




















McNeese State University 2009-2010 Faculty/Staff Handbook 
July 2009 

 51

No more than 10 days after the delivery of charges, the University shall deliver copies of all 
written statements, lists of witnesses, and documents in their possession pertaining to the case to 
the accused.  By this date, both sides shall have excused two members, and the committee shall be 
constituted and available for rulings on related questions. 

 
  212.3.d. 
  Step Six:  Hearing Preparations and Information 

No later than 5 days before the hearing, the University shall deliver copies of all written 
statements, lists of witnesses, and documents in their possession pertaining to the case to the 
Committee chairperson for distribution to the Committee with the admonition that the material is 
to be kept confidential.  If mutually agreeable, as much testimony as feasible will be by written 
statement with oral cross-examination and redirect.  The Committee chairperson shall rule on the 
relevance of questions, subject to committee confirmation should a committee member request it. 
 
Both parties and the Committee have the right to have counsel present.  
 
Potential witnesses for either side should be advised that they should not discuss their testimony 
with other witnesses, but are free to discuss it with representatives of the University and/or the 
accused IF THEY WISH.  Attempts should not be made to coerce or influence witnesses by either 
party.  If such attempts are made, the witnesses should immediately report the action to the 
Committee chairperson, (if already appointed) or the President. Appropriate action should be taken 
if the attempts are severe or persist. 
 
Immediately after the University has presented its case and informed the accused of the hearing, 
the accused shall deliver to the University and the Committee, copies of all written statements in 
his/her possession and a list of witnesses to be called.  
 
Rebuttal evidence may be presented by the University after the accused has presented his/her case. 
 
The Committee may permit the introduction of additional evidence prior to summation. 
 
The hearing shall be private. 
 
Both the University and the accused have the right to present witnesses and documents they deem 
proper and to question any witnesses presented by the other side. 

 
  212.3.e. Hearing Process 

The following procedures shall serve as the guidelines for the hearing process.  They may only be 
changed by a majority vote of the duly constituted committee. 
 
Hearing Parameters and Related Information: 
Introduction of committee members and other participants. 

 
Read into record any changes in the following procedures which have been approved by the 
Committee and add that all other published rules remain in effect.    

 
All decisions on substantive matters will be by a majority vote of the Committee. Deliberations on 
substantive and procedural matters will be held in closed session. 
 
Notes may be taken by the committee members.  However, notes taken by the committee members 
are confidential and will be destroyed at the conclusion of the deliberations. 
 
The committee's findings and recommendation(s) will be signed by the entire Committee but 
individual votes will not be cited. 
 
The chairperson is a non-voting member of the Committee. 
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The hearing will be recorded.  A transcript will be provided to the accused at his/her expense. 
 
Witnesses may not be present in the hearing room other than to testify. 
 
The committee's deliberations on the charges will be held in closed session, all voting will be by 
secret ballot, and all deliberations will be held in strict confidence, unless ordered by a court of 
law to do otherwise. 
 
Written statements may be admitted without the mutual consent of both the accused and the 
University by a majority vote of the Committee. 
 
The Committee will have subpoena power, backed by the authority of the President's Office, to 
require persons to furnish documentation and to appear before the Committee.  The Committee 
cannot force anyone to present testimony.  

 
The University and the accused shall restrict questions and statements to matters directly related to 
the charges outlined in the formal listing of charges.  The Chairman shall have the responsibility 
of assuring that testimony presented is directly related to the above charges.  Rulings by the 
chairperson are subject to confirmation by a majority vote of the Committee. 
 
Charge to the Committee - “The Committee is charged to hear this case in a just and impartial 
manner, to the best of your judgment, and to render a finding based only on the evidence presented 
in the hearing.” 
 
Opening Statements (10 minute limit for each party) 
First Hearing Item:  The University's Case 
Each witness will be informed by the chairperson with the following statement: "It is my duty to 
advise the witness that it is a violation of the Student Code of Conduct for a student to furnish false 
information to a University committee and against MSU policy for a faculty or staff member to 
furnish false information to a University committee. Appropriate personnel actions, including 
dismissal may result from violation of policy. 
 
If mutually agreeable, admit the witness' written statement and have the witness affirm it is a true, 
accurate, and complete written copy of the testimony the witness would otherwise give orally. 
Step One:  Cross-examination related to written statement information and other relevant 
testimony. 
Step Two:  Questions from the Committee about written statement information and relevant 
testimony. 
Step Three:  Redirect for further clarification if necessary. 
 
Excuse witness.   
 
Repeat for each witness. 
 
Second Hearing Item:  The Accused's Case 
Conduct of the accused's case will follow the steps outlined for the University’s case presentation. 
 
Third Hearing Item:  Rebuttal witnesses by the University.    
Procedure follows steps as outlined in case presentation. 
 
Fourth Hearing Item:  Summation by both sides. 
 
Fifth Hearing Item:  Committee deliberation in closed session. 
The Committee's findings and recommendations will be delivered in writing to the President who 
will deliver them to the accused.  



McNeese State University 2009-2010 Faculty/Staff Handbook 
July 2009 

 53

 
   
  212.3.f. Appeal to the University of Louisiana System Board of Supervisors.   
  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/chapter_3_9_5_03.pdf (section 
  XV-D) 

 
The employee who has exhausted due process procedures at the institutional level may petition the 
Board within 30 days when the institution is in session for a review and no official action shall be 
taken by the institution until a final determination is made by the Board.  
 
Further recourse may be had through appropriate court action in due process of law. 

 
  212.3.g. Board Review Process 
 
   212.3.g.i. 

If an employee makes an appeal to the Board, the administrative proceedings from the 
institution will be reviewed.  The purpose of the review is to determine if an appropriate 
process has been provided to the grievant, not to review particular outcomes.  Following 
this review, the grievant will be notified of the Board’s decision.   

 
   212.3.g.ii. 

The Board may grant the grievant a hearing and provide a fixed time for each party to 
present his/her case and all arguments shall be confined to the record of the 
administrative proceedings from the institution.  However, after the review of the 
administrative proceedings from the institution, the Board may allow additional evidence 
to be presented.  The Board will notify both parties of the type of additional evidence it 
seeks and the procedure to be used in its presentation. 

 
 212.4. Termination:  Financial Exigency  
 Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/Chapter_3_revised_10-24-08.pdf 
  (section XVI) 
 

In the event that an institution declares a state of financial exigency which is verified by the Board staff, 
and the Board of Supervisors for the University of Louisiana System concurs in this assessment, then the 
normal termination procedures, described above, will be suspended.  In the event of a financial emergency, 
termination procedures and timetables for members of the academic community will be determined on the 
campus by a method to be prescribed by the Chief Executive Officer which includes faculty participation 
and is in accordance with University of Louisiana System Board Rules.  

 
The Chief Executive Officer will present this plan to the Board of Supervisors for the University of 
Louisiana System for final approval prior to its implementation. 

 
 212.5. Termination: Administrative Staff    

Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/chapter_3_9_5_03.pdf (section II-D) 
 

All unclassified administrative staff members shall hold their administrative positions at the pleasure or 
will of the Board of Supervisors for the University of Louisiana System. 
 
Job descriptions for the President and other administrators are on file in the Office of Institutional 
Effectiveness and in the Reserve Section of Frazar Memorial Library. 
 
Any employee whose status changes from a twelve-month to a nine-month salary basis shall be offered a 
salary consistent with similar positions at the institution, at similar SREB institutions, or as approved by the 
Board.  This policy applies to administrative position changes only. 
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213.  INVESTIGATION OF PERSONNEL    
Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/chapter_3_9_5_03.pdf (section XVII) 
 
All persons appointed and/or employed by the Board are subject to investigation as the Board deems appropriate 
should there be allegations of misconduct or impropriety against said individual.  
 
Investigations shall commence only upon adoption of a resolution or motion by the Board directing that such an 
investigation be conducted.  Such investigations shall be conducted by an impartial outside agency. 
 
The president of any affected institution shall be given written notice of the investigation, and a list of the 
allegations subject to investigation. 
 
At the conclusion of the investigation, the System President shall see that a written report of the findings of the 
investigation is given to the Board and to the president of the institution involved.  
 
Investigations involving character or competence of any person shall be conducted in as confidential a manner as 
applicable law permits. 
 
214.  OUTSIDE EMPLOYMENT AND CONSULTING 
Reference:http://www.ulsystem.net/assets/docs/searchable/boards/fs-iii_vii_-1_outside_employment_procedures.pdf   
Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/chapter_3_9_5_03.pdf (section VII) 
 
This policy relates to employment directly undertaken by employees of System institutions with outside employers 
or to self-employment (including consulting) and does not relate to employment in which arrangements are made 
officially through the institution by contract with or grants to the institution. 
 
 214.1. Statement of Policy on Outside Employment 

1. A member of the faculty or staff may engage in outside activities, paid or unpaid, which do not 
conflict, delay or in any manner interfere with instructional, scholarly, and/or other services he must 
render in the nature of his college or university employment. 

2. A full-time member of the faculty or staff who is presently engaged, or who plans to engage, in such 
activities outside of his broad institutional responsibilities, during any period of full-time employment 
by the institution, shall report to the chairman or head of his department in writing the nature and 
extent of such activities, and the amount of time the work will require. In all such instances, the 
department head or chairman shall forward the report to the employee’s administrative superior who 
will make a complete disclosure of these facts to the campus head or his designee. A similar procedure 
shall be followed by deans in reporting to their vice-presidents in reporting to their president. 

3. No full-time member of the faculty or staff shall engage in such outside employment (or continue such 
employment if already so engaged) without the written approval of the department head and dean. In 
the event that either the department head or the dean believes that such outside employment involves, 
or may involve a matter of public interest or interfere with duties to the institution, the matter shall be 
referred through the appropriate channels to the president of the college or university or his designee 
for approval. 

4. It is the responsibility of the employee to make clear to any outside employer that in accepting such 
employment he does so as an individual independent of his capacity as a member of the staff of the 
college or university. This might best be accomplished by providing with oral testimony or written 
reports a statement to the effect that the views expressed are those of the employee and do not 
necessarily reflect the views of the institution. In no case should the individual concerned use the name 
of the institution or his college or university title officially, or in any way, in support of any position he 
may take. 

5. The institution recognizes the fact that a person qualifies as an expert because of his training and 
experience. Therefore, biographical data, including a statement of employment by the college or 
university, may be included as introductory material to written reports (but not incorporated in the 
body of the written report) by the outside employer, or orally in the case of expert witness, by way of 
establishing the writer as a qualified expert. 

6. Institutional resources shall not be used for personal gain. No college or university personnel, 
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laboratories, services or equipment are to be used without administrative authorization in connection 
with outside employment of college or university employees. 

 
  

214.2. Reporting Procedures 
 Vice president(s) shall submit reports of an employee’s outside activities to the campus president. 
 
 214.3. Code of Ethics Requirement 
 Reference:  http://www.ethics.state.la.us/Pub/Laws/ethsum.pdf  
 

Compliance with the provisions of this policy is required by the  Louisiana Code of Governmental Ethics.  
Violation of this policy may result in a violation of the Ethics Code and penalties applicable thereto and/or 
appropriate sanctions by the University and/or the Board of Supervisors for the University of Louisiana 
System.  All employees, both full-time and part-time, are reminded that they are subject to the Ethics Code. 
 

 214.4. Conflicts of Interest 
 

University employees are expected to perform their duties conscientiously, honestly, and in accordance 
with the best interests of the University.   

 
University employees are public servants of the State of Louisiana, and as public servants, University 
employees are required to abide by the Louisiana Code of Governmental Ethics, which includes laws 
prohibiting conflicts of interest.  Essentially, these statutes preclude public servants from participating in 
transactions of their employing State agency where the public servant has a personal substantial economic 
interest. The Louisiana Code of Governmental Ethics, Louisiana Revised Statutes 42:1101-1170, may be 
found at www.legis.state.la.us/lss/lss.asp.  

 
A conflict of interest may occur when public interests come in conflict with personal interests. A potential 
conflict of interest occurs when an employee is in a position to influence a decision that may result in 
personal gain for that employee or for a relative as a result of a University’s business dealing.   

 
Personal gain may result not only in cases where an employee or relative has a significant ownership in a 
business with which the University does business directly, but also where an employee or relative receives 
a substantial gift or other special consideration in consideration for a business dealing or transaction 
involving the University. 

