
A
Absences, faculty  3.24
Academic Affairs Office  1.8

academic division  1.8
academic colleges

Academic Deans   1.9
College of Humanities and Social Sciences  1.17
College of Science and Mathematics  1.19
College of the Arts  1.10
Michael J. Coles College of Business  1.11
The Leland and Clarice Bagwell  

College of Education  1.13
WellStar College of Health and  

Human Services  1.15
Continuing Education  1.22
department chairs, directors, and coordinators  1.30
Institute for Global Initiatives  1.21
Office of the Dean of Graduate College  1.9
Office of the Dean of University College  1.8

Academic Advising  4.3
Academic Freedom and Responsibility  3.3
Academic Honesty  3.30
Academic Integrity  3.30
Academic Misconduct  7.76
Adjunct Faculty Appointments  7.14
Administrative  

Department Heads - KSU  1.31
Administrative Divisions of KSU  1.7
Administrative Officers and  

Organization at KSU  1.6, 1.30
Academic Affairs Office  1.8
administrative divisions  1.7
Business and Finance division  1.24
department chairs, directors & coordinators  1.30
Office of the Chief Information Officer  1.28
Other Reports to the President  1.7

Center for Institutional Effectiveness  1.7
Intercollegiate Athletics  1.7
Internal Auditor  1.7

President  1.6
President’s Cabinet  1.6
Student Success and Enrollment  

Services Division  1.25
Technology and Human Resources Division  

and Chief Information Officer  1.28
Advanced Placement Examinations  4.12

Index
Administrative Procedures

Office of Development and Development  
and Fund-raising Guidelines  7.72

Office of University Relations  7.71
release of student information  7.70

Advising
KSU’s Advising Program  4.4
policy statement on advising  4.3
suggestions for effective advising  4.5
undeclared students  6.8

Advising and Registration  4.7
advanced placement examinations  4.12
advanced standing examinations  4.9
Atlanta Regional Consortium of Higher Education 

(University Center Cross Registration Program)  4.14
awarding posthumous degrees  4.13
College Level Examination Program (CLEP)  4.10
course substitution in program of study  4.8
declaration/change of degree program  

or concentration  4.13
graduate college forms  4.14
other institutional tests  4.12

COMPASS  4.12
Graduate Management Admissions Test  

(GMAT)  4.12
Graduate Record Examination (GRE)  4.12
Institutional Scholastic Aptitude Test (ISAT)  4.12
United States and Georgia History  

and Constitutions Tests  4.12
petition for graduation  4.12
posthumous certificates of achievement  4.13
Regents’  Test  4.8
request for transcript of record  4.14
student request forms  4.14
University Center Cross Registration Program  4.14

Alcohol Policy  7.61
Americans with Disabilities Act (ADA)  7.58
Appeal

to Board of Regent’s  7.90
grade appeal procedure  3.22

Arts, College of the  1.10
Assessment of Teaching, Supervision,  

and Mentoring Effectiveness  3.12
Atlanta Regional Consortium  

of Higher Education  4.14
Attendance Policy  3.23
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B
Benefits. See Employee Benefits and/or 

Compensation and Benefits
Board of Regents  1.5

Chancellor  1.5
operation of the Board  1.5
University System Advisory Council  1.5

Bookstore, KSU  6.10
Business, Michael J. Coles College of  1.11
Business & Administration Division  1.24

C
Career Services  6.9
Center for Excellence in Teaching  

and Learning (CETL)  6.5
Check Cashing Policy  6.13
Children, workplace policy on visits  7.66
Class Rolls  3.19

CLEP (Table of CLEP Scores)  4.11
College Level Examination Program  

(CLEP)  4.10
COMPASS Test  4.12
Committees - Standing  of KSU.  

