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Section 1 - Institutional Purpose and Organization 

1.1 - Faculty Membership at Kennesaw State University  

1.2 - Descriptions of Organizational Divisions, Colleges, and Departments  

1.2.1 - Academic Affairs Office  

1.2.2 - Academic Support Divisions  

1.2.3 - Academic Colleges  

1.1 - Faculty Membership at Kennesaw State 

University 

The faculty consists of the Corps of Instruction and the administrative officers. Full-time professors, associate 

professors, assistant professors, senior lecturers, lecturers, clinical professors, clinical associate professors, clinical 

assistant professors, research professors, research associate professors, research assistant professors, and teaching 

personnel with such other titles as may be approved by the President, shall be the Corps of Instruction. Full-time 

research and extension personnel and duly certified librarians will be included in the Corps of Instruction on the basis 

of comparable training. A faculty member who has academic rank and rights of tenure in the Corps of Instruction and 

who accepts an appointment to an administrative office, other than President, shall retain his/her academic rank and 

rights of tenure as an ex-officio member of the Corps of Instruction but shall have no rights of tenure in the 

administrative office. An administrative officer having faculty status shall have all the responsibilities and privileges of 

faculty membership except as noted below (BoR Policy Manual 3.2). 

In addition to the Corps of Instruction, the faculty will include the President, administrative and academic deans, 

registrar, librarian, and chief fiscal officer of the institution and other full-time administrative officers as the institution 

may designate as having ex officio faculty status (BoR Policy Manual 3.2.1.3). 

The term "teaching faculty" is used at KSU in reference to those members of the Corps of Instruction who hold rank, 

including librarians, lecturers and senior lecturers that are non-tenure-track faculty, with renewable contracts as 

indicated in the BoR Policy Manual 3.2.1. 

Administration refers to activities that are required to support the management of the institution. The role of 

administrative faculty is characterized by positions whose primary responsibility includes a) the active, continuing 

involvement in formulating, interpreting and implementing institutional policy; b) the exercise of substantial 

independence, authority and discretion in areas such as program planning, budgeting, design and allocation of 

resources; and c) making personnel decisions such as hiring, annual performance evaluation, and promotion and tenure 

reviews. Administrative faculty serve in executive leadership roles such as President; Provost; assistant/associate/vice 



presidents; assistant/associate/vice/senior vice provosts; deans; assistant/associate deans; department chairs/school 

directors; assistant/associate/directors of academic units (e.g., CETL); special assistant to President/Provost; and others 

per the President or the Provost. These "administrative faculty" are given faculty ranked administrator contracts. 

It would be rare for a faculty member to have an assignment in one of these areas. Departmental administrators should 

scrutinize any effort assigned to this section for a member of the Corps of Instruction.  

Administrative faculty are not eligible to serve as teaching faculty on department, college, or University committees 

nor on the Faculty Senate. If serving on a committee or the Faculty Senate as a teaching faculty at the time of 

appointment to an administrative position, the faculty member will be replaced following procedures outlined in 

department, college, and/or University guidelines. Administrative faculty are not eligible to be considered for any 

teaching faculty awards. 

1.2 - Descriptions of Organizational Divisions, 

Colleges, and Departments 

1.2.1 - Academic Affairs Office  

1.2.2 - Academic Support Divisions  

1.2.3 - Academic Colleges  

1.2.1 - Academic Affairs Office 



development for faculty effectiveness. The website address for the Center for Excellence in Teaching and Learning is 

https://facultydevelopment.kennesaw.edu/. 

The Center for Excellence in Teaching and Learning provides leadership, support, and advocacy for initiatives 

designed to enhance teaching effectiveness and student learning in all modalities (face-to-face, online, hybrid, and 

blended). CETL also cultivates a culture of ongoing professional development for faculty effectiveness. CETL has 3 

dedicated arms that provide specialized support. Teaching effectiveness (https://facultydevelopment.kennesaw.edu/) 

provides workshops, webinars, faculty learning communities, GTA training, and special events around research-based 

pedagogies and the scholarship of teaching and learning. Digital Learning Innovations (dli.kennesaw.edu) provides 

support for the design of online and hybrid courses, open education resources, web accessibility, professional 

development badging and technical tools for content delivery and facilitation. Faculty Development and Recognition 

(https://facultydevelopment.kennesaw.edu/) provides professional development beyond teaching, in particular 

leadership development for chairs and administrators, support for the promotion and tenure process, and administers 

the KSU Faculty award process and the nomination process for the USG teaching awards. 

Global Education 

Global Education is at the center of Kennesaw State University's vision and mission for a 

21st Century University that is infused with international sophistication and high impact 

practices that engage students, faculty and the community with our increasingly 

interconnected and globalized world. Global Education supports student success through 

international education, local to global community engagement. Global Education also 

supports faculty and staff inquiry through cross-cultural scholarship, professional 

development and service while also engaging our external community in global learning, 

executive education and leadership training and credentialing. Global Education is 

composed of ten units and a central administration office. Each year, our award-winning 

division leads a comprehensive array of scholarly, educational and community 

engagement programs while offering hundreds of international studies programs, courses 

and educational events. The website address for the Global Education is 

https://dga.kennesaw.edu/. 

University Libraries 

The Kennesaw State University Libraries are composed of the Sturgis Library, the Johnson Library, and the Library 

Repository. The mission of the Kennesaw State University Libraries is to provide excellent services and resources that 

directly support the University's efforts to become a world-class comprehensive university. Essential to achieving this 

mission is a library system that selects, organizes, presents, and preserves resources for the KSU community of faculty, 

students, and scholars. The website address for the University Libraries is https://library.kennesaw.edu/. 

1.2.3 - Academic Colleges 

Academic Deans 

Each of the academic colleges is headed by an academic dean. The dean provides administrative oversight, academic 

leadership, and holds decision-making authority at the college level for all aspects in the operation of their area. The 



deans are centrally involved in the planning, resource acquisition, program operational administration, personnel 

decisions, and external relations of their college/division/office. The academic deans are members of the Provost and 

Senior Vice President for Academic Affairs' administrative team. Under the leadership of the dean, a college's 

administrative team typically includes associate and/or assistant deans and department chairs/school directors. 

Department Chairs and School Directors



The College of Computing and Software Engineering is comprised of the Departments of Computer Science, 

Information Technology, and Software Engineering and Game Development. The college offers degree and certificate 

programs in all aspects of computing, including computer science, information technology, game design and 

development, and software engineering. Courses combine hands-on experience with a thorough grounding in the 

underlying theory, and students apply computing, software engineering techniques and information technologies to 

solve today's real-world problems and face tomorrow's challenges. The majority of the undergraduate degrees offered 

are accredited by the Accreditation Board for Engineering and Technology (ABET www.abet.org). Additional 

information on the College of Computing and Software Engineering can be found https://ccse.kennesaw.edu/. 

The Clarice C. and Leland H. Bagwell College of Education 

The Clarice C. and Leland H. Bagwell College of Education offers nationally accredited undergraduate and graduate 

programs. Students preparing to be teachers and leaders through one of Kennesaw State University's educator 

preparation programs are assured experiences which help them develop a deep understanding of the subject matter they 

will teach and acquire skills that effectively improve B-12 student learning. Additional information for the Bagwell 

College of Education can be found at https://bagwell.kennesaw.edu/.  

The Graduate College  

The Graduate College administers and advances the University's graduate and professional education enterprises. It is 

responsible for establishing and maintaining institutional standards for graduate program quality while advancing the 

University's overall graduate mission. This mission includes providing leadership and overseeing all aspects of the 

University's post-baccalaureate enterprise, including the University's graduate programs, faculty, and students. In 

cooperation with the Graduate Faculty, and the office of Curriculum, Instruction and Assessment, the Graduate 

College reviews and approves the institution's graduate curriculum, policies, and institutional graduate strategy. The 

Graduate College establishes standards for graduate instruction, reviewing and approving admission to the University's 

Graduate Faculty. Additional information on the Graduate College can be found at https://graduate.kennesaw.edu/. 

Wellstar College of Health and Human Services 

The Wellstar College of Health and Human Services is a dynamic academic unit that consists of the Department of 

Exercise Science and Sport Management, the Department of Health Promotion and Physical Education, the Department 

of Social Work and Human Services, and the Wellstar School of Nursing. Additionally, the College includes the 

Academy of Inclusive Learning and Social Growth. Members of each of the College units are actively engaged in the 

pursuit of excellence in undergraduate and graduate education, scholarship, and community engagement. Additional 

information for the Wellstar College of Health and Human Services can be found 

at https://wellstarcollege.kennesaw.edu/. 

KSU Journey Honors College 

The KSU Journey Honors College provides a "community-within-a-university" for academically-talented, highly 

motivated students who enjoy lively discussion, creative expression, and intellectual challenge. The University Honors 

Program is open to all undergraduate majors on both campuses. The KSU Journey Honors College collaborates with 

other KSU colleges to offer small honors sections of core courses and interdisciplinary honors seminars. Taught by 

outstanding faculty recognized for teaching excellence, our small honors sections offer a liberal arts experience in a 

large university and an alternative to large lecture sections. For more information about the KSU Journey Honors 

College, visit https://honors.kennesaw.edu/. 

Norman J. Radow College of Humanities and Social Sciences 









4. undue interference in grading and assessment criteria 
 

  

2.2 



departmental objectives. FPAs may change from year to year and even from semester to semester as needs and 

opportunities change. Consistent with the University's culture of shared governance, the details of an individual FPA 

are worked out in consultation between the chair and the faculty member and are subject to final approval by the dean. 

Faculty for whom a different model would be more appropriate will collaborate with their chair/director in the selection 

of that model. A faculty member's strengths, interests, and past three years' annual reviews will serve as the primary 

guide to the selection of the model. 

If the faculty member and the chair cannot reach agreement on the FPA, the dean will make the final determination.  

Instructional Responsibilities 

Illustrative Example of the Workload Model 

Some examples of possible FPA workload combinations appear below. The norm for workload effort expected in the 

area of teaching, scholarship/creative activity, and service for the typical tenure-track/tenured teaching faculty is 60%, 

30%, and 10%, respectively. The examples reflect various percentages of effort in the three faculty performance areas. 

The examples given are merely illustrative. Individual FPAs can vary almost infinitely, as agreed by the faculty 

member and chair and as approved by the dean. 

Some Illustrative Workload Examples* 

*Actual FPA percentages for each faculty member will be negotiated with the department chair as part of 

annual review. 

Teaching Emphasis                                     Workload 

4-4 course load Teaching.......................................80 

S/CA.......................................................................10 

Service....................................................................10 

Total ......................................................................100 

  

Teaching - Scholarship/Creative Activity Balance* 

3-3 course load Teaching.......................................60 

S/CA.......................................................................30 

Service...................................................................10 

Total .....................................................................100 

*Baseline Norm expectations for tenure-track/tenured teaching faculty. 

  

Teaching - Service Balance 

3-3 course load Teaching.......................................60 

S/CA.......................................................................10 



Service...................................................................30 

Total .....................................................................100 

  

Teaching - Scholarship - Service Balance 

3-3 course load Teaching.......................................60 

S/CA.......................................................................20 

Service...................................................................20 

Total .....................................................................100 

  

Scholarship/Creativity Activity Emphasis 

2-2 course load Teaching.......................................40 

S/CA.......................................................................50 

Service...................................................................10 

Total ....................................................................100 

  

Administration Emphasis 

Service....................................................................70 

S/CA.......................................................................10 

Teaching.................................................................20 

Total .....................................................................100 

2.3 - Teaching Overloads 

Under certain circumstances, KSU teaching and administrative faculty may be called upon to take on additional 

teaching, research, or service responsibilities. If it is determined that a workload adjustment cannot be made and a 

workload exceeding 100% is necessary, the faculty member's contract should be amended to reflect a temporary change 

in compensation warranted by the additional responsibilities (see KSU Faculty Handbook Section 4.2.4 for complete 

overload compensation guidelines and policies). 

2.4 - Faculty Performance and Assessment 

Teaching, Supervising, and Mentoring Effectiveness 



The faculty and administration of Kennesaw State University are committed to quality instruction. The primary purpose 

of university faculty is to engage students, colleagues, and others in activities that facilitate learning and contribute to 

learner development and educational advancement. In order to help faculty capture and document their work, KSU 

provides the following descriptions of instructional activities and basic expectations of faculty effort. 

Institutional Objectives for Teaching, Supervising, and 

Mentoring 

Highly effective teaching and learning are the central institutional priorities of Kennesaw State University. In addition, 

service and research/creative activity that strengthen teaching and address community interests play important 

supportive roles. In both undergraduate and graduate programs, faculty, staff, and administrators are committed to 

providing a challenging and facilitative collegiate environment that fosters high-quality academic preparation, critical 

thinking, global and multicultural perspectives, interpersonal skills, leadership development, social responsibility, and 

lifelong learning. 

In order for students to achieve these goals, KSU faculty strive for excellence through integrity and flexibility in their 

teaching. Because the institution serves a wide population of students with diverse backgrounds, needs, goals, and 

schedules, faculty are committed to developing diverse means and methods of helping these students learn. KSU 

faculty recognize diverse student learning styles and situations and strive to improve and expand teaching strategies to 

address student needs. 

KSU believes that teaching can take many forms, including, but not limited to lectures, interactive discussions, small 

group work, laboratory and creative work, supervising of research, original projects, internships and assistantships, 

private lessons or tutorials, distance education, asynchronous learning opportunities, mentoring, and advising. Within 

these multiple and flexible forms, KSU holds a high standard of academic integrity. KSU expects its faculty to be 

current and well-qualified in their disciplines; to model and maintain the professional standards of their disciplines 

through research/creative activity; to inspire excitement for learning; to help students make connections among 

individual courses, their major areas of study, the general-education program, and lifelong learning; and to regularly 

evaluate the effectiveness of their teaching.  

Primary Instructional Activities 

Faculty engage in a variety of instructional activities that facilitate learning. The three most common activities are 

teaching, supervision, and mentoring, which are not mutually exclusive categories. 

Teaching 

Teaching involves the development of knowledge, understanding, and application in an environment where the 

instructor must monitor, manage, and facilitate the learning process. An instructor should provide a rich 

learning environment that allows for a range of individual learning styles. Following a syllabus designed by the 

instructor, specific topics in a discipline are presented through various forms of teaching and discovery based 

on a selection of reading materials and other resources. The learning outcomes and expectations should be 

identified in the syllabus and formally assessed. 

Supervision 

Supervision occurs in situations where a learner is engaged for a fixed period of time in a structured academic 

experience for credit or pay with specified learning outcomes. These experiences often take place outside of 

the classroom in a job setting. The learner is expected to demonstrate competence in performing the learning 

outcomes, and the purpose of supervision is to improve the quality of that performance by guiding, monitoring, 

and providing feedback. The supervisor observes, evaluates and provides feedback about the quality of the 

performance of tasks and appropriate professional behavior. Although a faculty member may be responsible 





¶ Provide written expectations/contracts for individualized learning experiences (e.g. clinical experiences, 

internships, cooper 0/, 



The items currently used by the University are listed below.  

Three items rated on a 4-point Likert scale ranging from strongly agree to strongly disagree or not applicable. 

1. The instructor was effective in helping me learn. 

2. The instructor created a learning environment wherein I felt comfortable participating. 

3. Overall, the content of this course contributed to my knowledge and skills. 

Four open-ended response items. 

1. Please provide your feedback on the instructor's role in supporting your learning in this course. 

2. Please comment on the instructor's strengths. 

3. Please comment on how the instructor can improve your learning in this class. 

4. Please comment on how the course can be improved. 

Guidelines for using SRTs 

Individual faculty members may use SRT data to improve their own classes. The data may also be used during the 

annual review process or for purposes of promotion and tenure. When data are used for evaluating teaching 



¶ Examples of student work completed under teacher's supervision, along with descriptions of venues for 

presentation and any recognition, with student permission granted or with identifying information removed. 

¶ Letters from students commenting on mentoring/supervising that indicate how the mentoring has influenced 

student learning. 

¶ Letters attesting to impact of guest presentations in classes at KSU and/or elsewhere. 

¶ Excerpts of books, websites, or other teaching materials generated, and any letters attesting to quality/impact 

of those materials. 

Professionalism 

¶ Peer evaluation of classroom performance. 

¶ Examples of work with other KSU entities (e.g., Writing Center, Library, Learning Community Program, 

Career Center/Experiential Learning) to support teaching and student learning. 

¶ Written comments/letters on the professionalism of teaching, mentoring, and/or supervising from students, 

community partners, or clients-solicited or otherwise. 

¶ Responses to student feedback (e.g., from student ratings of teaching, consultations with peers or chairs about 

student concerns). 

Assessment of Student Learning 

¶ Samples of assessments (exams, project guidelines, rubrics, etc.). 

¶ Samples of feedback provided to students to promote learning. Trend data showing the impact of the teacher 

on student learning (e.g., comparing pretests and posttests). 

