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GENERAL OVERVIEW
INTRODUCTION

This Faculty Handbook is a basic reference
concerning policies and procedures, privileges and
opportunities, and obligations and responsibilities
affecting the faculty of Louisiana State University
and Agricultural and Mechanical College. Intended
as a convenient guide, this Handbook does not
contain every policy and has only excerpts from
others.

ORGANIZATION OF MANUAL

For ease of use, this Faculty Handbook is divided
into four major sections: the General Overview,
which provides a quick summary of the university’s
goals and organization; Academic Rights and
Responsibilities of faculty; procedures governing
Personnel Policies and Benefits, and University
Services and Programs. To quickly access one of
these major sections, please click on the link
provided in the Table of Contents.

Links to further information regarding specific
governing bodies, university departments, university
services, and procedures have been provided
throughout the document. In addition, links to the
LSU Faculty Senate, as well as university Policy
Statements and Permanent Memoranda that bear on
Faculty rights and responsibilities, have been
provided in the appendices.

Faculty members may obtain complete information
on the following subjects from the actual policy
documents located in deans’ offices and on the
University’s computer network:

¢ Bylaws and Regulations of the Board of
Supervisors: comprehensive policies concerning
the entire LSU System.

o Permanent Memoranda (PMs): policies
concerning the various campuses in the LSU
System, issued by the Office of the President.

o Policy Statements (PSs): the official governance
documents for the University administration and
faculty, issued by the Office of the Chancellor.

e LSU General Catalog: policies and descriptions
concerning the University’s structure and
academic programs.

e Graduate Bulletin: policies and programs of the
Graduate School.

o Code of Student Conduct: issued by the Office of
Student Services.
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¢ Finance and Administrative Services Policies and
Procedures: policies governing the conduct of
University business activities, issued by the Office
of Finance and Administrative Services.

e Human Resource Management: current news and
information concerning policies and employee
benefits and rights, maintained by the Office of
Human Resource Management.

Faculty can also browse LSU A-Z, an alphabetical
directory of Web sites on Isu.edu. Use the
interactive alphabet to quickly access that letter’s
portion of the directory.

Information contained in this Handbook does not
create any contractual rights for University
employees beyond those rights already existing
under individual contracts and under federal and
state law. The Constitution and Bylaws of the
Faculty Senate are provided in an appendix for the
convenience of the faculty and neither create nor
imply any contractual obligations between the
University and any of its employees.

The misapplication or failure to follow any specific
provision in this Handbook should not be grounds
for setting aside or modifying any employment
decision when it has been determined by appropriate
administrative authority that the decision was fairly
made and in the best interest of the University.
Because the University is the initiator of change and
is also subject to various external legal and
regulatory forces requiring change, the information
in this Handbook will be revised as the University
determines that conditions warrant.

This Faculty Handbook was compiled and edited by
the Office of Faculty Senate.

LSU IS AN EQUAL OPPORTUNITY/ACCESS UNIVERSITY
LSUPR _5M _ Reprinted 10/2012

FLAGSHIP AGENDA

The National Flagship Agenda is a plan to bring
LSU to a new level of excellence. It focuses on
action steps that increase research and scholarly
productivity and the quality and competitiveness of
our graduate and undergraduate students. The
outcomes are designed to place LSU in a position to
compete on all levels with the finest public
universities in the country. As a national flagship
institution, LSU will advance knowledge and
intellectual inquiry by promoting groundbreaking
research; produce enlightened citizens by fostering
critical thinking, ethical reflection, historical


http://www.lsusystem.edu/index.php/policies/bylaws-regulations/
http://www.lsusystem.edu/index.php/policies/bylaws-regulations/
http://www.lsusystem.edu/index.php/policies/permanent-memoranda/
http://appl003.ocs.lsu.edu/ups.nsf/ByNumber?OpenView
http://www.lsu.edu/catalogs/
http://gradlsu.gs.lsu.edu/files/item51163.pdf
http://saa.lsu.edu/Code%20of%20Student%20Conduct%20August%2009.pdf
http://www.fas.lsu.edu/fas/procedures.htm
http://www.fas.lsu.edu/fas/procedures.htm
http://appl003.lsu.edu/hrm/hrmweb.nsf/Index
http://www.lsu.edu/a-z.shtml

understanding, and cultural appreciation; enhance
Louisiana by converting scientific and technological
discoveries into new products and processes, by
preparing an informed and creative labor force, and
by applying university resources to solve economic,
environmental, and educational challenges.

For further information on the Flagship Agenda,
click here.

COMMITMENT TO
COMMUNITY

Louisiana State University is an interactive
community in which students, faculty, and staff
together strive to pursue truth, advance learning, and
uphold the highest standards of performance in an
academic and social environment. It is a community
that fosters individual development and the creation
of bonds that transcend the time spent within its
gates. To demonstrate my pride in LSU, as a
member of its community, | will:

e accept responsibility for my actions;

¢ hold myself and others to the highest standards
of academic, personal, and social integrity;

e practice justice, equality, and compassion in
human relations;

o respect the dignity of all persons and accept
individual differences;

e respect the environment and the rights and
property of others and the University;

e contribute positively to the life of the campus
and surrounding community;

e and use my LSU experience to be an active
citizen in an international and interdependent
world.