 
The existence of an employee’s relationship with an outside business does not automatically create a 
conflict of interest.  However, if an employee has any influence on a transaction involving a purchase, 
contract, lease, or other transaction, it is imperative that the employee disclose to their supervisor, as soon 
as possible, the existence of any actual or potential conflict of interest so that safeguards can be established 
to protect all parties. 
 

Conflict of Commitment 
A conflict of commitment occurs when an employee commits time and effort to an outside, non-
University related endeavor that compromises or interferes with the employee’s efforts for the 
University.  During University working hours, employees owe their full commitment of time and 
effort to University activities and responsibilities and must act in the institution’s best interests.  
Employees must avoid committing time and effort to endeavors that interfere with their 
commitment to the University. 

 
Conflict of Interest for Externally Sponsored Projects 
The university has obligations to protect a project from being compromised by conflicting 
financial interests and to protect the reputation and credibility of the university in order to ensure 
public trust and confidence in its sponsored projects.  Please refer to the separate Policy on 
Conflicts of Interest Related to Externally Sponsored Projects for details. 
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 214.5. Conflicts of Interest Policy Related to Externally Sponsored Projects 

Introduction 
 

The University has obligations to protect a project from being compromised by conflicting financial 
interests and to protect the reputation and credibility of the University in order to ensure public trust and 
confidence in sponsored projects.  This policy and related procedures regulate the financial conflicts of 
interest in externally sponsored projects. 

 
University employees are public servants of the State of Louisiana, and as public servants, University 
employees are required to abide by the Louisiana Code of Governmental Ethics, which includes laws 
prohibiting conflicts of interest.  Essentially, these statutes preclude public servants from participating in 
transactions of their employing State agency where the public servant has a personal substantial economic 
interest. The Louisiana Code of Governmental Ethics, Louisiana Revised Statutes 42:1101-1170, may be 
found at www.legis.state.la.us/lss/lss.asp.  

 
Those involved in proposing or implementing an externally sponsored project must disclose actual or 
potential conflicts of interest according to the policies and procedures detailed below.  Both current 
relationships or interests and relationships or interests that have existed in the past three (3) years must be 
reported under this policy. 

 
Definitions 

 
Immediate family members are defined as spouses, parents, parents of spouses, siblings, spouses of 
siblings, children and spouses of children. 

 
Any financial interest is defined as an economic benefit that an employee derives from a project, or would 
derive if a proposal were funded, that is greater than the interest derived by a member of the general public, 
not counting any salary, per diem, intellectual property related benefits normally approved by the 
University, or other similar compensation arising solely from his or her University employment, position 
and/or rank. 

 
A controlling interest is defined as an ownership interest held by or on behalf of an individual or of 
immediate family members, individually or collectively, that exceeds 25% of the legal entity. 

 
A potential conflict of interest occurs when there is a divergence between an individual’s private or 
professional interests and his or her obligations to the University such that an independent observer might 
reasonably question whether the individual’s professional actions or decisions are determined by 
considerations of personal gain, financial or otherwise.  The existence of an actual conflict of interest 
depends on the details of the particular situation. 

 
Policy 

 
At the time a proposal is submitted, any individual who has a responsibility for the design, conduct, or 
reporting of activities proposed for external funding (Principal Investigator and all co-Principal 
Investigators)  must make a reasonable search and disclose to the University all current financial interests 
that existed in the past three (3) years in either of the following categories that would or might reasonably 
appear to be affected by the activities or to impact his or her work on the project or duties at the University: 

 
• the existence of any financial interest involving himself or herself, or a member of his or her 

immediate family, or 
• a legal entity or beneficial interest in a trust in which he or she or a member of his or her immediate 

family has a controlling interest. 
 

Any member of the faculty or research staff who works on a project is presumed to have such a responsible 
role in project activities.  The Principal Investigator or Project Director is responsible for determining 
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whether or not others, such as students or project staff, have such responsibility.  The Principal Investigator 
(Project Director) and any co-Principal Investigators are responsible on the Internal Proposal. 

 
If no reportable financial interests exist at the time the proposal is submitted, then financial interest 
disclosure is not required unless otherwise required by the funding agency.  However, if any responsible 
project personnel have new or revised financial or controlling interests to report between the time the 
proposal is submitted and the time the project ends, then they must be disclosed as soon as they occur. 

 
In addition, if a sponsoring agency requires higher reporting standards than those described here, then the 
University will comply with the sponsoring agency’s requirements. 

 
Procedures 

 
Submission of Forms: 

 
At the time of submission of a proposal for external funding, the Principal Investigator (Project Director) 
and any co-Principal Investigators are responsible on the Internal Proposal Approval Form for certifying 
that there is no conflict of interest or for disclosing the existence of possible conflicts of interest related to 
the proposed project.  In addition the Project Director is responsible for making a reasonable effort to 
determine whether any other project staff, including graduate and undergraduate students, has any 
reportable potential conflicts of interest. 

 
Financial interests related to externally sponsored projects are recorded on the Financial Conflict of Interest 
Assurance and Disclosure Form, which is submitted to the Office of Research Services with the Internal 
Proposal Approval Form and complete proposal package.  This form serves to report the existence of any 
financial interests for any proposed or actual externally funded project.  This reporting form must be 
submitted for the individual with the reportable conflict with any proposal for funding when such financial 
interest currently exists or existed in the past three (3) years. 

 
At any time during the proposal process or project administration when any new potential or actual 
financial interest arises, or when there are changes to existing potential or actual financial interest, the 
Project Director should submit a revised Financial Conflict of Interest Assurance and Disclosure Form 
documenting the change. 

 
Review of Forms: 

 
The Office of Research Services will forward these forms to the Vice President of Academic Affairs, who 
shall determine whether an actual or potential conflict exists and, if so, what conditions or restrictions 
should be imposed by the University to avoid, reduce, or manage the conflict in compliance with Federal or 
State laws and University policies.  Possible conditions might include public disclosure or financial 
interests, review or monitoring of project activities by independent reviewers, modification of the project 
design, disqualification from participation in all or part of the project, divestiture of substantial financial 
relationships, or severance of relationships that create actual or potential conflicts of interest.  In making 
such determinations, the Vice President shall seek input as appropriate from University, State or Federal 
officials, legal counsel, or other advisors.  He or she may also appoint an ad hoc committee to review the 
disclosure and to recommend a course of action.  Before the Vice President reaches a decision, the 
individuals involved, including the person with the actual or potential conflict, shall be given the 
opportunity to meet with the Vice President (and with the ad hoc committee, if one is appointed) to discuss 
the actual or potential conflict and strategies for managing, reducing, or eliminating the conflict. 
 

 
215.  PERSONNEL FILE CONTENT 
 
The department head or his/her designee is responsible for maintenance of departmental faculty files and for 
formulating a policy, in consultation with the faculty, which stipulates what materials are placed in these files.  At a 
minimum, the Annual Performance Report and supporting documentation must be maintained in the file.  Faculty 
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members are to have access to his/her personnel file maintained in the department and/or dean’s office at any time.  
If there is a disagreement between the faculty member and department head over the contents of the faculty 
member's departmental file, the faculty member and department head should first meet to try to resolve this 
difference through appropriate supervisory and administrative channels.  If the difference cannot be resolved, either 
party may file a complaint using the appropriate grievance procedure. 
 
216.  JOB DESCRIPTIONS 
 
Job descriptions for non-classified, non-faculty staff are on file in the reserve section of the Frazar Memorial Library 
and in the Office of Institutional Effectiveness and Academic Support. 
 
217.  SALARY 
 
 217.1. Advanced Study Increases 

A person shall be paid an additional five hundred dollars for every twenty-four semester hours of graduate 
credit in his/her teaching or major field beyond the Master's degree, up to a limit of forty-eight semester 
hours.  A person who has earned the doctor's degree shall be paid two thousand dollars above his/her 
current salary excluding previous educational increments paid for graduate credit earned beyond the 
master’s degree.  Pay increases for advanced study take effect at the beginning of the regular semester 
following that in which the credit was earned and the Office of Academic Affairs was notified with receipt 
of an official transcript.  

 
 217.2. Timing of Payment   

Nine-month faculty, and faculty or administrative staff employed on a twelve-month basis are paid in 
twelve equal payments on the last day of each month.  Full-time nine-month faculty employed prior to the 
1998-99 academic year that elected to receive payment in 10 months may continue to do so. 

 
All personnel file documentation such as official transcripts, Application for Employment, and letters of 
reference must be submitted to the Office of Academic Affairs before the first day of employment. 

 
 217.3. Salary of Faculty Not Completing an Academic Year  
 

Faculty Departing at Mid-year (Academic) 
Faculty departing at the end of the first semester of the academic year shall receive one-half of their salary 
for the year.  
 
Faculty Departing or Hired During a Semester  
Faculty who resign during a semester, who are hired as a replacement during a semester, who start a 
semester late, or who for some other reason do not complete a semester, shall be paid only for the time the 
faculty member has worked during the semester.  The amount paid to the faculty member for the 
incomplete semester shall be determined by multiplying the semester salary (one-half of the salary for the 
academic year) times the percentage of time worked during the semester.  All calculations shall exclude 
weekends, holidays and other faculty leave.   
 
Faculty Departing During the First Semester  
The percentage paid to faculty shall be determined by dividing the number of days from the date of the 
contract to the departure date (inclusive) by the number of days from the date of the appointment to the 
official end of the semester, inclusive, which is the last date grades are due. 
 
Faculty Departing During the Second Semester  
The percentage paid to faculty shall be determined by dividing the number of days from three working days 
prior to the date of spring freshman orientation to the departure date (inclusive) by the number of days from 
three working days prior to the date of spring freshman orientation to the official end of the semester, 
inclusive, which is the last date grades are due. 
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Replacement and/or New Faculty Hired During the First Semester 
The percentage paid to faculty shall be determined by dividing the number of days from the date of the 
appointment of the official end of the semester or appointment, inclusive, which is the last date grades are 
due, by the number of days from the date of the faculty contract for that semester to the official end of the 
semester, inclusive. 
 
Replacement and/or New Faculty Hired During the Second Semester  
The percentage paid to faculty shall be determined by dividing the number of days from the date of the 
appointment to the official end of the semester, inclusive, which is the last date grades are due, by the 
number of days from three working days prior to the date of spring freshman orientation to the official end 
of the semester. 
 
Faculty Departing during the Summer session  
The amount received by the faculty member shall be determined by multiplying the summer session salary 
for the appropriate faculty rank by the percentage of the summer session worked.  The percentage of the 
summer session worked is determined by dividing the number of days beginning with the date of Summer 
Freshman Orientation to the day of departure from the University (both inclusive) by the number of days 
from summer freshman orientation to the last day to turn in grades (both inclusive). 
 
Replacement and/or New Faculty hired during the Summer Session  
The percentage paid to hired faculty shall be determined by dividing the number of days from the date of 
appointment to the last date to turn in grades (both inclusive) by the total number of days in the session. 

 
 
217.4. Summer Session Salary  

 

*Proportionate reductions are made for less than full-time loads. 
 
  
 217.5. Summer Salaries and Salary Supplements paid from Grant Funds 

All grants funded through state and federal agencies must comply with regulations published by the federal 
Office of Management and Budget in "Principles for Determining Costs Applicable to Grants, Contracts, 
and Other Agreements with Educational Institutions"(A21).  This policy restricts salary payments to an 
amount no greater than a proportionate amount of the faculty member's base salary for work done during 
and outside the academic year. 
 
In some cases grants may permit faculty members to earn salaries exceeding their annual base salary.  
However, unless the funding agency gives specific written approval, salaries for faculty members may not 
exceed their base salaries. 
 
Copies of all relevant policies are on file in the Office of Research Services and should be consulted by 
persons needing specific details. 
 
 

POSITION OR RANK 
FULL­TIME 
SALARY@ 

FULL­TIME 
TEACHING LOAD* 

 Department Head  $8,000  6 Hours 

 Professor  $7,200  6 Hours 

 Associate Professor  $6,800  6 Hours 

 Assistant Professor  $6,400  6 Hours 

 Instructor  $6,000  6 Hours 

 Assistant  $4,500  6 Hours 
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Salary Rates for Academic Year 
Charges for work performed on sponsored agreements by faculty members during the academic year will 
be based on the individual faculty member's regular compensation and are allowable at the base salary rate.  
In no event will charges to sponsored agreements exceed the proportionate share of the base salary 
rate. 
 