¶ Samples of student work demonstrating student learning. 

¶ Examples of work with other KSU entities (e.g., Writing Center, Library, Learning. Community Program, 

Career Center, Experiential Learning) to support teaching and student learning. 

¶ Examples of any local, regional, and/or critical review and recognition of student work. 

Professional Development 

¶ Seminars attended or conducted on teaching, including description of new approaches learned from 

workshops or descriptions of how ideas have been incorporated into teaching. 

¶ Examples of collaboration with faculty at KSU or elsewhere to support teaching. 

¶ Examples/explanations of faculty colleagues mentored on teaching, including comments from colleagues 

about shared work. 

¶ Evidence/explanation of participation in learning communities, book clubs, and listservs. 

¶ Conference programs/descriptions for presentations, letters, or other evaluations of quality of presentations; 

samples of presentations or published proceedings. 

¶ Explanation of quality and significance of department, school, college, and/or University teaching 

committees or presentations at KSU. 

¶



The primary objective of course scheduling is to deliver the required curriculum. It is expected that faculty will be 

involved in determining course schedules in consultation with the department chairs to meet institutional needs. 

Kennesaw State University faculty will be involved in all aspects of the course schedule. The faculty is expected to 

participate in day, evening, and weekend courses as determined in discussions with the department chair and dean. 

All faculty assigned to teach a course must possess qualifications that satisfy expectations outlined in the SACSCOC 

Faculty Credentials Guidelines and SACSCOC Principle 6.2a accreditation standards.  

2.7 - Course Instructional Materials 

Whereas most classes taught on the freshman and sophomore levels are foundations for more advanced ones, it is 

important that multiple section classes should reflect general instructional goals defined by the department. In addition, 

to model course syllabi that guide instructors, instructional materials (textbooks, lab manuals, music scores, software, 

instruments and other equipment, etc.) will be selected by the individual faculty member or a departmental committee 

so that all students will have an instructional experience that reflects the general instructional goals defined by the 

department for that course. In junior-senior level classes where only one instructor teaches a particular class, that 

instructor will select the instructional materials. If another instructor teaches the same course during a different 

semester, it would be advisable to discuss and share instructional materials that are effective in achieving the general 

instructional goals for the course. 

2.7.1 - Textbooks  

2.7.2 - Procedures Associated with Textbook Policy  

2.7.1 - Textbooks 

KSU follows BoR policy (BoR Policy Manual 3.10; USG Academic & Student Affairs Handbook 2.19) concerning the 

sale and use of academic textbooks or other instructional course materials in the classroom. Faculty involvement in the 

writing and editing of instructional materials published and marketed through national and regional publishing houses, 

such as academic textbooks, is regarded by KSU as legitimate and recognized forms of scholarship. As outlined in BoR 

policy, there are conditions on the adoption of textbooks and other instructional materials written by faculty members. 

Prior to adoption of such materials in a faculty member's own course, approval must be obtained from a department 

selection committee. The existence of such a committee is necessary to prevent any possible conflict of interest. 

As outlined in BoR policy, faculty cannot resell sample texts provided by publishers or to take advantage of any 

financial incentives offered by publishers in the assignment of specific texts. 

At times, faculty members may wish to develop instructional materials that are compilations for local use in their own 

classrooms. Consistent with BoR policy, royalties may not be paid to individual faculty for compilations the faculty 

member produces for copy and resale through any bookstore (internal or external to the institution). Copyright 

clearance must be obtained by the issuing department or faculty, where necessary, for compilations to be sold through 

any bookstore (internal or external to the institution). 

Conflicts of interest concerns arising as a result of sales of textbooks or other instructional materials should be directed 

to the Provost. 

2.7.2 - Procedures Associated with Textbook 

Policy 



Each KSU academic department will internally determine the makeup and process of the department selection 

committee according to their own customs and shared governance documents. If multiple departments share a course, 

those departments will determine whether a single or multiple department or college selection committee is used. It is 

recommended that department selection committees use the following guiding principle when determining whether a 

faculty member can use that faculty member's textbook and/or instructional materials in a course: Faculty are 

encouraged to author their own course materials at KSU as part of an acceptable form of scholarship and creative 

activity. The review of faculty-authored material by a department committee is for the sole purpose of clearing any 

potential conflict of interest by the University. Accordingly, the following questions are relevant to a department 

review of a faculty authored book or material: a) Are the textbook and/or instructional materials relevant to the goals 

and objectives of the course? b) Does the course syllabus indicate whether the text and/or instructional materials are 

required versus recommended for the course? c) Are the textbook and/or instructional materials sold to the students 

directly by the instructor (not allowable) or through retailers such as the KSU Bookstore (allowable)? d) Is there any 

evidence that the use of the textbook and/or instructional materials would create an apparent or actual conflict of 

interest for the University? 

The selection committee will give faculty seeking to adopt their own published materials in their own course(s) a 

decision and rationale for that decision in writing within 30 days after a request for approval is made. 

Appeals of selection committee decisions, if any, will proceed to the dean, and appeals of the dean's decision, if any, 

will proceed to the Provost. The appealing party at each level will state anew the basis for the appeal in writing within 

seven days after notice of a decision by a selection committee or dean. Denial or acceptance of an appeal by the dean or 

Provost will be in writing, issued within 30 days, and communicated to the requesting faculty, the selection committee, 

and the dean. 

2.8 - Class Rolls 

Class rolls are available through the KSU Owl Express and Banner systems. Instructors are to check class rolls using 

procedures provided by the Office of the Registrar. Instructors should be reminded that they are not to allow any 

unauthorized students in their classes. A student is authorized to attend a class when that student's name appears on the 

printed class roll available on the Internet. If a student claims to be in an instructor's class and their name is not on the 

roll, ask the student to report to the Office of the Registrar and get the situation clarified. As soon as a student has been 

registered for a class, their name will be on the Internet class roll. Ask your students if any of them are registered for 

AUDIT CREDIT. If so, be sure the grade V shows on the class roll. If not, have the student contact the Office of the 

Registrar immediately. 

2.9 - Grading 

General Policies 

Issuance of grades and formulation of individual attendance policies are the prerogative of the instructor. The course 

instructor must make feedback available to each student about that student's academic progress prior to the last 

published day to withdraw without academic penalty. Grades are expected to conform to those listed in the applicable 

KSU catalog. For more information on the grading system at KSU, please consult the applicable catalog 

(http://catalog.kennesaw.edu/). 

Withdrawal from Classes 

A student may withdraw from one or more courses up to one week prior to the last day of class. The student should 

consult the applicable academic calendar posted on the Office of Registrar website because the last day of class varies 



according to the part of the semester in which the student is enrolled. For more information about course withdrawals, 

please consult the applicable catalog (http://catalog.kennesaw.edu/). 

Compliance with Federal Regulations Governing the 

Disbursement of Financial Aid Attendance Verification 

Procedures 

Federal regulations governing the disbursement of financial aid require institutions to verify student attendance in class. 

Institutions disbursing Federal funds are also required to record the last date of attendance for students who stop 

attending class and return the appropriate funds to the U.S. Department of Education, based on institution refund 

percentages. Federal Regulation is part of the "Pell Recalculations" - 34 CFR 690.80. To view more information on the 

final grades and attendance verification process, please visit the Registrar's website at 

https://registrar.kennesaw.edu/faculty-resources.php. 

Reporting Final Grades 

The instructor submits the grades, via Owl Express, to the Office of the Registrar.  For more information on final 

grades and grade submissions, please visit the Registrar's website at https://registrar.kennesaw.edu/faculty-

resources.php. 

Errors in Grades 

Errors in grades must be reported to the Office of the Registrar immediately. In general, no grade changes will be made 

after the end of the next semester after the grade was assigned, except with the approval of the Academic Standing 

Committee. In general, the Academic Standing Committee will not consider requests for grade changes beyond one 

year from the end of the semester in which the grade was assigned. A petition for a grade change will not be accepted 

after the date of graduation. 

Changing Grades 

Changes in grades may be made only on the form designated for this purpose. All changes must be approved by the 

appropriate dean or department chair and submitted to the Office of the Registrar. 

The Official Grade Change Form is used to correct entries and to record grades for courses in which the grade of "I" 

had been previously assigned. The Official Grade Change Form is the only form that can be used to change a student's 

grade once it has been recorded on that student's official transcript. The form can be obtained in the Faculty Services 

Tab in Owl Express. In general, the Academic Standing Committee will not consider requests for grade changes 

beyond one year from the end of the semester in which the grade was assigned. For additional information about grade 

changes, including changing an incomplete grade ("I"), consult the applicable catalog (http://catalog.kennesaw.edu/) 

Grade Appeals 

A student's rights to grade appeals are defined in the University catalogs. Each faculty member must specify the 

grading policy in the syllabus at the beginning of the course. The faculty member may change the grading policy for 

cause after that time but must do so uniformly with ample notification to students. 



The grading policy should be quite specific and should be distributed to each class in written form. Some departments 



instructional experiences of the students involved. For a complete description of policies refer to KSU Faculty 

Handbook Section 4. 

Faculty members may not be absent from their teaching responsibilities except for illness, extraordinary personal 

circumstances, or performing professional obligations even if coverage has been arranged. The faculty member should 

notify the chair prior to any cancelations or substitutions. In addition, faculty should not cancel scheduled classes or 

meetings to take personal time. 

2.12 - Policies Concerning Research with Human 

Participants, Research with Animals and 

Biosafety 

Kennesaw State University has established committees to regulate research with human participants, research with 

animals and biosafety For additional information, see the KSU University Handbook Sections 5.2.16, 5.2.17, and 

5.2.18. 

2.13 - Faculty Policies and Procedures with Legal 

Implications 

Syllabus Requirements 

University Policies or Statements to be Included in Syllabi 

Academic Integrity Statement (Required) 

Every KSU student is responsible for upholding the provisions of the Student Code of Conduct, as published in 

the Undergraduate and Graduate Catalogs. Section 5c of the Student Code of Conduct addresses the 

University's policy on academic honesty, including provisions regarding plagiarism and cheating; unauthorized 

access to university materials; misrepresentation/falsification of university records or academic work; 

malicious removal, retention, or destruction of library materials; malicious/intentional misuse of computer 

facilities and/or services; and misuse of student identification cards. Incidents of alleged academic misconduct 

will be handled through the established procedures of the Department of Student Conduct and Academic 

Integrity (SCAI), which includes either an "informal" resolution by a faculty member, resulting in a grade 

adjustment, or a formal hearing procedure, which may subject a student to the Code of Conduct's minimum one 

semester suspension requirement. See also https://scai.kennesaw.edu/codes.php. 

Additional Legal Consideration Integrity Statement (Required)



Field Trips 

Field trips offer students many educational opportunities and can be used by faculty to enhance courses. It is 

necessary to have advance clearance before scheduling and taking a class on a field trip. A letter giving 

pertinent information about the Kennesaw State sponsored field trip must be sent to the department chair and 

dean for insurance purposes. The purpose and an accurate listing of names of all who participated in the field 

trip must be submitted to the student success office. It is important that each student understand that it is the 

student's responsibility to inform and clear a missed class with the student's other instructors. The Office of the 

Registrar will not inform instructors of students who missed classes due to field trips.  

Faculty Liability 

From time-to-time questions arise concerning the liability of faculty members for injuries to students engaged 

in laboratory work, physical education activities, on field trips, etc. Faculty members should inquire in advance 

about liability insurance and trip insurance with their professional societies or the appropriate official in the 

Office of Student Success. 

Copyright Law 

The Copyright Law of the United States (codified as Title 17 U.S.C.) governs the making of photocopies or 

other reproductions of copyright material. Teachers have latitude to copy materials, but within the "fair use" 

intent and should consider the effect of the copying on the sales of books and other materials. The Board of 

Regents provides comprehensive information on university policies and procedures with regard to copyright 

laws at https://www.usg.edu/copyright/. 

Section 3 - Review and Evaluation of Faculty 

Performance 

3.1 - Introduction  

3.2 - Overview of Faculty Responsibilities  

3.3 - Basic Categories of Faculty Performance  

3.4 - Evaluation of the Quality and Significance of Faculty Scholarly Accomplishments  

3.5 - General Expectations for Tenure, Promotion, Post-Tenure Review, and Faculty Performance for Tenure Track 

Faculty in Professorial Ranks  

3.6 - General Expectations for Promotion and Faculty Performance for Non-Tenure Track Faculty in Professorial 

Ranks  

3.7 - General Expectations for Promotion and Faculty Performance for Non-Tenure Track Clinical Faculty in 

Professorial Ranks  

3.8 - General Expectations for Promotion and Faculty Performance for Non-Tenure Track Librarian Faculty in 

Professorial Ranks  

3.9 - General Expectations for Promotion and Faculty Performance for Non-Tenure Track Research Faculty in 

Professorial Ranks  

3.10 - General Expectations for Non-Tenure Track Faculty Without Professorial Rank  

3.10.1 - General Expectations for the Non-Tenure Track Lecturer Faculty Ranks  





mission of the University. The faculty performance model in the KSU Faculty Handbook Section 2 encourages flexible 

faculty roles across the University, recognizes the rich diversity of faculty talent, and advances the University's mission 

by maximizing the strengths and talents of individual academic units and their faculty (Brand, 2000). 

These university guidelines set forth policies, criteria, and procedures by which individual faculty member's 

contributions to the University will be documented and equitably evaluated. They define terms and levels of review and 

set the basic structure for all performance review. This section of the KSU Faculty Handbook does not cover the entire 

breadth of evaluative measures available to colleges and departments. However, in this section, the words "must," and 

"will" (and equivalent terms) signify a binding, mandatory requirement that must be followed by colleges and 

departments, as to substance and procedure, as appropriate. Conversely, the words "may," "can," "might," or "should" 

(and equivalents) signify a permissive suggestion not binding on colleges or departments. Colleges and departments 

will establish written guidelines, consistent with the KSU Faculty Handbook, that specify evaluative criteria 

appropriate to their disciplines. These guidelines will describe the focus of their units within the larger mission and the 

core values of KSU and delineate which activities will receive emphasis in annual performance reviews, in promotion 

and tenure recommendations and decisions, and in post-tenure performance evaluation of faculty in their units. The 

process, guidelines, and revisions to the guidelines must also be approved by the full-time permanent faculty in the 

department or college, as appropriate, the department chair (for department guidelines), the College P&T Committee, 

the dean, and the Provost. 

3.2 - Overview of Faculty Responsibilities 

For the purpose of clarification, administrative faculty are those members of the corps of instruction who receive a 

contract for faculty ranked administrators. Teaching faculty are all others with faculty rank and status. 

As described in the KSU Faculty Handbook Section 3.3, the three basic performance areas in which faculty must be 

evaluated at KSU are teaching, scholarship and creative activity, and professional service. While faculty may focus in 

all areas of student success, they are to highlight activities promoting student success in at least one of these three areas 

in both their annual reviews and in their multi-year reviews. Depending upon college and departmental guidelines, 

faculty members need not demonstrate noteworthy achievements in all three areas but must be noteworthy in two and 

satisfactory in the third in their promotion and tenure reviews. All teaching faculty are expected to emphasize 

excellence in teaching and demonstrate noteworthy achievement in at least one other area (BoR Policy Manual 8.3.5, 

8.3.6, and 8.3.7). Appropriate activities and noteworthy achievement in all three areas are define12 792 reC q
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¶ clarify the general responsibilities and relative emphasis of the individual in teaching, scholarship and 

creative activity, and professional service, 

¶ articulate the way the faculty member's activities relate to the departmental and college mission and goals, 

¶ identify the expectations for scholarly activity in all of the faculty member's performance areas, and 

¶ identify the performance area(s) that will include scholarship expectations and describe those expectations.  

¶ clarify how the faculty member will promote student success in one of the three areas. 

¶ identify how the faculty member will pursue continuous professional growth in one of the three areas 

  

Consistent with the University's culture of shared governance, the details of an individual FPA are worked out in 

consultation between the chair and the faculty member and are subject to final approval by the dean. If the faculty 

member and the chair cannot reach agreement on the FPA, the dean will make the final determination. 

As a faculty member matures and develops and as the focus of colleges and departments evolve, an FPA may change. 

New agreements may reflect changes in the workload percentages assigned. It may, in fact, be necessary to change an 

FPA during the course of a g BDdan.



scholarship and creative activity, and/or professional service in their FPA. Faculty will then annually record their 

progress in the narrative for their ARD. 

A. Teaching 

This category of faculty performance refers to a wide variety of instructional activities that engage faculty peers and 

others to facilitate student learning. Teaching also includes activities such as mentoring, advising, and supervision. The 

norm for workload effort expected in the area of teaching for the typical tenure-track/tenured teaching faculty is 60%. 