The continued success of LSU depends on the
faithful commitment by each community member
to these, our basic principles.

For further information on LSU’s commitment to
community, click here.

GOVERNANCE AND
ORGANIZATIONAL
STRUCTURE

LSU is governed by numerous entities from the state
level.

The LSU System is a wide-ranging enterprise that
includes institutions, facilities and programs in each
of Louisiana's 64 parishes. Its campuses stretch the
length of the state from New Orleans to Shreveport.
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Each institution within the LSU System plays a vital
role in preparing students to incorporate new
knowledge and new technologies into their daily
lives. For more information, visit the LSU System
website.

Louisiana Constitution authorizes the Board of
Regents to plan, coordinate, and have budgetary
responsibility for Louisiana’s public higher
education community. For more information, visit
the Board of Regents website.

Under the leadership of the Executive Vice
Chancellor and Provost, the Office of Academic
Affairs oversees the operation of the University's
colleges and schools, academic planning and
programs, budgets, facilities planning and
construction, and personnel. For more information,
visit the Office of Academic Affairs website.

The Faculty Senate is a major institutional
component of shared governance at LSU. This body
represents the interests of the faculty on academic
matters such as educational policy, faculty policies,
standards of instruction, and curricula and degree
requirements.

The Faculty Senate is an elected body representing
the faculty in the colleges and schools of LSU. For
every 25 full-time faculty, a college or school is
awarded one senate seat. Senators are elected to
three-year terms. The Faculty Senate meets monthly
during the academic year. For more information,
visit the Faculty Senate website.

For a breakdown of organizational structure at
LSU’s Baton Rouge campus, click here.

FACULTY

GENERAL OVERVIEW OF FACULTY
RESPONSIBILITIES

Brief summaries for some of these responsibilities
are contained in the Academic Rights and
Responsibilities section of this manual. For more
detailed information, faculty should refer to the
Permanent Memoranda and Policy Statements,
which can be accessed in the appendices of this
document.

Faculty members of a comprehensive research
university have multiple responsibilities. They are
primarily scholars who strive to learn and to teach.
They are counselors, role models, tutors, and guides.
They are officers of the University who share


http://www.lsu.edu/flagshipagenda/
http://saa.lsu.edu/commitment-community
http://www.lsusystem.edu/
http://www.lsusystem.edu/
http://www.regents.state.la.us/
http://uiswcmsweb.prod.lsu.edu/academicaffairs/academicaffairs/
http://www.lsu.edu/senate/
http://www.lsu.edu/faculty_staff/orgchart.shtml

responsibility for that institution’s accomplishing its
purposes and achieving its goals. They are, in some
respects, officers of state government with special
obligations attendant upon that status; they must
exercise wisdom and fairness in dealing with other
people, particularly with students in their charge.
They must be knowledgeable and well-informed,
not only in their academic disciplines but also as
professional educators. They must keep abreast of
developments in educational law and related
legislation.

FACULTY RANKS

The faculty of each college or of each school not
within a college, except the Graduate School,
consists of all members of the academic staff having
the rank of instructor or higher (or equivalent rank)
who are appointed full-time and whose appointment,
in part or in whole, is in that particular college or
school.

Part-time members of the faculty may be
enfranchised as a class to the degree deemed
appropriate by the faculty of the college or school.

The faculty of each college or school shall define
and recommend degree programs for units under its
jurisdiction and shall recommend candidates for
degrees.

The departmental faculty has jurisdiction over
matters concerning departmental educational
policies, insofar as these do not conflict with the
policies of other departments or with the rules and
regulations of its own college or school or of the
University. Full-time faculty hold the ranks of
instructor, assistant professor, associate professor,
and professor.

These ranks are defined in PM-23, Ranks,
Provisions, and Policies Governing Appointments
and Promotions of the Academic Staff. In addition, a
chart of academic ranks and their equivalents is
contained in the Bylaws and Regulations of the
Board of Supervisors, Chapter |1, Section 2-6.

GRADUATE FACULTY

The graduate faculty consists of those members of
the teaching and research faculties who have been
so designated by the Chancellor, upon
recommendation of the Graduate Council acting on
appropriate nominations. Such designations provide
for classification as Members, associate members,
or affiliate members, according to their
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qualifications and experience. (The term, "Member,"
when capitalized, denotes a full member of the
graduate faculty.) Faculty members who hold the
rank of adjunct professor, adjunct associate
professor, or adjunct assistant professor in a
department offering work for graduate credit are
eligible for graduate faculty status as full Members
or associate members, depending upon their
qualifications.

Qualifications for Appointment

Procedures and qualifications for appointment to the
Graduate Faculty are under revision and will be
posted when ready.

Privileges and Responsibilities

Full Member:

Members determine policies of the Graduate School,
engage in all graduate education activities, and
nominate faculty for membership on the graduate
faculty. Doctoral general and final examination
committees must include two full Members of the
graduate faculty, including one from the major
department.

Associate Member:

Associate members may engage in all graduate
education activities. They may chair a thesis
committee if that committee includes at least one
full Member of the graduate faculty from the major
department. They may chair a dissertation
committee if that committee includes at least one
full Member of the graduate faculty from the major
department.