See Standing Committees of  
the University

Compensation and Benefits.  
See Employee Benefits

academic year pay procedures  7.19
faculty compensation and benefits while teaching or 

doing research abroad  7.20
KSU employee benefits summary table  7.23
overload compensation guidelines  7.20
summer employment and compensation  7.19

Conflict Resolution Procedures  
for KSU Faculty  7.80

Constituencies Involved in  
Shared Governance  2.3

Continuation of Benefits  7.29
Contracts, employment for faculty  7.7

non renewal of  7.11
Copyright Law  3.25
Counseling and Advising Program Services 

(CAPS)  6.8
Course

instructional materials  3.19
scheduling expectations  3.19

Course Substitution in Program of Study  4.8
Course Syllabi  3.10

D
Declaration/Change of Degree Program or 

Concentration  4.13
Declaration of Program of Study (Major)  

4.8
Departmental Guidelines, structure and 

content of. See Review and Evaluation 
of Faculty Performance

Development and Fund-raising  
Guidelines  7.72

Disabled Student Support Services  6.17
Dispute Resolution

appeals, USG  7.90
handling disruptive students at KSU  7.75
KSU Faculty Conflict Resolution Procedures  7.80
whistleblower protection statute  7.90

Diversity Vision Statement for Kennesaw 
State University  7.59

Drug-free Workplace Policy  7.62

E
Education  

(Bagwell College of Education)  1.13
Educational Training Technology Center  6.6
Employee Benefits

continuation of benefits  7.29
family leave  7.28
group insurance  7.24
income tax  7.24
leaves of absence  7.32
maternity leave  7.28
military leave with pay  7.27
reemployment rights of members of a reserve  

component of the Armed Forces called to 
extended active duty  7.27

Regents’ Optional Retirement Plan (ORP)  7.30
retirement contribution  7.24
sick leave  7.25
social security  7.24
Teacher’s Retirement System  7.29
travel regulations  7.32
vacation leave  7.25
voluntary withholding plans  7.24

Employee Benefits Summary Table,  
KSU  7.23

Employment, processing out  
at the end of  7.19

Employment Contracts  7.7
Employment of Relatives  7.15
Environment Awareness, KSU position 

statement on  7.59
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Examinations
Advanced Placement Exams  4.12
College Level Examination Program (CLEP)  4.10
COMPASS  4.12
other institutional tests (GRE, GMAT, ISAT, US and 

Georgia History)  4.12

F
Faculty

absences  3.24
liability  3.24
loads  3.5

Faculty Appointments and Contracts
adjunct faculty appointments  7.14
employment contracts  7.7
employment of relatives  7.15
faculty appointments  7.3
faculty search and screening process  7.8
filling vacant faculty positions  7.7
graduate faculty status  7.4
human relations position statement  7.19
non renewal of employment contracts for individuals 

with faculty status  7.11
Part-time Teaching Faculty Employment  7.12
processing out at the end of employment  7.19
Reaffirmation of Equal Employment Opportunity 

Affirmative Action Policies  7.16
redirection and reassignment of  

filled faculty positions  7.9
removal of a faculty member for cause  7.11
state restrictions of Kennesaw faculty employment 

elsewhere in the University System  7.15
visas for non-U.S. citizens  7.15
visiting faculty appointments  7.12

Faculty Development and  
Awards Committee  2.8

Family Leave  7.28
Fax and Telephone Usage Policies  6.12
Field Trips  3.24
Financial Aid  6.20
Final Examinations  3.23
Fund-raising and Development  

Guidelines  7.72

G
Georgia Public Employees Hazardous 

Chemical Protection and Right to 
Know Act of 1988  7.59

General Faculty Meeting  2.18

Governance and Committees of KSU
Constituencies Involved in Shared Governance  2.3
General Faculty Meeting  2.18
Senate and University Council Structure  2.3

Senates  2.4
Undergraduate and Graduate Curriculum Review and 

Approval Process  2.19
University System Committees  2.18

GPCC. See Graduate Policies  
and Curriculum Committee

Grading  3.20
changing grades and using the official  

grade change form  3.22
course withdrawal and required form  3.21
errors in grades  3.22
general policies  3.20
grade appeal procedure  3.22
incomplete grade and report form  3.21
reporting of grades  3.22
scholastic grade point average-cumulative  3.22
special purpose grading symbol  3.20