By definition, scholarly teachers (see KSU Faculty Handbook Section 3.4) demonstrate mastery of the current 

knowledge and methodology of their discipline(s). Teaching effectiveness at KSU will be assessed and evaluated not 

only from the perspective of the teacher's pedagogical intentions but also from the perspective of student learning. Such 

assessment may employ multiple methods, including a variety of classroom techniques. Instruments to assess student 

perceptions of their own learning should not be the sole means but may be used in conjunction with other instruments. 

Depending on the faculty member's situational context, evaluation of teaching and curricular contributions will not be 

limited to classroom activities but will also focus on the quality and significance of a faculty member's contributions to 

larger communities. Examples include curricular development, community-engaged teaching practices, program 

assessment, student mentoring and supervision, public lectures and workshops, teaching abroad and international 

exchange, and academic advising. 

In addition to documenting teaching effectiveness in terms of student learning, faculty should provide other measures 

of teaching effectiveness, such as some, but not necessarily all, of the following: teaching awards, evidence of handling 

diverse and challenging teaching assignments, securing grants for curriculum development or teaching techniques, 

accomplishments involving community-engaged pedagogy, peer observations, and contributions to the achievement of 

departmental teaching-related goals. Faculty who designated teaching as their area of focus for student success should 

report those student success activities that occur in teaching. 

Examples of Student Success in Teaching 

Student success most often, though not always, occurs within a faculty member's teaching, supervision, and mentoring. 

Examples of student success in this area include faculty who advise or mentor students outside the classroom, employ 

forms of experiential learning and other high impact practices in their classrooms, and/or apply professional 

development activities and initiatives offered by the institution or the USG to their work with students. 

B. Scholarship and Creative Activity 

Scholarship and creative activity at KSU are broadly defined in the institution's mission statement as a wide array of 

activities that contribute to the advancement of knowledge, understanding, application, problem solving, aesthetics, and 

pedagogy in the communities served by the University. The norm for workload effort expected in the area of 

scholarship/creative activity for the typical tenure-



Accomplishments will be judged in the context of their use of current knowledge, their impact on peers and 

communities who are stakeholders in the processes, and the products of the scholarship and creative activities. In 

evaluating scholarship, faculty members are expected to demonstrate the quality and significance of the faculty 

member's accomplishments. 

In certain fields such as writing, literature, performing arts, fine arts, architecture, graphic design, cinema, and 

broadcast media or related fields, distinguished creation should receive consideration equivalent to that accorded to 

distinction attained in more traditional areas of research. In evaluating artistic creativity, an attempt should be made to 

determine the quality and significance of the faculty member's accomplishments. Criteria such as originality, scope, 

richness, depth of creative expression, and recognition by peers may be used to evaluate quality and significance. In 

disciplines such as music or drama performance, conducting, directing, design, choreography, etc. are evidence of a 

candidate's creativity. 

Contributions to the development of collaborative, interdisciplinary, cross-institutional, international, or community-

engaged research programs are highly valued. Documenting collaborative research might involve evidence of 

individual contributions (e.g., quality of work, completion of assigned responsibilities), work facilitating the successful 

participation of others (e.g., skills in teamwork, group problem-solving), and/or the development of sustained 

partnerships that involve the mutually beneficial exchange of knowledge and resources. KSU recognizes publishing in 

pedagogical journals or making educationally focused presentations at disciplinary and inter-disciplinary gatherings 

that advance the scholarship of teaching and curricular innovation or practice.  

Faculty who have designated scholarship and creative activity as their area of focus for student success should report 

those student success activities that occur in their scholarship and creative activity in their FPA. 

Examples of Student Success in Scholarship and Creative Activity 

At Kennesaw State University, student success can take place within a faculty member's scholarship and creative 

activity.  Faculty who promote undergraduate and graduate research, especially through the dissemination of artifacts at 



professional expertise to serve their discipline or an interdisciplinary field. This type of service might also include 

developing linkages with partner institutions both locally and globally. 

In all types of professional service, documentation and evaluation of scholarly service will focus on quality and 

significance rather than on a plain recitation of tasks and projects. Documentation of the products or outcomes of 

professional service should be provided by the faculty member and considered as evidence for the evaluation 



least one of their performance area(s) of emphasis. The norm for workload effort expected in the area of scholarship for 

the typical tenure-track/tenured teaching faculty is 30%. The minimum acceptable for tenure and/or promotion is 20%. 

The performance ar







successful/not satisfactory the faculty member must be provided with a Performance Remediation Plan (PRP). 

(See BoR Academic and Student Affairs Handbook 4.4 and KSU Faculty Handbook Section 3.12).  

Tenure Review 

The second major part of the process is the review at the end of the probationary period that leads to a tenure 

decision. All tenure track faculty must be reviewed for tenure. The length of the probationary period over 

which this review is to occur depends upon several factors. For faculty who enter KSU at the assistant 

professor rank or above, the probationary period is five years, with a mandatory review for tenure being 

conducted in the sixth year if tenure has not already been awarded. However, faculty may be granted years of 

credit toward tenure for work experience prior to coming to KSU (BoR Policy Manual 8.3.7.4; USG Academic 

& Student Affairs Handbook 4.4.1). This credit will be noted in writing by the President before the faculty 

member is employed and can range from one to three years, with the latter figure being reserved for rare cases 

of exceptional service elsewhere, such as administrative work. Any, all, or none of the granted credit can be 

applied toward tenure, at the discretion of the individual faculty member. If applied toward tenure, this credit 

plus the number of years of service at KSU must match the minimum probationary period of five years and the 

tenure portfolio will include evidence from this credited time and must include evidence of relevant work 

experience prior to employment at KSU. A faculty member may use their probationary credit towards tenure 

and apply for tenure earlier than the completion of the minimum probationary period only once. Faculty who 

have used probationary credit towards tenure and who were denied tenure will have one additional attempt to 

obtain tenure which will occur in their sixth year of eligibility (i.e., their required year for tenure as outlined on 

their faculty tenure and promotion status sheet). The amount of the probationary period spent at KSU must be 

continuous unless the interruption is for a leave of absence or for part-time service that must not, in either case, 

exceed two years (BoR Policy Manual 8.3.7.4). A faculty member who is granted two or three years of credit 

toward tenure may replace the pre-tenure review with a tenure review in the second year in the position (if 

taking three years of credit toward tenure) or in the third year of the position (if taking two years of credit 

toward tenure). 

At KSU, if a tenure track assistant professor or associate professor is granted probationary credit upon initial 

hire, the same amount of credit will be granted for both tenure and promotion and can only be used once. For 

example, if a faculty member is using probationary credit and chooses to apply for tenure only or promotion 

only during their first portfolio submission at KSU, the probationary credit initially granted for both tenure and 

promotion will be considered used at that time. 

A faculty member who was hired without credit toward tenure may apply for tenure during the fifth year of 

service (after serving a minimum of four years in their current tenure track position at KSU). Tenure track 

faculty can be reviewed concurrently for both promotion (from assistant professor to associate professor or 

from associate professor to full professor) and tenure; however, the awarding of tenure for assistant professors 

can only be approved after a positive decision on promotion to associate professor has been made by the KSU 

President (BoR Policy Manual 8.3.7.5). 

Tenure track eligibility for a faculty member will be stated in a letter offering employment from the Provost. 

An administrative faculty member who is appointed without academic rank or with a part-time rank is not on 

track for tenure. Part-time, limited term, adjunct faculty, and temporary or visiting faculty, are not eligible for 

and do not accrue any credit toward tenure. Service as a non-tenure track faculty with professorial rank, part-

time, limited term, temporary or visiting faculty member at KSU does not earn credit toward the probationary 

period if the individual is hired later into a regular permanent faculty status. However, BoR policy (BoR Policy 

Manual 8.3.8) does allow for credit toward tenure for service as a lecturer/senior lecturer. 

Academic deans and department chairs are normally appointed with tenure. Tenure does not reside in an 

administrative position. Deans and chairs who are not hired with tenure are subject to a similar tenure-track 

review process as all other tenure-track faculty. Once tenured as a faculty member, an individual does not lose 

tenured status as a function of changing positions, responsibilities, or departments at the University. 



Tenure track faculty who are not recommended for tenure during their required sixth or ninth (e.g., due to leave 

of absence) year reviews automatically receive a terminal one-year contract and formal notice that they will not 

receive another employment contract after their seventh or tenth years, respectively. 

According to Board of Regents Policy Manual 8.3.4.2, all non-tenured faculty who have been awarded academic rank 

(instructor, assistant professor, associate professor, professor) are employed under written contract and who served full-

time for the entire previous year have the presumption of renewal of the next academic year unless notified in writing 

by the President of an institution or authorized representative of the intent not to renew. Such individuals are employed 

from contract to contract and only for the term specified in the contract. Subsequent or future appointment results 

solely from a separate offer and execution of a new and distinct contract. The offer of a new contract under these 

circumstances is the prerogative of Kennesaw State University, provided that sufficient advance notice is given 

informing the individual of the institution's intent to exercise its option of not renewing the current employment 

contract. 

In addition to the minimum criteria above, tenure at the rank of associate or full professor requires the terminal degree 

in the appropriate discipline or its equivalent in training, ability, and/or experience. Kennesaw State University takes 

the view that the qualities of knowledge, experience, and ability that would qualify as equivalent to the earned 

doctorate or terminal degree must be demonstrated at a high level of achievement. Equivalency should be awarded only 

in cases when the demonstrated evidence is clear and convincing. In addition, the judgment of equivalency depends on 

many variables specific to the particular discipline in question and to the individual achievements of the person making 

the case for equivalency. 

The following criteria are established as a guideline for faculty committees and administrators who will use their 

professional judgment to recommend doctoral or terminal degree equivalency for hiring and promotion and tenure. 

Required criteria for terminal degree equivalency include: 

a. Demonstrating broad and in-depth knowledge and understanding of the body of information in the discipline 

beyond a masters' degree 

b. Demonstrating the ability to implement one's own scholarship and creative activity agenda, to apply research 

and creative methodologies, and to produce scholarship that meets the criteria for quality and significance 

outlined in departmental guidelines 

A variety of other factors may be considered in determining doctoral equivalency. Additional supporting evidence 

might include the following: 

a. Holding a master's degree in the appropriate discipline 

b. Completing graduate coursework in the discipline beyond what would be expected for a masters' degree 

c. Holding appropriate professional licensure or certifications in the discipline 

d. Achieving a leadership position in and/or honors and awards from a professional society or societies which 

indicates regional, national, and/or international peer recognition of professional accomplishments 

e. Having professional work experience relevant to the faculty member's teaching assignments that are 

significant in level of responsibility and duration 

f. Having already been promoted to the rank of Associate Professor 

In addition to the criteria mentioned, there may be other discipline-specific achievements that constitute doctoral or 

terminal degree equivalency that colleges and/or departments have outlined in their promotion and tenure guidelines. 

Faculty members submitting portfolios for tenure who do not hold the doctorate or terminal degree must address the 

criteria for equivalency in their portfolios. The review committee or administrator will consider equivalency at the time 

the tenure recommendation is considered. Candidates without a doctorate or terminal degree can be tenured if, in 

addition to the criteria for tenure, they meet the requirements for equivalency as stated in departmental, college, and 

University guidelines. Each level of review will make a recommendation for tenure and a decision on doctoral or 

terminal degree equivalency. 

B. Promotion for the Tenure Track Professorial Ranks 



The professorial ranks are typically linked to the different stages of career development and accomplishment for 

university faculty. Faculty members at the different stages of an academic career tend to have different levels of 

experience, expertise, accomplishment, effectiveness, and productivity. They also tend to have different opportunities 

for contribution, leadership, and mentorship. Consequently, KSU's general expectations for faculty performance and for 

promotion in rank will be dependent on experience levels and the faculty member's career path. 

Experience is correlated with professorial rank, but years of service or successful annual reviews alone are not 

sufficient to qualify for a promotion in rank. When a faculty member's experience, accomplishments, and career 

development evolve to the point where expectations applicable to the beginning level of the next highest rank are being 

met, the faculty member can make a strong case for promotion. A decision of promotion will result from a thorough 

review of a faculty member's accomplishments and contributions to the University by KSU teaching and administrative 

faculty colleagues. This review is accomplished in consideration of the faculty member's situation and context and in 

relation to their stage of academic career development. 

Only faculty who were hired in professorial rank with credit toward promotion (USG Academic & Student Affairs 

Handbook 4.6) can undergo a promotion review before the fifth full academic year of service at KSU. This credit will 

be noted in writing by the President before the faculty member is employed and can range from one to three years, with 

the latter figure being reserved for rare cases of exceptional service elsewhere, such as administrative work. Any, all, or 

none of the granted credit can be applied toward promotion, at the discretion of the individual faculty member. If 

applied toward promotion, this credit plus the number of years of service at KSU must match the minimum 

probationary period of five years. The promotion portfolio will include evidence from credited time and must include 

evidence of relevant work experience prior to employment at KSU. A faculty member may use their probationary credit 

towards promotion and apply for promotion earlier than the completion of the minimum probationary period only once. 

Faculty who have used probationary credit towards promotion and who were denied promotion will have to receive 

approval to submit for "early" promotion prior to serving the minimum of five years in rank at the current institution. 

The amount of the probationary period spent at KSU must be continuous unless the interruption is for a leave of 

absence or for part-time service that must not, in either case, exceed two years (BoR Policy Manual 8.3.7.4). 

At KSU, if a tenure track assistant professor or associate professor is granted probationary credit upon initial hire, the 

same amount of credit will be granted for both tenure and promotion and can only be used once. For example, if a 

faculty member is using probationary credit and chooses to apply for tenure only or promotion only during their first 

portfolio submission at KSU, the probationary credit initially granted for both tenure and promotion will be considered 

used at that time. 

A faculty member who was hired without credit toward promotion may apply for promotion during the fifth year of 

service (after serving a minimum of four years in rank). Tenure track faculty can be reviewed concurrently for both 

promotion (from assistant professor to associate professor or from associate professor to full professor) and tenure; 

however, the awarding of tenure for assistant professors can only be approved after a positive decision on promotion to 

associate professor has been made by the KSU President. 

Board of Regents policy allows for consideration of early promotion. According to USG Academic & Student Affairs 

Handbook 4.6, strong justification must be provided to support any consideration of "early" promotion wherein the 

individual has served fewer than the minimum number of five years in rank at the current institution. 

At KSU, before a faculty member submits an application for early promotion, the faculty member should seek guidance 

from the department chair, dean, and Provost. However, in the rare case where a faculty member has served less than 

four years in rank at the current institution, prior presidential approval to be reviewed for promotion is required. 

In addition to the minimum criteria above, promotion to the rank of associate or full professor requires the terminal 

degree in the appropriate discipline or its equivalent in training, ability, and/or experience (BoR Policy Manual 8.3.6.2). 

Kennesaw State University takes the view that the qualities of knowledge, experience, and ability that would qualify as 

equivalent to the earned doctorate or terminal degree must be demonstrated at a high level of achievement. Equivalency 

should be awarded only in cases when the demonstrated evidence is clear and convincing. In addition, the judgment of 

equivalency depends on many variables specific to the particular discipline in question and to the individual 

achievements of the person making the case for equivalency. 



The following criteria are established as a guideline for faculty committees and administrators who will use their 







Professors continue to grow and develop in their respective areas of emphasis. Based on BoR policy (BoR Policy 

Manual 8.3.6.2), promotion to the rank of full professor requires the terminal degree in the appropriate discipline or its 

equivalent in training, ability, and/or experience. Neither the possession of a doctorate nor longevity of service is a 

guarantee per se of promotion. Initial appointments to the full professorial rank should have a terminal degree in the 



Departments and colleges with non-tenure track faculty with professorial ranks must incorporate into their guidelines 

the criteria for the promotion review for these faculty members. Departments and colleges may also establish an 

optional third-year review for non-tenure track faculty to provide feedback for an optional promotion review. As 

indicated in the KSU Faculty Handbook Section 3.1 (Introduction), establishment and revision to guidelines must be 

approved by the full-time permanent faculty in the department or college, as appropriate, the department chair (for 

department guidelines), the College P&T Committee, the dean, and Provost. 

A. Promotion for the Non-Tenure Track Faculty Professorial 

Ranks 

The professorial ranks are typically linked to the different stages of career development and accomplishment for 

university faculty. Faculty members at the different stages of an academic career tend to have different levels of 

experience, expertise, accomplishment, effectiveness, and productivity. They also tend to have different opportunities 

for contribution, leadership, and mentorship. Consequently, KSU's general expectations for faculty performance and for 



b. Demonstrating the ability to implement one's own scholarship and creative activity agenda, to apply research 

and creative methodologies, and to produce scholarship that meets the criteria for quality and significance 

outlined in departmental guidelines 

A variety of other factors may be considered in determining doctoral equivalency. Additional supporting evidence 

might include the following: 

a. Holding a master's degree in the appropriate discipline 

b. Completing graduate coursework in the discipline beyond what would be expected for a masters' degree 

c. Holding appropriate professional licensure or certifications in the discipline 

d. Achieving a leadership position in and/or honors and awards from a professional society or societies which 

indicates regional, national, and/or international peer recognition of professional accomplishments 

e. Having professional work experience relevant to the faculty member's teaching assignments that are 

significant in level of responsibility and duration 

f. Having already been promoted to the rank of Associate Professor 

In addition to the criteria mentioned, there may be other discipline-specific achievements that constitute doctoral or 

terminal degree equivalency that colleges and/or departments have outlined in their promotion and tenure guidelines. 