Affiliate/Ex Officio Member:

Affiliate members and Ex Officio members may
serve as members of thesis, dissertation, and
examination committees but may not normally chair
one of these committees or determine policies of the
graduate faculty. Affiliate members who have a
continuing and particularly close association with a
graduate instructional program may, at the special
request of the department, be given permission to
chair committees.

The authority to appoint members of the graduate
faculty is assigned to the Chancellor by the Bylaws
and Regulations of the Board of Supervisors and
that authority is delegated to the Vice-Provost and
Graduate Dean, who appoints individuals to the
graduate faculty with the advice of the Graduate
Council.



If the department chair and/or the departmental
faculty fail to recommend one of their faculty for
membership on the graduate faculty, that faculty
member has the right to present nomination papers
directly to the Graduate Council for its
consideration. It is the policy of the Graduate School
that only persons appointed to the graduate faculty
may teach graduate credit courses and serve on
graduate student advisory committees; and
normally, only associate and full Members may
direct theses and dissertations. Only full Members
may participate in the determination of the policies
of the Graduate School, according to procedures
determined by the graduate faculty.

FACULTY GOVERNANCE
FACULTY AUTHORITY

Authority to determine the educational policy of
LSU and its colleges, schools, and departments and
is delegated to the faculty by the Board of
Supervisors. The faculty exercises this authority by
deliberative action in the several units and divisions
of the University. For more information, see the
Faculty Senate Constitution.

FACULTY COUNCIL

The Faculty Council consists of all full-time
members of the academic staff having the rank of
instructor or higher, or equivalent rank, and
members of the Executive Council. Members of the
Executive Council who do not hold academic rank
are nonvoting members of the Faculty Council. As a
class, part-time members of the academic staff,
holding the rank of instructor or higher (or
equivalent), may be enfranchised to the degree
deemed appropriate by the Faculty Council.

By action of the Faculty Council on March 1, 1973,
meetings of the Faculty Council are open to
nonmembers.

The Faculty Council is charged to establish
curricula, fix standards of instruction, determine
requirements for degrees, and generally determine
educational policy for the University, subject to the
authority of the Board of Supervisors. Except as
otherwise provided, the Faculty Council shall
establish its own educational policies. Within the
framework of the educational policy of the LSU
System, the Faculty Council may establish its own
educational policies and may exercise legislative
power over all matters pertaining to its own
meetings.
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Any action of the Faculty Council that, in the
opinion of the Chancellor or the President, is
administrative or that seriously affects the interests
of another faculty of the LSU System, or of the
System itself, may be suspended by the President.

The Faculty Council is required to meet at least once
each academic year. It can also be convened on the
written request of 50 members or 20 percent of the
membership, whichever is the smaller number. A
council quorum may not be less than 25 percent of
the membership. Since 1972, the meetings of the
Faculty Senate have been regarded as equivalent to
meetings of the Faculty Council.

FACULTY SENATE

The elected Faculty Senate has been delegated the
authorities and responsibilities of the Faculty
Council. The authority of the senate extends to all
matters that are proper to the faculty and that have
been specifically delegated by the Faculty Council.
The Faculty Senate developed and adopted a set of
Bylaws during the 1973-74 academic year; a major
revision of these was accomplished in 1990.
Included in these Bylaws is a listing of Faculty
Senate committees and their respective charges, as
revised and adopted by the Faculty Senate.
(Appendices A and B of this Handbook contain the
Faculty Senate Constitution and Bylaws.)

Additional information concerning the Faculty
Senate or its committees may be obtained by
contacting the Faculty Senate office.

COLLEGE POLICY COMMITTEES/
SENATES

The faculties of most individual colleges and
schools have policy committees or senates to help
carry out faculty responsibilities in establishing and
reviewing educational policy. These bodies serve
the additional functions of advising University
administrators of faculty opinion on nonacademic
matters and of aiding the Faculty Senate elections
committee in the conduct of Senate elections.

Full information about the status and membership of
college policy committees or senates is available
from the president of the Faculty Senate or from the
deans of the respective colleges/schools (available
online via LSU A-27).



http://www.lsu.edu/senate/FSCB.pdf
http://www.lsu.edu/senate/ExeCommittee.html
http://www.lsu.edu/a-z.shtml

FACULTY GRIEVANCES

A faculty member (instructor or higher) who feels
he or she has a grievance may appeal for a review
by appropriate administrators and/or a review by the
Faculty Senate Grievance Committee. A grievance
is a complaint and/or claim that there has been
unfair or unequal treatment by reason of an act or
condition that is contrary to established University
policy and procedure governing the
employer-employee relationship or that there has
been a violation, misinterpretation, or inequitable
application of University employment policy.

A faculty member may request an administrative
review by his or her administrative unit chair/head,
dean, and appropriate Vice-Chancellor before

contacting the Faculty Senate Grievance Committee.

The administrative appeal procedure is a formal
process of review by successively higher levels of
the University administration. The faculty member
with a complaint or claim may petition for review
and resolution at each successive level through the
campus administration. The petition should include
specific items described in the complaint or claim.
Findings of the appropriate Vice-Chancellor, after
approval by the Chancellor, shall constitute the final
step in the administrative review.

For additional information concerning the Faculty
Senate, see Appendix B, Bylaws of the Faculty
Senate, in this Handbook. Copies of the Faculty
Senate Grievance Committee Procedures are
available from the Faculty Senate office or the chair
of the committee.

