater Availability, choose month, day(s). Then click create new order. Choose menu, ny
guests, type special instrueffamseded.

3: Click order button. Next you may edglgation, or if everything is correct, click the continue buttolT.
one

Then select month and day(s). After that, choose delivery/pickup location. Enter contact name, p
number, building, room number, room name, purpose of event.

4: Enter event detailseEfood delivery time, event start time, event end time;Updiingegnest
count. Click the continue button.

5: Review your selection. Enter Order/Event Name. Click the continue button.

6: Chechkut information. Enter the metipagioent (cash, check, proposal quoteliard). At

this point, you can add additional person(s) email addresses to cc: Supervisor, Department chair,
event coordinator, etc. Enter t hhketermsenthai | a
conditions box and then entemyiiais.

7: Click the process this order button. You will then receive a confirmation email that summarize
order as well as the Banquet Order Number. Please note, if you need to make changes to your g
please use the link in the email confirmation which is the change/update request form.

8: Complete tReequest for @ampus Caterifoggm in detail. The Request f@aDpus Catering
and the Banquet Event Order Form must be attached in Tiger$hoppe.
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http://www.tbr.edu/policies/default.aspx?id=1044
http://www.tbr.edu/policies/default.aspx?id=1060
https://www.tnstate.edu/interior.asp?mid=812&ptid=1
https://tsu.catertrax.com/
https://tsu.catertrax.com/shopcustadminlogin.asp?custstat=new&intOrderID&intCustomerID
https://www.tnstate.edu/procurement/procurement_forms/Request%20for%20OnCampus%20Catering.doc

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRODRB 2022

9: In Tiger$hopplick the Food and Entertainment link. Next search for the event supplier, once fou
click. Then, describe the event and enter 1 for the quantity and next enter the estimated price fron

Banquet Event Order Form.

10: In Tiger$hoppe click the insdtaetiment link and attach the Banquet Event Order Form and the

OnCampus Catering Form. Add start date and end date.

11: Finally assign the completed Food and Entertainment form and forward this form to your imm
supervisor. Who then forwardthé ttean and the dean forwards it to Dr. Pat Crook, Associate Vice

President of Academic Affairs.

Procedure 425.2: (Of€ampus Vendor)

7} ]
Request - Off
Campus Caterers- 20
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https://www.tnstate.edu/academic_affairs/documents/RequestOffCampusCaterers.doc
https://www.tnstate.edu/academic_affairs/documents/RequestOffCampusCaterers.doc
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Tennessee State University

PROCUREMENT AND BUSINESS SERVICES

REQUEST TO USE OFF-CAMPUS CATERERS

This form must be completed and submitted with the purchase requisition when requesting off -campus catering services.

OFF-CAMPUS CATERERS

(Caterers Hosting

This section must be completed by the requesting department.

On-Campus Events)

Requesting Department:

Contact Person: Tel:
Fax:
Event: Date: Time: Place:
No. of
Attendees:
Purpose: Discussion/Topic: (attach Non-Employee Guests? P. R. No.: Acct. No.:
agenda if available) Yes No
How Many?
Caterer: Address: Tel:
Fax:
Proposed Rebateto University: % Date and rating of last Metro Health Sanitation Report:
Proposed menu w/cost attached: Yes No
LIST OF ATTENDEES

This section must be completed by the requesting department.

List the names of all attendees and attach to this form. Place an asterisk (*) beside the
name(s) of all guests who are not employee of the University. THIS IS A MUST REQUIREMENT.

CAMPUS CATERING

(First Refusal)

This section must be completed by Food Management Services.

Caterer: Address: Tel:
Fax:
Can match cost: Cannot match cost: Proposed Rebateto University: %
Signature: Date:
APPROVAL
é Approved Asst. VP for Procurement
A Disapproved Signature: and Business Services Date:
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Procedure 426.0: Record Retention and Disposals

TheTBR Guidelined30set forth the procedures for disposal of institutional records for all institution
technology centers goed by the Tennessee Board of Regents. Disposal of institutional and center r
must be approved by the State Public Records Commission. No records may be destroyed unles
provided below. Unless specified otherwise, or otherwise riequiregcdrgls may be imaged,
microfilmedrelectronicallgproduceahdthepapercopydestroyedponverificatioofanarchiveduality
reproductiomhemicrofilnimageorelectronirecordvillthenberetainedorthebalanceftheindicated
retentioperiod.

The following record series have been approved for disposgipbgvsitmethods: shredding or
burning. No record shall be destroyed, however, so long as it pertains to any pending legal casq

5 and
bcords
5 and until

, claim or

action or to any éedl or state audit until such actions have been concluded. Records which feflect

"Permanent"” retention may be destroyed after verification of an archival quality electronic rep
Actions by the State Commission shall be communicated taetiocdmpfiicers through the Board
staff.

Institutional or Center Records Officers have the authority and responsibility to dispose of r
accordance with approved records disposition authorizations. Prior to the destruction of any re
Rewords Officer must determine if the action should be delayed due to audit or litigation requirement
records pertaining to current or pending litigation or investigation must also be retainecavatil all qu
resolvedr hesespecificecordganberetainetha suspenséle whileallotherecordsiot under pending
investigation should be disposed of in accordance with established RDAs (Records De
Authorizations).

The Public Records Commission has authorizgdethenitation and utilization @dtidicate of
Destruction foiisee Attachment A) in order to better track the volume of records desitneyesl and
that records have met the criteria necessary for destruction. Institutions and centers need to ¢
Certificate of Destruction form when destroying public or confidential records that are not destroy
the annual Operation Rourdfitepaigin an initiative through Executive Order 38 to pofdateut
documents on an annual basis.

Notwithstanding the retention period stated herein, should such periods conflict with federal law,
of longer retention shall apply.

The following definitions are applichBIR Buideline 070

RECORD: All books, papers, electronic mail messagdmtamapphs, films, microfilm, imaged copy,
electronic data processing output, sound recordings or other materials regardless of physica
characteristiosadeorreceiveg@ursuartblaworordinancerinconnectiowiththetransactioofofficia
business by any governmagéaicy.

NONRECORD: Those documents which do not document the activities of an agency: i.e. extra
documents kept for convenience or reference; stock supplies of publications; extra copies of
materials vehe followp copies are kept for the record; reading filagp fodisespondence copies;
identical or carbon copies kept in the same file; draft copies or work copies of documents whe
version is complete; letters of transmittal whithirsgitbrtbe transmitted informatiowofficter
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https://policies.tbr.edu/guidelines/records-retention-and-disposal-records
https://policies.tbr.edu/system/files/exhibits/G-070%20Disposal%20or%20Records%20Exhibit%201%20Certificate%20of%20Destruction.pdf
https://policies.tbr.edu/system/files/exhibits/G-070%20Disposal%20or%20Records%20Exhibit%201%20Certificate%20of%20Destruction.pdf
https://policies.tbr.edu/guidelines/records-retention-and-disposal-records
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memoranda; shorthand notes, steno type tapes or sound recordings after they have been transg
internahousekeepimgaterialsuchasintraofficenemosioutinglipstelephoneallslipsandcomputer
edit error listings after the corrections are made; library or museum material which is for refe
exhibitiomgrivatenaterialeeithemadenorreceivetlyaninstitutionrschoostaffmembein connection
withthe transaction of official business. -fecoais, the abewveentioned items are excluded from the
record retention and dispesalirements.

PERMANENT RECORDS: Those records or materials which have permanent administrative,
historical ordal value.

ribed; and

rence or

physical,

WORKING PAPERS: Those records or materials created to serve as interim documents or inpyts to final

reporting documents, including electronic data processed records, computer output microfilm a
which become obsolete immediatelageftery use or publication and are not classified as being
permanent record, or record of archival value.

I.BUSINESRECORDS

NOTE: Business records must be retained the indicated number of years listed below. In additid
disposabrdestructiothesebusinessecordsnushavebeersubjectetbthecompletioofanannuabr
birannuahuditonductelytheStateAudiDivisiomftheComptroller@fficeasrequireth T.C.A8 4-3-

304 Internahudireportandworkpapersnusberetaine@itheb yearorthrougl2 audits'®Completion”
includes the issuance of the final audit report and the resolution of any audit exceptions or questi
from thaudit.

TYPE OF RECORD RETENTION PERIOD
Acceptance Letters lyear after application term
Advanced Placement Records 1 year after application term
Applications for Admission 1 year after application term
Correspondence 1 year after application term
Entrance Exam Reports (ACT, CEEB) 1 year aftepplication term
Letters of Recommendation 1 year after application term
Transcripts: High school, other colleges or univers1 year after application term
Medical Records 1 year after application term
Readmission Forms 1 year aftepplication term

The remainder of the retention guidelines for student records pertains to applicants who enter the|
institution.