Faculty members submitting portfolios for promotion to associate or full professor who do not hold the doctorate or 

terminal degree must address the criteria for equivalency in their portfolios. The review committee or administrator will 

consider equivalency at the time the promotion recommendation is considered. Candidates without a doctorate or 

terminal degree can be promoted if, in addition to the criteria for promotion, they meet the requirements for 

equivalency as stated in departmental, college, and University guidelines. Each level of review will make a 

recommendation for promotion and a decision on doctoral or terminal degree equivalency. 

The criteria for the optional promotion review are based on criteria established for non-tenure track faculty with 

professorial rank for the beginning level of the next higher rank as articulated in department, college, and University 

guidelines. The same committee structure that is used for promotion review of tenured and tenure-



should follow the schedule outlined by the Board of Regents in the USG Academic &



D. Conversion Between Non-Tenure Track Faculty Positions 

If a non-tenure track faculty requests and is granted a conversion to another type of non-tenure track faculty position, 

the individual's clock is reset, because this is a different faculty type with a different set of expectations and guidelines. 

Thus, the faculty member will begin the first year in the new non-tenure track faculty position at the beginning of the 

next academic year after the approval of the conversion and the faculty member will follow all performance evaluations 

appropriate for that new faculty type and rank. 

3.7 - General Expectations for Promotion and 

Faculty Performance for Non-Tenure Track 

Clinical Faculty in Professorial Ranks 

Clinical faculty at Kennesaw State University are educator-practitioners in professional departments who have a 

background in their disciplinary area and who practice the discipline in the work setting. The following clinical ranks 

are recognized at KSU: Clinical Assistant Professor, Clinical Associate Professor, and Clinical Professor. The goal of 

these positions is to enhance the academic and professional development of students in the mission of the institution 

primarily in the performance areas of teaching and professional service. Clinical faculty must meet various discipline 

specific standards for professional employability that facilitate teaching in a professional setting. Clinical faculty 

maintain a balance that is different from that of tenure track faculty regarding their workload model and expectations. 

Unless otherwise set forth in the Faculty Performance Agreement (FPA), clinical faculty generally spend less time 

engaged in scholarship and creativity activity. Clinical faculty are typically making contributions in clinical, 

educational, lab, industry, and/or professional settings on University, college, department committees, and local, 

regional, and national professional organizations that have a professional, applied focus. 

The holder of a non-tenure track clinical faculty position with professorial rank is not eligible for consideration for the 

award of tenure or probationary credit toward tenure. Non-tenure track clinical faculty members may apply for a 

declared, open tenure track faculty position and be considered through the normal search and screening process. 

Consistent with BoR Policy (USG Academic & Student Affairs Handbook 4.1), administrative transfers from a tenure 

track faculty position with professorial rank to a non-tenure track faculty position with professorial rank require the 

approval of the department chair, dean, Provost, and President. The BoR request form to convert a tenure track position 

to a non-tenure track position is on the KSU Faculty Affairs webpage. 

Clinical faculty must hold, or be eligible to obtain, as applicable, board or other certification in the profession/discipline 

in which the individual will provide clinical, educational, industry, and/or professional service. Exceptions must be 

approved by the department chair, dean, and Provost, prior to appointment. 

A department must receive approval from the dean and Provost to become a clinical faculty appointment and 

promotion department. Departments and colleges with approval for clinical faculty must incorporate into their 

guidelines the criteria for the promotion review of clinical faculty. Departments and colleges may also establish an 

optional third-year review for non-tenure track clinical faculty to provide feedback for an optional promotion review. 

As indicated in the KSU Faculty Handbook Section 3.1 (Introduction), establishment and revision to guidelines must be 

approved by the full-time permanent faculty in the department or college, as appropriate, the department chair (for 

department guidelines), the College P&T Committee, the dean, and Provost. 



The professorial ranks are typically linked to the different stages of career development and accomplishment for 

university faculty. Faculty members at the different stages of an academic career tend to have different levels of 

experience, expertise, accomplishment, effectiveness, and productivity. They also tend to have different opportunities 

for contribution, leadership, and mentorship. Consequently, KSU's general expectations for faculty performance and for 

promotion in rank will be dependent on experience levels and the faculty member's career path. 

Experience is correlated with professorial rank, but years of service or successful annual reviews alone are not 

sufficient to qualify for a promotion in rank. When a faculty member's experience, accomplishments, and career 

development evolve to the point where expectations applicable to the beginning level of the next highest rank are being 

met, the faculty member can make a strong case for promotion. A decision of promotion will result from a thorough 

review of a faculty member's accomplishments and contributions to the University by KSU teaching and administrative 

faculty colleagues. This review is accomplished in consideration of the faculty member's situation and context and in 

relation to their stage of academic career development. 

Only faculty who were hired in professorial rank with credit toward promotion (USG Academic & Student Affairs 

Handbook 4.6) can undergo a promotion review before the fifth full academic year of service at KSU. A faculty 

member who was hired without credit toward promotion may apply for promotion during the fifth year of service (after 

serving a minimum of four years in rank). 

Board of Regents policy allows for consideration of early promotion. According to USG Academic & Student Affairs 

Handbook 4.6, strong justification must be provided to support any consideration of "early" promotion wherein the 

individual has served fewer than the minimum number of five years in rank at the current institution. 

At KSU, before a faculty member submits an application for early promotion, the faculty member should seek guidance 

from the department chair, dean, and Provost. However, in the rare case where a faculty member has served less than 

four years in rank at the current institution, prior presidential approval to be reviewed for promotion is required. 

In addition to the minimum criteria above, promotion to the rank of associate or full professor requires the terminal 

degree in the appropriate discipline or its equivalent in training, ability, and/or experience (BoR Policy Manual 8.3.6.2). 

Kennesaw State 



In addition to the criteria mentioned, there may be other discipline-specific achievements that constitute doctoral or 

terminal degree equivalency that colleges and/or departments have outlined in their promotion and tenure guidelines. 

Faculty members submitting portfolios for promotion to associate or full professor who do not hold the doctorate or 

terminal degree must address the criteria for equivalency in their portfolios. The review committee or administrator will 

consider equivalency at the time the promotion recommendation is considered. Candidates without a doctorate or 

terminal degree can be promoted if, in addition to the criteria for promotion, they meet the requirements for 

equivalency as stated in departmental, college, and University guidelines. Each level of review will make a 

recommendation for promotion and a decision on doctoral or terminal degree equivalency. 

The criteria for the optional promotion review are based on criteria established for clinical faculty for the beginning 

level of the next higher rank as articulated in department, college, and University guidelines. The same committee 

structure that is used for promotion review of tenured and tenure track faculty will be used for the promotion review. 

Non-tenure track clinical faculty with professorial rank must prepare a portfolio for the optional promotion 

consideration. The portfolio contents will follow the guidelines for tenure track faculty who are reviewed for 

promotion, see KSU Faculty Handbook Section 3.12 (Faculty Review Process - Portfolio Guidelines and Contents). 

Annual reviews and/or portfolio feedback indicating poor performance with little or no improvement over time and 

based on the department and college promotion and tenure guidelines, provide the basis for nonrenewal of non-tenure 

track clinical faculty with professorial rank. Non-tenure track clinical faculty with professorial rank have the option to 

respond in writing within 10 calendar days after receiving reviews of their performance, should an appeal be necessary. 

Response letters are directed to the reviewing committee or administrator and copied to the next level of review. This 

response will become part of the portfolio that will be forwarded to the subsequent levels of review. The response letter 

should address the interpretation of the information in the portfolio, but it should not include new evidence to be 

considered in the review process. The reviewer (committee or administrator) does not respond to this letter. 

B. Faculty Performance Expectations for Non-Tenure Track 

Clinical Faculty with Professorial Rank 

Faculty performance is evaluated for non





Librarian faculty at Kennesaw State University are educator-practitioners engaged in professional librarianship. 

Professional librarianship is defined within the field as professional library service in support of the educational, 







C. Joint Appointments for Non-Tenure Track Librarian 

Faculty 



non-tenure track research faculty to provide feedback for an optional promotion review. As indicated in the KSU 

Faculty Handbook Section 3.1 (Introduction), establishment and revision to guidelines must be approved by the full-

time permanent faculty in the department or college, as appropriate, the department chair (for department guidelines), 

the College P&T Committee, the dean, and Provost. 

A. Promotion for the Non-Tenure Track Research Faculty 

Professorial Ranks 

The professorial ranks are typically linked to the different stages of career development and accomplishment for 

university faculty. Faculty members at the different stages of an academic career tend to have different levels of 

experience, expertise, accomplishment, effectiveness, and productivity. They also tend to have different opportunities 

for contribution, leadership, and mentorship. Consequently, KSU's general expectations for faculty performance and for 

promotion in rank will be dependent on experience levels and the faculty member's career path. 

Experience is correlated with professorial rank, but years of service or successful annual reviews alone are not 

sufficient to qualify for a promotion in rank. When a faculty member's experience, accomplishments, and career 

development evolve to the point where expectations applicable to the beginning level of the next highest rank are being 

met, the faculty member can make a strong case for promotion. A decision of promotion will result from a thorough 

review of a faculty member's accomplishments and contributions to the University by KSU teaching and administrative 

faculty colleagues. This review is accomplished in consideration of the faculty member's situation and context and in 

relation to their stage of academic career development. 

Only faculty who were hired in professorial rank with credit toward promotion (USG Academic & Student Affairs 

Handbook 4.6) can undergo a promotion review before the fifth full academic year of service at KSU. A faculty 

member who was hired without credit toward promotion may apply for promotion during the fifth year of service (after 

serving a minimum of four years in rank). 

Board of Regents policy allows for consideration of early promotion. According to USG Academic & Student Affairs 

Handbook 4.6, strong 



A variety of other factors may be considered in determining doctoral equivalency. Additional supporting evidence 

might include the following: 

a. Holding a master's degree in the appropriate discipline 

b. Completing graduate coursework in the discipline beyond what would be expected for a masters' degree 

c. Holding appropriate professional licensure or certifications in the discipline 

d. Achieving a leadership position in and/or honors and awards from a professional society or societies which 

indicates regional, national, and/or international peer recognition of professional accomplishments 

e. Having professional work experience relevant to the faculty member's teaching assignments that are 

significant in level of responsibility and duration 

f. Having already been promoted to the rank of Associate Professor 

In addition to the criteria mentioned, there may be other discipline-specific achievements that constitute doctoral or 

terminal degree equivalency that colleges and/or departments have outlined in their promotion and tenure guidelines. 

Faculty members submitting portfolios for promotion to associate or full professor who do not hold the doctorate or 

terminal degree must address the criteria for equivalency in their portfolios. The review committee or administrator will 

consider equivalency at the time the promotion recommendation is considered. Candidates without a doctorate or 

terminal degree can be promoted if, in addition to the criteria for promotion, they meet the requirements for 

equivalency as stated in departmental, college, and University guidelines. Each level of review will make a 

recommendation for promotion and a decision on doctoral or terminal degree equivalency. 

The criteria for the optional promotion review are based on criteria established for research faculty for the beginning 

level of the next higher rank as articulated in department, college, and University guidelines. The same committee 

structure that is used for and promotion review of tenured and tenure track faculty will be used for the promotion 

review of research faculty; third and sixth-year reviews stop at the level of the dean. 

Non-tenure track research faculty with professorial rank must prepare a portfolio for the optional promotion 

consideration. The portfolio contents will follow the guidelines for tenure track faculty who are reviewed for 

promotion, (see KSU Faculty Handbook Section 3.12 (Faculty Review Process - Portfolio Guidelines and Contents). 

Annual reviews and/or portfolio feedback indicating poor performance with little or no improvement over time and 

based on the department and college promotion and tenure guidelines, provide the basis for nonrenewal of non-tenure 

track research faculty with professorial rank. Non-tenure track research faculty with professorial rank have the option 

to respond in writing within 10 calendar days after receiving reviews of their performance, should an appeal be 

necessary. Response letters are directed to the reviewing committee or administrator and copied to the next level of 





guidelines. Thus, the faculty member will begin the first year in the new non-tenure track faculty position at the 

beginning of the next academic year after the approval of the conversion and the faculty member will follow all 

performance evaluations appropriate for that new faculty type and rank. 

3.10 - General Expectations for Non-Tenure Track 

Faculty Without Professorial Rank 

3.10.1 - General Expectations for the Non-Tenure Track Lecturer Faculty Ranks  

3.10.2 - General Expectations for Non-Tenure Track Academic Professionals  

3.11 - Administrative Faculty 

Administrative faculty have administrative matters as their primary area of responsibility. These faculty have academic 

rank and are normally located within the Division of Academic Affairs. Administrative faculty are those members of 

the corps of instruction who receive a contract for faculty ranked administrators and are eligible to receive an 

administrative stipend and undergo the Post Tenure Review for tenured administrative faculty, if applicable, while 

serving as an administrative faculty. Positions in which faculty are eligible to receive administrative contracts and an 

administrative stipend include: department/school chairs/directors; assistant/associate deans; deans; 

assistant/associate/directors of academic units (e.g., CETL); assistant/associate/vice 

presidents; assistant/associate/vice/senior vice provosts; Provost; special assistant to President/Provost; others per 

President/Provost. (See additional details in Section 1.1). 

3.12 - Faculty Review Process 

Updated March 26, 2024 

Administrative and teaching faculty performance is evaluated via two basic and interrelated processes: annual reviews 

and multi-year reviews. An annual review is an evaluation of the faculty member's performance over one year, but 

within the context of the multi-year reviews. The multi-year reviews, involving multiple reviewers, are a more 

comprehensive examination of a faculty member's contribution to the department, college, and University. 

  

A. Annual Reviews 

The annual assessment of a faculty member's contributions to the University will be based on performance in reference 

to the criteria listed in the most recent year's Faculty Performance Agreement(s) (FPA). The basis of this assessment is 

an Annual Review Document (ARD) that is compiled by the faculty member to demonstrate progress toward the 

criteria in the FPA. This document will convey accurate information and the criteria by which the faculty member is to 

be assessed, counseled, and judged. The professional performance at KSU must address the quantity, quality, and 

significance of the contributions. 

  

1. Format (ARD and FPA) 

The FPA must be updated annually in conjunction with the annual review. Both the annual review and the 

FPA are integral to the next annual review process. The ARD and the FPA together provide a retrospective 



and prospective synopsis of a faculty member's performance. They provide the basis for all levels of 

reviewers to properly assess the contributions of the faculty member.  

The ARD addresses items in the past year's FPA. The exact format and layout of the ARD and the FPA will 

be determined by the faculty member's department. The College P&T Committee, the department chair, the 

dean, and the Provost must approve these formats. Because the ARD and the FPA are integral to Promotion 

and Tenure decisions, those documents must reflect the Promotion and Tenure guidelines. 

  

2. Evaluation of Categories by Chairs 

Chairs will evaluate faculty members in each of the three performance categories--teaching, scholarship and 

creative activity, and service-based upon the following five-point rubric: 

  

5. Exemplary 

4. Exceeds Expectations 

3. Meets Expectations 

2. Needs Improvement 

1. Does Not Meet Expectations 

(BoR Academic and Student Affairs Handbook 4.4) 

  

In addition, chairs will evaluate faculty efforts to promote student success in at least one of the three areas. 







ARDs, FPAs, supervisor evaluation, and any additional comments, such as response letters, must be submitted 

with documents and materials for all Promotion and Tenure reviews, including pre-tenure reviews and post-

tenure reviews. 

  

5. Performance Remediation Plan 

If a tenured faculty member receives a "1 - Does Not Meet Expectations" or "2 - Needs Improvement" in any 

of the categories during an annual review, the chair of the department and the faculty member will develop a 

Performance Remediation Plan (PRP) in consultation with the faculty member to remediate the faculty 

member's performance.  A Performance Remediation Plan sets forth realistic goals and strategies for the 

faculty member to begin meeting expectations in the following year's annual review. (BoR Faculty and Student 

Affairs Handbook 4.4)   The PRP should include the following: 

1. A set of realistic goals that are achievable within the timeframe of the Performance Remediation 

Plan. 

2. A set of realistic strategies for achieving those goals. 

3. A realistic measurement. 

4. A realistic timeline. 

5. Available resources for enacting strategies and achieving goals. 





from the college (composition of this committee follows procedures outlined in College Bylaws), and finally proceeds 

to the dean with the remainder of the process to follow as ordinary cases of promotion and tenure (see KSU Faculty 

Handbook Section 3.13). 