Periods Outside the Academic Year 
Charges for work performed by faculty members on sponsored agreements during the summer months will 
be determined for each faculty member at a rate not in excess of the base salary. 

 
217.6  Summer School Policy for Department Heads 
Beginning with the Summer of 1995, the University policy for department heads will be as follows: 
1. Department heads are expected to perform all administrative duties if they are employed for the 

Summer.  Such administrative workload shall be comprised of a twenty-hour workload per week.  The 
normal course load for department heads in the Summer is six hours.  If sufficient courses are not 
available, department heads are expected to perform administrative or other program related duties. 

2. The employment of department heads in the Summer takes precedence over members of the 
department; e.g. no other faculty member may be employed in the department if the department head is 
not teaching a full load and is receiving full pay unless special exceptions are approved. 

3. Low enrollment classes of less than ten for an undergraduate course and less than five for a graduate 
course and low enrollment classes taught for the convenience of graduating seniors do not count as part 
of the normal teaching load for the department heads unless special exceptions are approved by both 
the academic Vice President and the president of the University. 

4. Department heads who do not wish to develop classes for the Summer that will contain sufficient 
enrollment to justify the teaching load may consider one of the following: 
a. Teach a class, or classes, in another department (for which the department head has appropriate 

SACS credentials). 
b. Accept a heavy-duty administrative load; e.g., a self-study or similar review.  These reviews 

usually do not occur every year.  This exception to the two-course load will require prior approval 
from the academic Vice President and the president. 

c. Receive reduced pay (one half) for performing all administrative duties necessary for the 
department.  A work schedule must be approved by the dean, academic Vice President, and 
president in advance. 

d. Delegate an interim department head, with approval from the dean, academic Vice President, and 
president. 

 
218.  PATENTS 
Patents and royalties resulting from work conducted by institutions in the System shall be the property of that 
institution and the inventor shall receive an appropriate share of any royalties generated. A copy of the entire policy 
may be obtained from the Board of Supervisors for the University of Louisiana System's Board Rules and/or 
policies or from the office of the Vice President of Academic Affairs. 
 
219. ENDOWED PROFESSORSHIPS  (revised 03/13/01) 
Reference:  http://catalog.mcneese.edu/content.php?catoid=3&navoid=75  
 
The McNeese State University Foundation provides several endowed professorships.  These endowed professorships 
are available to deserving faculty on a competitive basis providing funding is approved by the MSU Foundation.  
Professorships are intended to provide discretionary, supplemental funds for a variety of enhancement initiatives: 1) 
to enhance research competitiveness, 2) to improve research ties with industry, 3) to strengthen the capacity of 
departments to achieve regional or national eminence in education or research. 
 
Endowed Professorship may be designated for specific purposes.  Endowed Professorships available to faculty 
members of designated colleges may be recommended by a professorship committee appointed by the college dean 
with the approval of the Vice President of Academic Affairs.  The committee should be comprised of faculty of the 
designated college and other University faculty or appropriate personnel. 
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Chairpersons for Endowed Professorship committees should not hold meetings which conflict with Faculty Senate 
meetings (the first Wednesday of the month from 3:10 to 5:00 p.m.).  In addition, prior to committee meetings held 
to select recipients, Endowed Professorship Committee Chairs are to send written communication notifying all 
persons submitting proposals of receipt of their proposal.  Chairs are also responsible for sending written 
communication to the Academic Advisory Council indicating recipients of professorships and indicating those who 
are not selected with a short critique if appropriate. 
 
 219.1. Endowed Professorship Proposal 

A proposal describing the applicant's planned activities must be submitted to the appropriate committee or 
dean by the designated date [announced each year].  Proposal must have a title and include goals and 
objectives appropriate for the department in which the professor resides, e.g., grant funding, publications, 
patents, teaching, industrial ties, and other academic and/or economic activities.  Although teaching 
excellence will be included in an applicant's proposal, proposals involving research, creativity, scholarly 
activity, and/or economic contribution, and faculty development will be given higher priority consideration. 

 
 219.2. Eligibility for Endowed Professorship 

Applicants must be full-time or prospective faculty members at McNeese with a rank of assistant professor 
or higher.  Deans, vice-presidents, and the president are not eligible.  Faculty members [including 
department heads] may apply for professorships designated for their respective colleges as well as for 
general university professorships.  

 
 219.3. Level of Financial Support 

Annually, interest income will be reviewed by the MSU Foundation budget committee.  Following the 
investment guidelines established by the Louisiana Board of Regents, the annual stipend will be determined 
and reported to the Vice President of Academic Affairs.  Interest income made available from the 
endowment may be used for salary supplements and for expenses directly related to the scholarly work of 
the recipient, with the proportion to be decided by the recipient.  The amount for salary including benefits 
may be limited to a portion of the payout.  The dean of the college will approve and document appropriate 
expenses. 

 
 219.4. Selection of Endowed Professorship Recipients 

If screening and/or selection committees determine that there are no qualified applicants, endowment funds 
will remain in the appropriate account until a selection is made.  The funds may not be used for other 
purposes.  Endowments designated for a specific college will be for a one to three-year period as specified 
by the Office of Academic Affairs, MSU Foundation, and the college dean.  At the end of that period, any 
faculty member from that college [including the initial recipient] may re-apply. 

 
 219.5. Endowed Professorships Not Designated for a Specific College 

Endowments not designated for a specific college will be awarded for a one to three-year period, depending 
upon recommendation by the Office of Academic Affairs and MSU Foundation.  At the end of the period, a 
faculty member [including the recipient] from any college may apply. 

 
 219.6. Termination of Endowed Professorship 

The University reserves the right to terminate the award if 1) the recipient's actions are not appropriate as a 
representative of the University; or 2) the recipient fails to fulfill the obligations of the professorship; or 3) 
the recipient suffers an incapacitating illness extending beyond one year; or 4) the recipient does not 
continue as a full-time faculty member at McNeese.  The dean of the appropriate college will report cases 
involving possible termination to the Vice President of Academic Affairs and a recommendation will be 
made to the President for final action. Any vacancy created by a termination will remain until the following 
year and any unused money will remain in escrow. 

 
 219.7. Endowed Professorship Reporting Requirements 

The recipient must present annual written documentation and appropriate evidence of scholarly activity 
completed which supports the goals of the professorship.  In general, final reports are reviewed by the Vice 
President of Academic Affairs.  A review team may be appointed by Vice President of Academic Affairs to 
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evaluate progress of the recipient’s activities based on the goals and objectives of the professorship.  A 
performance review report will be submitted to the Vice President of Development and Public Affairs.  
Funds must be expended during the duration of the professorship and may not be held for future expenses 
not related to the goals of the professorship. 

 
 219.8. Review of Endowed Professorship Procedures 

These guidelines will be reviewed annually for the purpose of making appropriate revisions. 
 
220.  ENDOWED CHAIRS  
Reference:  http://catalog.mcneese.edu/content.php?catoid=3&navoid=75 
 
Beginning with the 1999-2000 academic year McNeese State University may award the Juliet Hardtner Women in 
Science and Technology Endowed Chair and the Juliet Hardtner Women in Arts and Humanities Endowed Chair.  
These endowed chairs serve as a link to the economic development of Southwest Louisiana by providing future 
employees and leaders for relevant industries and professions.  One chair holder must be associated with a 
designated discipline related to the arts and humanities and one must be associated with a designated discipline 
related to the sciences and technology. 
 
Each chair is awarded for up to a three-year period provided MSU Foundation approves funding for the chair.  The 
chair award may be terminated prior to the three year period.  The MSU Foundation determines annual funding level 
for the chair according to investment performance.  Should funds not be available, the chair will not be funded.  
Pending available funding, a satisfactory performance review and demonstrated progress toward meeting objectives 
upon completion of the third year, the chair holder may apply for a two-year extension, however, the chair holder 
may not be renewed.  After completion of any five-year period, the selection process will be conducted for a new 
chair holder. 
 
 220.1. Mission 

The mission for the Juliet Hardtner endowed chairs as approved by the Louisiana Board of Regents is as 
follows: 
 
To contribute to economic development: 1) produce higher percentage of women graduates in the sciences 
and technology or the arts and humanities workforce; 2) provide information transfer to area industries in 
the designated field; 3) secure grants in the fields of science and technology or arts and humanities; 4) 
involve the appropriate corporate community in special programs, seminars, and workshops concerning 
issues related to women in the sciences and technology or arts and humanities; and 5) coordinate research 
projects with industry. 
 
To contribute to academic enhancement: 1) produce research/published papers to contribute to the fields of 
science and technology or arts and humanities; 2) initiate special programs/seminars/workshops concerning 
timely issues related to the sciences and technology or arts and humanities with emphasis on related 
women’s issues; 3) develop new courses specific to women's issues in the field of science and technology 
or arts and humanities; and 4) secure grants. 
 
To recruit women and minority scholars in the field: 1) aggressively recruit qualified women and minority 
scholars into the sciences and technology; 2) provide opportunities for women and minorities in the field to 
benefit from their role in the discipline; and 3) offer unique programs with emphasis on the roles of women 
in the sciences and technology or arts and humanities. 

 
 220.2. Procedure for Chair Selection 

A national search is conducted to select the chair holder. 
 
A screening committee consisting of the Vice President of Academic Affairs, the Vice President of Special 
Services and Equity, and an individual external to the campus who is a recognized expert/scholar in the 
general field of a discipline appropriate to each chair screens applications.  This committee will identify 
and submit a list of qualified candidates to a selection committee which is named by the Vice President of 
Academic Affairs for each chair. 
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Each selection committee, which will select the chair holder, will consist of an appropriate number of 
members and will represent a diverse population.  Selection committee members are appointed from a list 
of nominees submitted by deans of the colleges that offer academic programs specific to each chair. 
 
The University will adhere to its approved hiring plan. If no suitable candidate is identified, a screening and 
selection process following University procedures will be conducted. 

 
 220.3. Chair Holder Responsibilities 

Chair holders are responsible for faculty duties in the academic department and are allowed a three credit 
hour teaching load reduction each regular semester.  The chair holder is responsible for developing and 
demonstrating progress toward achieving objectives for the endowment mission.  The operating budget for 
the chair and necessary board reports must be approved by the Vice President of Academic Affairs. 

 
 220.4. Endowed Scholars 

The MSU Foundation makes funds available for Endowed Scholar awards pending investment portfolio 
performance and Foundation Board action.  Funds are provided to deserving faculty based on proposal to 
support retention and recruitment initiatives of the university.  Endowed Scholar awards are determined 
through a competitive process unless otherwise designated by the Vice President of Academic Affairs and 
dean of the college. 

 
221.  LEAVES 
Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/chapter_3_9_5_03.pdf  (section V) 
 
 221.1. General 

Employees must have prior approval from appropriate supervisor(s) to take any form of leave and must 
inform supervisors of the need to apply sick leave as soon as employee realizes the need for leave arises.  
Forms are available on the MSU web page. 
 
An individual requesting a leave of absence shall make application at the institution and, with the 
recommendation of the institution president it shall be forwarded to the System President for Board 
consideration. 
 
An employee of an institution who is not a member of the faculty or administration is not governed under 
the Board's policy on leaves of absence or other leave available for faculty members. 
 
Leaves of absence, other than for military leave, shall not exceed one year at a time.  Faculty personnel on 
military leave (or special leave for war-connected service) from the institution shall be reemployed by the 
institution at the beginning of the next semester (or quarter) after the date on which the institution head 
shall receive written notification that such person wishes to return to his/her position, provided that such 
notification shall be given within 40 days after honorable discharge or termination of assignment from the 
armed forces. 
 
Refusal by a faculty member or administrator to comply with the provisions of leave and sabbatical leave 
policy shall result in the forfeiture of tenure and/or employment.  
 
Persons wishing to apply for a leave of absence or sabbatical leave must complete a "Request for Leave of 
Absence and Sabbatical Agreement" form.  These forms are available in the department office. 