TYPE OF RECORD RETENTION PERIOD
Grade Reports (Registrar's copies) 1 year after date distributed
Registration Forms lyear after date submitted
Social Security Certificates 1 year after certified
Teacher Certifications 1 year after certified
Transcript Requests (student) 1 year after date requested
Audit Authorizations 1 year after date submitted
233
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Pass/Fail Requests 1 year after date submitted

Changes of Course (add/drop) 1 year after date submitted

Credit/No Credit Approvals 1 year after date submitted
Enrolimenterifications, Logs or Lists 1 year after date submitted

AAPP Scan Sheets and Essay Booklets (Hard Ca5 years after date of test

Applications for Graduation 1 year after graduation or 1 year after

last attendance
Examination Papers Andwer Sheets Must be retained one year after date o

attendance, or one year after date of
graduation of student whose grade ha

appealed.

Academic Advisor Files 1 year after graduation, or 3 years afté
advisor statushichever occlirst

Class Schedules (Students) 1 year after graduation or 1 year after
last attendance

Personal Data Information Forms 1 year after graduation or 1 year after
last attendance

Judicial Board Cases/Stu@estiplinary Files Permanent

For matters resulting in expulsion or suspension
For matters resulting in a finding of no violation(s) At conclusion of disciplinary process

All other matters 1 year after graduation or 4 years aft
action

Veterans Administration Certifications/Individual F3 years after graduation or date of last

File attended

includes recruitment material (for those who do nc
whether accepted or rejected); previous educatior
(transcripts from other colleges); evidence of form
admission (acceptance lettgeJe reports and/or

statements of progress (academic records); chang
course forms; transfer credit evaluations; degree «
reports; tuition and fees charged and collected.

Withdrawauthorizations 3 years after graduation or date of last
attendance

Academic Action Authorizations (Dismissal, etc.) 5 years after graduation or date of last
attendance

Acceptance Letters 5 years after graduation or date of last
attendance

NameChange Authorizations 5 years after graduation or date of last
attendance

Correspondence, Relevant 5 years after graduation or date of last
attendance

Residence Classification Forms 5 years after graduation or date of last
attendance
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Curriculum Change Authorizations 5 years after graduation or date of last
attendance

Degree Audit Records, Reports 5 years after graduation or date of last
attendance

Entrance Examinations Rep@TsCEEB 5 years after graduation or date of last
attendance

TranscriptsHigh schools, other colleges 5 years after graduation or date of last
attendance

Foreign Student Forrdjl 5 years after graduation or date of last
attendance

Graduation Authorizations 5 years after graduation or distof
attendance

Advance Placement Records 5 years after graduation or date of last

Information regarding students' high school advarattendance

placement scores

Applications for Admission or ReadmissiotrylRe 5 years after graduation or dktstof
attendance

Credit by Examination Forms 5 years after graduation or date of last
attendance

Placement Records: Records of job placement su5 years after graduation or date of last

to attendance, graduation, receipt of certificate, etattendance

Letters of Recommendation Upon admission of the student

Student Waivers for Right of Access to Review LeRetain until the admissions record anc

Recommendation for Admission recommendation letters are disposed.

Transfer Credivaluations 5 years after graduation or date of last
attendance

Academic Records Permanently

Includes Narrative Evaluations, Competency Asse

etc.

Change of Grade Forms (Update Forms) Permanently

Class Lists (Original Grade Sheets or Cards) Permanently

Graduation Lists Permanently

Permanent Student Cards Permanently

Statistical Daité&Enrollment, Grades, Permanently

Racial/ Ethnic, Degree, Schedule of Classes (Institutio

Commencement Program Retain 1 copy permanently

MISCELLANEQUS

TYPE OF RECORD RETENTION PERIOD
Correspondence Files 1 year
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Deeds

Endowment and Living Trust Agreements

Minutes of Board and Committees

Documents relating to the holding of meetnegeatii
of proceedings of meetings of the Board of Regent
official commissions, councils@uizils, and
committees.

Included are accounts (either verbatim or in summ
proceedings; actions taken in such meetings, ager
copies of refsr exhibits; announcements; retained
Office of General Counsel

Printed Materials and Publications

Items which have permanent administrative, physic
historical or legal value, such as: Class schedules
(institutional), scheatalogs, brochures, etc.

Medical Rays

Medical Case Records

Litigation Files

Institutional FileSupporting records utilizétigation
Central Office Fild¥leadings and other supporting
documents

Interlibrary Loan Forms

Motor Vehicle Registration
Registration forms for campus parking permits

Reference Paper Files

Records consist of documents used to facilitate, cc
supervise thEerformance of a specific function, proc
action not the official record copies necessary to d
function, process or action. Do not use this numbe
working papers, investigations and similar working
which are required by operatinggures, state or fed
regulations and/or to be retained for a stipulated pe
time.

1. Notes, drafts, feeder reports, news clippings, sir
working papers and other materials accumulated fc
preparation of a communications, study, a survey,
inspection or other action. This definition does not
official and quasiofficial recommendations, coordin

236

Permanently
Permanently
Permanently

Retain 2 copies permanently in institution,
library archive

4 years, provided the written and signed f
of a radiologist who has read stahfi¥m she
be retained for 10 years @ftatment of patie
Retain entire record for 10 years after stu
leaves institution. Retain 10 years after tre
of member of institution/center staff

3 years after conclusion of litigation/final i
years after conclusion of litigation/final ap

Maintain by calendar year and hold for 1
additional year

Retain during current academic year; or, (
once invalid

1. Terminate files upon completion of
communication, study, survey, inspection
action

2022-2023




DIVISION OKCADEMIC AFFAIRS OPERATING M#

actions andther documents which contribute droet

preparation of the communication aeotrdr

2.Cards, listings, indexes, and similar documents |

facilitatingnd 2.Destroyvhen no longer needed to faaitite
controlling work. Do not destroy cards, listings, anicontroork

and similatocuments which provide access to the

documents.

3.Technical documents, plans, and similar reprodu 3. Destroy when superseded, obsatete or
materials which do not fall in the description of refelonger needed feference

technical publications. This does not apply to the r

copy generally maintaimethe initiatiofice.

4.Documents received for general information thay4. Destroy after 1 year or when no heegtsd
require no action and are not required for documerforreference.

specififunctions.

5.Extra copies maintained by action office which re5. 1year

actions taken. Such files simotilbe establishedess

absolutelyecessary. 6.1lyear

6.Copies of documents maintained by supefidgesry

such as commissioners, chiefs of divisions, sectior

These records duplicate the records filed elsewher

theorganization.

Copyrights and Patents Permanently

Forms, documents amaterials relating to application

and granting of copyrights and patents

JTPA Records Retain 3 years following the date on whicl
All records concerning the Job Partnership Traininiannuaéxpenditure report containing the fir
including participant records expenditures charged to such program ye

allotment is submitted to the Department (
Accreditation Records Until superseded

|. OFFICE GENERAL ADMINISTRATIZE
TYPE OF RECORD RETENTION PERIOD

Suspense files, papers arranged in chronological Destroy when action is taken

reminder that action is required on a given date.

A note or reminder to submit a report or take som Remove from suspense file when reply is
action received. If extra copy, destroy; if record c
The file copy or extra copy of an outgoing commuin proper file.

An incoming communicétexh by date on which acti

expected. Remove from file on date action is to be ta
Office Genernlsllanagement Files. Included are: Destroy afterykar

Correspondence concerning hours of work and acDestroy afterygar

duties

Correspondence concerning participation in PubliiDestroy afteryear

Relations/information activities, such as open houDestroy afterykar

programs and special events. (This does not nornDestroy afterygar
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to news releases, project files on conferences, se Destroy after 1 year

open house programs, etc., accumulated by Ager

Information directoragency offices performing simDestroy after 1 year

functions.)

Correspondence pertaining to security within the

Correspondence relating to office particigatoityin

drives and bloddnations.

Correspondence relating to parking, traféatedd

protectiveervices.

Documents relating to safety within the office.

Other documents similar to the above categorie®

pertain to the official functional file®fficthe

Housekeepirigstruction Files. Destroy when superseded by new instruct
Documents relating to the preparation and issue cwhen obsolete

memorandums, numbered and unnumbssethayab

continuing instructions that apply only to internal

administrative practices and housekeeping details

preparing afé. Included are copies ohgiieictions

and communications related to them.

Office Organization Files. Destroy when superseded, obsolete, or nc
Documents relating to the organization and functitneeded for reference.

office, such as copies ofid@nts which are duplicat

other offices responsible for the organization and

of state government. Included are:

Copies of functional charts and functional stateme

copies of documents relating to office staffing and

personnedtrength.

Documents reflecting minor changes in the organi

which are made by the head of the office and whit

require commissioner approval.