Promotion and tenure portfolios without any negative recommendations among required levels of review proceed from 

the dean to the Provost. In the event of any negative recommendations among required levels of review, the portfolio 

goes to the College P&T Committee that serves as the appeals committee for promotion and tenure cases (composition 

of this committee follows procedures outlined in College Bylaws). The college committee may request written 

clarification from previous levels of review and will have access to all portfolios in the current year in that college to 

see examples of successful portfolios in that year. 

After the review and recommendation of the college committee (when such a review is necessary), the portfolio 

proceeds to the Provost for a recommendation. In cases where the portfolio did not go to the College P&T Committee, 

the Provost may choose to send it to the appropriate College P&T Committee for review and recommendation. 

Within 10 calendar days from the date of Advance of each review recommendation, the faculty member has the right to 

respond to the committee's or administrator's recommendation and justifications by submitting a letter written by the 

faculty member to the reviewing committee or administrator for the information of the next level of review. The faculty 

member will place the response letter into the digital portfolio workflow. The response letter should address the 

interpretation of the information in the portfolio, but it should not include new evidence to be considered in the review 

process. The reviewer (committee or administrator) does not respond to this letter. The Provost makes a 

recommendation, and the portfolio then goes to the President, who makes a final decision. If, after the Provost review, a 

candidate for tenure or promotion believes that the process of review has been violated, the candidate may request 

review under the provisions of the KSU Grievance Policy. 

If a tenured faculty is under review for promotion and post-tenure review, simultaneously, the portfolio is reviewed by 

the department's promotion and tenure committee for the promotion review only. The portfolio is then reviewed by the 

department chair and dean for promotion and post tenure review. The portfolio is subsequently sent to the Provost for a 

promotion consideration and post-tenure review. If the Provost is inclined not to support a recommendation of previous 

levels for promotion, if previous levels of review are discrepant for promotion, or if previous reviews are consistently 

negative for promotion, the Provost sends the portfolio to the college committee for a promotion review. The Provost 

then provides a promotion and post-tenure review and finally the President provides a promotion and post-tenure 

decision. 

If a faculty member has a joint appointment in two or more academic departments or across two or more divisions, the 

faculty member's joint appointment Memorandum of Understanding, which delineates how the academic home unit and 

the sharing unit(s) will provide input during promotion and tenure processes, will be followed. 

At each level, review committees and administrators must make a positive or negative recommendation on the question 

of tenure and/or promotion and must write a letter to be placed in the digital portfolio workflow [for administrative 

faculty, recommendation letters must be copied to the candidate's academic supervisors (e.g., department chair, dean) 

and administrative supervisors (Director of Center for Excellence in Teaching and Learning, Director of Global 

Education, etc.) if the supervisor is not included in the electronic workflow during the review process]. The letter 

includes the recommendation for tenure and/or promotion and articulates the strengths and weaknesses that contributed 

to the recommendation. Within 10 calendar days from the date of Advance of the review recommendation at each level, 

the faculty member has the right to respond to a committee's or administrator's recommendation and justifications by 

submitting a letter written by the faculty to the reviewing committee or administrator for the information of the next 

level of review. The faculty member will place the response letter into the digital portfolio workflow. The response 

letter should address the interpretation of the information in the portfolio, but it should not include new evidence to be 

considered in the review process. The reviewer (committee or administrator) does not respond to this letter. 

  

3. External Letters 



The inclusion of external letters as part of the Promotion and Tenure process is required. External letters will not be 



4. Post-Tenure Review (PTR) 

According to USG policy, "all tenured faculty members who have rank and tenure with an academic unit must undergo 

post-tenure review five years after the award of tenure and subsequently every five years unless it is interrupted by a 

further review for promotion to a higher academic rank (Associate/Full Professor) or academic leadership promotion 

(e.g. department chair, Dean, Associate Provost). A corrective post tenure review follows the same process and 

outcomes as a regularly scheduled post tenure review. If the outcome of the Corrective Post-Tenure Review is 

successful, the faculty member will reset the post-tenure review clock" (BoR Faculty and Student Affairs Handbook 

4.7). 

The BoR Faculty and Student Affairs Handbook goes on to note, "A tenured faculty member may voluntarily elect to 

go up for a post-tenure review before the five-year time limit by informing the department chair in the annual review 

workflow. This enables a faculty member to take full advantage of the feedback and insight provided by their 

colleagues at a strategic moment in their career, rather than having to wait for the usual 5-year cycle. Early post-tenure 

reviews should include a review of the faculty member's accomplishments since they were last evaluated for tenure or a 

previous post-tenure review, whichever was most recent. If the faculty member has a successful review, the next post-

tenure review will be five years from the voluntary PTR post-tenure review date. If the faculty member is unsuccessful, 

the 5-year PTR review date remains in place." (BoR Faculty and Student Affairs Handbook 4.7) 

I. Process for Post-Tenure Review (PTR) 

Although the primary evidence considered by review committees/administrators for post-tenure review is the 

five most recent annual evaluations and a current curriculum vitae, faculty members for post-tenure review 

must submit all materials listed on the Portfolio Document Submission List (see below). Supporting 

documentation is also submitted. External letters are not required for PTR. 

The process begins with the faculty member submitting the required post-tenure review portfolio to the digital 

workflow. This digital workflow will then be routed to the department chair who will conduct the first level of 

review. The department chair will have the option of adding any feedback to the annual reviews that are 

already included in the documentation. 

The review of post-tenure portfolios for faculty then proceeds to the College P&T Review Committee. A letter 

indicating the committee's evaluation must be uploaded into the digital workflow. The committee's post tenure 

review letter will include an assessment of the strengths and weaknesses in the quality and significance of a 

faculty member's performance in the context of individual roles and responsibilities. The letter will also 

include an overall assessment of whether the faculty member is meeting expectations in post tenure 

performance, using the same 5-point scale as described for annual reviews (Section 3.12). 

The review then proceeds to the Dean, then the Provost, and then the President. At each level, a letter 

indicating the reviewer's assessment must be uploaded into the digital workflow. This assessment will contain 

specific and detailed reference to the department promotion and tenure review guidelines used to justify the 

recommendations and decisions that have been made. 

Within 10 calendar days from the date of Advance of the review recommendation at each level, the faculty 

member has the right to respond to a committee's or administrator's review and justifications by submitting a 

letter written by the faculty to the reviewing committee or administrator for the information of the next level of 

review. The faculty member will place the response letter into the digital portfolio workflow. The response 

letter should address the interpretation of the information in the portfolio, but it should not include new 

evidence to be considered in the review process. The reviewer (committee or administrator) does not respond 

to this letter. 

The appropriate supervisor must meet with each faculty member to discuss the results of PTR. In the event of 

an unsuccessful PTR (rating of 1 or 2) the faculty member must be informed in writing of next steps, due 

process rights, and the potential ramifications if the faculty member does not remediate or demonstrate 

substantive progress towards remediation in the areas identified as unsatisfactory. (BoR Faculty and Student 

Affairs Handbook 4.7) 



Expedited Post-Tenure Review 

As the annual review documents constitute the "primary evidence" for multi-







6. The President may or may not follow the recommendation of the committee, but, within 10 calendar days of 







Provost or Provost designee. The Administrative PTR Committee may be consulted in such 

instances. 

  



committee member letters will be added to the digital portfolio workflow by the committee chair when the majority 

letter is submitted. All letters by the committee members and the committee as a whole must be dated the same. All 

reviewers should remember that e-mail is not a confidential medium; therefore, committee minutes, notes, drafts of 

review letters, or final letters may not be circulated by e-mail. Sharing documents via OneDrive is permissible. 



¶ List of Links to Supplemental Evidence Files 

¶ Vitae - Vitae should be formatted to clearly demonstrate the quality and significance of the faculty 

members' accomplishments, especially to those beyond the department. An example of a vitae 

template can be found on the Faculty Affairs webpage. The Vita Interactive report may be used to example of a vitae 



o Committee assignment documentation 

o Copies of meeting minutes 

o Copies of products developed 

o Recognition by others of contributions 

o Evidence of student success activities 

o Evidence of statewide, regional, national or international professional service. For 

Administrators, additional evidence of the quality and significance of the faculty member's 

administration and leadership:  

▪ Documentation indicating leadership assignments 

▪ Evidence of program evaluation 

▪ Supervisor, peer, and employee evaluations 

▪ Copies of products developed 

Beyond the material listed above, the faculty member may link to a one-page summary of activity not readily 

supported by documentation. 

  

8. Withdraw from an Elective Review by Submitting a Written Request for Withdrawal 

A faculty member who has initiated an Elective Tenure or Elective Promotion Review may withdraw from the review 

process at any point prior to the Provost review. Failure to withdraw prior to the Provost review will result in the 

portfolio proceeding automatically through the remainder of the review process.  To withdraw from the review process, 

the faculty member should fill out the "Form Requesting Withdrawal from an Elective Review for Tenure or Promotion 

at KSU" and send it to the current level of review.  If the portfolio is at a Faculty Response step, the faculty member 

can upload the form and withdraw the portfolio directly. (See note below if the review involves both an elective and a 

required review.) The form can be found on the Faculty Affairs website 

(https://facultyaffairs.kennesaw.edu/docs/resources/form-requesting-withdrawal-from-an-elective-review-for-tenure-or-

promotion.pdf). Because a portfolio proceeds whether it has received positive or negative evaluations and may receive 

different evaluations at different levels of review, the decision to withdraw must be made on the merits of each 

individual situation. You are encouraged to discuss your situation with your department chair or a colleague who is 

familiar with your situation (but not on a c



3.13 - Multi-Year Review Schedules 

 

Revised Summer 2023 

  

Promotion and Tenure Reviews, Tenure Reviews (for Tenure Track Faculty), and Promotion Reviews (for Lecturers, 

Non-Tenure Track Faculty with Professorial Rank (including Clinical, Research and Librarian Faculty), and Tenured 



Mid-August Candidate submits portfolio to digital portfolio workflow 

Mid-September to 

Late-September 
Department P&T Committee review (see note) 

Mid-October to 

Early November 

Department chair review (see note) (Department chair review can begin earlier, but no Chair 

decision should be made before the end of the optional faculty response deadline to the 

Department P&T Committee review) 

Mid-December 





4.4.3 - KSU Faculty Conflict Resolution Procedures  

4.4.4 - KSU Academic Freedom Complaints  

4. 1 - Faculty Appointments and Contracts 

4.1.1 - Faculty Appointments  

4.1.2 - Graduate Faculty Status   

4.1.3 - Joint Appointments  

4.1.4 - Faculty Employment and Separation  

4.1.4.1 - Employment Contracts  

4.1.4.2 - Notice of Faculty Resignation or Retirement  

4.1.5 - Filling Vacant Faculty Positions and Faculty Search and Screening Process  

4.1.6 - Faculty Relocation and Moving Expenses Policy  

4.1.7 - Redirection and Reassignment of Filled Faculty Positions  

4.1.8 - Non-Renewal of Employment Contracts for Individuals with Faculty Status  

4.1.9 - Removal of a Faculty Member for Cause  

4.1.10 - Visiting Faculty Appointments  

4.1.11 - Limited Term Faculty Appointment  

4.1.12 - Part-time Teaching Faculty Appointment  

4.1.13 - Salary Conversion for Fiscal and Academic Year Appointments  

4.1.14 - Adjunct Faculty Appointments  

4.1.15 - Visas for Non-U.S. Citizens  

4.1.16 - State Restrictions on Kennesaw Faculty Employment Elsewhere in the University System  

4.1.17 - KSU Academic Affairs Electronic Records Policy  

4.1.1 - Faculty Appointments 

Appointments to the faculty with academic rank and administrative faculty appointments with rank and/or tenure-track 

status are made through the Office of the Provost and Senior Vice President of Academic Affairs, typically upon the 

recommendation of a department head and dean. Such appointments are approved by the President. 

Tenure Track Appointments 



Tenure and tenure track appointments are restricted to regular full-time teaching faculty employed on a continuing 

basis and to academic administrative faculty with professorial rank (i.e., Assistant Professor, Associate Professor, 

Professor). 

Non-Tenure Track Appointments 

¶ Lecturers and Senior Lecturers (as defined below) 

¶ Full-time clinical, research, and librarian faculty with rank 

¶ Limited term, part-time and adjunct faculty 

¶ Full-time instructional or administrative faculty with rank who are explicitly employed in a non-tenure track 

status 

Corps of Instruction - Full-time professors, associate professors, assistant professors, instructors, lecturers, senior 

lecturers, and teaching personnel with such other titles as may be approved by the Board, shall be the Corps of 

Instruction. Full-time research and extension personnel and duly certified librarians will be included in the Corps of 

Instruction on the basis of comparable training. Persons holding part-time and adjunct appointments or other honorary 

titles shall not be considered to be members of the faculty (BoR Policy Manual 3.2.1.1). 

Professorial Rank - Faculty who hold an earned doctorate, acceptable terminal degree, or other acceptable credential, 

are appointed to one of the professorial ranks (see KSU Faculty Handbook Section 3.6 for additional information 

regarding expectations for rank, performance, promotion, and tenure). 

a. Assistant Professor, Clinical Assistant Professor, Research Assistant Professor, and Librarian 

Assistant Professor - relatively inexperienced faculty who are in an early stage of becoming established in 

their academic careers in higher education. 

b. Associate Professor, Clinical Associate Professor, Research Associate Professor, and Librarian 

Associate Professor - experienced faculty members who have established a solid foundation for continued 

success in the academy, but who may be at an early stage of academic career development.  

c. Professor, Clinical Professor, Research Professor, and Librarian Professor - highly experienced and 

senior members of the faculty who have become highly accomplished in their teaching effectiveness and 

scholarship or service. 

Lecturers - To carry out special instructional functions, such as basic skills instruction, instructional staff members 

may be appointed to the position of lecturer. Lecturers are not eligible for the award of tenure. Not more than 20% of 

KSU's FTE corps of primarily undergraduate instruction may be lecturers and/or senior lecturers. 

Senior Lecturers - Initial appointment at the rank of senior lecturer is reserved for those with extensive experiences 

and accomplishments. Promotion to senior lecturer, or initial appointment at the rank of senior lecturer, requires 

approval by the President. Senior lecturers are not eligible for the award of tenure. 

All faculty assigned to teach a course at KSU must meet the qualifications outlined by the Southern Association of 

Colleg(Allu1 90.05 246.58 Tm
0 g
0 G
 0.002 Tc[(All faculty assig)3(ned to teach a9 Tf(utlo
/Fo92 re.7.08T
/F2 9 Tf
1 0 0)] TJ
ET
Q
q
0.00000912 0 612 792 re
W* n
BT
/F2 9 Tf
1 0 0 1 90.05 234.id1 0 0 16.05 409.38 Tm
0 g
4
/F2n(90.0SACSCOC) F0.004 Tc[(PQ.05 e)-2(46.58 T /SpanCre2(.)] SU F)s Gui3(ee K0 G TfI90.05 teach a9 Tf(utlo
/Fo92 re.7.08T
/F2 9 Tf
1 0 0)] TJ
ET
Q
q
0.00000912 22612 792 re
W* n
Bigib)3(le fUS)n P)3(res7 Tm (end ofSang CSCOC (enF5 421.38 TC00912 0 612 792 re
W* n
BT
/F2 9 Tf
1 0 0 1 407.17 512.9 Tm
0 g
0 G1 re 22612 792 re
W* n
Bigib)3(le edKSU F)( le Gui3K0 0 0ne n
Q
0 0ACSCOC0.00Prinssig)pC q6.2a 0.00* nq 56005 24912 otif
1 0 1.38o teach a9 Tf(utlo
/Fo92 re.7.08T
/F2 9 Tf
1 0 0)] TJ
ET
Q
q
0.00000912 10612 792 re
W* n
BT
/FQ
q
0.Tm
un
Q
 EMC  /
Q
 te
0.000BT
/MC  /SpaBT
/g
0 Gosi.)] S8 T)] TJang (o wayW* n
BT
/F1 9 Tf
1 0 0 1 90.05 292.35 Tm
0 g
0 G
 -0.004 Tc[(Senio323
0 g 10612 792 re
W* n
)3(for those wi)3(th extensi)3(ve experiences )] TJ
ET
Q
q
0.0000091232512 7 10612 792 re
W* n
)3(for those wi)3 must meet th)3(e qua 9 Tf
1 0 0 1 161.58 490.9 Tm
0 g
0 G
[(-)] TJ
ET
Q
q G
[( )] TJ
ET
Q
q
18742 T912 0 612 792 re
W* n
BT
/F2 9 Tf
1 0 0 1 126.05 52 0 612 792 re
W* n
BT
/F5 9 Tf
1 0 0 1 114.3 445.15 Tm
012 0 612 792 re
W* n
B18742 T912 0 612 792 rr )] TJ
ET
Q
q
0.00000912 0 612 792 re
W* n
BT
/F1 9 Tf
1 0 0 1 414.93 18742 T912 0 612 792 * n
BT
/F2
/F2 9 all(PQ.56005 249Q
q
0.00000912 0 612 792 re
W* n
BT
/F2 9 Tf 792 re
W* n
BT
/F2 18
[18742 T912 0 612 792 rrm
0 g
0 G
 0.004 Tc[(experienced f)3(aculty m)3(embers who)3( have es21
[18742 T912 0 612 792 rrQ
q
0.00000912 0 612 792 re
W* n
BT
/F2 9 Tf
1 0 0 1 439.92 314.351 0 3 18742 T912 0 612 792 * n
BT
/F* nif
1 0 enge
W45 5/gpl)4labo
ET
Qr t85.630.0ess iscip0 G34.8ss idKSU fard of
q
0.00000912 0 612 792 re
W* n
BT
/F2 9 Tf
1 0 0 1 206.83 349.85 Tm
0 g
0 G
[( )] TJ
ET
Q
q
0.000009117542 T912 0 612 792 * n
)3(le for t314/F2 9e deed t n
Q0.00major12 otne85.6ar0 1.38o 0.Tm
02 Tc[((i.eem
0 ] TJ.Tm
g
t)3(to seTm (e45 5/r t90.0ram. Th. Pf
q
0.00000912 0 612 792 re
W* n
BT
/F2 9 Tf
1 0 0 1 206.83 349.85 Tm
0 g
0 G
[( )] TJ
ET
Q
q
0.000009116342 T912 0 612 792 * n

W* n
e
 P)e a)
ETD 20/Lvett001 Tc[792 l)] TJ30.0.00de7 Tm
/F 2 Tc[aier tdeaap)- Tc[7922
/F2 0 612 792 re
W* n
BT
/F2 9 Tf
1 0 0 1 126.05 361.88 Tm
0 g
0 G
 40.0016342 T912 0 612 792 *
q
0.000009ic Aff
ETierTfI n
BThigher e)-3(ducation.)] TJ
ET
Q
q
0.00000912 0 612 792 re
W* n
BT
/F2 9 Tf
1 0 0 1 280.63 421.38 Tm
0 g
0 d du2 T912 0 612 792 *
q
0.00000indivi /Sl's deed t8.9 Tm792major8.9 T 0 6nre
Wt
1 0 0 630eeTm
0 ll





Term: Full graduate faculty status, once awarded is maintained throughout the faculty member's time at KSU. 