ADVISORY BODIES
EXECUTIVE COUNCIL

The Executive Council is composed of the
Chancellor (Chair), the Executive Assistant to the
Chancellor, the Executive Vice-Chancellor and
Provost, the Vice-Chancellor for Finance and
Administrative Services, the Vice-Chancellor for
Research and Graduate Dean, the Vice-Chancellor
for Student Services, the President of the Faculty
Senate, the President of the Staff Senate, the
Director of Athletics, the Director of Public
Relations, the Executive Director of Development
(LSU Foundation), the President of the LSU Alumni
Association, and the President of the Student
Government.

The purpose of the Executive Council is to advise
the Chancellor on matters of University policy and
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campus administration. The Executive Council
meets monthly or more frequently, if needed.

BUDGET COMMITTEE

The Budget Committee is composed of the
Chancellor, the Executive Vice-Chancellor and
Provost (committee chair), the Vice-Chancellor for
Finance and Administrative Services, the Vice-
Chancellor for Research and Graduate Dean, the
Vice-Chancellor for Student Services, the Director
of Budget and Planning (ex officio), the President of
the Faculty Senate (ex officio), two elected
representatives of the Faculty Senate, a
representative of the Staff Senate (ex officio), and an
appointed student government representative (ex
officio).

The purpose of this committee is to determine
procedures for budgeting, hold budget hearings,
allocate and/or reallocate funds appropriated to LSU
and advise the Chancellor on matters regarding the
budgetary administration of the campus.

STRATEGIC PLANNING
COMMITTEE

The Strategic Planning Committee is charged with
defining guidelines for fundamental decisions and
actions that will shape and guide LSU into the 21st
century. This comprehensive planning effort allows
the University to develop effective strategies, define
future directions, establish priorities, and form a
sound and coherent basis for decision making.
Through this continuing process, the missions,
visions, and goals of all components of the
University are considered. This ongoing planning
process is assessed annually.

COUNCIL OF ACADEMIC DEANS
AND DIRECTORS

The Council of Academic Deans and Directors is an
advisory body composed of the deans and directors
of colleges and of schools not within colleges,
together with other academic officers of equivalent
rank. The council meets at the call of the Executive
Vice-Chancellor and Provost, who is the presiding
officer. The council makes recommendations to the
Provost and to the Chancellor with regard to
administrative matters in the area of academic
affairs.

GRADUATE COUNCIL

The Graduate Council is composed of ten members
of the graduate faculty, two appointed each year by
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the Chancellor for five-year terms. The Vice-
Chancellor for Research and Dean of the Graduate
School and Associate Dean of the Graduate School
are ex officio members of the council. The council
advises the Vice-Chancellor for Research and Dean
of the Graduate School regarding the administration
of academic affairs and policies of the Graduate
School. The council reviews individual nominations
for membership on the graduate faculty and
periodically reviews all members of the graduate
faculty by department. Members of this council also
serve as a campus-wide faculty committee to
evaluate recommendations for promotion of faculty.

ASSESSMENT ADVISORY COUNCIL

The Assessment Advisory Council, composed of
nine members appointed by the Executive Vice-
Chancellor and Provost, draws its membership from
colleges, departments, administrative units, students,
and alumni. The council serves to increase
University awareness and commitment to needs and
outcomes assessment throughout the campus and to
guide the development and implementation of
assessment conducted by assessment coordinators
and academic and student development units.
Information from the systematic assessment of
student needs and learning outcomes is integrated
into overall University planning and allocation of
resources through the internal program review
process.

PROGRAM REVIEW COUNCIL

The Program Review Council, consisting of fifteen
senior faculty members appointed by the Executive
Vice-Chancellor and Provost, oversees cyclical
internal review of the University’s 202 degree
programs. The members serve staggered, five year
terms. The Council’s charge is to strengthen
academic programs through a standardized internal
review process that requires evaluation of each
degree program. The Council designs and oversees
the multi-step review process whereby each degree
program is reviewed once every ten years. The
process includes a self-study, a site visit and
evaluation by a panel of internal and external
reviewers, responses to recommendations, and
action plans when appropriate. Among the
individuals or groups involved in the process are the
Executive Vice-Chancellor and Provost, other
appropriate vice-chancellors, the appropriate dean,
the unit chair and faculty, the review committee, the
students in the program, and other key constituents
(business, industry, governmental representatives).
Results are reported to the Chancellor, the
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appropriate vice-chancellors and deans, and the unit,
and are made available to the University units
involved in the planning, assessment, and budgeting
processes.

COUNCIL ON RESEARCH

The University Council on Research is composed of
faculty and University administrators appointed by
the Chancellor for staggered terms. The council
advises the Vice-Chancellor for Research and
Graduate Dean on all aspects of research at the
University and is particularly concerned with
sponsored research. The council also assists with the
evaluation of applications for sabbatical leave,
administers the Distinguished Research Master
Award program, and allocates summer faculty
research stipends. The council is assisted by
research advisory groups in the major disciplinary
fields. These groups are concerned especially with
interdisciplinary research and offer an opportunity
for faculty working in similar fields to cooperate on
interdisciplinary projects.