Records Access File. Destroy when superseded, obsolete, or nc
Correspomhce or listings received by or prepared longer needed faeference

office, giving name and other identification of indi\

authorized access to office records, particularly cc

records.

Office Record Transmittal Files. Destroy when records listed thereon have
Copies of records, transmittal forms showing files destroyed. For permanent records and rec
transferred to the State Records Center for State ,transferred to the State Archives retain inc
Office Financial Files. Destroy after 1 year

Documents that relate to the participation of office

matters that concern the expenditure of funds, sut

estimates for travel, correspondence witloficdget

funds for long distance telephone calls, receipts fc

and checks, or comparable documents affecting fi

authorization does not apply to Finance and Budg
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that accumulate sinfilas in the performance of mis

functions.

Office Property Record Files Destroy when superseded, obsolete, or uf
Cards, lists, receipts, or comparable documents sin of property

accountable property charged to an office.

OfficeSpace Assignment Record Files Destroy when superseded or obsolete
Documents reflecting administrative space assign

office.

Office Service and Supply Files Destroy 1 year after completion of action

Documents relating to supply and equipment use
office; office space atilities, communications,
transportation requests, custodial or other service
by an office; and to the general maintenance of ar
Included are:

Requests for supplies, receipts for supplies and e
and similar matters

Requests anther documents concerning issue of |
and/or locks to an office

Requests for publications and blank forms and ott
relating to the supply and distribution of publicatio
office

Documents relating to local transportation
Documents relatiogcustodial services required by
office

Requests for installation of telephones, floor plans
location of offices, telephone extensions, requests
changes to telephone directories, and similar pap:
Documents relating to modification oegh@nge to
office heating, lighting, ventilation, cooling, electric
plumbing systems.

Documents relating to painting, partitioning, repai
other aspects of maintaining the office physical st
Documents relating to other logssticales required
or provided to an office.

Office Management System Files. Destroy when system is no longer in effec
Documents related to the use and approval of a
micromatisystem, an automated filing system, or
systems.

II.OFFICE PERSONNHLES
TYPE OF RECORD RETENTION PERIOD

Office General Personnel Files Destroy after 1 year
Documents that relate to théodbgyadministration of
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personnel in individual offices. Included are notices ¢

and hours worked; notices about participation in athl

and employee unions; notifications and lists of emplc

receive State medical services, includygaxd

immunizations; notices and lists of individuals to rect

training; and comparable or related papers.

Office Personnel Locator Files

Cards or sheets showing name, address, and telephDestroy on transfer or separation of
number arelmilar data for each office employee. individual

Employee Record Files Forward tgaining organization upon
Printouts or cards that provide complete information transfer within state government. Pla
employees, positions, strength authorizations and acSupervisor/Agency Employee Persor

process. Folder upon separation

Destroy on abolishment of positior, s
Job Description Files sessions of job description, or when |
Supervisor's copies of official job descriptions longer needed for reference

Supervisory/Agency Employee Information Files

Documents pertaining to the administration of indivic

employees which are duplicated in, or which are not

appropriate forclusion in the official Personnel Folder

the Job Description File, or similar official personnel

Included are:

Copies of performance appraisals

Approval for -affity employment

Papers relating to individual injuries Review at end of each calendar year
Letters of commeridiatand appreciation destroy documents which have been
Documents reflecting assigned responsibilities of incsuperseded or are longer applicable
Records showing training received by individuals ~ For separated employees, place in al
Copy of PNF 201 Forms file and destroy 3 years after termina

OFFICE REFERENCE FILES
TYPE OF RECORD RETENTION PERIOD

Reference Publication Files Destroy when superseded, obsolete, or
Copies of publications, such as catalogs.longer needed for reference. Books whi
brochures, amdanuals issued by any elenonproperty records will be returned to st
of state government, other states, US

Government agencies and private conce

maintained for reference within an office.

Technical Material Reference Files Destroy whesuperseded, obsolete, or mi
Copies of technical materials, such as no longer needed for reference
transparencies, charts, sound recordings

picture, and still photographs maintained

reference purposes.

Reading Files Destroy after 1 year

Extra copies of outgoing communication
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arrangedhronologically, and maintained i

cross reference file or for periodic review

members.

Policy and Precedent Files Destroy when superseded, obsolete, or
Extra copies of documents establishing flonger needed for reference
precedent for future and continuing actio

does not include tféicial record copies of

policy and precedent documents, which i

usually filed in other subject or functional

an office.)

Travel Authorization Files Destroy after 1 year

Copies of request authorization forstate

and oubfstate travel and related

correspondence

November 15, 1983 SBR Presidents Meeting; Revised July 1, 1984; Revised July 1, 1985; Revis
September 1, 1986; Approved May 1£188dents Meeting and implemented August 6, 1993 after
approval by State Records Commission; May 5, 1998, Presidents Meeting; May 21, 2002 Preside
Meeting; May 16, 2006 Presidents Meeting
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ATTACHMENT A

5,

i,

Tennessee Secretary of State
CERTIFICATE OF RECORDS DESTRUCTION

Agency/Division

Address/Location

RECORDS DISPOSED

RECORD SERIES
TITLE AND DESCRIPTION

RELATED
RDA NUMBER

DATE RANGE OF
RECORDS DESTROYED

FROM THRU
(MNAYY) (MWAYY)

VOLUME

CERTIFICATION OF DESTRUCTION

ON

Signature

destruction of above records was made in accordance and authorized by the Tennessee Code Annatated

Title

Section 10-7-509 (a) and (b) by means of: D PURGING DI SHREODING D RECYCLING DI OTHER (specify)

Date

GS-0080 (Rev. 6/11)
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Procedure {27.0: Requesting Information to Be Posted to University Communications

Announcemertfinterestotheentireeampusommunitpaybepostecnfi Un i Cemsnuny cat ijons . 0
This is a restricted account to which only specified individuals can send information. The currgnt list of
authorized senders includes the President, Vice Piésidersity Counsel, and their authorized
designee#fadepartmehiasanannouncemetepostedoUniversitgommunicatidhestepshelow

are to béollowed.

STEPS
A Prepar¢heannouncemeint p fdrinaiindsendoyourDepartmenthair/Director/Dédan
approval.

A The Department Chair/Director/Dean will forward the announcement tssenderthorized

A TheauthorizesendewillsubmitheannouncemettheUniversitgommunicatioascount
for posting as a magsail.

Ifyou frequently send masgés, you may desire to get authorization to become an authorized
designee/sender. Contact the President, your division Vice President, or the University Counsel fi
consideration for obtaining this approval.

=
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Procedure 428.0: Retirement and Resignation Gatherings (Parties)

The purpose of the Retirement and Resignation Gathering is to have a farewellegafheyeg for an

that is leaving the University.

STEPS

1. When presenting this approval for food and decorations, be ahkt:to certify

1 Monies are available in a budget (other than state funds) to purchase the necessary ite

maximum of $1,500 is talloeated pé&inction.
1 Paperwork must be submitted not later than two weeksbefdre the
1 An employee must have worked at the University for aidagst one

2. This is usedghere:

1 Paperwork for food and decorations (if viable) should be stigeitkwbpfze to next
level of management above the immediate supervisor. Final approval is needed by the
ce Presidentods Off

appropriate Vi
attached to tipaperwork.
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Procedure 429.0: Solicitation of Money, Goods, and Services

The Tennessee State University Board of Trustees (Board) recognizes the vital importance
institutiondevelopmer@iftsofrealandpersongdropertfromindividuaksndorganizatiormdterbenefit
institutions by making possible the accomplishment of objectives for which support from other
limitedbrunavailabl&iftsalsoofterrepreserd meandywhichthedorormaycontribute anaspecof
postsecondary education that is of particular intedestdn the

The Board authorizes and encourages the institutions to solicit and accept gifts for purposes
consistent with their missionsicilities related to the solicitation and acceptance of gifts shall
implemented in a manner which serves the mutual interests of the donors and institutions.

Accountability the greatest issue in the acceptance of gifts, money and servipepthtetfeashap
level is vital.

STEPS

1. Thepresident/direcstraldesignatthecampusfficial(quthorizetb approvandconducactivities
for the purpose of soliciting giftsibstihion.