Graduate College, Office of the Dean  1.9
Graduate Faculty Status  7.4
Graduate Management Admissions Test 

(GMAT)  4.12
Graduate Record Examination (GRE)  4.12
Graduate College Forms  4.14
Graduation

petitioning for  4.12
Group Insurance Benefit  7.24

H
Health Promotion and  

Wellness-Center for  6.22
Human Immunodeficiency Virus (HIV)  7.60
Human Participants (Policy Concerning  

Research with)  3.31
Human Relations Position Statement  7.19
Human Resources, Office of  1.29

I
Income Tax  7.24
Indoor and Outdoor Campus Facilities  6.13
Institutional Scholastic Aptitude Test 

(ISAT)  4.12
Institute for Global Initiatives  1.21
Instructional Department Chairs  

- listing of  1.31
Instructional Materials  3.19
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Instructional Responsibilities
academic freedom and responsibility  3.3
academic integrity  3.30
attendance policy  3.23
copyright law  3.25
course syllabi  3.10
faculty absences  3.24
faculty liability  3.24
field trips  3.24
final examinations  3.23
grading  3.20
protecting students’ privacy  3.23
student comments on instructional effectiveness  3.16
teaching, supervision, and mentoring effectiveness  3.8
workload guidelines for teaching faculty  3.5

Institutional Review Board (IRB)  
for Research with  
Human Participants  2.10

Insurance, Group  7.24
Intellectual Property Policy of KSU  7.43
Information Technology  

Advisory Committee  2.13

J
Judiciary Program  6.20

K
Keys and Parking  6.10

L
Leave

family leave  7.28
maternity leave  7.28
military leave with pay  7.27
reemployment rights of members of a reserve  

component of the Armed Forces called to 
extended active duty  7.27

sick leave  7.25
vacation leave  7.25

Leaves of Absense  7.32
Liability - Faculty  3.24
Library, KSU  6.3
Loads - Faculty Teaching  Load.  

See Workload Guidelines 
 for Teaching Faculty

M
Mail Service, KSU.  

See Postal Services, KSU
Maternity Leave  7.28
Meeting, Events, and Conference Planning 

at KSU  6.15
Military Leave with Pay  7.27
Mission and Culture of KSU  5.4
Minority Student Retention Services  6.18
Misconduct, Academic  7.76

N
Nonrenewal of Employment Contracts for 

Individuals with Faculty Status  7.11

O
Occupational Health and Safety,   

KSU position statement on  7.59
Officers of General Administration  1.30
Open Records Act  7.40
Outside Employment Policy Affecting  

Individuals with Faculty Status  
at KSU  7.40

Overload Compensation Guidelines  7.20

P
Parking and Keys  6.10
Parking and Traffic Regulations  

of KSU  7.66
Part-time Teaching  

Faculty Employment  7.12
Pay Procedures for Academic Year  7.19
Petition for Graduation  4.12
Police, campus  1.25
Police - KSU  6.23
Policies - workplace.  

See Workplace Policies  
and Regulations

Portfolio Guidelines. See Review and  
Evaluation of Faculty Performance

Postal Services  6.11
Posthumous Certificates  

of Achievement  4.13
Posthumous Degrees - awarding of  4.13
Post-Tenure Review

(new)  5.68
(old)  5.30
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Privacy - Protecting of Students’  3.23
Processing Out at End of Employment  7.19
Public Safety  1.25, 6.23

R
Reaffirmation of Equal Employment  

Opportunity Affirmative Action Policies
Reaffirmation of Equal Employment Opportunity 

Affirmative Action Policies  7.16
Redirection and Reassignment of Filled 

Faculty Positions  7.9
Regents’  Test  4.8
Regent’s Optional Retirement Plan  

(ORP)  7.30
Registration  4.7
Removal of a Faculty Member  

for Cause  7.11
Research with Human Participants  

(Policy Concerning)  3.31
Retirement Contribution  7.24
Retirement System. See Teacher’s  