ATHLETIC COUNCIL

The Athletic Council serves as a policy-formulating
and regulatory body in all matters related to the
University’s intercollegiate athletic program. This
council consists of five faculty members, one staff
member, one administrative appointee, two
members of the student body, two members of the
Alumni Association, one member of the National
"L" Club, and the Executive Vice-Chancellor and
Provost. The Athletic Director serves as an ex
officio, nonvoting member and as secretary of the
council. The functions and responsibilities of the
Athletic Council are set forth in the Bylaws and
Regulations of the Board of Supervisors.

UNIVERSITY PLANNING COUNCIL

The University Planning Council (UPC), an
advisory committee to the Provost, is charged with
recommending strategic directions for the
University and with overseeing the planning process
and its implementation throughout the University.
The demands upon the planning and quality
assurance of all aspects of University growth and
development require a standing committee that
fosters an open dialog among faculty and staff to
frame and continually update University priorities.

UNIVERSITY COUNCIL ON WOMEN

The University Council on Women (UCW) serves as
an advisory council to the Executive Vice



Chancellor and Provost to address specific, tangible
concerns and issues affecting all women in the LSU
community. The UCW also assists in developing
policies and procedures that promote equitable
participation of women students, faculty and staff.

ACADEMIC RIGHTS AND
RESPONSIBILITIES

RIGHTS AND DUTIES
ACADEMIC FREEDOM

LSU is committed to the principle of academic
freedom, and faculty are encouraged to explore fully
their fields of interest. This principle also includes
the right of a member of the academic staff to
exercise the ordinary rights of an American citizen
in speaking, writing, and action outside the
University. At the same time, faculty are expected to
be knowledgeable about laws and regulations that
increasingly are affecting universities and to operate
within the guidelines of University policy and
regulations. Among the many implicit
responsibilities of academic freedom is that of
refraining from insistence that students or others
accept any controversial point of view as
authoritative. Academic freedom does not extend to
any kind of abuse or infringement of the rights of
others.

COLLEGE FACULTY MEETINGS

The dean of each college, or the dean or director of
each school not within a college, calls a faculty
meeting when it seems advisable to do so and, in
any event, holds at least one faculty meeting during
each semester, including the summer term. A faculty
meeting is required upon the written request of one
fourth of the faculty of a college or school. When
faculty members are notified of a meeting, the
Chancellor and the Executive Vice-Chancellor and
Provost are to receive the same notification.

LEGAL COUNSEL

University operations are increasingly affected by
law and by various regulations having legal effect.
Pursuant to the provisions of Louisiana Revised
Statute 9:2798.1, “Liability shall not be imposed on
public entities or their officers or employees based
upon the exercise or performance or the failure to
exercise or perform their policy-making or
discretionary acts when such acts are within the
course and scope of their lawful powers and duties.”
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Furthermore, in accordance with Louisiana Revised
Statute 13:5108.1, and Revised Statute 5108.2, the
state will indemnify university officers and
employees from financial loss arising out of claims
brought by reason of the negligence or other act of
the officer or employee, provided that the officer or
employee was acting in the discharge of his duties
and within the scope of his employment and was not
committing a wrongful act or engaging in gross
negligence. Within five days of when the officer or
employee was served with the pleading, a copy of
the pleading must be delivered to the attorney
general’s office in order to preserve the right to
indemnification.

It is, therefore, a matter of some importance to the
academic staff to be familiar with University policy
and procedures, especially those that relate to
faculty rights, privileges, and responsibilities.
University policy is stated in a number of
documents with which faculty members should be
familiar. See Appendix D, Policy Statements, for a
complete list. These documents are on file in
departmental and college offices; individual copies
are also available through the Office of the
Chancellor and on the University Computer
Network.

University personnel may not contact University
attorneys without prior approval from the
appropriate vice-chancellor.

HOLIDAYS

Faculty members on academic-year (nine-month)
appointments are in pay status continuously from
the beginning of the fall semester through the end of
the spring semester, but are accorded holidays as
listed in the LSU General Catalog, which are the
same as holidays for the student body. Holidays for
faculty members on fiscal-year (12-month)
appointments are authorized by PS-31, Holiday
Schedule, which is issued annually and provides 14
holidays. An employee does not receive holiday
payment for a holiday that intervenes while the
employee is on leave without pay.

UNIVERSITY POLICY AGAINST
POLITICAL ACTIVITIES

A full-time employee of the University shall not
accept any appointive political office nor seek or
hold any elective remunerative political office
without the consent of the President of the LSU
System. Employees may not solicit political
contributions during regular office hours, nor may



they use University equipment, material, or office
space to solicit political contributions. Employees
may exercise the rights of individual citizens to
attempt to influence legislation or public policy, but
they may not utilize state resources to do so, and
they must make it clear that they speak as private
individuals and not as University representatives.

NEPOTISM

It is the policy of LSU to recruit and employ the best
qualified individuals solely on the basis of merit. In
accordance with this policy, members of the
immediate family of a University employee will not
be excluded from University employment. However,
it is contrary to University policy and state law for
immediate family members to be placed in a
supervisor-employee relationship in any form of
employment, including student employment.

“Immediate family” is defined to include at least the
following: children, brothers, sisters, parents,
spouse, spouse’s parents or children’s spouses.
Accordingly, if you are an immediate family
member of an administrator, you may not be
employed in that administrator’s area of
responsibility, whether at the campus, college,
department or other administrative unit level or
whether or not intervening levels of supervision
between the administrator and family member are
present. Further, the University may determine that
an employment relationship gives the appearance of
nepotism and may be prohibited.