2. Criterimndprocedureersolicitingiftsshalbeestablishedhictclearlydefineappropriatectivities
and the campus apprpvadess.

3. Solicitatioafgiftswhichmayrequira commitmenfinstitutional/schoegourcesusbeapprovedy
thepresident/director.

Acceptance of Gifts

1. Thepresident/director is authorized to accept gifts on behalf of the institution/school, subjeq
following conditions:

a.Only the Board may accept a gift if Board acceptance is a condititamset by the

b. OnlythePresiderandBoardnayaccepyiftsof realpropertgpranypermaneiiteresinrealproperty,
andtittemusbeconveyetbtheBoardnbehalbftheinstitutionnthenameoftheBoardrPresiderfor
the use and benefit ofrilsétution.

c. Any acquisition of neadperty by gift or devise which obligates the institution, the Board, or St3
Tennessee to expend state of Tennessee funds for capital improvements or continuing d
expenditures shall be approved by the State Building Commission inigct@dahse02(d)(2)

prior to acceptance by the Board. Any such Deed transferring title to the Board or President sh
recorded until the State Building Commission has approved the acceptamgedi/the gift

d. Giftswithconditionthatultmatelyvillrequire€onsideratidoytheBoardnustbeapprovetlytheBoard

f gifts to

ources is

that are
be

t to the

te of
perating

all not be

prior to acceptance (e.g., gifts to support the initiation of a new academic program or capital imgprovement

projectiand
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e. Gifts of property subject to an indebtedness must be approved by the Board or President
acceptance.

2. The president/director may recommend approval by the Board prior to acggfptance of any

3. Thepresident/director may delegate to a campus official or officials his/her authority to accep
behalf of the institution; however, institutional policies must identify the specific types of gifts th
accepted by the designated officidigs)acceptance of all gifts is subject to confirmation by th
president/director.

4. Corporatstoclgivertoaninstitution/scheoaybesoldbytheinstitutiothrougtorin consultationith
a registered security broker within 60 days of receipthofctrtificate, and the sale may be executed
by the president/director or a desigemateskntative.

5. Appropriate procedures must be established for acknowledging acceptance of gifts and for
compliance with conditions set by the donocempdiamce with IR§ulations.

6.Contact the Universityds Foundation offi ce
procedure. All gifts and solicitations are handled through the Foundation office, and the Founda
hasguidelines in addition to the Boatdlines.
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Procedure 480.0: Student Inappropriate Behavior

Procedure480.1: Institution Policy Statement

1. College and university students are citizens of the state, local, and national governments al
academicommunitgndare thereforegxpectetb condudhemselvesslawAabidingnembersfeach
Canmunity at all times. Admission to an institution of higher education carries with it special privi
imposes special responsibilities apart from those rights and duties eA@tyetébisnon

In recognition of the special relationshipstsabetween the institution and the academic communi
which it seeks to serve, the Board has authorized the Presidents of the institutions and Direct
technology center under its jurisdiction to take such action as may be necessaanfmusnaintain
conditions and preserve the integrity of the institution and its educational environment.

2. Pursuant to this authorization and in fulfillment of its duty to provide a secure and stimulating at
in which individual and academic pursuitsrmaysflbou, Tennessee State Uni
or the Ainstitutiono) has developed the fol
campuses underjitssdiction

3For the pur pose o fmedantanypersorowho is admitted andi/ar tegisteesd fg
study at TSU for any academic period. This shall include any period of time following admissi
registration, but preceding the start of classes for any academic period. It will plsoddelidehany
follows the end of an academic period through the last day for registration for the succeeding
period, and during any period while the st
shalklsoincludenypersorsubjectoa periofsuspensioorremovaromcampussasanctiomhich

results from a finding of a violation of the policy governing student conduct. Students are respd
compliance with Institutional policgraesll

4. Disciplinagctiormaybetakeragainsa studenforviolationsfthispolicywhictoccuoninstitutionally
owned, leased or otherwise controlled property, while participating in idittemate@nal or

learning programs, and off campus, when theropadsacinterferes with, or obstructs any institutiona
activitpfthemissionprocessesndfunctionsftheinstitutioffas t u dvlatibdf epplicablawsor
ordinances adversely affects tihmayddfbreceivtepolisiest y
includinthispolicyregardlessfanyproceedingsstitutetiyothecivilorcriminaduthoritie€onversely,
violationfanysectiomfthispolicynaysubjeca studentodisciplinameasurelsytheUniversitwhether

or not such conduct is simultaneously in violation of state, locklws.national

5. This policy, and related material incorporated herein by reference, is applicable to student org
as well as individual students. Studemntatigas are subject to discipline for the conduct and actions
individual members of the organization while acting in their capacity as members of, or while at]
participating in any activity ajrglamization.
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6. ConfidentialtyDisciplinBrocessSubjedibtheexceptionsrovidegursuaribtheFamilfEducational
RightandPrivacyctof 1974(FERPAR0U.S.C1232@nd/otheTennesse®perRecordact,T.C.A.
§10&7A 04 (a) (4), a studentés disciplinary fil
within the meaning of those Ruts policy is promulgated pursuant to, and in compliance with, TBR
0246402A03A701 InstitutioRolicyStatememnTotheextenthata conflicexistbetweethispolicyand

TBR rule, policy and/or applicable law(s), the TBR rule, policy and/or law willicAdtptetiisyory
TBR: 12/8/11. Effectiv@9/12.

Procedure 480.2: Disciplinary Offenses

1.Genea | | vy, through appropriate due process pit
imposedbrconductvhichadverselgffectdshei n s t iparsuibfitsedocatenabjectivahatviolates

or shows a disregard for the righthesf members of the academic community, or which endang
property or persons on institution or instAtotralledroperty.

2. Studentandstudendrganizatiomsmditsmemberghileactingntheircapacitpsmembersf,orwhile

attending or participating in any activity of the organization shall be subject to all rules and po
University and Tennessee Board of Regents. Individual or organizational misconduct that is 9
disciplinary sanction shall includenbtlimsited to, the followkamples:

a.Conductdangerouso others-A7Anyconduabrattemptedonducivhictconstitutesserious
danger to any per son éBeind inaudihgh hut nstdirhited ty theo
following:

1. physical arar verbabuse

2. threats and/mtimidation

3. harm inflicted ealf

b.Hazing Hazing, as defined in T.C.AAg-4823(a)(1), means any intentional or reckless act,
onoroffthepropertyofanyhigheeducatiomstitutionyanindividuactingloneprwithothers,

which is directed against any other person(s) that endangers the mental or physical health
of that person(s), or which induces or coerces a person(s) to endanger such person(s) n
physical health or safety. Hazegyrdu include customary athletic events or similar contests
competitionandis limitedothoseactionsakerandsituationsreated connectiowithinitiation

into or affiliation with arganization;

c.Disorderhconduct’ Anyindividuargrougpehaviavhichsabusivepbscendewdijndecent,
violent, excessively noisy, or disorderly or which unreasonably disturbs institutional f
operations, classrooms and other gringisiduals.
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d. Obstruction of or interference with institutional activities or facilifésy intentional
interference with or obstruction of any institutional activity, program, evémt|uifactliges
following:
1. Anyunauthorizeztcupanayffacilitieewnearcontrolledyaninstitutioorblockage
of access to or from dachiities.
2. Interference with the right of any institution member or other authorized person
access tany institutional or institutional controlled activity, program, event, or fg
sponsored by the institution.
3. Any obstruction or delay of a campus police officer, fireman, campus security
public safety officer, EMT or failure to complyemitbrgancy directive issued by such
persorintheperformanagfhisorherdutyoranyinstitutionalfficiain theperformancaf
his/heduty.

e. Misuse of or damage to propefBAny act of misuse, vandalism, malicious or unwarrantej
damage odestruction, defacing, disfiguring, or unauthorized use of property belonging

0 gain
cility

bfficer,

of
o the

institution, including but not limited to fire alarms, fire equipment, elevators, telephones, ifistitution

keys, library materials or unwarranted destruction, ddfgeiimg, dis unauthorized use of
properthelongintptheinstitutioaranotheincludingutnotimitedofirealarmsfjreequipment,
elevators, telephones, institution keys, library materials, and/or safety devices; and any
against a memtf the institution community or a guesstfttiton.

f. Theft misappropriatiorgr unauthorizedaleof propertyAZAnyactoftheftmisappropriation,
or unauthorized possession or sale of institution property or any suchnaanbgaiobtre
institution community or a guestingtihgion.

g.Misuse of documents or identification cai@sy forgery, alteration of or unauthorized use
of institution documents, forms, records, or identification cards, including théalgieing of g
information, or withholding of necessar
enrollment, or status irrtetution.

h. Firearms and other dangerous weapdf&ny possession of or use of firearms, dangerous|
weapons of any kindreplica/toy guns, e.g. BB guns, pellet guns, paintball guns, water guns
guns, toy knives or other items that simulate firearms ondzaqgmieus

i. Explosives, fireworks, and flammable matdridlse unauthorized possession, ignition, or
detonation of any object or article that causes damaged by fired or other means or pro

possession of any substance which could be considered to befmedodesd as

j- Alcoholic beveragésThe use and/or possession of aldmha@iages on institutimed
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orcontrollegropertyT hisoffenséncludetheviolatioofanylocabrdinancestateprfederalaw
concerninglcoholibeveragesnoroffinstitutioownedrcontrollegropertywheranaffiliated
group or organization has alcoholic beverages present and avadlaiviption.

k. Drugsi Theunlawfypossessiooruseofanydrugorcontrolledubstancg@ncludindputlimited
to,any stimulant, depressant, narcotic or hallucinogenic drug, or marijuana) sale or distril

state, or federal law concerning the unlawful posaessiohdougs, on or off institution owned
or controlled property.

ution of
any such drug or controlled substance. This offense includes the violation of any local ordinance,

|. Drug paraphernaliaThe use or possession of equipment, products or materials that are gsed

orintendeébruseinmanufacturingrowingysingrdistributingnydrugorcontrolledubstance.
Thisoffenséncludetheviolatioofanylocabrdinancstateprfederalawconcerninidpeunlawful
possession of drug paraphernalia, on or off institution owned progpantyolled

m. Public intoxicatioii Appearing dnstitution owned or controlled property or at an institution
sponsored event while under the influence of a controlled substance or of any other int
substance.

n.Gambling Unlawful gambling in fany.