  

Associate Graduate Faculty Status 

With associate graduate faculty status, members are eligible to: 

¶ Teach graduate courses. 

¶ Supervise graduate teaching assistants (GTAs). 

¶ Serve as voting members of university graduate committees. 

¶ Serve as member or reader for thesis and dissertation committees. 

To be eligible for Associate Graduate Faculty status, a faculty member must have the following qualifications: 

¶ Teaching: demonstrate teaching expertise at advanced and specialized levels appropriate for graduate 

programs. 

¶ Employment Status: The individual must hold a tenured or tenure-track position at KSU. 

Term: Associate Graduate Faculty Status, once awarded is maintained throughout the faculty member's time at KSU. 

Associate Graduate Faculty members may petition for Full Graduate Faculty Status. 

  

Affiliate Graduate Faculty Status



  

Status of KSU Administrators 

KSU faculty members who have already established Graduate Faculty status and who serve as President, vice 

presidents and associate vice presidents, vice provosts and associate vice provosts, academic deans and 

associate/assistant deans, and department chairs sustain their Graduate Faculty status for the duration of the time they 

are in administrative appointments. 





not involve or result in a "vacant" position, no search and screening process is necessary; the one position involved is 

already filled. 

For example, when a tenured department chair elects to give up administrative responsibilities and assume the role of a 

full-time teaching faculty member, that change in title and function is approved administratively. The individual 

already holds a continuing faculty status at KSU and does not have to reapply and go through another search and 

screening process to shift job responsibilities from one KSU faculty role to another. 

Likewise, when a teaching faculty member has a portion of load reassigned from instruction to administration that 

warrants the addition of an administrative title such as coordinator, director, etc., that change in title and function may 

also be approved administratively. Again, that individual already holds a continuing faculty role at KSU, which has 

simply been redirected. There is no need to reapply or go through another search and screening process to shift job 

responsibilities for that filled but redefined faculty position. 

In the administrative faculty positions of instructional department chair and above (see KSU Faculty Search Guidelines 

and KSU Faculty Handbook Section 4.1.5  for specific policies), administrative reassignment is not sufficient for a 

permanent or continuing appointment. If current KSU faculty are to be eligible to take on one of those positions on a 

continuing appointment basis, they must emerge as the candidate of choice from a search and selection process. 

Academic tradition and procedural guidelines in the University System restrict internal administrative redirection and 

reassignment prerogatives in these cases. 

Administrative faculty positions of department chair and above may be reassigned administratively out of the 

responsibilities of those positions to other faculty roles. KSU faculty in other roles can be reassigned administratively 

to the role of acting or 



Non-tenured faculty and other non-tenured personnel employed under written contract shall be employed only for the 

term specified in the contract





The appointment letter for limited term faculty explicitly at the time of employment that there is no official institutional 

commitment of continuing employment beyond the single term of the limited-term assignment. Such a limited term 

appointment can be made without a formal search and screening process but it requires administrative recommendation 

and approval at all levels between the position's department and the President. A limited term appointment is typically 

made in circumstances where a new vacant position has been created or an existing position has been vacated 

unexpectedly and there is insufficient time to conduct a proper search for a "continuing" appointment before the 

instructional and/or administrative services from that filled position are needed by the University. However, 

departments must attempt to fill a continuing, budgeted full-time, tenure-track or non-tenure-track position with a 

permanent faculty member, as soon as possible. Regular faculty who are not hired through a competitive search will 

typically be given a "term" appointment for one academic or fiscal year and may be reappointed for one (1) additional 

year, not to exceed a total duration of two (2) years. 

4.1.12 - Part-time Teaching Faculty Appointment 

According to BoR policy (USG Academic & Student Affairs Handbook 4.2), part-time faculty are non-tenured faculty 

employed at a single USG institution or at more than one USG institution and are subject to the following conditions: 

1. Are employed as-needed, on a per-course, per semester limited term basis at the discretion of the institution 

and will receive no compensation unless a part-time assignment is given; 

2. Are not accruing time toward tenure; 

3. Are required to sign a letter of agreement for each appointment period and are not issued contracts; 

4. Are not the same as adjunct (courtesy) faculty appointments; 

5. Are not eligible for USG benefits, unless the part-time appointment is regular and half-time (.5 FTE) or 

greater, in which case the benefits offered will be based on FTE in accordance with the Employees 

Categories policy in the Human Resources Administrative Practices Manual; and 

6. Are required to work an average of less than 30 hours per week over the academic year. Hours worked per 

week are based on Contact hours. See conversion chart to determine the number of contact hours that can be 

assigned to the part-time faculty to meet the less than 30 hours per week condition. A faculty member 

employed at an institution at a .75 FTE or greater, other than in a temporary status based on the definition in 

the Employee Categories policy in the Human Resources Administrative Practices Manual, 

https://www.usg.edu/hr/manual/employee_categories, must be considered benefits eligible and treated 

accordingly. 

Academic Qualifications 

Part-time faculty must meet the same minimum requirements for academic preparation and credentials as their full-time 

counterparts and have qualifications that satisfy all SACSCOC accreditation requirements. In order to teach 

undergraduate classes, part-time faculty must hold at least a master's degree in the teaching discipline OR master's 

degree with a concentration in the teaching discipline (a minimum of 18 graduate semester hours in the teaching 

discipline). A terminal degree in the teaching discipline is required for part-time faculty to teach graduate courses. In 

exceptional cases, outstanding professional experience and demonstrated contributions to the teaching discipline may 

be presented for consideration as justification for how outstanding professional experiences equates to the academic 

preparation to qualify part-time faculty to teach a course.  

Appointment of Part-Time Faculty 

No guarantee of employment is issued to part-time faculty at the time of appointment. An appointment as a part-time 

faculty member only constitutes eligibility to be employed if needed and as needed by the University at some future 

date. The department chair arranges part-time teaching assignments on a semester-by-semester basis and is not 

obligated to employ part-time faculty for subsequent semesters. These appointments are reviewed comprehensively 

each spring by department chairs for the purpose of determining formal reappointments for the coming year. In keeping 

with the temporary and as-needed status of part-time faculty, a decision not to renew an appointment can be made at 

the institution's discretion; non-renewal notice provisions do not apply to part-time faculty. All part-time faculty, 

regardless of the academic rank they hold, are not eligible for tenure or tenure-track status. 



Compensation and Benefits 

Total compensation for part-time faculty is determined on a course-by-course basis, semester by semester. Part-time 

faculty employed on an as-needed basis are not eligible to participate in the University's fringe benefit programs. In 

order for KSU to comply with reporting requirements of the Affordable Care Act (ACA), all part-time workloads (both 

teaching and additional duties) must be tracked and reported. Calculations for standard work hours can be found in the 

BoR Human Resources Administrative Practices Manual (https://www.usg.edu/hr/manual/). 

Attainment of an earned doctorate or terminal degree will raise the compensation level and rank of a part-time faculty 

member effective the next semester after receipt of official graduate transcripts. The department chair must notify the 

Office of Academic Affairs of this achievement and official transcripts showing the new degree must be provided for 

the personnel files in that office. 

Teaching Load (Academic Course Assignments) 

At Kennesaw State University, a non-benefitted part-time faculty member cannot exceed more than one-half time for 

the year at KSU and a part-time faculty member teaching at KSU and one or more other USG institutions must limit 

employment to less than half-time employment for the year across all the USG institutions. When two or more KSU 

departments need to employ the same part-time faculty member, the department of the primary assignment is 

responsible for coordinating the part-time faculty member's total load and keeping it within the bounds of less than 

half-time. Faculty receiving Georgia Teacher Retirement System benefits also must restrict their part-time employment 

to a less-than-half-time basis following retirement. Upon appointment at KSU, part-time faculty will verify in writing 

that they are in compliance with this policy. 

At Kennesaw State University, the upper limits of a partially benefitted part-time faculty member is 24.75 standard 

work hours per week. Before a part-time faculty member can become partially benefits eligible, prior approval must be 

granted by the Office of Faculty Affairs. 

KSU's guidelines for defining the workload for teaching faculty appear in 2.2 - Workload Model for Teaching Faculty . 

This supplemental statement serves as the operational definition of what the upper limits of a less-than-half-time 

faculty load will be at KSU from the perspective of the Provost. It is important to note the distinction made in KSU's 

workload guidelines between a "full faculty load" and a "full teaching load" and the reference to a "principally teaching 

model" for workload as described in the Faculty Handbook. The Provost's interpretation of the upper limit of a less-

than-half-time faculty workload is the teaching of no more than 19.25 standard work hours per week. (see BoR Human 

Resources Administrative Practices Manual). 

Unlike the expectations for full-time faculty, there are no additional or minimal KSU expectations for the part-time 

colleague to be engaged in professional service, scholarship, academic achievement, or advisement responsibilities at 

KSU. 

During the summer session, a part-time faculty member should be limited to teaching no more than two (2) three-credit 

hour courses in order to be employed less than half-time during that abbreviated term. The Provost's interpretation of 

the upper limit of a less-than-half-time faculty workload during the summer session is the teaching of no more than 

19.25 standard work hours per week. Part-time faculty employed by KSU are not allowed to become partially-benefits 

eligible for any reason over the summer. 

Part-time Non-academic Course or Non-instructional Assignments 

Part-time faculty members teaching non-academic courses (e.g., continuing education courses) or participating in non-

instructional assignments (e.g., grant work or workshops) are paid per assignment based on actual hours worked rather 

than the standard instructional semester hour rate for academic course assignments. The non-instructional assignment 

standard hours worked counts toward the upper limit allowed for a less-than



The instructional effectiveness of part-time faculty will be evaluated by department chairs each semester and will be 

considered in decisions to employ part-time faculty in subsequent semesters. When reviewing the teaching 

effectiveness, the department chair should follow the general institutional policy on assessing teaching effectiveness 



the discretion of the University, and serve as a small token of the University's appreciation and recognition for the 



4.2 - Compensation & Benefits 

4.2.1 - Academic Year Pay Procedures  

4.2.2 - Summer Employment and Compensation  

4.2.3 - KSU Faculty Exchanges  

4.2.4 - Stipend and Overload Compensation Guidelines  

4.2.5 - KSU Employee Benefits  

4.2.1 - Academic Year Pay Procedures 

Each paycheck will include one-tenth of the faculty member's academic year salary. Fringe benefit deductions that are 

required for 12-month coverage (e.g., health insurance, long-term disability insurance, etc.) are deducted on a monthly 

premium schedule August through December and on a seven-fifths monthly premium schedule January through May. 

In utilizing this method, the full-year's premiums are deducted over the 10 paychecks. Paychecks are distributed by 

electronic transfer (direct deposit) for all full-time and part-time faculty as required by Board of Regents policy. The 

first five checks will correspond to the fall semester and the last five will be for the spring semester. 

4.2.2 - Summer Employment and Compensation 

All faculty members employed under academic year contracts are eligible for employment during the summer term for 

extra com
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usual. The faculty member is simply on a special assignment when doing teaching and research abroad. These 

exchanges will have no effect on tenure, promotion, or PTR clocks. 

4.2.4 - Stipend and Overload Compensation 

Guidelines 

4.2.4.1. Stipends 

Stipends are a fixed amount of additional money for performing a specific non-teaching task; paid regularly; a stipend 

is a payment in addition to the base pay for an assignment which is not part of the employee's ongoing faculty 

appointment, but which is part of the normal workload, i.e. within the assigned percent of full time. A stipend is used to 

separate the portion of compensation paid to an employee for the effort and responsibility related to a special 

assignment. If the special assignment ends, the stipend is removed and the salary will revert to the salary for the 

ongoing teaching faculty appointment. 

A) Administrative Stipend - Faculty administrators who receive a Faculty Ranked Administrator contract is 

defined as "administrative"; these faculty will receive 9- or 12- month Faculty Ranked Administrator 

contracts/administrative stipends serving in the role as an administrator. Given when a faculty member is asked 

to perform administrative duties that are outside the scope of the faculty member's position. Faculty receiving 

administrative stipends are not eligible for teaching faculty awards nor may they serve on 

University/college/department committees as teaching faculty. 

The USG Academic & Student Affairs Handbook 4.3.5 states: "When a faculty member on an academic year 

contract is given a fiscal year administrative appointment, institutions should pay the faculty member an 

administrative stipend based on the job description and responsibilities related to their administrative role. 

The administrative stipend should be identified separately from the base salary amount in the faculty member's 

contract and the contract should specify that the stipend will no longer be available when the administrative 

appointment ends." 

Positions in which faculty are eligible to receive administrative contracts and an administrative stipend include 

Provost; assistant/associate/vice presidents; assistant/associate/vice/senior vice provosts; deans; 

assistant/associate deans; department chairs/school directors; assistant/associate/directors of academic units 

(e.g., CETL); special assistant to President/Provost; others per President/Provost 

B) Non-Administrative Stipend - For non-administrators who receive a teaching contract; assignment is non-

teaching and is expected to continue; these faculty will not receive administrative contracts but will remain on 

a 9- or 12-month teaching faculty contract. PTR clock does not stop. Faculty receiving non-administrative 

stipends are eligible for teaching faculty awards and may serve on University/college/department committees 

as teaching faculty. 

Positions in which faculty may be eligible to receive non-administrative stipends include, but are not limited to, 

assistant/associate department chairs/school directors; program coordinators; and others as determined by the 

dean and/or department chair/school director. 

Stipends for 9-month faculty can be paid in the summer by putting the stipend amount on the summer payroll. Stipends 

count towards the 33.33% earning maximum for summer pay. 

4.2.4.2. Overloads 

Overloads are a temporary amendment to contract for additional teaching, research, or service responsibilities; defined 

as those activities in excess of activities expected as part of the defined workload formula. Full-time faculty at 







leave without pay status if the individual is unable to resume faculty responsibilities. While this shift automatically 

occurs, the individual must contact Human Resources to discuss benefits continuation and further FMLA requirements. 

The faculty member should also contact the Academic Affairs Faculty Affairs office to complete those Leaves of 

Absence (Paid and Unpaid) forms. 

Coordination of the sick leave benefit is particularly important during periods of illness or injury for purposes of 

utilizing short and long-term disability. If a faculty member has sufficient accumulated sick leave, this paid leave can 

provide an important financial bridge between the onset of a disability and the delay in the start-up of disability 

insurance benefits. All employees are encouraged to carefully review their personal need to enroll for short and/or long-

term disability benefits and to subsequently coordinate with Human Resources in order to maximize the benefits 

platform offered to Faculty. 