This policy is not intended to hinder, alter, or in any
way affect normal promotional advancement where
a member of an employee’s immediate family
becomes the head of an administrative unit,
provided that the employee had been employed in
the unit for at least one year prior to the family
member becoming its head. In such cases, the
supervisor will pass to her or his immediate
supervisor all responsibility for making decisions
involving direct benefit to the employee who is a
member of his/ her immediate family.

Under no circumstances, however, will a University
employee be permitted to initiate or participate in
any institutional decision involving direct benefit
(initial appointment, retention, promotion, salary
increase, leave of absence, etc.) to a member of his/
her immediate family of the person about whom
such a decision is being made shall recuse herself/
himself from the decision making process.
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Violation of this policy may subject the employee,
his/ her immediate supervisor and the agency head
to both disciplinary penalties and fines under state
law.

Exceptions to the nepotism policy are not permitted.
However, employees who marry may continue to
work in that unit even though one of the employees
is the unit head, provided that the supervising
spouse avoid participation in transactions in which
the subordinate spouse has a substantial economic
interest. See Chapter |, Section 2-13, of the Bylaws
and Regulations of the LSU Board of Supervisors.

Questions about the University’s nepotism policy
should be directed to the Associate Vice Chancellor
for Human Resources.

SELECTION, EVALUATION
AND PROMOTION OF
FACULTY

APPOINTMENT

Recruitment of faculty members should begin with a
careful description of the position to be filled, which
should be advertised according to PS-1, Affirmative
Action and Equal Opportunity Policy. Timely
advertisement in appropriate publications will be
followed by objective, systematic, and orderly
review of applications, references, and supporting
materials. All eligible faculty members shall have
access to these materials and the opportunity to
participate in the review. An on-site interview will
generally be conducted before an offer is made.

Eligible faculty members vote on recommendations
for appointment. Faculty who are eligible to vote on
such recommendations vary according to the
academic level of the candidate. In the case of
appointment of assistant professors and instructors,
this responsibility may be delegated to a committee
designated by the eligible faculty. Details of these
procedures are outlined in PS-36T and PS36NT,
Criteria for Evaluating Academic Performance; and
Policies and Procedures on Faculty Appointment,
Performance Evaluation, Reappointment,
Nonreappointment, Promotion, and Tenure,
Appendix F in this Handbook.

EVALUATION

The performance of each faculty member will be
reviewed annually by the appropriate department
chair or head, as provided in PS-36. A record of the
review will be forwarded through the office of the
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dean or director of the appropriate college or school
to the Office of Human Resource Management for
inclusion in the individual’s official personnel file.

PROMOTION AND TENURE

Superior intellectual performance is an
indispensable qualification for appointment or
promotion to a tenured position. Faculty will be
judged with respect to their proposed rank and
duties, considering their record of performance in
teaching, research, or other creative achievement,
and service. Different departments/ schools will
have different expectations, with varying emphases
for teaching, research, and service. For detailed
information regarding criteria for evaluation of
performance, see PS-36 in Appendix F of this
Handbook.

Promotion is recognition of qualifications and
achievements that justify an elevation in rank.
Tenure is the prediction that a faculty member will
continue to make positive academic contributions
throughout the career, a decision based upon
previous and current performance. For additional
information concerning promotion and tenure, see
PS-36 in Appendix F of this Handbook and Chapter
I1, Section 2-7, of the Bylaws and Regulations of the
Board of Supervisors.

STOP THE TENURE CLOCK

It is the policy of Louisiana State University to
recruit and employ the best qualified faculty. In
accordance with this goal, the University strives to
provide every opportunity for tenure-track faculty to
attain a record worthy of tenure and promotion. In
the course of a faculty member’s time in rank, the
University may grant a temporary departure from
the tenure-track. Guidelines were created to
implement VIII D of Policy Statement 36-T,
Tenure-Track and Tenured Faculty: Appointments,
Reappointments, Promotions, Tenure, Annual
Reviews, and Enhancement of Job Performance. A
faculty member may request departure from tenure-
track for a period of up to one year. A faculty
member may request additional departure(s) from
the tenure-track by separate written request(s). Each
request will be considered separately. Whenever
possible, requests should be made on a prospective
basis. However, the University recognizes that
circumstances may not always allow a faculty
member to anticipate the need for a request for
departure from the tenure-track. Therefore,
retroactive requests will be considered on a case-by-
case basis, provided the individual has not received
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a notice of non-reappointment and has not entered
the mandatory review year.

The request must be initiated by the faculty member
and routed through successive levels of approval. If
a request for departure from the tenure-track is
approved, the faculty member will enter into a
written agreement which sets out the specific time
period which will not be counted toward tenure and
which establishes the year of the faculty member’s
mandatory tenure review. These procedures do not
apply to a faculty member who has been given a
notice of non-reappointment or for whom the year
of the mandatory tenure review has begun.

FACULTY WORK LOAD
ACADEMIC WORK LOAD

The work load of faculty members includes formal
classroom and laboratory teaching; course
development; scholarly activities; supervision of
theses, dissertations, and independent study courses;
student evaluation and advising; and professional,
University, and public service duties. The
distribution among these various duties may vary
from one faculty member to another and from one
semester to another. Assignments are made by the
department chair in consultation with the faculty and
must be consistent with stated departmental goals
and objectives and with stated criteria for evaluating
faculty performance.