0. Misuse of computers or computing resesrand facilitie§ Misusing and/or abusing
campus computer resources including, but not limited to the following:
l.Use of another personds i dentesolirces;at i
2.Use of institutional computer resources &éied faciiolate copyright laws, including,
but not limited to, the act of unauthorized distribution of copyrighted materials
institutional information techneystgms;
3.Unauthorized access to a computer or network file, includimgdalitoatltering,
using, reading, copying, or deletifiig;the
4.Unauthorized transfer of a computer or fietwork
5.Use of computing resources and facilities to send abusivecor@sgpoetence;
6.Useofcomputingesourceandfacilitiegamainethatnterferewitnormabperation
of the institutional compsiistem,

Al

xicating

pn

using

7.Use of computing resources and facilities to interfere with the work of another stuglent,

faculty member, or institutisficibl;
8.Violation of any publishéarmation technology resopaiiey;
9.Unauthorized peiib-Apeerilesharing.

p. Financial irresponsibiliy Failure to meet financial responsibilities to the institution prom
including, but not limited to, knowingly passing achadtklessnoney order in paymntaet to
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institution or to a member of the institution community acting in an official capacity, or failuje to pay

outstanding bills.

g. Unacceptable condt in disciplinary proceedingd Any conduct at
institutiondisciplinagyroceedingrinvestigatidhatis contemptuousisrespectfuhreatening,

or disorderly, including false complaints, testimony or other ewtienxs andnfluence the
impartialityfa membeofajudiciabodyyerbabrphysicatarassmewrintimidatioofa judicial
board member, complainant, respondéntes.

r. Failure to cooperate with university offidigfsilure to comply witkations of institutional
acting in the performance ofitngs.

s. Violation of general rules and polickes Any vi ol ation of the
institutioaspublishethanofficiainstitutiongublicatiosuchasStudentiandboosrResidence

Life Campus Living Brochure, including the intentional failure to respond to any required
the intentional performance of any preluitiited

g

t. Attempts at and aiding and abetting the commission of offensé ny at t e mpt

of the offenses listed under this section or the aiding or abetting of the commission of afy of the

offenses listed under this section (an attempt to comreét endsfered as the intention to
commit the offense coupled with the taking of some action toward its commission). Being
during the planning or commission of any offense listed under this section will be consig
aiding and abetting. Studehts anticipate or observe an offense must remove themselves f
the situation and are required to report the offemnsstitatibe;

u. violations of state or federal laws Any vi ol ation of stat e

prescribing conducestablishing offenses, which laws and regulations are incorporated hergin by

reference.

v.Failure to notifyYA Fai |l ure of students certified
notify the Office of Veteran Affairs of any changes in théfrgprediraffect their certification
status.

w. Violation of imposed disciplinary sanctiehs | nt ent i onal or ni
disciplinaganctionfficiallimposebyaninstitutioofficiabra constitutellodyoftheinstitution.

u

x. Discrimination, Harassment or Retaliafon Any act by an anotheri v i
person or group in violation of University or TBR policy, as well as federal and/or sta
prohibiting discrimination, including, but emttdimBR policy 5:01 :02:00, (F), 5:01:02:00,
2:02:10:01 and TSR Guidelkh® 8 0 .
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y. Sexual Violence and Sexual Harassme$gxual violence refers to physical sexual acts
perpetrated against a personb6s will or
victimds wuse of drugs or alcohol. An in
intellectuarothedisabilityActsfallingntothecategorgfsexuaviolencencludingape sexual
assault, sexual battery and sexual coercion are forms of sexual harassment. Sexual harag
unwelcomeonducbfa sexuahatureltincludesinwelcomsexuahdvancesgquestforsexual
favors andther verbal, nonverbal or physical conduct ofhatsegual

z.Academic Misconduct. Plagiarism, Cheating, Fabri¢&mmpurposes of this section, the
following definiticayply.
1.PlagiarisnTheadoptioorreproductiasfideaswordsstatementgnage®rworkof
anot her per somtribusiononedéds own proper
2. Cheating. Shall mean, but is not limited to, using or attempting to use unauth
materials, information, or aids in any academic exercise or test/examination. Th
academiexercise includes all forms of work submittedHoucsedit
3. Fabrication. Unauthorized falsification or invention of any information or citatior]
academic exercise.

aa. Classroom MiscondiidDisruptive behavior in the classroom.

bb. Unauthorized duplication of possession of kéjaking, causing to be made or the
possession of any key for an institutional facility without proper authorization.

cc. Litteri Dispersing litter in any for onto the grounds or facilities of.the campus

vher e
di vi

sment is

brized
b term

in an

dd. Pornographiy Public display of literature, films, pictures or other materials which an avefage

person applying contemporary community standards would find,
(1)taken as a whole, appeals to the pnieesst,
(2)depicts or describes sexual condystendy offensive vemd
(3)taken as a whole, lacks serious literary, artistic, political walgeientific

ee. Unauthorized occupancy of institutional facilities and grepnaisibited, including, but

not limited to, gaining access to facititigoand that are closed to the public, being present i
area®fcampushatareopertolimitedjuest®nly beingoreseninacademiouildingaftethours
withoupermissiomndbeingoresentiniuildingwrherthestudenhasnotlegitimateeasortobe
present.

ff. Providing false informatidnProviding any false information to, or withholding necessa

information from, any institutional official acting in the performance of his/her duties in co
wi th a st ude ndnt)ad stadud imthesirsstitutiam., enrol |l m
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gg. Unauthorized surveillande Ma ki ng or causing to be ma

images of a person in a locatidrich that person has a reasonable expectation of privacy, with
the prior effective consent of the individual, or in the case of a minor, without the prior

consent of the minors parent or guardian. This includes, but is not limitiel@dor taking
photographionagesin shower/lockerooms,residencénallroomsandme nawo me n 6 s

restrooms, and storing, sharing, and/or distributing of such unauthorizednreagss by any

hh.Smokingviolations-AViolationfanyTBRand/omstitutionamokingrothertobaccaiseof
rulesorpolicyThispolicyis promulgatealirsuartb,andincomplianoith TBRRuleD 240402

out
pffective

AD3A702, Disciplinary Offenses. To the extent that a conflict exists between this policy afd TBR

rule, paty and/or applicable law(s), the TBR rule, policy and/or law will can&dbgtstory
by TBR: 12/8/11. Effectili29/12.

Procedure 480.3: Academic and Classroom Misconduct

1. The instructor has the primary responsibility for coalskmaen behavior and maintenance of
academimtegritandcanordetemporamemovadrexclusiofromtheclassroomfanystudenéngaged

in disruptive conduct or conduct that violates the general rules and policies of the institution for 4
session during which the conduct occurs. Extended or permanent exclusion from the classroom H
sessioinwhicltheconduabccurredyrfurthedisciplinagctiorcanbeeffectednlythrouglappropriate
procedures of timstitution.

2. Plagiarism, eating, and other forms of academic misconduct are prohibited. Students guilty of

ach class
eyond the

Academic

misconduct, either directly or indirectly, through participation or assistance, are immediately resgonsible to

the instructor of the class. In additittmet possible disciplinary sanctions that may be imposed thro
the institutional disciplinary procedures set forth below, the instructor has the authority to &
appropriate grade for the exercise or examination, proportional to thextexitiref acddemic

mi sconduct, including an AF0 for the assign
imposed only through the appropriate institutional studentlisoiskesry

3. Students may appeal a finding of acaderoicdous and any associated sanction through the
Un i v eAcaslemidiséosduproceduredescribeththeAcademimiscondusectiorftheStudent
Disciplinary procedures policy. Courses may not be dropped pending the final resoluti@f of an al
academimisconduct.