Accumulated sick leave also may provide an enhanced benefit at retirement. House Bill 859 allows unused 

accumulated sick leave to be converted to service credit towards retirement benefits under the Teachers Retirement 

System. One month of service credit in Georgia Teachers Retirement is granted for approximately 20 days of accrued 

sick leave not used. The employee must have at least 60 days of accrued sick leave upon retirement in order to be 

eligible for this benefit. For more information, visit https://www.trsga.com. Because retirement benefits under the 

Optional Retirement Plan are not service based, there is no equivalent benefit for faculty members who elect to 

participate in the Optional Retirement Plan instead of the Teachers Retirement System. All unused sick leave not 

eligible for conversion to service credit is forfeited upon separation/retirement. 

Faculty frequently work days, nights, and weekends teaching and preparing for classes; grading, mentoring, and 

supervising students; conducting scholarship and creative activities; performing professional service; attending 

professional development workshops and conferences; pursuing formal academic achievements; and participating in 

work-related special events. The resulting work schedules of the faculty are highly diverse, variable, and flex-time 

oriented. However, if the faculty member is unable to fulfill responsibilities during a day that is usually devoted to 

teaching, service, scholarship, or professional development and those responsibilities are not completed at another time 

during the month, that day should be reported as a day (8 hours) of sick leave. Although many faculty devote more than 

40 hours a week to their full range of faculty responsibilities, no more than 40 hours a week are expected to be reported 

as sick leave if a faculty member is unavailable or incapacitated for a week's time. Resuming some, but not all, of one's 

KSU responsibilities while on sick leave requires only partial use of sick leave days in proportion to the amount of 

work not completed. 

Sick leave applies to days in a work week in which the faculty member is unavailable or incapacitated, regardless of 

whether the faculty member has formal teaching responsibilities on those sick days or not. Having a colleague cover 

one's classes does not relieve the faculty member from the responsibility of reporting sick leave taken. 

For more information on FMLA, visit: https://hr.kennesaw.edu/benefits/ 

The faculty member who takes sick leave is typically responsible for making arrangements for the coverage of missed 

classes and meetings, notifying the person to whom the faculty member reports at KSU, rescheduling his/her 

appointments, and reporting the number of days of sick leave used each month via the appropriate time reporting 

system. 

Faculty members are expected to report the use of sick leave via the payroll system at least monthly. Administrators 

must approve these monthly time reports. Repeated failure to make appropriate reports of sick leave taken constitutes 

neglect of duty by a university employee and is subject to appropriate restitution and disciplinary action. Department 

chairs, directors, deans, and vice presidents are responsible for ensuring to the best of their abilities that sick leave is 

being reported in a proper and timely manner by faculty members in their administrative units. 

Leaves of Absence 

KSU leaves of absence policies conform to BoR leaves policies (BoR Policy Manual 8.2.7 and 8.3.7.4). The faculty 

member requesting the leave must ensure that the appropriate leave of absence form, which is on the Academic Affairs 

webpage, is completed, including securing appropriate administrative approvals, and returned to the Academic Affairs 

office. All faculty must coordinate with Human Resources prior to beginning their leave of absence to facilitate 





3. 



Faculty and Administrative Emeritus Status and Privileges 

Emeritus/Emerita status is a title signifying honorable and distinguished service to Kennesaw State University. The 

conferral of emeritus/emerita status is considered a distinctive honor, not a right, and is not automatic (BoR Academic 

& Student Affairs Handbook 4.5.4). Consistent with Board of Regents policy (BoR Policy Manual 2.11), a President 

may confer the title of emeritus/a on any retired (not resigned) tenured or non-tenure track associate professor or 

professor, who at the time of retirement from KSU, had ten (10) or more years of continuous, full-time service (not 

equivalent) to the University System of Georgia with a minimum of the last five (5) of those years at KSU. For 

teaching faculty members with the rank of professor or associate professor, the "emeritus" designation is appended to 

the rank held at the time of retirement, e.g., professor emeritus. For academic administrators, the emeritus designation, 

upon approval by the Provost and the President, is appended only to the most senior administrative title held at 

Kennesaw State University, which may be held at or prior to the time of retirement, e.g., dean emeritus. The emeritus 

designation is not awarded for administrative titles held on an "acting" or "interim" basis. KSU's President may 

recommend the emeritus title for faculty members of other ranks upon the recommendation of the dean of the college in 

which the faculty member was employed. This title may be conferred by the USG-BoR upon the recommendation of 

the KSU President. Emeritus appointment is not guaranteed and is not accorded to part-time faculty members nor to 

faculty terminated for cause. 

The President's decision will be based, in part, upon the recommendation of the unit in which the employee has served. 

In considering persons from Kennesaw State University for the "emeritus/emerita" title, the President shall, in addition 

to the Board of Regents criteria, base the recommendation upon: 

1. Meritorious service to Kennesaw State University 

2. Notable career performance at Kennesaw State University 

3. Nomination and recommendation by a department peer review committee, chair, dean, and the Provost and 

Senior Vice President for Academic Affairs 

The following procedure will be used to develop recommendations: 

The employee seeking the "emeritus/emerita" title shall submit the "Recommendation for Award of Emeritus/Emerita 

Status" form to the chair within a timeframe of 30 days prior to or 30 days following the official retirement date. An 

employee may be nominated for emeritus status by another employee in the same unit, with the nominee's consent. 

Process for faculty and academic administrators requesting Emeritus Status: 

1. The "Recommendation for Award of Emeritus/Emerita Status" form must be accompanied by a one-page 

description summarizing the faculty member's accomplishments at KSU, and by a current vita. 

2. The chair or unit head will appoint a peer review committee consisting of a minimum of three members. This 

review committee may be the Department Promotion & Tenure Committee. After reviewing all materials 

submitted, by checking the appropriate box on the "Recommendation for Award of Emeritus/Emerita Status" 

form, the committee shall indicate their recommendation (either positive or negative). Their recommendation 

will be based on a simple majority vote of the committee. They will then forward the form, the employee's 

summary of accomplishments, and vita to their department chair/school director. 

3. After reviewing all materials submitted, by checking the appropriate box on the "Recommendation for Award 

of Emeritus/Emerita Status" form, the chair/director shall indicate their recommendation (either positive 

or negative). They will then forward the form, the employee's summary of accomplishments, and vita to their 

dean. 

4. After reviewing all materials submitted, by checking the appropriate box on the "Recommendation for Award 



¶ KSU emeritus faculty/administrator photo identification card 

¶



4.3 - Workplace Policies and Procedures 

4.3.1 - Outside Work for Pay and Conflict of Interest  

4.3.2 - Policy and Process Concerning Discrimination and Harassment  

4.3.3 - Amorous Relationships  

4.3.1 - Outside Work for Pay and Conflict of 

Interest 

See KSU's Outside Work for Pay and Conflict of Interest policy at https://coi.kennesaw.edu and BoR Policy Manual 

Section 8.2.18.2. 

4.3.2 - Policy and Process Concerning 

Discrimination and Harassment 

See KSU University Handbook Sections 5.2.11 and 5.2.12. 

4.3.3 - Amorous Relationships 

See BoR policy (BoR Policy Manual 8.2.18.6) on Amorous Relationships. 

4.4 - Administrative Procedures 

4.4.1 - Grants and Contracts  

4.4.2 - Procedures for Handling Student Complaints Against Faculty Members  

4.4.3 - KSU Faculty Conflict Resolution Procedures  

4.4.4 - KSU Academic Freedom Complaints  

4.4.1 - Grants and Contracts 

The Office of Research (OR), an organizational unit under the Office of the President, is the service and support office 

for external funding activities. This office provides services to support faculty throughout the proposal and grant 

process. The OR is responsible for all pre-award and post-award functions and provides a full array of services such as 

identification of funding sources, interpretation of guidelines, assistance with proposal development, technical writing 

and editing, budget development, proposal submission, award and contract negotiation, grants management, and project 

accounting and billing. 

Faculty should notify the OR of their intention to submit a proposal at least two weeks before the sponsor's deadline. 

All proposals for external grant or contract funding must be routed through Cayuse, KSU's electronic grants 

management system; when proposal review and routing are complete, OR will submit the proposal. Please see the 



Sponsored Programs website for more information about routing and timelines and the Research Development website 

for information about funding opportunities and proposal support. 

Once a grant or contract has been awarded to the University, the OR negotiates and finalizes the terms and conditions 

of the award with the sponsor. The OR works closely with faculty in the fiscal management of grants and contracts 

awarded to the University and assigns a Grants Manager to work with the project director throughout the life of the 

award. The OR is responsible for ensuring that the business interests of the University are protected and that the 

University complies with award provisions. The staff maintains auditable records in support of charges to grants and 

contracts and prepares and files fiscal reports required by the sponsor. 

A few reminders: 

¶ Kennesaw State University Research and Service Foundation is the legal applicant for all proposals submitted 

by faculty. 

¶ Funds and resources of the University cannot be obligated without the required approvals in Cayuse. 

¶ The Vice President for Research or designee is the official authorized representative for signing all contracts. 

¶ Line-item budgets that include facilities and administrative costs (indirect costs) must accompany all 

proposals and awards; contact OR for assistance. 

4.4.2 - Procedures for Handling Student 

Complaints Against Faculty Members 

Introduction 

From time to time, students may feel that they have legitimate complaints against a faculty member. It is important that 

they and the accused faculty member have a common understanding of how such complaints may be resolved. To alert 

students, faculty, and administration to channels available for complaints, the following procedure is presented. This 

procedure is not applicable to cases involving discrimination or sexual harassment (see KSU catalog, Student Rights 

and Responsibilities section). This procedure is also not applicable to cases of violation of stated grading policy (see 

KSU catalog, Academic Policies section). In those instances, the established KSU procedures should be followed. For 

general guidance in making a complaint, students may utilize the Office of Student Advocacy as an informal resource 

for assistance. 

Procedure 

It is the responsibility of the student to bring concerns or complaints for resolution. Complaints against a faculty 

member should be resolved at the lowest level possible. When a student has a complaint, the student should follow the 

procedures below in the order stated. Attempts to circumvent the procedure will be redirected to the appropriate level 

of resolution. For example, the President, Provost, or dean will refer grievants to the faculty member or to the 

Procedure



follow the process outlined below to file a formal complaint against a faculty member. The appeal must be in 

writing and describe the precise basis of the appeal. Any pertinent information must be submitted in writing 

with the appeal in order to be considered in the appeal. 

Step 1 

The student makes a formal complaint to the faculty member's department chair/school director. 

If the student's formal complaint against faculty involves behavior that occurred during a course, the 

complaint must be submitted at the latest within 5 business days after the first day of classes of the 

next academic term after the academic term in which the student has a complaint. Student complaints 

regarding final course grades are governed specifically by the Grade Appeal Procedure detailed in the 

University catalog. 

If a student's formal complaint against faculty is unrelated to behavior that occurred during a course, 

then the student is encouraged to make the complaint as soon as reasonably possible to allow the 

department chair/school director to conduct a thorough and impartial review of the complaint. Timely 

reporting allows for better preservation of witness testimony and other evidence. 

The department chair/school director will review the formal complaint, conduct any additional fact-

finding, and provide a decision in writing to the student within 15 business days of receipt of the 

formal complaint. 

Step 2 

The student may appeal the department chair/school director's decision by directing his/her complaint, 

in writing, to the faculty member's college dean within 15 business days from the date of the 

chair/school director's decision. The dean will review the complaint, conduct any additional fact-

finding, and provide a decision in writing to the student within 15 business days of the receipt of the 

formal complaint. 

Step 3 

The student may appeal the dean's decision by directing the complaint, in writing, to the Provost and 

Senior Vice President for Academic Affairs within 15 business days of receipt of the dean's decision. 

The Provost and Senior Vice President for Academic Affairs will review the complaint, conduct any 

additional factfinding, and provide a decision in writing to the student within 15 business days of 

receipt of the formal complaint. 

Step 4 

The student may appeal the Provost and Senior Vice President for Academic Affairs' decision by 

directing the complaint, in writing, to the President of the University within 15 business days of receipt 

of the Provost's decision. The President will provide a decision in writing to the student. The 

President's decision is final. 

Just as students may file a written appeal of a decision to the next level, faculty may also appeal a 

decision, in writing, to the next level of review. The faculty member will receive copies of any written 

documents produced during the complaint resolution (at any level) and will be given the opportunity to 

respond to each document within 10 business days of receipt of the document, and the response will be 

directed to the next level of review. The faculty member will be informed at any point at which written 

documents concerning the complaint are placed into the faculty member's personnel file and will be 



Step 5 

A student or faculty member aggrieved by the President's final decision in the matter may apply to the 

Board's Office of Legal Affairs ("Legal Affairs") for a review of the decision. Review of the decision 

is not a matter of right but is within the sound discretion of Legal Affairs. If granted, the discretionary 

review is limited to the record from Kennesaw State University's appeal process. Any petition to Legal 

Affairs must be submitted in writing to Legal Affairs within a period of 20 calendar days following the 

decision of the President. Legal Affairs will determine whether the application for review shall be 

granted. 

4.4.3 - KSU Faculty Conflict Resolution 

Procedures 

I. Overview 

Kennesaw State University is committed to the prompt and fair resolution of the concerns of faculty. The Faculty 

Conflict Resolution Procedures described below have been formulated to help members of the Faculty resolve 

interpersonal workplace disagreements. No person's status with Kennesaw State University will be adversely affected 

in any way as a result of using these conflict resolution procedures. Any attempt to retaliate against a person for 

participating in conflict resolution under these procedures will be subject to disciplinary action, up to and including 

termination. These procedures do not in any way restrict the right of aggrieved Parties to seek resolution of their 

grievances, either through the courts or through agencies of the State or Federal government. 

Except when conduct is alleged to violate established policies and procedures, a grievance review will not be available 

to dispute claims about: 

¶ investigations or decisions reached under Kennesaw State University's Title IX/Sexual Misconduct or Non-



II. Informal Procedures for Resolving Conflict 

While informal resolutions are not required, all faculty are strongly encouraged to work through conflicts informally 

beginning with the person with whom they have differences. As necessary, a faculty member may also informally 

resolve conflicts by contacting their immediate supervisor. The supervisor should then arrange a meeting with the 

faculty member and all concerned should make a good faith effort to resolve the problem. Good faith efforts to 

informally resolve the conflict may include conferring with University administrators to evaluate and assist with the 

informal resolution of the conflict. If the conflict is with the faculty member's first line supervisor or some other person 

that the faculty member does not wish to approach directly, the faculty 



3. consulting with the appropriate University administrators, as needed, for advice and clarification of any 

policies or procedures. 



1. The Grievance Hearing Committee chair will notify complainant and respondent of the date, time, and place 

of the hearing. 

2. The hearing will be recorded via audio recording. Tapes and records of the hearings may be subject to 

disclosure under the Georgia Open Records Act. Archives will be kept in Faculty Affairs. 

3. The petition will be heard by members of the Grievance Hearing Committee. 

4. Members of the Grievance Hearing Committee will be excused from service on a particular case under the 

following circumstances:   

a. If they have a personal or professional relationship with any party to the case which would 

prejudice them from rendering an objective judgment in the case. 

b. If the case involves a student, faculty member, or staff member in the same department or unit as a 

member of the Grievance Hearing Committee. 

c. In the event a committee member is excused from service on a particular case, the Faculty Senate, 

Chairs' and Directors' Assembly, or Academic Deans Council will select an alternate from the 

appropriate constituency to serve on the committee for that case. 

5. If an oral hearing is to be held, the complainant making the appeal shall present first in the hearing; 

respondent(s) shall present after the complainant. 

6. The respondent against which the appeal is directed will be afforded the opportunity to attend and participate 

orally in the hearing if one is granted. 

7. The Grievance Hearing Committee has the discretion to limit the presentation time of all parties; time limits 

will be determined in advance of any testimony and the same time limits will apply to all parties. 

8. A faculty member may utilize an advisor of the faculty member's choosing to assist and advise the faculty 

member; however, attorneys are not authorized to participate in hearings before the Grievance Hearing 

Committee. Any Kennesaw State University faculty member may participate as an advisor in Grievance 

Hearing Committee hearings because of the faculty member's designation as a Kennesaw State University 

faculty member. The advisor is for advice and moral support. The advisor is not a witness and will not make 

statements to the Grievance Hearing Committee or present evidence at the hearing. 

9. The Grievance Hearing Committee may invite witnesses identified by either party or any other witnesses that 

they deem necessary to participate by meeting with the Grievance Hearing Committee; if they prefer, the 

witnesses may respond in writing to the Grievance Committee's request for information. 

10. The Grievance Hearing Committee has the discretion to accept any additional information from either party, 

as they deem necessary, and to request additional information from other university sources. 

11. If an oral hearing is to be held, the chair of the Grievance Hearing Committee will choose the option that the 

complainant and respondent appear: (a) separately, or (b) together. Parties will not be permitted to cross-

examine each other during the hearing. Formal legal rules of evidence do not apply in the hearing. 