 
 221.2. Types of Leave 
 
  221.2.a. Sabbatical Leave 
  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_fs-iii.v.d.-1.pdf  
 

Provision for leave with pay for the purpose of professional or cultural improvement, or for the 
purpose of renewal, is a well-established administrative device intended to improve the quality of 
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higher education professional service.  The Board recognizes that such a policy is justifiable and 
desirable and therefore provides for leaves of absence for full-time members of the faculty under 
the conditions specified below. 
 
"Faculty" is defined in LSA-R.S. 17:3304 as follows: "Members of the instructional staff of each 
college and university having the rank of instructor or higher and persons engaged in library, 
artistic, research and investigative positions of equal dignity, shall constitute the faculty of each 
college and university.  The head of each college or university and its academic officers shall be 
members of the faculty." 
 
For the purpose of professional or cultural improvement, or renewal, this leave may be granted for 
two semesters (52 weeks for 12-month employees).  It may be granted following any six or more 
consecutive fiscal years of active service in the institution where such individual is employed.  An 
individual may not accumulate time in an attempt to qualify for more than one consecutive year of 
such leave.  Leave also may be granted for one semester (26 weeks for 12-month employees) 
following three or more consecutive years of such service by an individual, provided that absence 
due to sick leave shall not be deemed to interrupt the active service provided for herein.  A 
sabbatical leave taken during a Summer session shall be considered a semester for leave purposes. 
 
The compensation from the state for the period of leave approved shall be at the rate of not more 
than 75 percent of the salary the individual will receive during the current fiscal year for the period 
of time leave is applied for and granted.  Employers and employees shall contribute to the 
retirement system on the basis of full annual salary rate.  Compensation payable to persons on 
leave shall be paid at the times at which salaries of the other members of the teaching staff are 
paid and in the same manner. 
 
In those cases where the faculty member or administrator receives outside compensation, such 
payment is to be approved in writing and in advance by the president as supportive of the purposes 
of the leave.  If outside compensation plus paid leave will exceed the regular salary the leave pay 
will be reduced so that the institution will pay no leave if the outside compensation equals or 
exceeds the regular pay.  But nothing shall prevent the faculty from being remunerated by outside 
agencies at higher rates than his/her regular pay. 
 
After each leave period is completed, evidence as determined by the institution must be submitted 
to the appropriate supervisor to indicate that the purpose for which the leave was granted has been 
achieved. 
 
At no time during any semester of an academic year shall the number of persons on leave with pay 
(except sick leave) exceed 5 percent of the total faculty. 
 
In accepting a leave of absence with pay, the faculty member shall be understood to assume a legal 
obligation as listed in Acts 1991, 858 (R.S.17:3328) to return to the institution for at least one year 
of further service.  A copy of this rule shall be made known to each applicant for such leave. 
 
Individuals accepting sabbatical leave (with pay) are cautioned about prohibitions against dual 
appointments or dual employment as described in LSA-R.S.42:63. 
 
Sabbatical leave shall be granted only with prior Board approval.   

 
  221.2.b. Leave Without Pay 

 Reference:http://www.ulsystem.net/assets/docs/searchable/boards/chapter_3_9_5_03.pdf    
 (section V-E) 

 
Leave without pay may be granted for a maximum of one year at a time upon recommendation of 
the institution to the System President and with the approval of the Board.  Approval for requests 
for leave without pay is not automatic. 
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  221.2.c. Faculty Leave  
  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
  (section II-A) 
 

Faculty leave is leave granted to faculty members employed on the nine-month (academic year) 
basis in lieu of annual leave and is comprised of the days between terms and at holiday periods 
when students are not in classes.  This special form of leave shall be taken as it is earned.  Faculty 
who have earned annual leave prior to assuming a 9-month employment status may not take 
annual leave during times when classes are in session.  The Office of Human Resources can 
provide information about compensation of previously earned annual leave. 

 
  221.2.d. Annual Leave 
  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
  (section II-B) 
 

Annual leave is leave with pay granted to unclassified 12-month employees for the purpose of 
rehabilitation, restoration, maintenance of work efficiency, or attention to other personal concerns.  
Annual leave must have prior approval by the immediate supervisor. 

   
  221.2.e. Sick Leave 

Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
(section II-C) 
 
Sick Leave is leave with pay granted to an employee who is suffering with an illness which 
prevents him/her from performing his/her usual duties and responsibilities and who requires 
medical, dental, or optical consultation or treatment.  Faculty and other non-classified personnel 
must complete appropriate paperwork, obtain supervisor approval, and indicate on the time sheet 
the number of hours of sick leave taken and the dates taken. 
 
Employees requiring sick leave for more than one week must present documentation justifying 
such leave from qualified medical professionals.  Documentation for sick leave on a continuing 
basis must be renewed periodically.  Family Medical Leave Act (FMLA) regulations may be 
involved in cases where extended sick leave is necessary.  The Office of Human Resources 
provides information related to FMLA requirements. 
 

221.2.e.i. Shared Sick Leave (added June 2007) 
Reference: 
http://www.mcneese.edu/policy/docs/Shared%20Sick%20Leave%20Policy%20-
%204.2.07.pdf 
 
The Shared Sick Leave Program allows faculty and unclassified staff to donate sick leave 
to a pool for the purpose of assisting other faculty and unclassified staff who, through no 
fault of their own, have insufficient sick leave to cover their absence from work due to 
their own serious health condition.  
 
To be eligible to request sick leave from the Shared Sick Leave Pool, an employee must 
be a full-time faculty or non-classified staff member who is eligible to accrue sick leave; 
have completed at least one academic year of service with the university if employed on 
an academic basis, or one fiscal year of service if employed on a 12-month basis; and 
have made a contribution of at least eight hours to the shared sick leave pool; and have 
exhausted all available leave. 
 
Employees may request sick leave from the Shared Sick Leave Pool by submitting a 
letter to Human Resources with appropriate documentation from a licensed medical 
service provider. 
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Contributions to the Shared Sick Leave Pool are strictly voluntary. Employees who 
choose to donate may not designate a particular employee to receive funds. Also, 
participants must retain three days (24 hours) of sick leave at all times and are limited to 
a donation of no more than two days (16 hours) of sick leave every three years. 

 
 
  221.2.f. Compensatory Leave 
  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf   
  (section II-D) 

 
Compensatory leave is leave hours accrued and used by unclassified employees (12-month) for 
work and duties performed in excess of the normal 40-hour work week.  Employees at the level of 
dean or higher, athletic coaches, and the Athletics Director may not earn compensatory leave.  
Nine month employees may not earn compensatory leave. 

 
  221.2.g. Leave for Civil and National Service   
  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
  (section VIII) 
 

An employee shall be given time off without loss of pay, annual, or sick leave for civil and 
national services. 

 
The following are recognized by the Board as appropriate reasons: 
1. For performing jury duty. 
2. When summoned to appear as a witness before a court, grand jury, or other public body or 

commission. 
3. For performing emergency civilian duty in relation to national defense. 
4. For voting in a primary, general, or special election which falls on his/her scheduled working 

day, provided that not more than two hours of leave shall be allowed an employee to vote in 
the parish where he/she is employed, and not more than one day to vote in a parish other than 
the one where he/she is employed. 

5. When the appointing authority determines that employees are prevented from performing 
their duties by an act of God. 

6. When the appointing authority shall determine that local conditions or celebrations make it 
impracticable for employees to work. 

 
  221.2.h. Military Leave 
  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
  (section IX) 
 

Employees who are members of a reserve component of the armed forces of the United States or 
the National Guard shall be granted leaves of absence from their positions without loss of pay, 
time, or annual or sick leave when ordered to active duty for field training or training authorized in 
lieu thereof when the individual is given constructive credit for such training.  Such leaves shall be 
for periods not to exceed 15 working days in any calendar year, but an appointing authority may 
grant an employee annual leave or leave without pay or both, in accordance with other provisions 
of these leave regulations for such periods which exceed 15 working days in any calendar year. 
 
Employees who are inducted or ordered to active duty to fulfill reserve obligations or who are 
ordered to active duty in connection with reserve activities for indefinite periods or for periods in 
excess of their annual field training shall be ineligible for leave with pay. 
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  221.2.i. Family and Medical Leave 
  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
  (section X) 
  Reference:  http://www.mcneese.edu/hr 
 

The University of Louisiana System has adopted the provisions of the U.S. Family and Medical 
Leave Act of 1993 for all its employees. The Louisiana Department of Civil Service (See General 
Circular No. 1126, October 8, 1993) has previously taken the position that all classified employees 
are covered by this Act. The contents of the Department of Civil Service General Circular No. 
1126 shall therefore apply to all full-time System employees. 
 
In compliance with the Family Medical Leave Act, McNeese State University will provide to 
qualified employees a total of twelve (12) weeks of “job protected” paid and/or unpaid leave 
during a twelve (12) month period for a Family and Medical Leave Act (FMLA) qualifying event. 
 
The President signed into law, the National Defense Authorization Act for FY 2008. Among other 
things, section 585 of the NDAA amends the Family and Medical Leave Act of 1993 (FMLA) to 
permit a "spouse, son, daughter, parent, or next of kin" to take up to 26 workweeks of leave to care 
for a "member of the Armed Forces, including a member of the National Guard or Reserves, who 
is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is 
otherwise on the temporary disability retired list, for a serious injury or illness."  The NDAA also 
permits an employee to take FMLA leave for “any qualifying event arising out of the fact that the 
spouse, or a son, daughter, or parent of the employee is on active duty (or has been notified of an 
impending call or order to active duty) in the Armed Forces in support of a contingency 
operation.” 
 
Unclassified staff and faculty should consult with the Office of Human Resources for appropriate 
procedures. 

 
  221.2.k. Other  Leave 
  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
  (section XI) 
 

The Board recognizes other categories of leave for its employees. 
 
When an employee is absent from work due to illness for which he/she is entitled to such as 
Workmen's Compensation, he/she may, at his/her option, use sick or  annual leave or any 
appropriate combination of sick and annual leave (not to exceed the amount necessary) to receive 
total payment for leave and Workmen's Compensation in accordance with law. 
 
Probationary and permanent employees may be given time off without loss of pay, annual leave, 
or sick leave when attending the funeral or burial rites of a parent, step-parent, child, step-child, 
brother, step-brother, sister, step-sister, spouse, mother-in-law, father-in-law, grandparent, step-
grandparent, or grandchild provided such time off shall not exceed two days on any one occasion. 
 
At the discretion of the appointing authority, a full-time faculty member may be granted leave 
with pay to attend to personal emergencies.  Such time may be charged against sick leave.   

 
 221.3. Leave Record Establishment and Regulations for all Unclassified, Non-Civil Service 

Employees 
 Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
 

The rules and policies set forth below shall be applicable to all unclassified, non-civil service employees 
under the jurisdiction of the Board.  It is the policy of the Board that unclassified employees shall enjoy 
benefits comparable to other classes of state employees, and these rules and policies are promulgated under 
that concept. 



McNeese State University 2009-2010 Faculty/Staff Handbook 
July 2009 

 68

 
  221.3.a. Work Weeks, Attendance, and Leave Records for Unclassified Employees 
  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
  (section III) 
 

Twelve month employees generally work 40 hours per week for full-time employment.  Work 
schedules are generally 7:45 a.m. until 4:30 p.m. with 45 minutes for lunch.  Work schedules may 
differ with written supervisory and Vice President level approval and depending upon job 
responsibilities (night school responsibilities, coaches, etc.) 

 
For purposes of leave, appointing authorities shall establish work weeks of 40 hours per week for 
full-time employees (faculty and staff).  The purpose of establishing the 40-hour week is to 
provide appointing authorities a system of accounting for and the taking of leave.  It is understood 
that some faculty work is done outside the office such as the library and laboratories as well as off-
campus sites. Academic department heads, which are on nine month appointments, shall be 
present sufficient hours to serve students, faculty, and administrative needs. 
 
For purposes of leave, appointing authorities shall establish work weeks proportionate to the 
provisions of the previous paragraph for part-time employees.  Nine month non-faculty employees 
are expected to work 40 hours per week when semesters are in session.  Any leave must be 
approved by the supervisor prior to the leave taken. 
 
Daily attendance and leave records shall be maintained for all unclassified employees (faculty and 
staff). The Board may, in the exercise of its discretion, adopt an attendance form designed to 
indicate that academic personnel were either present or absent from their usual duty posts during 
the usual working day for such personnel.  These records shall be signed by the employee and the 
supervisor and reported at least monthly to the appropriate office at the end of each regular pay 
period.  Time sheets should reflect accurately the faculty/staff attendance at work or approved 
leave. 