The normal classroom teaching assignment (for full-
time faculty with minimum involvement in other
faculty duties) is the equivalent of 12 semester hours
of lecture per week. Classroom teaching
assignments are adjusted according to research,
service, and administrative assignments, and may
vary according to student level (undergraduate,
graduate, professional). All full-time faculty
members carry full work loads and normally have
budgetary assignments that reflect the variety of
assigned duties.

OFFICE HOURS

Faculty members are expected to hold the number of
office hours appropriate for their ranks and
assignments, in keeping with the policies of their
departments. Office hours should be scheduled at
times convenient for students, and faculty members
should express their willingness to make special
appointments for students unable to utilize
scheduled hours.
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EXTRACURRICULAR WORK LOAD

The University encourages the faculty to engage in
consulting and other forms of outside employment
that enhance their reputations and reflect favorably
upon the University. University policies and
procedures have been developed to ensure that the
outside employment activity does not interfere with
the employee’s responsibility in the classroom, in
research, or in service to the public. These policies
are consistent with the Louisiana Code of
Governmental Ethics. The principal policy
governing outside employment is PM-11, Outside
Employment of University Employees, administered
by the Office of Research. All outside employment
must be disclosed in advance by completing a PM-
11 Outside Employment Disclosure Form. The form
is routed through the employee’s immediate
supervisor and the dean or director to the Vice-
Chancellor for Research. PM-11 implements the
provisions of an Ethics Code exception for higher
education that was passed in 1987.

Because of the Ethics Code amendment, as
implemented by PM-11, the law now permits such
activity to occur in special circumstances. Approval
of the President is required when the proposed
outside employment is with another agency of state
government or when the employment activity might
affect governmental policy or the passage of a bill
currently before the legislature. Contracts between
the University and faculty members are also allowed
under very limited circumstances.

Approvals must be obtained according to PM-67,
Contracts Between the University and Its Faculty
Members. Faculty and other academic employees
who anticipate outside employment are asked to
contact the Office of the Vice-Chancellor for
Research for assistance. Additional information is
available in the booklet Policies and Procedures
Governing Intellectual Property, available in
departments and from the Office of Research.

SUMMER APPOINTMENTS

Because of reduced enrollment during the summer
term, the University cannot offer supplementary
summer appointments to all faculty members. Such
appointments are arranged on an individual basis
through the department, in cooperation with the
appropriate dean and through the Office of
Academic Affairs, which issues appropriate
guidelines annually.
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In addition, the Council on Research annually grants
a limited number of summer faculty research
stipends to support full-time activities in the
summer. These serve as stipends in lieu of
University teaching salaries.

Faculty members may receive part or all of their
summer salaries from grant funds, if the terms of the
grants permit, but they may not receive more
compensation than is permitted by PS-43,
Additional Compensation Limitations for Academic
and Administrative/ Professional Employees and
Computation of Summer Salary Rates for Academic
Employees.

TEACHING RESPONSIBILITIES
CLASS SCHEDULING

Classes are scheduled by department chairs,
working with the Office of Budget and Planning and
the Office of the University Registrar. To make any
changes in class schedules, with respect to time or
place, individual faculty members must request
approval of the department chair and appropriate
administrative officers. Nonscheduled use of
classrooms should be cleared in advance with the
Office of the University Registrar. Academic space,
other than classrooms, is the responsibility of the
Office of Academic Affairs. Space for meetings,
banquets, and large groups is available in the LSU
Union and Lod Cook Alumni Center.

ADMISSION TO CLASSES

All persons attending a class are expected to be
registered students of the University. Instructors
should notify the department chair and the Office of
Student Records and Registration promptly about
any errors in registration. Faculty members may
allow occasional guests for appropriate educational
purposes. In addition, while students frequently
attend classes before registering, they must register
by the drop / add date of each term. Faculty should
check their rosters after the drop / add period ends.

CLASS ATTENDANCE

Students are expected to attend all classes. It is
particularly important for freshmen to maintain
regular class attendance. In some colleges/schools,
the absence of a student who has been placed on
academic probation or attendance probation should
be reported to the dean. Faculty members should be
familiar with specific attendance requirements of the
colleges/schools (see PS-22, Student Absence from
Class).
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GROUP EXCUSES FROM CLASSES

Students may be excused from classes because of
scheduled University activities that necessitate their
absence, provided each student has the prior
approval of the appropriate dean (see PS-22). In
such cases, students should be allowed to make up
any missed assignments or tests. Group excuses are
requested by using the “Trip Travel/Activity
Insurance Student Listing Form” form, available
from the Office of Risk Management. Approved
copies of this request should reach the Office of
Bursar Operations at least three days prior to the
beginning of the trip.

FIELD TRIP INSURANCE

Although the University has no liability in the case
of injury to a student as a result of an accident while
on a student trip, it does provide travel insurance at
nominal cost to those students participating in field
trips. With certain exceptions, insurance is required
of all students participating in approved field trips.
Regulations governing these trips and insurance are
contained in PM-4, Trips Covered by Student Travel
Accident Insurance, and PS-22.