12. The complainant has the burden of proving by the preponderance of the evidence that the complainant has 

been wronged. If, at the conclusion of a review, the Grievance Hearing Committee is unable to reach a 

decision, the complainant fails to carry this burden and the finding should be in the respondent's favor. 

Grievance Hearing Committee Findings 

When the Grievance Hearing Committee has received the information it deems necessary to render a recommendation 

in a case, it will determine by majority vote what the Grievance Hearing Committee's findings and recommendations 

will be. Absent good cause, the findings and recommendations must be transmitted to the Provost, complainant and 

respondent(s), and complainant and respondent's supervisor, within 14 calendar days of the conclusion of the hearing or 

committee meeting. 

 

Within 21 calendar days, the Provost or designee will review the Grievance Hearing Committee's findings and render a 

written decision to resolve the formal grievance. The Provost has the discretion to conduct further investigation. The 

complainant or respondent may appeal the Provost's (or designee's) decision to the President within 10 calendar days. 

The Provost's findings must be transmitted to the complainant, respondent(s), complainant and respondent's supervisor, 

and Chair of Grievance Hearing Committee. 

 



If the complainant or respondent appeals, the President or designee will review the Provost's decision and Grievance 

Hearing Committee's findings in rendering Kennesaw State University's final decision. The Provost and Senior Vice 

President for Academic Affairs or designee has the discretion to conduct further investigation into the complainant's 

grievance. The President will normally furnish a decision to the complainant, respondent, complainant and respondent's 

supervisor, Chair of Grievance Hearing Committee, and Provost within 30 calendar days after receiving the Provost's 

decision and Grievance Hearing Committee's findings. If the President's review of a case requires longer than 30 days, 

the President will notify the parties of the delay. 

Discretionary Review by Board of Regents 

Pursuant to BoR Policy Manual 6.26, a faculty member aggrieved by the President's final decision in the matter may 



4.4.4 - KSU Academic Freedom Complaints 

I.  Overview 

The informal and formal grievance process laid out in Section 4.4.3 above may apply to any variety of conflicts. 

However, violations of Academic Freedom, a core principal of KSU and outlined in Section 2.1 of this handbook, 

require particular attention and expertise. This section outlines procedures that complement those in Section 4.4.3.and 

are intended to fulfill requirements of SACSCOC and explore complaints made specifically related to violations of 

Academic Freedom. When faculty believe their Academic Freedom has been violated, the procedures outlined below 

govern the process prior to a formal grievance procedure outline in 4.4.3. III above. 

II.  Optional Resolution at Departmental or College Level 

A faculty member who believes their Academic Freedom as outlined in Section 2.1 of this document may have been 

violated, may choose to bring their complaint to the relevant department/college administrator(s) or colleague(s) to 

clarify policies, decision-making authority, and other issues related to the complaint. Please note this process is 



5. CAF recommends a remedy to both parties. Any agreement must be agreed to by both parties and signed off 

on by Provost. 

6. If either party rejects CAF recommendation, complainant may initiate formal grievance procedures as outline 

in Section 4.4.3 above, with recommendation from CAF to be included as written evidence at all levels of 

review. Complainant may also elect to drop complaint. 

7. Each fall, the CAF shall compile a report to be submitted to the FSEC, CDA, and the Provost/President. This 



time permanent faculty in the department or college, as appropriate, the department chair (for department guidelines), 

the College P&T Committee, the dean, and Provost. 

To be eligible for a Lecturer appointment at any rank, a person must have an appropriate master's degree in a discipline 

related to the position's responsibilities. 

  

Lecturer 

This is an entry-level faculty position. Individuals eligible for appointment to this rank should possess clear potential 

for delivering quality instruction. 

  

Senior Lecturer 

Evidence of highly effective teaching, including evidence of positive impact on student learning or positive student 

outcomes, must be demonstrated (KSU's interpretation of "six years of experience": A faculty member who was hired 

without credit toward promotion may apply for promotion during the fifth year of service, after serving a minimum of 

four years in rank. Thus, after the review is conducted during the 5th year, a faculty member is promoted (has the new 

title) at the beginning of the 6th year. 

  

Principal Lecturer 

Evidence of creating and/or adopting effective instructional practices, or a positive instructional impact beyond 

instructional settings, such as dissemination of instructional innovation or participation in special teaching activities 

must be demonstrated (KSU's interpretation of "six years of experience": A faculty member who was hired without 

credit toward promotion may apply for promotion during the fifth year of service, after serving a minimum of four 

years in rank. Thus, after the review is conducted during the 5th year, a faculty member is promoted (has the new title) 

at the beginning of the 6th year. 



Annual reviews and/or portfolio feedback that indicates poor performance, and with little or no improvement over time 

based on department and college promotion and tenure guidelines, provide the basis for nonrenewal of contracts for 

lecturers, senior lecturers, and principal lecturers. Lecturers, senior lecturers, and principal lecturers have the option to 

respond in writing within 10 calendar days after receiving reviews of their performance. Response letters are directed to 

the reviewing committee or administrator and copied to the next level of review. This response will become part of 

the portfolio that will be forwarded to the subsequent levels of review. The response letter should address the 

interpretation of the information in the portfolio, but it should not include new evidence to be considered in the review 

process. The letter will be considered at subsequent levels of review. 

  

B. Faculty Performance Expectations for the Non-Tenure 

Track Lecturer Faculty Ranks 

According to USG policy, reappointment of a lecturer who has completed six consecutive years of service to an 

institution will be permitted only if the lecturer has demonstrated exceptional teaching ability and extraordinary value 

to the institution and if the institution determines that there is a continued need for the lecturer (BoR Policy Manual 



to the institution who is given notice of non-reappointment may opt to submit a letter appealing the non-reappointment. 

This letter must be addressed to the university-wide committee (current chairs of college P&T committees and two 

deans, see KSU Faculty Handbook Section 3.12). The letter must state the grounds for the appeal. The university-wide 

committee will convene after the appeal letter has been received. The University committee will respond to the grounds 

stated in the letter and may ask the administrator who provided written notice of the lecturer's, senior lecturer's or 

principal lecturer's non-reappointment to write a letter to the university-wide committee addressing the grounds 

addressed in the lecturer's, senior lecturer's, or principal lecturer's letter. A copy of the university committee's 

recommendation and justification will be provided to the lecturer/senior lecturer/principal lecturer, the lecturer's/senior 

lecturer's/principal lecturer's department chair and dean, and the Provost. A unit is justified when not reappointing a 

lecturer, senior lecturer, or principal lecturer for reason(s) of budgetary changes affecting the College and its units; a 

University committee cannot make a recommendation supporting a reversal of a notice of non-reappointment based on 

budgetary losses. Additionally, the university-wide committee only makes a recommendation. In cases where a 

lecturer, senior lecturer, or principal lecturer has requested a review by the university-wide committee, a final decision 

on a lecturer, senior lecturer or principal lecturer's non-reappointment is made by the President, in consultation with the 

Provost. 

  

D. Joint Appointments for Non-Tenure Track Lecturers and 

Senior Lecturers 

If a non-tenure track lecturer, senior lecturer, or principal lecturer has a joint appointment in two or more academic 

departments or across two or more divisions, a joint appointment agreement (Memorandum of Understanding; MOU) 

must be developed. This agreement must delineate how the home unit and the sharing unit(s) will provide input during 

the promotion process. The joint appointment agreement must specify who can provide input into the faculty member's 

annual and promotion review and who will write the review(s). Normally, the chair of the academic home department 

will be responsible for completing annual reviews. The joint appointment agreement must also specify the composition 

of the promotion committee and how members of the committee will be elected. 

  

E. Conversion Between Non-Tenure Track Faculty Positions 

If a non-tenure track lecturer, senior lecturer, or principal lecturer requests and is granted a conversion to another type 

of non-tenure track faculty position, the individual's clock is reset, because this is a different faculty type with a 

different set of expectations and guidelines. Thus, the faculty member will begin the first year in the new non-tenure 

track faculty position at the beginning of the next academic year after the approval of the conversion and the faculty 

member will follow all performance evaluations appropriate for that new faculty type and rank. 

3.10.2 - General Expectations for Non-Tenure 

Track Academic Professionals 

The non-tenure track Academic Professional title may be assigned to appropriate positions (as defined below). The 

workload for these individuals in the appropriate performance areas (Teaching, Scholarship and Creative Activity, and 

Professional Service) is outlined in their situational context and set forth in the Faculty Performance Agreement (FPA). 

In many cases, employees in these positions may be assigned roles and responsibilities to meet specific needs related to 

the University, college, and/or depart



The holder of a non-tenure track academic professional position is not eligible for consideration for the award of tenure 

or probationary credit toward tenure or promotion. Non-tenure track academic professionals may apply for a declared, 

open tenure track faculty position and be considered through the normal search and screening process. Consistent with 

BoR Policy (USG Academic & Student Affairs Handbook 4.1), administrative transfers from a tenure track faculty 

position with professorial rank to a non-tenure track faculty position require the approval of the department chair, dean, 

Provost, and President. 

  

Per the Board of Regents Policy Manual, Section 8.3.8.4, the following stipulations apply to all Academic Professional 

positions: 

1. The position requires an appropriate terminal degree, or, in rare and extraordinary circumstances, 

qualification on the basis of demonstrably successful related experience, which exception is expressly 

approved by the institution President; 

2. The Academic Professional designation may not be assigned to a position where the teaching and research 

responsibilities total 50 percent or more of the total assignment; and 

3. The position is not a tenure-track position and the holder of the position is not eligible for consideration for 

the award of tenure or probationary credit toward tenure. 

Per the Board of Regents Policy Manual, Section 8.3.8.4, general categories for Academic Professionals include: 

1. Training and instructional support, which includes educational needs assessment, program development and 

coordination, instructional materials and technology development, delivery of specialized or skill acquisition 

instruction, and program evaluation. In light of the restriction above, Academic Professionals must be 

persons whose instructional duties account for less than half of their total time. 

2. Technical assistance in an advisory or operating role that provides specialized knowledge appropriate for 

program support and development with activities ranging from a significant or advisory or operating role to 

managing a technical support unit to development of organizational structures and function. 

3. Specialized management, which includes supervision of clinical practice or field experience or providing 

services or out-of-class educational opportunities for students. 

  

A. Performance Expectations for Non-Tenure Track Academic 

Professional 

Employee performance is evaluated for non-tenure track academic professionals through annual reviews. Non-tenure 

track academic professionals will follow the annual review processes and timelines outlined for non-tenure track 

faculty in the KSU Faculty Handbook Section 3.13. 

Consistent with BoR Policy (BoR Policy Manual 8.3.4.3), all non-tenure track academic professionals who have served 

full-time for the entire previous year under written contract have the presumption of renewal for the next academic year 

unless notified in writing by the Provost or the President of the institution of the intent not to renew. Notice of intent to 

renew or not renew a non-tenure track academic professional should follow the same schedule as non-tenure track 

lecturers with the schedule outlined by the Board of Regents in the USG BoR Policy Manual 8.3.4.3 (Employment of 

Lecturers, Senior Lecturers, and Principal Lecturers). 

  

B. Joint Appointments for Non-Tenure Track Academic 

Professionals 



If a non-tenure track academic professional has a joint appointment in two or more academic departments or across two 

or more divisions, a joint appointment agreement (Memorandum of Understanding; MOU) must be developed. This 

agreement must delineate how the home unit and the sharing unit(s) will provide input during the annual review 

process. The joint appointment agreement must specify who can provide input into the faculty member's annual 

reviews and who will write the review(s). Normally, the chair of the academic home department will be responsible for 

completing annual reviews. 

  

C. Conversion Between Non-Tenure Track Faculty Positions 

If a non-tenure track academic professional requests and is granted a conversion to another type of non-tenure track 

faculty position, the individual's clock is reset, because this is a different faculty type with a different set of 

expectations and guidelines. Thus, the faculty member will begin the first year in the new non-tenure track faculty 

position at the beginning of the next academic year after the approval of the conversion and the faculty member will 

follow all performance evaluations appropriate for that new faculty type and rank. 

4.1.18 - Out-of-State Employment 

Kennesaw State University recognizes the occasional need to hire an employee who will, due to the nature of a 

particular position or business needs of the University, live and work within the United States but outside of the state of 

Georgia. However, because having employees work outside of Georgia subjects the University to numerous other 

employment-related laws and imposes additional insurance and payroll requirements and costs (e.g., workers 
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0.00000912 0 612 792 re
W* nelated [(coaxositih thels, a th/repoe
9 Tfg,421mF2 9 istrF2 9 Tve addi 9 i)3nd payroll requirements and costs (e.g., workers 


	Welcome to the ³ÉÈËÖ±²¥ Faculty Handbook
	Center for Excellence in Teaching and Learning (CETL)
	Global Education
	University Libraries
	Academic Deans
	Department Chairs and School Directors
	College of Architecture and Construction Management
	College of the Arts
	Michael J. Coles College of Business
	College of Computing and Software Engineering
	The Clarice C. and Leland H. Bagwell College of Education
	The Graduate College
	Wellstar College of Health and Human Services
	³ÉÈËÖ±²¥ Journey Honors College
	Norman J. Radow College of Humanities and Social Sciences
	College of Science and Mathematics
	The Southern Polytechnic College of Engineering and Engineering Technology
	The Workload Model and Shared Governance
	The Workload Model and Faculty Performance Agreement
	Instructional Responsibilities
	Teaching, Supervising, and Mentoring Effectiveness
	Institutional Objectives for Teaching, Supervising, and Mentoring
	Primary Instructional Activities
	Institutional Resources for Faculty
	Basic Expectations and Responsibilities
	Faculty Availability to Students & Colleagues
	Course Syllabi
	Student Ratings of Teaching (SRT)
	Additional Measures of Teaching Effectiveness
	General Policies
	Withdrawal from Classes
	Compliance with Federal Regulations Governing the Disbursement of Financial Aid Attendance Verification Procedures
	Reporting Final Grades
	Errors in Grades
	Changing Grades
	Grade Appeals
	Final Examination Policy
	Planned Brief Absences from Teaching Responsibilities
	Extended Absences from Teaching Responsibilities
	Syllabus Requirements
	Additional Legal Considerations
	A. Teaching
	B. Scholarship and Creative Activity
	C. Professional Service
	A. Definitions of Scholarly Activity and Scholarship
	B. Quality and Significance
	A. Tenure
	B. Promotion for the Tenure Track Professorial Ranks
	C. Post-Tenure Review (PTR)
	D. Faculty Performance Expectations for Tenure Track Faculty with Professorial Rank
	E. Joint Appointments for Tenure Track Faculty
	F. Conversion from Tenure Track to Non-Tenure Track Faculty
	A. Promotion for the Non-Tenure Track Faculty Professorial Ranks
	B. Faculty Performance Expectations for Non-Tenure Track Faculty with Professorial Rank
	C. Joint Appointments for Non-Tenure Track Faculty
	D. Conversion Between Non-Tenure Track Faculty Positions
	A. Promotion for the Non-Tenure Track Clinical Faculty Professorial Ranks
	B. Faculty Performance Expectations for Non-Tenure Track Clinical Faculty with Professorial Rank
	C. Joint Appointments for Non-Tenure Track Clinical Faculty
	D. Conversion Between Non-Tenure Track Faculty Positions
	A. Promotion for the Non-Tenure Track Librarian Faculty Professorial Ranks
	B. Faculty Performance Expectations for Non-Tenure Track Librarian Faculty with Professorial Rank
	C. Joint Appointments for Non-Tenure Track Librarian Faculty
	D. Conversion Between Non-Tenure Track Faculty Positions
	A. Promotion for the Non-Tenure Track Research Faculty Professorial Ranks
	B. Faculty Performance Expectations for Non-Tenure Track Research Faculty with Professorial Rank
	C. Joint Appointments for Non-Tenure Track Research Faculty
	D. Conversion Between Non-Tenure Track Faculty Positions
	A. Annual Reviews
	B. Multi-Year Reviews
	Tenure Track Appointments
	Non-Tenure Track Appointments
	4.2.4.1. Stipends
	4.2.4.2. Overloads
	4.2.4.3. Extra Compensation
	I. Overview
	II. Informal Procedures for Resolving Conflict
	III. Formal Procedures for Resolving Grievances
	IV. Formation of a Grievance Hearing Committee
	V. Amendment Process
	I.  Overview
	II.  Optional Resolution at Departmental or College Level
	III.  Preliminary Academic Freedom Complaint
	A. Appointment and Promotion for the Non-Tenure Track Lecturer Faculty Ranks
	B. Faculty Performance Expectations for the Non-Tenure Track Lecturer Faculty Ranks
	C. Appointment Information
	D. Joint Appointments for Non-Tenure Track Lecturers and Senior Lecturers
	E. Conversion Between Non-Tenure Track Faculty Positions
	A. Performance Expectations for Non-Tenure Track Academic Professional
	B. Joint Appointments for Non-Tenure Track Academic Professionals
	C. Conversion Between Non-Tenure Track Faculty Positions