Retirement System and/or Regent’s 
Optional Retirement Plan (ORP)

Review and Evaluation of Faculty Perfor-
mance (New version - 2007-2008)

administration and leadership  5.55
administrative faculty  5.62

general expectations  5.61
annual review/faculty performance agreement  5.63
associate professor  5.62
associate professor - general expectations  5.62
examples of scholarly activity  5.56
instructors - general expectations  5.61
lecturers and senior lecturers  

- general expectations  5.62
mission and culture of KSU  5.4
portfolio guidelines and content  5.66
post tenure review  5.68
professional service  5.54

examples of scholarly activity  5.56
professors  5.62
promotion for professorial ranks  5.60
quality and significance  5.57
research and creative activity  5.53
scholarhip  5.56
scholarly activity  5.56
teaching, supervising, and mentoring of students  5.53
tenure  5.58
tenure and promotion  5.63, 5.64
third-year (pre-tenure) review  5.65

Review and Evaluation of Faculty Perfor-
mance (Old version, 2005-2006)

academic achievement and continuing professional 
development  5.5–5.7

assistant professor
general expectations  5.12
promotion to associate professor  5.13

assistant professor - general expectatoins  5.61
associate professor  5.14–5.16

promotion to full professor  5.16–5.17
committees

college  5.25–5.27
department  5.24–5.25
university  5.27–5.28

dean’s T&P Review  5.27
department chair's T&P review  5.24
department guidelines — structure and content  5.45
detailed annual reviews  5.42

format and content of review  5.43–5.45
relationship to T&P  5.44
timelines for continuing faculty  5.42
timelines for new faculty  5.42

full professor—general expectations  5.17–5.19
instructors—general expectations for appointment 

and promotion  5.19–5.20
lecturers—general expectations for appointment and 

promotion  5.21
mission and culture at KSU  5.4
overview  5.3
portfolio guidelines  5.37
post-tenure review  5.30
president’s T&P review  5.29
professional service—definition and examples  5.7
teaching, scholarship, and mentoring—definition and 

examples  5.6–5.7
vice president’s T&P review  5.29
withdrawal from elective reviews  5.26, 5.28

Rolls. See Class Rolls

S
Scholarship and Creativity —  

Definition & Examples  5.6
Scholarly Misconduct - KSU Policy for 

Responding to Allegations of  7.50
Search and Screening Process  

for Faculty  7.8
Senates  2.4

Administrators Senate  2.5
Faculty Senate  2.4
Staff Senate  2.4
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Senate and University  
Council Structure  2.3

Sexual Harassment, policy statement  7.64
Shared Governance & Committees of KSU  

2.3. See Governance and Committees 
of KSU

Sick Leave and Reporting Responsibility 
for Faculty  7.25

Smoking Policy  7.63
Social Security  7.24
State Restrictions on Kennesaw Faculty 

Employment Elsewhere  
in the University System  7.15

Standing Committees of the University  2.6
Academic Standing Committee  2.9
Environmental Concerns Committee  2.11
Faculty Development and Awards Committee  2.8
Faculty Handbook Committee   2.17
General Education Committee  2.8
Graduate Policies and Curriculum Committee  2.7
Grievance Oversight Committee  2.15
Human Resources Advisory Committee  2.16
KSU Athletics Committee  2.9
Information Technology Advisory Committee  2.13
Institutional Review Board for Research  

with Human Participants  2.10
Library Committee  2.11
President’s Planning and Budget  

Advisory Committee  2.14
Public Safety Advisory Committee  2.13
Teacher Education Council  2.12
Tenure and Promotion Oversight Committee  2.17
Undergraduate Policies and  