SAFETY IN THE CLASSROOM,
LABORATORY, AND FIELD

Faculty members are expected to exercise
reasonable precautions against accidental property
damage and personal injury while performing their
duties. Faculty members have a responsibility for
the personal safety and health of students in their
classes or under their direction. When agents or
equipment that may be considered hazardous are
used, faculty members are responsible for providing
adequate protection, instruction, and supervision for
students working in laboratories, shops, or
classrooms. Emergencies should be reported
immediately to LSU Police and the office of
Environmental Health and Safety.

CLERY ACT CRIME INFORMATION

The Jeanne Clery Disclosure of Campus Security
Policy and Campus Crime Statistics Act or Clery
Act is federal law which requires all colleges and
universities that participate in federal financial aid
programs to keep and disclose information about
crime on, and near their respective campuses.

The LSU Annual Security Report includes statistics
for the previous three years concerning reported
crime that occurred on campus including certain off-
campus buildings owned or controlled by LSU, on
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public property within or immediately adjacent to
LSU and or accessible from the campus. The report
also includes institutional policies concerning
campus safety, such as alcohol and drug use, crime
prevention, crime reporting, sexual assault and
others. You can access the report here or obtain a
copy of this report by contacting LSU Police.

PROCEDURES FOR ORDERING
TEXTBOOKS AND COURSE
MATERIALS

All academic departments and faculty with the
responsibility of providing information for the
ordering of textbooks and classroom materials will
provide identical information to all requesting
bookstores. Ordering information will be provided
in a response time comparable to the deadlines
established by the requesting bookstores. Orders
may not be placed with only one bookstore and one
bookstore is not to be promoted over another
(except in the case where only one bookstore
requests the information).

Faculty members, as individuals, may not sell
instructional materials directly to students. State
ethics regulations preclude a faculty member’s
direct receipt of royalties from textbooks and other
instructional materials sold to students enrolled in
his/her classes or in classes in which the faculty
member has played a role in the selection of
required texts; royalties so derived, however, may
be donated to the LSU Foundation or to any bona
fide nonprofit institution. Such donations must be
reported annually to the dean through the
department chair/head.

LSU BOOKSTORE DISCOUNTS

Faculty and staff members are allowed discounts on
most items in the LSU Bookstore when purchased
for themselves or their immediate families.

GRADING

Grading and grading authority policies are published
in the LSU General Catalog, the Graduate Bulletin,
and PS-44, Grades.

In order to eliminate inconsistencies in grading
policies, all faculty members are expected to
announce to their classes at the beginning of the
semester the general components from which the
final grade will be determined, along with their
approximate weights.
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Written course syllabi must be distributed to
students in all courses, graduate as well as
undergraduate (see PS-44). These syllabi must
include a clear statement of the relative weight to be
accorded the component factors for the final grade.
In addition, in 4000-level courses in which
instruction of graduate and undergraduate students
is combined, syllabi must state clearly any
differential expectations beyond those already
required by University and Graduate School
regulations. (According to the University’s
definition, good standing for undergraduates
requires a minimum 2.00 gpa and a 3.00 gpa for
graduate students.)

No later than the final day of class, a student is to be
shown, upon request, the graded material for which
he or she has been responsible (including a record of
classroom participation, if that is included in the
grade), along with his or her grade immediately
before the final examination.

Following termination of the course, students are to
be provided, upon request, a review of their
examinations and an explanation of the final grade,
as well as the method by which it was determined.
This review is to include an accounting for all other
unreturned work. Grading must be based on work
that is assigned and evaluated equitably and fairly,
with no special consideration given to individual
students unless justified by disability or excused
absence. Individual students should not, for
example, be allowed to take on "extra credit"
projects, spend extra hours in laboratories, or
present themselves for reexamination or special
examination, unless the same options are available
to the entire class on the same terms. Faculty
members should take special care to become
familiar with policies concerning grading, absences,
and disabilities. For additional information, refer to
PS-22 and PS-26, Policy for Persons with
Disabilities.

All faculty members are expected to keep all
unreturned student work and grade books for at least
six months following termination of a course.
Should a faculty member leave the University,
permanently or temporarily, his or her final
examinations, all unreturned work, and grade books
are to be deposited with the department chair to be
kept for at least six months following termination of
a course.
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CONCENTRATED STUDY PERIOD

The five-day period (Wednesday through Sunday)
immediately preceding the week of final
examinations is set aside as a Concentrated Study
Period. During this time, no extracurricular student
activities, such as social and athletic events, will be
held on or off campus. There should be no major
examinations in academic courses, other than those
considered laboratory courses. Any exceptions to
this policy must receive prior approval from the
Office of Academic Affairs.

FINAL EXAMINATIONS

Six days (Monday through Saturday) will comprise
the final examination period. Final examinations are
required in all courses. When a final examination is
inappropriate because of the nature of the course,
exceptions to this requirement may be made upon
approval of the appropriate department chair, dean
or director, and the Executive Vice-Chancellor and
Provost. Final examinations must be given during
the published dates for the final examination period.

A final examination is defined as the last in a series
of major tests specified in the course syllabus. It
need not be comprehensive. If the course syllabus
does not call for a final examination, the last major
unit examination is to be considered the final
examination and must be given during the final
examination period. When a series of major tests is
scheduled in addition to the final examination, the
last of the major test series may not be given during
the Concentrated Study Period. Examinat