 
  221.3.b. Faculty Leave for Employees on Other Than 12-Month Basis 
   Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
   (section IV) 
 

Faculty leave shall be earned by each eligible faculty member who is employed for the academic 
year and has regular hours of duty.  Faculty leave shall be earned and taken as it is earned as 
specified by the official calendar of the institution served. 

 
221.3.c. Annual Leave for Unclassified Employees on the 12-Month Basis 

   Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
   (section V) 
 

Annual leave shall be earned by each eligible employee who has regular hours of duty.  Personnel 
not employed on a continuing basis (temporary employees) shall not earn annual leave. 

 
Annual leave earned shall be based on the equivalent of years of full-time state service and shall 
be creditable at the end of each pay period or calendar month in accordance with the following 
general schedule: 

 
 

DAYS OF ANNUAL/SICK LEAVE EARNED PER MONTH 
BY UNCLASSIFIED FULL­TIME 12 MONTH EMPLOYEES 

Years of 
Service  0 to < 3 3 to < 5  5 to < 10  10 to < 15  15+ 
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Days/hours
earned 

1 day/
8 hrs 

1.25 day/
10 hrs 

1.50 day/
12 hrs 

1.75 day/ 
14 hrs 

2 days/
16 hrs 

 
No 12-month unclassified employee shall be credited with annual leave for any calendar month: 
1. Until completion of that calendar month as an employee or; 
2. During which the employee was on leave without pay for ten or more working days or; 
3. While serving in the military. 

 
Accrued unused annual leave earned by an employee shall be carried forward to the succeeding 
years without limitation. 
 
When an employee changes his/her position from one state agency to another, his/her accumulated 
annual leave shall be forwarded to the new agency and shall be credited to him/her. 
 
Legal holidays, state-designated holidays, days of local conditions and celebrations, and similar 
periods when designated, announced, and observed by the institution, shall not be charged to 
annual leave. 
 
Annual leave shall be applied for in advance by the employee and may be taken only when 
approved by the appointing authority.  Requirements concerning the use of annual leave include 
the following: 
 
An appointing authority may require an employee who has sufficient annual leave to his/her credit 
to take annual leave whenever the authority feels that it is best for the employee or the appointing 
authority. 
 
Except when given special advance approval for absence from duty, an employee must be at 
his/her work station for the day in order to be classified as on duty.  A work station normally will 
be one's office or elsewhere on the employer's premises, or at other locations while representing 
the employer. 
 
Upon resignation, death, removal, or other termination of employment of an unclassified 
employee, annual leave amounting to the same maximum as is provided for members of the 
classified service of the state by the Civil Service Commission and approved by the Governor, and 
accrued to his/her credit shall be computed and the value thereof shall be paid to the employee or 
the heirs, provided that the annual leave has been accrued under established leave regulations and 
attendance records have been maintained for the employee by his/her supervisor.  Such pay shall 
be computed at the employee's base rate of pay at the time of termination. 

 
  221.3.d. Sick Leave for All Unclassified Employees   
 Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
 (section VI) 
 

Sick leave for unclassified employees shall be earned by each employee who has regular hours of 
duty.  The earning of such leave shall be based on the equivalent of years of full-time state service 
and shall be creditable at the end of each calendar month in accordance with the following general 
schedule: 

 
 

DAYS/HOURS OF  SICK LEAVE EARNED PER MONTH BY UNCLASSIFIED 
FULL­TIME 9­MONTH EMPLOYEES WITHOUT/WITH SUMMER SCHOOL 

Years of Service  0 to < 3  3 to < 5  5 to < 10  10 to < 15  15 + 

Days/hours earned 
0.9 day
7.2 hrs 

1.125 day
9.0 hrs 

1.35 day
10.8 hrs 

1.575 day 
12.6 hrs 

1.8 day 
14.4 hrs 
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Hours earned in 
Summer 

9 hrs  11 hrs  15 hrs  16 hrs  18 hrs 

 
 No unclassified employee shall be credited with sick leave for any calendar month: 

1. Until completion of that calendar year as an employee (except that nine-month faculty 
employed during the Summer shall accrue sick leave prorated during the actual weeks of 
employment.  For example, a faculty member employed for nine weeks in the Summer shall 
be credited with 2 ¼ days). 

2. During which the employee was on leave without pay for ten or more working days. 
3. While serving in the military. 

 
Accrued unused sick leave earned by an employee shall be carried forward to the succeeding years 
without limitation. 
 
When an employee changes his/her position from one state agency to another, his/her accumulated 
sick leave shall be forwarded to the new agency and shall be credited to him/her. 

 
Sick leave with pay may be taken by an employee with sufficient leave to his/her credit for the 
following: 
1. Illness or injury which prevents performance of his/her work duties. 
2. Medical, dental, or optical consultation or treatment. 

 
There is no minimum charge for sick leave.  It is to be charged on an hourly basis. 
 
Upon death or retirement of an unclassified employee, sick leave accrued to his/her credit shall be 
computed and the value thereof shall be paid to the employee or heirs, provided that the sick leave 
has been accrued under established leave regulations and a daily attendance record has been 
maintained for the employee by his/her supervisor, except that such payment shall not exceed the 
value of 25 working days computed on the basis of a five-day week and on a four-week per month 
basis for personnel employed on less than the 12-month employment basis and on the basis of a 
five-day week and 52-week year for 12-month employees.  The rate of pay shall be computed 
using the base rate the employee is receiving at the time of termination. 

 
 221.3.e. Compensatory Leave for Unclassified Professional Staff (12-Month)    

  Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_leave2ndcopy.pdf  
  (section VII) 
 

All types of leave, other than compensatory leave, are the same for both unclassified and classified 
employees as outlined by Civil Service Rules. 

 
  221.3.f. Compensatory Leave Policy for Unclassified Professional Staff 

The compensatory leave policy for unclassified professional staff of the University of Louisiana 
System office and of the System institutions is as follows: 
1. An appointing authority may require an employee to work overtime on a holiday or at a time 

that the employee is not regularly required to be on duty.  Compensatory leave may be 
granted for overtime hours worked outside the regularly assigned 40-hour work week, or 
when the employee has not worked in excess of 40 hours due to holidays observed or leave 
taken.  Earning of compensatory leave must have prior approval of the immediate supervisor 
and the appropriate Vice President.  The amount of such leave shall be equal to the number of 
extra hours the employee is required to work. 

2. Compensatory leave shall not be earned by the following employees: presidents, Vice 
Presidents, deans, athletic directors, and athletic coaches.  Exceptions may be made to permit 
these employees to be exempted from having to take leave when the university is officially 
closed.  Such exceptions shall be included in the appointment letter of the individuals 
involved.  In all events, any employee who is entitled to earn compensatory leave under the 
Fair Labor Standard Act shall earn such leave in accordance with Civil Service Rules and 
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Regulations. 
3. Compensatory leave shall be promptly credited to the employee and may be used with the 

approval of the immediate supervisor and the appropriate Vice President.  Not more than 240 
working hours of accrued unused compensatory leave shall be carried forward into any fiscal 
year.  An appointing authority may require employees to use their earned compensatory leave 
at any time.  Employees will not be paid the value of their accrued compensatory leave upon 
separation from his/her unclassified position. 

4. In the event that an employee transfers without a break in service to another position within 
the State service, compensatory leave may be credited to the employee at the discretion of the 
new appointing authority. Compensatory leave shall be terminated when an employee 
separates from State service. 

5. Compensatory leave should not be confused with a flexible time policy.  Employees cannot 
arbitrarily determine their own work schedules.  In addition, work undertaken while at home 
does not constitute the earning of compensatory time. 

6. The manner in which this compensatory leave policy is administered shall be at the discretion 
of each individual campus (e.g., type of record maintained).  The president of the institution 
or his/her designee will be responsible for administration of this policy.  

 
   Additional information may be obtained from the Office of Human Resources. 
 

This policy revision shall be effective July 1, 1999.  Any compensatory leave earned under the 
conditions of the previous policy (effective January 4, 1994) shall be subject to that policy. 

 
 221.4. Use of Annual Leave Upon Separation 

The use of annual leave immediately preceding resignation, termination, or retirement will be limited to the 
amount of annual leave the employee earns during a calendar year. 

 
 221.5. Special Working Arrangements 

Non-classified employee requests for special working arrangements (requests for part-time hours or 
requests to use annual leave to accommodate part-time presence at McNeese) are addressed on a case-by-
case basis.  For each case requesting part-time work arrangements, a written agreement which includes 
information about benefits, compensation, and other details of the arrangement must be developed by the 
supervisor and submitted to the President’s Executive Staff for approval.  State laws and Board of 
Supervisors’ policies applicable to benefits and other details of such an arrangement must be followed.  
When the arrangement is approved by the  President’s Executive Staff, and after the supervisor consults 
with the appropriate Vice President or senior level official, the decision to grant or deny such a request rests 
with the immediate supervisor.   Requests to use annual leave to accommodate part-time presence at work 
must be approved by the appropriate Vice President, and the President. 
 

 221.6. Emergency Administrative Leave for Unclassified Staff (Includes Faculty) 
Any person in the chain of command of an unclassified staff or faculty member may recommend to the 
president of the university or his/her designee that it is in the best interest of the university that the 
unclassified staff or faculty member be placed on Administrative Leave with pay. 
 
Upon conducting any investigation deemed appropriate by the president or his/her designee, which may 
include interviewing the staff member regarding the concerns of the university, the president may place that 
individual on Administrative Leave. The action may be done orally by the president or his/her designee and 
shall be in no way considered a disciplinary action. A written communication regarding any Administrative 
Leave action shall be forwarded to the respective staff member and a record maintained by the university. 
 
Such Administrative Leave is with pay and shall not be charged against the individual’s leave record. It 
may be for an initial period of up to thirty (30) days, but it may be extended for up to 30 or more days by 
the president or his/her designee with verbal notice to the staff member.  
 
During such leave with pay, the staff or faculty member shall be excused from the performance of any 
duties associated with the position of the individual except that the individual shall be considered a member 
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of the university and subject to the directives of the president or designee given in order to resolve the 
concerns of the university. 
 
Each University shall develop and disseminate a procedure to its unclassified staff members by which to 
enact this policy.  
 
Effective: April 1, 2008  

  
  
222.  BENEFITS  
Reference:  https://www.groupbenefits.org 
 
The university offers a wide variety of benefit programs to include insurance and retirement programs, tax sheltered 
annuities, savings bonds, flexible spending accounts, and other supplemental benefits.  The university pays a portion 
of the State Group Benefits Program premiums.  Employee participation is voluntary.  Newly hired employees 
should be aware that there is a waiting period for most coverage.  The University also pays for State Workmen's 
Compensation coverage, for the Comprehensive General Liability Plan, for Educational Liability Insurance covering 
claims alleging malpractice, and for State coverage of negligent acts while at work.  For information on these and 
other benefit programs, contact the Office of Human Resources. 
223.  RETIREMENT BENEFITS 
Reference:  http://www.trsl.org/intro/ 
Reference:  http://www.aigvalic.com 
Reference:  http://tiaa-cref.org 
Reference:  http://ingretirementplans.com 
 
All faculty who meet the eligibility requirements of Teacher Retirement of Louisiana must become a member of the 
Retirement System or enroll in one of the Optional Retirement Plans offered through the University.  The Teacher 
Retirement System of Louisiana provides retirement benefits based on years of credited service.  O.R.P. provides 
retirement benefits based on rate of return on monies contributed to the plan.  The accrual of sick leave and annual 
leave that may be used for retirement purposes is established by the appropriate retirement system policy and not by 
McNeese State University.  
 
For information concerning retirement, faculty should contact the Office of Human Resources. 
 
224. EMPLOYEE AND DEPENDENT TUITION AND FEE POLICY (Effective July 1, 2009)   
Reference:  
http://www.ulsystem.net/assets/docs/searchable/boards/PPM_Employee_and_Dependent_Tuition_and_Fee_Policy_
7_1_2009.pdf) 
 
McNeese State University employees and their dependents may enroll at any of the eight institutions within the 
system for undergraduate or graduate instruction at a reduced tuition, plus certain applicable fees. 
 