4. Disruptive behavior in the classroom may be defined as, but is not limited to, behavior that ol
disrupts the learning environment (e.g., repeated outbursts from a student which disrupts th
instruction or prevenbncentration on the subject taught, failure to cooperate in maintaining clas
decorum, etc.), the continued use of any electronic or other noise or light emitting devices whig
otherge.g.disturbingoisesromcomputegamesheepersselphonespalnpilotslapAfopcomputers,
gamesetc.).

253
2022-2023

igh
5sign an

ment/ test

egation

Istructs or
b flow of
5room

h disturbs

(0]

r

e unauthorized

an

Vv

ideo

(o]



DIVISION OF ACADEMIC AFFAIRS OPERATING MANRODRB 2022

5. Clasattendancandpunctualitequiremengseestablisheaythefacultyhrouglspecifiexpectations

for attendance and punctuality and specific consequences that are outlined in the printed syllaby
course. Students are expected to attend classes regularly and on time and are responsible
explanations/ratiorfal@bsenceandatenessdirectlyothefacultynembeforeachcoursénwhictthey
areenrolledncasesvherestudenabsencearetheresulbfemergenasircumstancés.g.deattinthe
family, a student és s e mwhichstsdentsmre unabje toamake immedate
contact with faculty, the student may contact the division of student affairs for assistance in prov
immediate notification to faculty. However, the student remains responsible for verifging the e
circumstances to faculty and for discussing arrangements with faculty for completion of cou
requirementShispolicyis promulgatguursuario, andin complianceith, TBRRule0240402A03A7

.03 Academic and Classrigiisnonduct. To the extent that a conflict exists between this policy and
rule, policy and/or applicable law(s), the TBR rule, policy and/or law will ¢oxdiaptdtidigryBR:
12/8/11. Effective: 1/29/12.

Procedure480.4: Disciplinary Sarmtis

1. Upon a determination that a student or student organization has violated any of the rules, p
disciplinary offenses set forth in this Code of Student Conduct, disciplinary sanctions that may be
either singularly ocombination, by the appropriate university officials include but are not limited
sanctions referendedow.
a. Restitution A student who has committed an offense against property may be requir
reimburse the university or other owner for daoragesappropriation of such property or
unreimbursededicaéxpenseesultinfromphysicahjuryAnysuchpaymerinrestitutioshall
be defined by the university.

b. Finei Fine of not more than $200. This sanction shall apply to violatidiosvioigthe f
disciplinary offenses: misuse of documents or identification card and failure to cooper
university officials. Failure to pay fines may result in furtheadtsmiplinary

¢. Warning The appropriate university official may notifjetiteoststudent organization that
continuation or repetition of specified conduct may because for furthesstidisciplinary

d. Reprimand®Awritterorverbaieprimanaycensurenaybegiveranystudensrorganization
whoseonductiolatepartoftheCodeof ConducSuchareprimandoesnotrestricthestudent

in any way, but it does have important consequences. It signifies to the student that he or
effecbeinggiveranothechanceocondudtimselbrherseléasapropemembeoftheuniversity
community but that any further violation may result in mpeea&egsus
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e.ApologyA A student or s encaimged to apolagiaentd an affecten n
partyeithererballprinwritingasanalternatéo theimpositioafothedisciplinaiganctionsor
the behavior related to a disciplinary offense.

f. Restrictioin A restrictioorgponhzatisomdenpdsviole

may

ges

be imposed. This restriction may include, for example, denial of the right to represent the @niversity

in any way, university or TBR sponsored travel, denial of the use of facilities, panking privi
participation in exurricular activities or restriction of orgapinaitges.

0. Referral to the University Counseling Céniée student is requested to viaititresity
Zounseling center for an initial evaluation adghialloyton any prescribed treatment program.

h. Community or Educational Proiéctproject beneficial to the individual, campus, and/o
communitypayberequiredl heprojecwillberelatedotheoffens¢hestudenisguiltyofviolating.

i. Assignment of work houtsA specified number of supervised hours of work to be comple
on campus may be assigned. This work will be commensurate to the offense the student i
violating.

j. ProbationContinuednrolimemifa studendrrecognibnofastudendrganizaticanprobation
may be dependent upon adherence to the Code of Student Conduct. Any student or org
placednprobatiowillbenotifiedfsuchinwritingindwillalsobenotifiedfthetermsandength

eges, 0

ed
guilty of

nization

of theprobation. Probation may include restrictions upon the extracurricular activities or arjy other

appropriate special conditions. Any conduct in violation of this Code while on probational
may result in the imposition of a more serious disaiptinary

k. Suspensionlf a student is suspended, he or she is deprived of student status and is sep|
from the university for a stated period of time with conditions of readmission stated in the
suspensioithesuspensioshalappeaonthest u d disciplidanecordegardlessfwhether

or not such student is successfatiynitted.

I. Expulsion Expulsion entails a permanent separation from the institution. The imposition
sanction i s a per man e n studenhaargarizationttchtiee institutionl. e
Tennessee State University policy requires that any student or organization receiving a p|

y status

hrated
hotice of

of this
nt 6s
enalty of

expulsion shall be restricted from the campus of Tennessee State University during the period of

expulsioanles®nofficiabusineswiththeuniversityerifiednwritindythejudiciaDfficer/Dean
Students.

m. Revocation of Admission, Degre€mdential

255
2022-2023

f

be

or a period

readmi

ssion

of

(0]

r



DIVISION OF ACADEMIC AFFAIRS OPERATING MANRODRB 2022

n.HousingProbationContinuexksidencemcampusrstudeniousingnaybeconditioneapon
adherence to this policy as well as institutional housing policies. Any resident placed on
probation will be notified in writing of the terms and length of the petinatiorayFPratbude
restrictions upon the activities of the resident, includingppngpiaer special condition(s).

0. Housing Suspension and Forfeitkgesident suspended from housing may not reside, vis

or make any use whatsoever of a haudlihgdr participate in any housing activity during the

period for which the sanction is in effect. A suspended resident shall be required to forfeit

housing

t

housing

fees (including any unused portion thereof and the Housing Deposit). A suspended residgnt must

vacatehehousingnitHousinguspensioshaltemaira pariofthestudent e s i diseiplirtagy s
recordA studentaybeimmediatehgmoveffomcampusgrstudenhousindorviolationsfthe
Un i v ehousingbligydrresidencagreemenindetheinterinsuspensiostandardsetforth

in paragraph (mbove.

p.Grade Reduction incaurse.

the Code of Student Conduct should altdree until a final determination has been made i
regard to the charges against him or her, an interim suspension may be imposed upon a fi
the Dean of Students/Chief Judicial Officer or designee that the continued presence of the)
on camgs constitutes an immediate threat to the physical safeBpeimdjwélhe accused,
an alleged victim or of any other member of the university community or its guests, destr]
property, or the orderly operation of classroom or othertiwétieputnabe case of an interim
suspension, the student shall be given an opportunity at the time of the decision or imni
thereafter to contest the suspension. If the student contests the suspension, the Dean of
or a designee shallcattite the findings associated with the interim suspension decision an
student shall be given an opportunity to further contest those findings by requesting a pr
hearing on t [Weternbnatem of Studentoés

g. Interim Suspensioithough, as a general rule, the status of a student accused of violatio'rlvs of

1.During an interim suspensiersttident shall be denied access to campus facilities, classes, and/
othewniversitgctivitiesrprivilegeanlespriorapprovaiasbeergrantedbytheDearof Students/Chief
JudiciaDfficer.

2.If a student chooses to challengeplosition of an interim suspension, a preliminary hearing will
conductebytheStudeniffairDisciplina@ommitte@) consultatiomithuniversitgfficialsThehearing
will be schedul ed wi t hiregue$tfonvadeal(ing.)rhewrelimikaryrhgaring
c 0 mmi sbléctamydvilbetodeterminehethetheDearofS t u d(erdesighdehterinsuspension
decision was arbitrary and capricious or constituted an abuse of discretion. Duringélaisrgyeliminal
the student will be given notice of the allegations against him/her and provided a summary of thd
thatsupporttheinterinsuspensioithestudentvillbeaffordednopportunitprespontbtheallegations.

The preliminamgaring committee may, at its sole discretion, call witnesses or perritutieriean of
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(ordesigneeggndthestudento callwitnessem supporbftheirespectivpresentationstthepreliminary
hearing committee upholds the Dean of Stude
disciplinagyroceduresetforthinthispolicyshalbeheldassooraspracticaifapplicabléfthepreliminary
hearing committee reverses the Dean of Stud
Affairs may, in his or her sole discretion, review the decision and uphold, modify or reverse the g

nt so

ent so
reliminary

heari ng c o mrmhetot sheeddterminkes that the evidence does not support the prelimipary

hear i ng determmation.t ee d s

This policy is promulgated pursuant to, and in compliance with, TER R AZM0Disciplinary
Sanctions. To the extent that a cexiflitst between this policy and TBR rule, policy and/or applical
law(s), the TBR rule, policy and/or law will controlAdegtted by TBR: 12/8/11. Effective:1/29/12.