Curriculum Committee  2.6
Student

handling disruptive students at KSU  7.75
protecting privacy  3.23

Student Athlete Support Services  6.8
Student Comments on Instructional 

Effectiveness - form  3.16
Student Community Service/Volunteer 

Kennesaw State University  6.19
Student Development Center

Adult Learning Programs  6.16
Disabled Student Support Services  6.17
International Student Retention Services  6.18
Lifelong Learning Center  6.17
Minority Student Retention Services  6.18
Student Community Services/Volunteer Kennesaw 

State University  6.19

Student Financial Aid  6.20
Student Leadership. See Center for Student 

Leadership (CSL)
Student Life Center  6.21

student activities/registered student organizations/
business operations  6.21

student media  6.22
Student Life Center

Center for Student Leadership (CSL)  1.26
Student Records  7.70
Student Request Forms  4.14
Student Services

Center for Health Promotion and Wellness  6.22
health services  6.23

Student Success and  
Enrollment Services Division  1.25

Center for Student Leadership (CSL)  6.22
Judiciary program  6.20
Student Athlete Support Services  6.8

Substitution of Course  4.8
Summer Employment  

and Compensation  7.19
Syllabi, course  3.10

T
Teacher Education Council  2.12
Teacher Resource and Activity Center  6.7
Teacher’s Retirement System

contribution rates  7.31
membership  7.29
membership applications and numbers  7.29
retirement income eligibility  7.30

Teaching, Supervision, and Mentoring 
Effectiveness  3.8

Technology and Human Resources Division 
and Chief Information Officer  1.28

Telephone and Fax Usage Policies  6.12
Tenure: Expectations and Eligibility

old version  5.8–5.9
Tenure and Promotion

General Expectations (new version)  5.58
Tenure and Promotion  

Oversight Committee  2.16
Third-Year (Pre-Tenure) Review 

(new version)  5.65
Third-Year Progress Reviews  5.9–5.10
Traffic and Parking  

Regulations of KSU  7.66
Transcript of Record Request  4.14
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Travel Forms  7.39
State of Georgia Certificate of Exemption of Local 

Hotel/Motel Excise Tax  7.33
Travel Regulations  7.32

U
Undergraduate and Graduate Curriculum 

Review and Approval Process  2.19
Undergraduate Policies and  

Curriculum Committee  2.6
University Budget and Planning  

Committee. See Budget and Planning 
Committee for University

University Center Cross Registration  
Program  4.14

University Council (UC)
structure of  2.3

University Judiciary Program. See Judiciary 
Program at KSU

United States and Georgia History and 
Constitutions Tests  4.12

University Studies - department of  6.7
University System Committees  2.18
University System of Georgia  1.4

Board of Regents  1.5
Chancellor  1.5
Operation of the Board  1.5
University System Advisory Council  1.5

University Relations - Office of  7.71
UPCC. See Undergraduate Policies  

and Curriculum Committee

V
Vacant Faculty Positions - Filling of  7.7
Vacation Leave  7.25
Visas for Non-U.S. Citizens  7.15
Visiting Faculty Appointments  7.12
Visits by Children  7.66
Voluntary Withholding Plans  7.24

W
Whistleblower Protection Statute  7.90
Withholding Plans, voluntary  7.24
Workload Guidelines for  

Teaching Faculty  3.5
Workplace Policies and Regulations

alcohol policy  7.61
Americans with Disabilities Act (ADA)  7.58
drug-free workplace policy  7.62
Environmental Awareness, KSU position statement 

on  7.59
Georgia Public Employees Hazardous Chemical  

Protection and Right to Know Act of 1988  7.59
Human Immunodeficiency Virus (HIV)  7.60
Intellectual Property Policy of KSU  7.43
KSU Diversity Vision Statement  7.59
KSU Parking and Traffic Regulations  7.66
KSU Policy and Procedures for Responding  

to Allegations of Scholarly Misconduct  7.50
Occupational Health and Safety,   

KSU position statement on  7.59
Open Records Act  7.40
Outside Employment Policy Affecting Individuals with 

Faculty Status at KSU  7.40
sexual harassment policy statement  7.64
smoking policy  7.63
visits by children  7.66

Writing Center  6.7
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