The following conditions apply to faculty and staff: 

1. Faculty or staff member may enroll in the University with the approval of his/her immediate supervisor or 
department head, and dean or Vice President/president. 

 
2. Faculty or staff member must be employed on a full-time basis at a University of Louisiana System 

institution.  Enrollment at an institution other than the home institution requires the joint approval of the 
home institution president and the president of the institution the employee wishes to attend. 

3. Full time employees may register for up to (6) hour per semester for a reduced charge of $25.00 per credit 
hour, not to exceed $150.00 for any undergraduate or graduate level courses. 

4. Non-faculty employees who work a 40-hour week may not take more than (3) credit hours per semester 
during working hours.  All time taken for class attendance must be recorded as leave time if not taken 
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during the employee’s normal lunch period or if such time exceeds the employee’s normal lunch period.  
Total classroom attendance may not exceed three clock hours per week during normal working hours. 

5. No restrictions are placed on attending night courses or courses outside of normal work hours. Faculty/staff 
members may not take courses for credit which are taught in the department OR THE DISCIPLINE in 
which the faculty/staff member is employed. 

6. In addition to tuition, faculty and staff shall also be assessed the following fees: Academic Excellence Fee, 
Operational Fee and Technology Fee. 

7. This policy shall apply only to courses and progress for which regular tuition is charged. 

8. Retired faculty and staff who have served not less than 25 years in the University of Louisiana System shall 
maintain eligibility for this tuition and fee policy. 

The following conditions apply to spouses and children of full time faculty and staff members. 
1. Spouses and children of faculty and staff members employed on a full-time basis by a System institution 

may attend another System institution with the joint approval of the employee’s president and the president 
of the host institution. 

2. Dependents who qualify will be limited to those who are eligible according to the Internal Revenue Tax 
Code during the calendar year in which the tuition reduction is issued.  At such time as the dependent is no 
longer eligible according to IRS Code, the dependent ceases to be eligible for this reduction. 

3. Spouses and Dependents of retired faculty and staff (as provided in 8, above) shall be eligible for this 
tuition and fee policy. 

4. Spouses and Dependents of deceased faculty and staff shall be eligible for this tuition and fee policy 
provided the faculty or staff was in service to or retired from the System (as in 7, above) and eligible for the 
reduction when death occurred. 

5. Spouses and Dependents of faculty and staff with disabilities, as determined by the Teachers’ or State 
Employees’ Retirement Systems but otherwise eligible for this tuition and fee policy, shall maintain 
eligibility. 

6. Only undergraduate coursework for undergraduate students is eligible for the reduced tuition charges. 

7. The reduced tuition shall provide for $25.00 per credit hour, not to exceed $300 for full-time enrollment 
and shall be prorated for part-time enrollees. 

8. Spouses and Dependents shall be assessed the following fees: Academic Excellence Fee, Operational Fee, 
Technology Fee, and any and all student-assessed fees. 

Any exceptions to the provisions of this policy must be submitted with full justification to the University of 
Louisiana System President who shall determine if such an exception will be made. 
 
225.  FEE EXEMPTIONS FOR SENIOR CITIZENS  
Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/chapter_4_9_5_03.pdf  (section V-P) 
 
Any person 60 years of age or older who registers for three credit hours or less per semester may do so at no charge 
except for the application fee and any other course-specific fees such as laboratory fees and technology fees. Credit 
hours enrolled in by such individuals in excess of three hours will require payment of the usual charges. 
 
226.  PRE­EMPLOYMENT APPLICATION POLICY 
Reference:  http://www.mcneese.edu/hr/pdfs/uhp28.pdf 
 
All new full-time and part-time employees, all new Visiting Lecturers, and all new Teaching Graduate Assistants 
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will complete the Pre-Employment Application Form. These procedures do not apply to 120-day or less hires.  
 
227.  STUDENT EMPLOYMENT 
The Student Employment Office exists to provide qualified students part-time job opportunities to enhance job-
seeking skills, upgrade work experiences, and use wages to help pay for college expenses.  Student Employment 
gives students opportunities to interact in a global community and to work in preparation to enter the job market 
while meeting critical needs of this university. 
 
 227.1. Student Employment Policy (added June 2007) 

Reference:  http://www.mcneese.edu/hr/studentdocs/student_employment_policy.pdf 
 
In order to qualify for departmental budget, graduate assistant, or work study student employment, a 
student must be enrolled and attending at least six (6) credit hours during both the fall and spring semesters.  
Graduate assistant and work study students must be enrolled and attending at least three (3) credit hours in 
the summer semester to qualify for summer employment.  The enrollment and attendance of each student 
will be closely monitored to check for student employment eligibility.  It is the responsibility of the student 
to inform the respective supervisor if enrollment status falls below what is required for the semester.  It is 
the responsibility of the supervisor to inform the Office of Student Employment if enrollment status is not 
maintained.  A student’s employment will be terminated if this status is not maintained, with limited 
exceptions approved by the Student Employment Administrator. 
  
Prior approval is required from the Dean (Director in non-academic areas) to employ ALL students (fall, 
spring, or summer) who are paid from departmental budget.  Students are NOT permitted to work during 
times when they have classes scheduled – attendance will be closely monitored (exceptions include early 
dismissal and class cancellation).   
 
Prior to beginning employment: 
1. All work study and departmental budget student employees are required to obtain their Work 

Assignment from the Office of Student Employment. 
2. Student employees are only permitted to work in a university department or office after receipt of 

Work Assignment from the Student Employment Office.  Student Employees are required to give the 
Work Assignment to the supervisor. 

3. Graduate assistants are not required to obtain Work Assignments from the Office of Student 
Employment. 

 
All student employees are required to sign a log in/out sheet for all hours worked.  Time sheets must be 
accurately completed, contain proper signatures, and be submitted in a timely manner by the supervisor to 
the Office of Student Employment for proper payroll processing and disbursement.  Student employees are 
NOT permitted to deliver time sheets. 
 
Student Employment Regulations Differ According to Student Status as follows: 
  
U.S. Citizen Students 

• No student will be allowed to work more than 30 hours per week during the spring, summer, and 
fall semesters. 

• The maximum hours allowed between semesters may not exceed 8 hours per day and/or a total of 
40 hours per week. 

• If a U.S. citizen works over the weekly hours limit, a warning will be sent from the Office of 
Student Employment to the supervisor and the student. Any further infractions will be reported to 
the appropriate Vice-President. 

International Students 
• The maximum hours allowed during the regular semester term (fall and spring) or any other term 

when the student is enrolled (summer or inter-session) may not exceed 20 hours per week with all 
student jobs included. (United States Citizenship and Immigration Services Requirement) 

• The maximum hours allowed between semesters may not exceed 8 hours per day and/or a total of 
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40 hours per week 
• If an International student works over the hours limit, a warning will be sent from the Office of 

Student Employment to the supervisor and the student. Any further infractions will be forwarded 
to the International Student Advisor. 

Any exceptions to the above rules (U.S. and International Students) must be in writing and approved by the 
Student Employment Administrator. 

 
228.  COC/SACS AND NCAA ACCREDITATION (added June 2006) 
Reference:  http://www.sacs.org 
Reference:  http://www.ncaa.org 
 
As an institution, McNeese State University is accredited by the Commission on Colleges/Southern Association of 
Colleges and Schools (COC/SACS).  McNeese's Athletics are certified by the National Collegiate Athletic 
Association (NCAA).  All employees are responsible for knowing about and for complying with COC/SACS and 
NCAA regulations. 
 
 
 
 
 
229.  OVERTIME POLICY AND PROCEDURES (added June 2007) 
Reference: http://www.mcneese.edu/policy/ 
 
McNeese State University adheres to all federal and state rules and regulations governing work hours and overtime 
payments.  This policy is written in accordance with the provisions of the Fair Labor Standards Act, the University 
of Louisiana System Board rules, and the rules of the Louisiana Department of Civil Service in order to promote fair 
pay practices with regard to work hours and overtime payments. 
 

229.1. DEFINITIONS: 
 
Compensatory leave-Leave time that is credited to the employee in lieu of cash payment of overtime. 
 
Employ-To allow, suffer, or permit work to be performed by an individual. 
 
Exempt employee-An employee who holds a position which is not compensated at the time and one half 
rate for hours worked over 40 in a standard workweek, and who is exempt from the provisions of the Fair 
Labor Standards Act due to salary and/or or duties. 
 
Fair Labor Standards Act- This act is commonly referred to as FLSA, and was enacted by congress in 
1938 to set the criteria for minimum wage payment, overtime payment at the time and one half rate for 
hours worked over 40 in a standard workweek, and incorporated laws for the employment of minors. 
 
Non-exempt employee-An employee who holds a position which must be compensated at the time and one 
half rate for hours worked over 40 in a standard workweek, in accordance with the provisions of the Fair 
Labor Standards Act. 
 
Standard Workweek-A fixed and regularly recurring period of 168 hours—7 consecutive twenty-four hour 
periods that an employee is assigned to work on a regular recurring basis. 
 
Standard Workday-The period of time, during one twenty-four hour period, that an employee is assigned to 
work on a regular recurring basis. 
 
State Overtime-Hour for hour overtime authorized by Chapter 21 of the Louisiana Department of Civil 
Service Rules when an employee is not eligible for FLSA overtime.   

 
229.2. POLICY STATEMENTS: 
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1. All 12 month employees can be required to perform overtime as per Chapter 21 of the Civil Service 
rules, and the University of Louisiana System Board Policy# FS.III.XXI.-1. 

2. All employees must be directed by their supervisor to work overtime, and must have pre-approval to 
perform overtime whether the compensation is in the form of cash or compensatory leave. 

3. All university employees (state agency) can be required to accept compensatory leave in lieu of cash 
overtime as per the regulations of the Fair Labor Standards Act.   

4. The university will compensate overtime in the form of compensatory leave unless mitigating 
circumstances or the nature of work warrant cash payments. 

5. All university employees are required to sign a Statement of Agreement/Understanding explaining the 
employer’s right to compensate overtime in the form of compensatory leave prior to the actual 
performance of work, or at the time of hire. 

6. All supervisors must ensure that their budget has funds delegated for the payment of overtime whether 
in the form of cash or compensatory leave.  Some compensatory leave is payable to the employee upon 
separation of the employee from the university; therefore, compensatory leave payout is a budget 
liability.  It is simply “banked overtime”. 

7. Employees are not permitted to work at home without prior approval from the immediate supervisor, 
and the division/section/unit head. 

8. The university requires that all employees use compensatory leave before requesting the use of annual 
leave.  Payroll will automatically reduce the compensatory leave balance before reducing the annual 
leave balance. 

 
Standard Workday and Standard Workweek: 
Each employee is designated as Exempt from FLSA, or Non-Exempt from FLSA.  Each employee has a 
standard workweek with time beginning at 12:01 am on Saturday, and ending at midnight on the following 
Friday.  Most employees have a standard workday of Monday-Friday from 7:45 am through 4:30 pm with a 
45 minute lunch period.  Certain employees have a different standard workday due to the needs of the 
department, and the employee is notified accordingly.  Human Resources maintains the standard workweek 
and standard workday of all employees, and must be notified in writing of any deviation of the standard 
workweek or workday.  On-going flexible schedules must be approved by the department and division 
head, and must be filed in Human Resources. 
 
The university requires that all individuals employed on a full time basis, other than shift employees, 
observe the lunch period.  Each employee should have a minimum 30-minute lunch period.  Employees 
who wish to remain at the workstation to have a lunch period should not be allowed to perform work.  To 
allow an employee to remain at the workstation could “suffer” them to work as they may be answering the 
telephone, opening the office, greeting customers, etc.  Each supervisor must ensure that no work occurs if 
the employee chooses to remain at the workstation to have a lunch period.  If the employee works in an 
area that remains open due to departmental circumstances, the department should “shift” lunch periods, 
allowing employees to observe the lunch period at different times.  Compensatory leave should not be 
granted to employee’s for the purpose of allowing the office to remain open at all times during the 
workday. 
 
 Employees who arrive early to work because of choice should not be allowed to perform work until the 
actual start of their standard workday.  To allow an employee to arrive at work early could “suffer” them to 
work as they may be answering the telephone, opening the office, greeting customers, etc.  Each supervisor 
must ensure that no work occurs if the employee chooses to arrive at work earlier than scheduled.   
 