Procedure 480.5: Guidelines for the Enforcement of Student Discipline

STEPS

1 A university has the responsibility and obligation to its students, faculty, and community to
an academic environment that promotes intellectual pursuits and harmonious interp
relationships between its various publamnatitients. Toward this end, TSU has establisheq
and published a uniform Code of Conduct, which spells out and informs students at the U
the parameters of appropriate statehict.

2. The following is a description of the procedures by wiiigtrshy enforces its standards of
studentonducinherenintheseprocedurdstheu n i v eecagnitibofit6bsigatiotoprotect
therightsandprivilegesfitsstudentihaccordanosiththeguaranteesffordedlicitizensinder
theConstitutiasftheUnitecstatesinddueprocesasinterpretebyappropriajediciahuthority.

3. The maintenance of order and the enforcement of the rules and policies of the university
TennesseBoardfRegentarevestedviththepresiderdf theuniversitgrhis/hedesignedhis
responsibility is delegated to the Vice President for Student Affairs who in turn delegg
authority to the Dean of Students/Chief Judicial Officer and the faculty and stuttents app
participate ingladministration of theseedures.

4. The university believes that the disciplinary procedures described below will serve the int|
students in obtaining full ante@ings.

A. PreHearingrocedures
1. TheDearofStudents/ChisddiciaDffice tudenaffairshaltonducaninvestigatiosf
the allegedolation(s).

2. All matters involving allegations of impermissible discrimination, harassment, or re
willbegovernetlytheproceduresutlineéth TBRGuidelin®-080SubjecDiscrimination
and Harassmén€Complaint and Investigation Procedure and/or an institutional policy
reflects the requirements oGthideline.
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B.

C.

Tennessee Uniform Adinative Procedures (AttAPA)

1.

Function and Composition &ttlient Affairs DiscipliGanypmittee

1.

DIVISION OF ACADEMIC AFFAIRS OPERATING MANRODRB 2022

AttheconclusiooftheinvestigatiotheDearofStudents/ChigdidiciaDfficeforStudent

Affairs shall conduct a preliminary conference and shall advise the student of the chjarge(s)

and proposed sanction(s), if any. The student may admit the wvidlaomes) a
sanction(® mayelecto contesthechargeAdmissiooftheviolation(gndsanction(s)

shall constitute a waiver of hearing, and shall be in writing when possible. Such adnission

shalbebindingandmaynotbesubsequentigvokedvithoutoncurrenaeftheDean At

the conclusion of the preliminary conference, the Dean of Students/Chief Judicial |Officer

shall execute the fAPreliminary Conferpence
the case. If the student fadgpear for the preliminary conference, the student shall be

deemed to have waived his/her right to contest the charges and sanctions and said s

nctions

shall become final. A student has five (5) working days from the date of the prelijminary

conference to nea&nelection.

For all cases where suspension or expulsion are not possible sanctions, if the qtudent
chooses to contest the charge, it shall be heard pursuant to the Institutional Hparing

Procedures set forth in sectimidw.

All cases which may result in: (a) suspension or expulsion of a student, or sfudent
organization, from the institution, for disciplinary reasons or (b) revocation of registration of

a student organization, are subje& tmrtested case provisions of the Tennessee
Uniform Administrative Procedures Act (TUAPA ABBMet seq and shall be

processed in accord with the Uniform Contested Case procedures adopted Ry the

Tennessee Board of Regents unless the studgahiaation, after receiving written

notice, waives those procedures and elects to have the case disposed of in accofd with

institutional procedures or waives all right to contest the caggacetkrany

TheStudenffairDisciplina@ommitteistheprincipl@udicidbodyforhearingiolations
of the universityb6s Code of Student (
sanctions, wheappropriate.

The Student Affairs Disciplinary Committee shall be comprised of a total of eig
members and two (2) alternates. The Committee shall include four (4)stedents, with
(1)student alternate. Student members will be selected by thdeviceoP8tadent

Affairs from a group nominated by the Dean of Students/Chief Judicial Officer for

onduct

ht (8)

tudent

Affairs, and shall serve a one (1) year term. An additional four (4) members shall be nfembers

of the faculty, with one (1) alternate. The fachéysroéthe Committee shall be selected

for one (1) year terms by the Vice President for Student Affairs from a group nomingted by

the Vice President of Acadkfiais.
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3. A Chairperson shall be appointed by the Vice President of Student Affairs. The Corhmittee

shall elect a Secretary by majotdty

4. The Chairperson of the Student Affairs Disciplinary Committee is responsible for d
the conduct of anyatieg, and shall make necessary procedural rulings including, but
limitedo,rulingsegardintheadmissibiliofevidencendshalberesponsibferdrafting
all written determinations b@ahamittee.

5. Nolesstharfour(4)membersfthecommitte@cludingtleasbnefacultyepresentative,
must be present to constitqteosum.

6. MeetingsftheCommitteareirregulaandcallecbytheChairpersamporbeingnformed
that an alleged violation of the Code of StudenteXwmisluantd that a hearing is
necessary.

Student Affairs Disciplinary Committee Plexiaiyires.

1. The following procedures shall govern conduct of an Institutional Hearing by the Student
Disciplina@ommittee:

a The student shalldzvised of the date, time, and placéedrtimg.

b. The students shall be advised, in writing, of theflpelamh of which he or she is
charged.

¢. The student shall be advised of the following rights: (i) the right of the accused stu
presentrstatehis/hecase(ii)therightobeaccompanidyyanadviso(Anadvisoshall
not be permitted to participate in the hearing and shall be limited to directly advis
student); (iii) the right to call witnesses in his/her likaalfj{tvp confront witnesses
againshim/her.

d. Thedateofthehearinghalbesetnolaterthanten(10)calendadaysbutnosoonethan
two (2) days following tdie@gestudentos

e. Thehearingoticeshouldedeliveretbstudeninpersonhyanappropriatefficiabfthe
university. The person making personal service on a party shall make a record as to

and place of service. If the student is not available for service in person, the notice
be delivered by return address.i pt mai | t g
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The notice shall contain a description of the procedures under which the hearing
conducted.

. TheStudeniffairDisciplina@ommitteghaliconduca hearingrovidingprthereceipt
of evidence, including calling witnesses and the review of other evidence in rend
decision.

. The student at issue shall be permittedvitneaies and submit documentation at the
hearing in support of his/her defense. The student may also be accompanied b
counsel or some other representative. However, legal counsel or a representative
speak or present evidence on behaltatidnt.

The Student Affairs Disciplinary Committee shall make a determination of the case
ontheevidencpresentedtthehearingThedecisionfthecommitteghalbebymajority
vote.

The hearing officer will vote only when néedall totieote.
If the Committee finds that the student did engage in the offense (s) for which hel

charged, it shall recall the Dean and
determining the appropriate recommendatiwtof

will be

bring a

legal

hay not

based

she is

The Committee will issue a written decision within five (5) days following the concI:Lsion of

the hearing. The decision shall specify any violations found and recommend app
sanctions.

. Record (Disciplified record which may consist of adapedilar electronic recording,
shall be made of the proceedings. Such record may be transcribed upon request by
at the partyds expense. I f the univer
be provided copies of the tranapopt payment of cost to the university. The record
includes all evidence, statement, affidavits, or mattenstdtcially

Appeal to the Vice President for Studenit Affairdent may appeal the decision of the
StudeniffairDisciplina@ommieetotheVicePresiderforStudenffairsTheappeal

must be submitted, in writing, to the Vice President for Student Affairs or designeg
five (5) days of the date of the desnislonust specify in detail the grounds for the relief
sought. Petitions for appeal will be considered on the followdintygrounds

a. Some material errgpliocedure;
bh Some materi al error in thelawommitted
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E. Academic Misconduct Disciplinary Committee

1.