Work that occurs outside of the standard workday or workweek, even though it may be unauthorized, must 
be compensated whether or not supervisor permission is granted to perform the work.   
 
Compensation for Non-Exempt Employees: 
1. All FLSA overtime will be compensated in the form of time and one half and may be in the form of 

cash or compensatory leave.  
2.  All State overtime will be compensated in the form of hour for hour and may be in the form of cash or 

compensatory leave.  



McNeese State University 2009-2010 Faculty/Staff Handbook 
July 2009 

 77

3. All State overtime for work performed on an official holiday will be compensated at the time and one 
half rate and may be in the form of cash or compensatory leave.  

4. All State overtime for work performed during an official university closure due to extraordinary 
circumstances will be compensated at the time and one half rate and may be in the form of cash or 
compensatory leave. 

 
Compensation for Exempt Employees: 
1. No provision under FLSA for time and one half-payment.  State overtime will be granted. 
2. All State overtime will be granted on an hour for hour basis and may be in the form of cash or 

compensatory leave for classified employees, and compensatory leave only for unclassified employees 
as per ULS Board rules. 

3. All State overtime for work performed during an official university closure due to extraordinary 
circumstances will be compensated at the time and one half rate, and may be in the form of cash or 
compensatory leave for classified employees; and hour for hour compensatory leave only for 
unclassified employees as per ULS Board rules. 

4. As per the ULS Board rules, certain unclassified positions are not eligible to accrue compensatory 
leave.  These positions are listed below: 
a. President 
b. Vice Presidents 
c. Academic Deans 
d. Athletic Director 
e. Head Coaches 
These employees do not use leave during forced closures. 

5. Faculty members do not accrue compensatory leave. 
 
Caps on Overtime Earned at the Time and One Half Rate: 
1. Non-Exempt employees who accrue compensatory leave at the time and one half rate (FLSA 

overtime), shall not accrue more compensatory leave than what is allowed under FLSA provisions for 
such.  The cap on time and one half compensatory leave is 240 hours for regular employees, and 480 
hours for law enforcement employees. 

2. Once the maximum or cap is reached, any additional work performed that exceeds the standard 
workweek must be paid in cash at the time and one half rate.  

 
Caps on Overtime Earned at the Hour for Hour Rate: 
1. Non-Exempt employees-compensatory leave earned at the hour for hour rate may be accrued in excess 

of 360 hours, but no more than 360 hours will be carried forward from one calendar year to the next 
unless an exception is granted by the Civil Service Commission to maintain essential services 
necessary to preserve the life, health, or welfare of the public 

2. Unclassified exempt employees-compensatory leave earned at the hour for hour rate may not be 
accrued in excess of 30 working days in a fiscal year, and no more than 30 working days may be 
carried forward to the next fiscal year. 

 
Payment or Cancellation of Compensatory Leave upon Separation or Transfer to Another State 
Agency: 
1. Time and One Half Compensatory Leave 
2. Upon separation or transfer from the university, all compensatory leave earned at the time and one half 

rate and credited to the employee must be paid in accordance with the provisions of FLSA. 
3. Hour for Hour Compensatory Leave 

a. All unused compensatory leave earned hour for hour by exempt employees will not be paid upon 
separation or transfer from the university, and is cancelled upon separation or transfer from the 
university, and cannot be reinstated upon reemployment with the university or any other state 
agency. 

b. All unused compensatory leave earned hour for hour by non-exempt employees must be paid 
upon separation or transfer from the university at the final regular rate of pay received by the 
employee. 
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230.  RECOUPMENT OF OVERPAYMENT POLICY (added June 2007) 
Reference:   http://www.mcneese.edu/policy/docs/Recoupment%20of%20Overpayment%20Policy%20-
%204.2.07.pdf 
 
Employees will be notified in writing once it is determined that an overpayment has been made. Overpayments may 
include overpayment of wages, leave payoff in error, erroneous refunds of deductions, etc. If the employee who has 
been overpaid is separating from the university and the full repayment is not made, the employee will be responsible 
for personal payment. If the employee who has been overpaid is transferring to another state agency, arrangements 
will be made with that agency to recoup the funds. Otherwise, the following repayment options are available: direct 
deposit reversal, one-time deduction from subsequent paycheck, payment plan (recurring deductions for a period not 
to exceed 12 months), or personal payment from employee. 
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300.  ACADEMIC PRACTICES AND PROCEDURES 
 
 
301.  FACULTY EVALUATION 
Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_review_of_faculty_ranks.pdf  
 
Each faculty member (including department heads and deans) shall be evaluated annually, and the evaluation shall 
be filed in appropriate personnel files. 
 
The evaluation may be used in considering salary increases,  promotion, and tenure.  The evaluation will consist of 
the following:  
 
 301.1. Student Evaluation 

Faculty will be evaluated twice annually by students in their classes.   Dates will be provided at the 
beginning of the semester.  Statistical summaries of the evaluations will be sent to the Vice President of 
Academic Affairs, the faculty member, and the respective dean and department head.  Student evaluation 
will be one component of the overall evaluation. 

 
 301.2. Supervisory Evaluation 

Deans and department heads will also evaluate faculty members according to their job performance and 
furnish them with copies of their evaluation.  Employees shall be evaluated on scholarly activity, university 
service, maintaining collegial relationships with peers, etc.   

 
 301.3. Faculty Advisor Evaluation 

Faculty advisors may be evaluated by advisees during the academic year. 
 
302.  TEACHING LOADS   
 
See Section 206. 
 
  
303.  TEXTBOOK AND COURSE MATERIALS POLICY (revised 5­4­09) 
Reference:  http://www.mcneese.edu/Policy/docs/textbook.pdf 
 
See Section 402. 

 
304.  USE OF INFORMATION TECHNOLOGY RESOURCES 
Reference:  http://www.mcneese.edu/policy/infotech.php 

 
McNeese State University provides access to computing, networking, telecommunications, and other information 
technology (IT) resources in support of its vision, mission, and philosophy and its responsibility for education, 
research, and service in Southwest Louisiana.  Accordingly, the University encourages and promotes the use of these 
resources by the University community, within institutional priorities and financial capabilities.  Access to and use 
of these resources and services are privileges (not rights) which must be accepted in strict compliance with all 
applicable laws and with the highest standards of ethical behavior. 
 
This policy applies to all faculty, staff and students accessing and using computing, networking, 
telecommunications, and other IT resources through any facility of McNeese State University.  Such resources 
include, but are not limited to, computer and network systems, hardware, software, databases, support personnel and 
services, physical facilities, and data communications systems and services.  In addition, the University recognizes 
that users are also bound by local, state, and federal laws relating to copyrights, licenses, security, and other statutes 
relating to IT resources.   
 
 304.1. Policy for Use of Information Technology Resources 

All users of the University's IT resources must act in a responsible, ethical, professional, and legal manner. 
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Users and system administrators must all guard against abuses that disrupt or threaten the viability of all 
systems, including those at the University and those on networks to which the University's systems are 
connected. 
 
Federal law permits system administrators to access electronic mail. Although it is not common practice at 
MSU, the University reserves and will exercise the right to review, audit, intercept, access and disclose all 
matters on the University's electronic resources at any time, with or without employee notice, and that such 
access may occur during or after working hours. Any information submitted over the Network is insecure 
and could be observed by a third party while in transit. 
 
Any use of the IT resources of McNeese State University that interferes with the educational, scholarly, 
research, service, operational or management activities of the University is strictly prohibited. University 
computing facilities and accounts are to be used for the University-related activities for which they are 
assigned. The University reserves the right to suspend, limit, restrict, or extend computing privileges and 
access to its IT resources.  All users must use resources responsibly, refrain from actions and conduct that 
waste the University's limited resources and/or prevent others from using these resources (such as chain 
letters, junk e-mail, etc.), including engaging in conduct that is reasonably calculated to obstruct or disrupt 
the use of any system or network by others. Every user is responsible for the integrity of University IT 
resources. All users must respect the rights of other computer users, respect the integrity of the physical 
facilities and controls, and respect all pertinent license and contractual agreements. 
 
Individual units within the University may define additional conditions for acceptable use of facilities and 
resources under their control which are consistent with this policy statement, and which may provide 
additional detail, guidelines and restrictions. The disregard of any aspect of this policy, whether intentional 
or unintentional, may result in removal or denial of access privileges. In circumstances in which the 
integrity or security of facilities may be compromised, this removal or denial may be immediate. Alleged 
violations of any aspect of this policy will be processed in accordance with the appropriate process outlined 
in University rules, personnel policies and procedures, and applicable collective bargaining agreements. 
Violations may also be referred for civil and/or criminal prosecution under applicable state and federal 
laws. 
 
It is the policy of the McNeese State University that all members of its community act in accordance with 
these responsibilities and with the highest standard of ethics. 
 

305.  PERSONAL IDENTIFICATION NUMBERS (PINS) 
PINs are issued to faculty by the Registrar’s Office for the purpose of using Web for Faculty for viewing class 
rosters and submitting final grades.  The PIN is a unique number and serves as a digital signature.  Faculty are 
expected to maintain strict security for PIN numbers by following these guidelines: 
1. The Faculty ID and PIN should not be written in a conspicuous place. 
2. The PIN should not be revealed to anyone, not even another McNeese employee. 
3. The PIN should be changed frequently to a number that only the faculty member should know.  It should not be 

the faculty member’s date of birth, partial Social Security number, or telephone number. 
4. When exiting Web for Faculty, the exit button should be selected, and the browser should be closed. 
5. The AutoComplete feature of the web browser should be disabled before logging in to prevent the computer 

from recording the PIN and faculty ID number. 
6. The Office of the Registrar should be notified immediately if any unusual activity on the Web for Faculty 

account is noticed. 
 
 305.1. Password Security 

Employees are expected to maintain security related to information and passwords provided to them for 
account access or access to secure sites and or information.  It is a violation of policy to share security 
codes or passwords. 
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306.  INTERNET OR WEB­BASED COURSE POLICY 
Reference:  http://www.mcneese.edu/policy/webbase.htm  

 
Faculty wishing to deliver course instruction using the Internet must adhere to the most recent Internet or Web-based 
Course Policy.  Check the McNeese web page for the most recent policy.  The Coordinator of Distance Learning 
may provide materials relevant to Internet or web-based courses and may be reached at hware@mcneese.edu. 
 
Any faculty using the Internet for course delivery must have participated in appropriate training for such delivery 
methods.  At a minimum the faculty member must demonstrate competency in appropriate technical methods and an 
understanding of the pedagogy as related to Internet or web-based teaching.  It is suggested that accepted models of 
Internet or web-based instruction are viewed prior to course development.  The Coordinator of Distance Learning 
can provide information on training and available models and resources for Internet instruction.  
 
A faculty member must completely develop a course before seeking approval to offer the course.  The University 
Curriculum Committee must approve all web-based courses.   
 
All Internet or web-based courses must have course content and methods for measuring learning outcomes approved 
by the appropriate curriculum coordinator, department head, and dean.  A justification for offering a course via 
Internet must be included in the request for approval. 
 
The following Standard Components for Internet or Web-based Courses (independent of course content) must be 
included in the course: 
1. Course syllabus. 
2. Breadth and scope of the course should be comparable to the course as it would be delivered in traditional 

format. 
3. A detailed description of how to submit assignments. 
4. A technical help page - when students have technical problems with the course, they should be directed to 

appropriate resources for assistance. 
5. A student resources page - a page containing hyperlink(s) to University resources designed for students who are 

seeking help or support.  An example would be a web page that contains hyperlink to the Library, etc. 
6. Instructor Contact Information: Students must be provided a reasonable opportunity for private contact and 

communication with the course instructor.  Contact information should include campus office hours, telephone 
number, email address, fax number (if available), and mailing address. 

7. Each Internet or web-based course must provide for the interaction among students and between faculty and 
students.  An online discussion forum would be an example of this.  On-line discussion sessions should be 
frequent and should encourage interaction from all students.  Participation in these discussion sessions should 
be required for successful completion of the course. 

8. Each Internet or web-based course should provide the students with a calendar for assignment completion to 
help pace the student through the course.  Due to the nature of Internet or web-based courses, students need a 
guide and calendar for completion of assignments. 

9. All Internet or web-based courses will be password protected and each student enrolled in the course shall be 
given a user name and password to the course.  All grades are to be kept confidential.  Students must be 
informed of the method for posting grades. 