DIVISION OF ACADEMIC AFFAIRS OPERAMNNGL 2022023

c. Discovery of new evidence, unavailable at the time of hearing, sufficiently str
reversermodifyhedecisiomhictcouldhothavebeerpreviouslgiscovereldydue
diligence;

Review by the Vice Presideipon receipt of tygpeals, the Vice President for Student
Affairs will review the decision of the Committee and/or the sanction imposed. TH
Presidentds determination shall be ba
therecordnadeatthehearinghewritterdecisioandrecommendatioftheCommittee,
andanyotheinformatiaiheVicePresiderteemselevani heVicePresiderghalissue
a written decision within five (5) working days after theditipgadf the

AppeaiothePresiderit ThedecisionftheVicePresiderforStudenéffairordesignee

may be appealed to the President of the university within five (5) days of its filin
President may affirm or overturn the decision of the Vice President forsStudent Af
whole or in part. The President may also reduce or set aside the sanctions impos¢
Presidentds determination shtvel const

The AcademMisconduct Disciplinary Committee is charged with the authority to Tear
I

cases where a student has been determined to be engaged in academic miscond
has received a reduced grade. A student shall have the right to appeal that determir]
the Acaeimic Misconduct Disciplinary Committee. A course instructor may choo
forwardheallegationsfacademimiscondutd theAcademibiscondu@ommittefor

ng to

e Vice

. The
fair

d. The

i t ut e

ct and
ation to
e to

the committee to make the initial determination of academic misconduct. In cases irjvolving

an appeal by a student or when an instructor requests review by the committe
Academic Misconduct Disciplinary Committee may also recommend the imposi
additionalisciplinagctionincludinguspensioorexpulsioi.harecommendatishall

be forwarded to the Dean of Students foadticther

Academic Misconduct Disciplinary Committee Meetings, Members, Procedures, D
and Record The provisions governing meetings, members, procedures, decision
record of éhStudent Disciplinary Committee and all review/appeal there from, as set
aboveareherebypplicabletheAcademimMisconduélisciplina@ommitteeAppeals
fromdecisionsftheAcademilliscondu@isciplinagommitteeillbetoUniversityice
President of Academic Affairs and will be governed by the same procedures applig
an appeal to the Vice President for Student Affairs from a decision of the Student]
Disciplina@ommittee.

Alternative Resolution Procégsalitimes during the disciplinary process, the Dean o

b, the
ion of

lecision
and
forth

able to
Affairs

other designated university official may pursue alternative measures to resolve disdiplinary

matters, including informal resohgitings.
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This policy is promulgated pursyamd in compliance with, TBR Rul®ZB22l@6 Disciplinary
ProcedureenddueProcessTotheextenthata conflicexistdhetweethispolicyandTBRrule policy
and/or applicable law(s), the TBR rule, policy and/or law will can&dbpestoyyTBR: 12/8/11.
Effectivet/29/12.

Procedure 481.0: Telecommunications Work Orders

The purpose of the work order request form is to provide a procedure by which departments
approvdtontheOfficeoftheVicePresiderdfAcademidffairs/Acadeniffairdorequestelephonand

voicemail support and maintenance services from the TSU Telecommunications Office. Thesé
include:

phone lineadd/remove/delete/repair)
phondadd/move/replace/repair)
voicemafhdd/reset/delete/other)
cellular radio requesugport

= =4 =8 =

TheworlorderequesinusbesignedytherequesteandthedearorDepartmephaipriotosubmission

to the Office of the Vice President of Academic Affairs/Academid éifamsabeications Work
Order Request Foffite (.doc) can be downloaded directly from the CIT website and saved to your co
to be completed. This form should be mailed to: Telecommunications, PO Box 9562 b87axed to:
or emadld tohelpdesk@tnstate.edunquiries should be directed t@&63for timely response and
propehandling.

STEPS

1. When presenting this form, be able to centty
1 The requester is a duly authorized employee of TennddseeSitte
1 The requester has been assigned office space he#tt unit
1 All jacks amccessible

2. This form is usedhen:
1A new employee has been assigned office space and reqeilegsh@mnewith voicemail
feature;
1 Anemployebastransferretbanotheofficeandrequireanewtelephoneumbeortransfer
of their current number to the new location andaiesetai;
1 Telephone line or telephone is in need of repkiceent;
1 Additional telephone line is needed or existing linedsietdd;be
1 To request cellular radio, upgrade, repaicaifation

3. This form is nafised:
1 To report computer problei@$Tio
1 To request a long distanceitber;
1 To requestetup of an emaitcount
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DIVISION OF ACADEMIC AFFAIRS OPERATING

TSU TELECOMMUNICATIONS WORK ORDER REQUEST

Requester: Date:
(Please print name)

Department: FOAP#:
Signature: Building
Contact Phone: Room:

Type of Service Requested (Mark all that apply)

0 Add Phone line

O Add Phone (DLT/SLT)

0O Add Vioice Mail

O Request Cellular Radio

0 Move Fhone Line
O Delete Phone Line
[ Repair Phone Line
O Other

[T Replace Phone (DLT/SLT)
0 Remove Phone
O Repair Phone

[0 Reset Voice Mail
O Delete Vaice Mail
O Vaice Mail Problem

Information Necessary for Service:

O Request Radio Upgrade
O Repair Cellular Radio
0O Cancel Cellular Radio

Notice. All Tacks Must be Accessible at Tiime af semace. Techmicians will not move jurmshmgs!

Current Location New Location
Jack Number: Jack Number:
Building: Eoom Numbser: Building: Room Number:
Phome Number: Phone Number:
Name Name
ESTIMATE ACTUAL
To Receive Estimate Send to Telecommmnications Prior to Approval
Labar (Hrs): Labor (Hrs):
Laber ($): Labor ($):
Equipment: Equipment:
Oufside Charges: Omiside Charges:
Signature: Dvate: Work Order Number:
DeanDepartment Head
Approval: Date:
Wice President
Approval: Date:
C5UC Completed by: Deate:
This form should be mailed to:  Telecommunications, PO Box 9560 or Faxed fo: 963-1187. Inquiries should be directed o $63-7611 for
Timely response and proper handfing. i - jbrms may dediays im service.
263
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DIVISION OF ACADEMIC AFFAIRS OPERATING

Procedure 482.0: Telephone Usalgeng Distance and PIN

In order to make long distance calls on the TSU phone system, an employee must have a Persor]

Identification Number (PIN). Once this PIN jisngistmot be given to anyoneTéisee are no
Departmental PIN numbers.

STEPS

Go tovww.tnstate.edu/cit/telecom.aspx

Examples:

1

Scroll down until you get to long distance calls, and theiNcRelqoast

Form

Fill out the form in its entirety anct etliggnatures. Temporary employees and
students will need VP approval. Extension and account number must be on t
form.

Once you have received all signatures, submBHeila Browat
sbrown37@tnstateu
Outofstateandcountrgallsmusbeapprovelythesupervisanadvancend

must be for business purposes rela
responsibilities.

1. Out of Staté Dial9+1+Are@ode+Number+PIN

2. Out of Country Dial 9+1+011+Country Code+City Code+Nriiber
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DIVISION OF ACADEMIC AFFAIRS OPERATING MANRDRB 2022
Procedure 483.0: Telephone Voicemail

The Telecommunications Office handles phone/voicemail requests and maintenance for the univé
Please submit the Telecom Work Order Form to SheilsbBrew& & tnstate.edu

STEPS
Instructions to access voice mail

Dial 6245 (for old system)

Enter cod@t#H#)

To access voice mail off campus
Dial 619636245

Enter extension (####)

Enter cod@#t#)
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UNIVERGE" UM4730

Unified Messaging System

Centigram Conversation at a Glance

Welcome to UNIVERGE® UM4730 — a simple yet powerful messaging system
that can greet your callers and record your messages. The messaging system is
quick and easy to use.

The chart on the following page shows the menus available using the default
telephone user interface on your phone.

NOTE: Some features might not be available in your organization.

Using the system

The messaging system plays a menu of options. Press the number associated
with an option to perform the particular task.

For more detailed information about the messaging system see:

+  Mailbox Manager Help, click ‘2’ to view the Help topics.
+ The User Guide, available in Acrobat format.

To set up your mailbox by phone
Answer a few questions to set up your mailbox. The system asks you to record
your name, record a personal greeting, and set your security code.

1. Call the system.

From inside your organization Press Message or Voicemail Button

From outside your organization 615-963-6245

2. When the system greets you, enter:

Personal ID/User ID Internal: Your Extension  External : 9 + Your Extension

Security code 0000

3. Answer the system questions. Press @ for Yes, @ for No.
When the system tells you that your mailbox is set up, press @ to confirm.

© 2010 NEC Corporation of America. All rights reserved. Third Edition.

Message Playback Options

Quick Message Shortcuts

For Fress Task Shortcut
Slawer 0 Repeat the message 90
Softer/Louder e Save message as new (new 9@
Fastet 9 messages only)
Check the next messa
Backward 0 o ee
= 0 Delete the message 90
ause =
Forward 9 Archive the message | 7079 |
Hear when the message
Exit ° was sent 90
Redirect the message eo
Exit Quickl:
Main Menu
Task Shortcut Use These Keys Anytime
Check for new message 0 Task Shortcut
Leave messages 6 Respond Yes 0
Review messages 0 Respond No @
CHsgesep 0 Return to the Main Menu (]
Change call transfer and
message delivery settings 00 Qabadsonglevel (4]
Change security code and
mailbox names @0
Switch personal greetings eee
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