10. Faculty teaching Internet or web-based courses must allow the coordinator of distance learning, department 
head, dean, and Vice President of Academic Affairs access to the course. 

11. Each course shall have a public page to allow prospective students to view the course objectives, calendar, 
prerequisites, and technology required to access the course modules. 

12. Arrangements must be made with the Testing Office or the Coordinator of Distance Learning to allow Student 
Evaluation of Instruction and Assessment for the instructional delivery methods for all Internet or web-based 
courses.  Core questions for SEI are available on the approval form.  Assessment of delivery of instruction 
should be developed by the instructor and results shared with the program coordinator, department head, and 
dean. 

13. Each course must have a student release form due to the discussion forum posting of student comments.  
Instructors must secure a signed release from each student. 

14. A standard McNeese State University logo should be on the public page and the home page of the course web to 
clearly identify the course with MSU.  This logo may be obtained from the Office of Public Information and 
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Communications. 
 
 306.1. Scheduling Internet or Web-based Courses 

Courses that meet the definition of an Internet or web-based course must be scheduled through the 
Coordinator of Distance Learning prior to each semester the course will be taught. 

 
 306.2. Internet or Web-based Course Exams 

All students in Internet courses should take exams at the McNeese campus.  Information about time and 
place for exams must be clearly communicated to the student   All exam dates must be scheduled and 
confirmed with the student.  

 
If exams are administered off-campus (not on the web site), a facilitator, approved by the Coordinator of 
Distance Learning must be scheduled at off-campus locations to administer exams.  If the exam is 
administered at an off-campus site, complete instructions on how to administer the exam must be available 
to the facilitator. 

 
If exams are administered using the Internet, a designated testing site where the exam can be proctored is 
required. 
 
306.3. Web-Based Course Stipend Policy 
Reference:  http://www.mcneese.edu/policy/webstipend.php 
 
Faculty who develop web-based courses to be offered by McNeese are eligible to receive a $1,000 stipend 
provided all requirements stated in information technology related policies are met. Courses designed for 
independent study such as directed study, internships, field study, etc. do not qualify for the stipend. 
Subsequent courses developed by a faculty member are not eligible for an additional stipend.  For further 
information, please contact the Coordinator of Distance Learning at hware@mcneese.edu. 

 
 
307.  STUDENT CLASS ATTENDANCE REGULATIONS POLICY 
Reference:  http://www.mcneese.edu/policy/attendance.php  
Reference: http://www.ulsystem.net/assets/docs/searchable/boards/CHAPTER_2-01_23_09.pdf  (section VI) 
Reference:  http://catalog.mcneese.edu/content.php?catoid=3&navoid=71  
 
Class attendance is regarded as an obligation as well as a privilege, and students are expected to attend regularly and 
punctually all classes in which they are enrolled.  Failure to do so may jeopardize a student’s scholastic standing and 
may lead to suspension from the University.  
 
Each instructor will keep a permanent record for each class.  These records are subject to inspection by appropriate 
University officials. 
 
Instructors are required to state in their syllabi their expectations regarding class attendance and make-up policies.  
Instructors using the university attendance policy must clearly state so in their syllabi and must either supply 
students with a copy of the policy or provide the web link through which students can access the policy online.  
Syllabi must be distributed during the first week of the semester.  
 
A student must submit excuses for all class absences within the time frame specified by the instructor.  The 
instructor will accept an official University excuse.  Students must present proof of participation in University-
sponsored events which constitute an official excuse for absence from class (band trips, special field trips, athletic 
team trips, etc.).  Each instructor is to determine whether any other absence is excused or unexcused.  Medical 
excuses may be subject to verification. 
 
If a student misses an examination, it is the student’s responsibility to present an excuse to the instructor within the 
time frame specified by the instructor and to arrange a date and place for the examination. 
 
If a student receives unexcused absences in excess of ten percent of total classes, an instructor may assign a “WN” 
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(withdrawal for non-attendance) as a final grade. Because individual instructors may or may not choose to 
implement this policy, a student who stops attending classes should not assume that a “WN” will automatically be 
assigned.  Students are responsible for understanding attendance policies as noted in the syllabus for each class in 
which they are enrolled.  They are responsible for monitoring their own status with regards to absences and should 
communicate with their instructors as to whether specific absences are excused or unexcused.  Students who do not 
comply with the attendance policy in a class in which the instructor has opted to implement it may receive a grade of 
“WN” despite any other grades earned in that class. 
 
If a student’s excused and unexcused absences exceed forty percent of the total classes, an instructor may assign a 
“WN” for a final grade if the student does not withdraw from the course following established University 
procedures. 
 

NOTE:  All recipients of federal financial aid should contact the Office of Financial Aid and consult the section of 
the catalog concerning financial aid to understand the implications of these attendance regulations on funding and 
the repayment of funding received.  In addition, students should understand that failure to comply with these 
regulations may have an impact on TOPS eligibility, private insurance coverage, tax status, etc.   
 
308.  CLASS ROSTERS    
 
Attendance discrepancies indicated by the final roster should be reported on the discrepancy form and submitted to 
the department head and, if possible, students involved should be sent to the Registrar's Office to resolve the 
discrepancy. 
 
Faculty should not distribute lists in class that have identifying codes or social security numbers with students' 
names.  Such a practice allows any student in the class to obtain the social security number of any other student in 
the class, thereby obtaining the means to discover confidential information such as grades, credit history, etc. 
 
309.  CONFIDENTIALITY OF STUDENT RECORDS 
Reference:  http://www.mcneese.edu/policy/student.php 
 
McNeese State University employees who have a legitimate educational or safety interest as determined by the 
University will have access to students’ educational records.  Additionally, persons under contract, or having a 
contractual agreement with the University to provide a service or benefit to the student or their family may have 
access to certain student records as prescribed by federal law.  The University reserves the right to deny access to 
students’ education records to persons not affiliated with the University unless the student has submitted a written 
signed waiver requesting access and specifying the records to be released. 
 
 309.1.   THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974 
 Reference:  http://www.mcneese.edu/policy/family.php 
 

The Family Educational Rights and Privacy Act of 1974, as amended, includes various provisions for 
protection and privacy of students and parents.  Among these provisions is the requirement that educational 
institutions permit currently enrolled students to restrict the release of those items designated as “directory 
information.”  MSU defines as directory information the following facts about a student: name, address, 
and telephone number, email address, major field of study and classification, class schedule, date and place 
of birth, faculty advisor, high school attended and date of graduation, photograph, religious preference, 
veteran’s status, participation in officially recognized activities and sports, weight and height of members 
of athletic teams, dates of attendance, degrees, awards, and honors received, and previous educational 
institution most recently attended. 

 
Please be aware that students’ names, classifications, and colleges are listed on the Internet by MSU.  If 
you wish to request this information not be released, listed on the Internet, or in the MSU Directory, you 
need to submit a “Request to Prevent Disclosure of Directory Information Form” to the Registrar’s Office.  
This form must be completed and returned to the Registrar’s Office no later than the second week of 
classes during the fall semester.  Once requested, this restriction will remain in effect as long as you are 
continuously enrolled until you request that it be removed. 
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310.  FACULTY CONTROL OF CLASSES    
 

310.1. Academic Integrity 
Reference:  www.mcneese.edu/integrity  
 
McNeese State University seeks to strengthen the value of student academic achievement by fostering a 
learning environment which is based on honesty, respect, fairness, responsibility, and excellence.  
Consequently, the University expects that all members of its academic community will demonstrate 
honesty and integrity in all academic relationships.  The purpose of the Academic Integrity policy is to 
provide students, faculty, and staff with guidelines about what behaviors violate academic integrity 
expectations, and the process for addressing academic integrity issues. 

 
310.1.a. Definitions Related to the Academic Integrity Policy 
1. Cheating: Cheating is defined as the act of giving unauthorized assistance to or receiving 

unauthorized assistance from another individual or other source for the purpose of completing 
academic requirements.  This includes, but is not limited to, completion of homework, tests, 
projects, research assignments, or other course requirements.  Examples include, but are not 
limited to: 
a. during an examination, receiving or giving information not allowed by the instructor—to 

include allowing another student to copy work.; 
b. plagiarizing or representing another person’s work (published or unpublished) as one’s 

own; 
c. copying all or part of another’s work and claiming it as one’s own; 
d. copying all or parts of information (either word for word or with interchanging words) 

without citing the source; 
e. obtaining, distributing, or referring to a copy of an examination which the instructor 

and/or department has not authorized to be made available for such purpose; 
f. submitting work that has been previously or is being concurrently used in a different class 

by oneself or by another student.  (Special permission from the instructor who assigns 
work must be obtained to develop work for a class which was prepared for another 
class.); 

g. misrepresentation of data for any purpose; 
h. other examples of academic misconduct.  A cheating violation may result in a penalty 

imposed by the instructor and/or may be referred to the Dean of Student Services for 
presentation to the Academic Integrity Council (AIC). 

2. Falsification:  Falsification is defined as altering official University documents, forging 
signatures of University officials or any other individual, or any other attempt to misrepresent 
official and/or institutional documents or records.  This violation is referred to the Dean of 
Student Services who will determine if the case should be presented to the University 
Discipline Committee. 

3. Unauthorized Access:  This includes acquiring unauthorized access to property, information, 
or materials which belong to another person.  Materials may belong to another student, a 
faculty or staff member, or the University, and can be acquired in any form.  This violation is 
referred to the Dean of Student Services who will determine if the case should be presented to 
the University Discipline Committee. 

 
  310.1.b. Violations of Academic Integrity 

1. Academic misconduct by a student at the University is determined by the faculty member 
under whom such misconduct occurs.  Instructors have the option of presenting possible 
academic integrity violations directly to the Dean of Student Services who will determine if 
the Academic Integrity Panel should hear the case.  A student wishing to report a violation of 
academic integrity should inform the appropriate instructor or the Dean of Student Services. 

2. The penalty for cheating, which is determined by the faculty member, may range from an “F” 
on the specific assessment (quiz, test, project, etc.), to an “F” in the course.   

3. The student may opt to accept the penalty or may appeal to the Dean of Student Services for a 
hearing by the Academic Integrity Panel which is established by the Academic Integrity 
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Council.  Panel decisions are binding on all parties. 
4. The Academic Integrity Panel may confirm an instructor’s penalty and/or move to impose 

other penalties including suspension or dismissal from the University.  Penalties imposed 
and/or confirmed by the Academic Integrity Panel may be appealed for procedural review 
only.  In cases of suspension of one year or more, and in cases of dismissal, students may 
appeal to the University President and then through processes specified by the Board of 
Supervisors.   

5. Withdrawal from a course may not supersede any disciplinary measures imposed by the 
Academic Integrity Panel.   

6. If the Academic Integrity Panel finds that no academic integrity violation has occurred, the 
instructor should work with the Panel to adjust the student’s grade as appropriate.   

7. Cases of academic misconduct and the penalty imposed should be reported in writing to the 
department head and the Office of the Dean of Student Services. 

 
Cases involving falsification or unauthorized access must be submitted to the dean of student 
services who will determine if a hearing by University Discipline Committee is appropriate.  The 
penalty for falsification or unauthorized access may be determined by the Dean of Student 
Services or the University Discipline Committee. 

 
310.1.c. The Academic Integrity Council 
The Vice President of Academic Affairs appoints the Academic Integrity Council which is 
comprised of faculty, student, and staff representatives. 
1. Five faculty members as follows: 

a. Two faculty who hold graduate faculty membership selected from recommendations by deans. 
b. One regular faculty member selected from recommendations by the deans. 
c. One faculty representative recommended by the Faculty Senate. 
d. One faculty representative recommended by the President. 

2. One staff member recommended by the Vice President of Administration and Student Affairs. 
3. Five full-time students. 

a. Three full-time undergraduate students with a minimum 3.3 cumulative GPA and 
recommended by the Director of the Honors College. 

b. Two graduate students recommended by the Graduate Council. 
 

The Academic Integrity Council shall be responsible for developing and obtaining approval for 
hearing processes, and for recommending to the Vice President of Academic Affairs other 
academic integrity related policy and procedures. 

 
 310.2. The dean of student services or his/her designee may bring academic integrity cases to the 

Academic Integrity Council Chairperson as appropriate. 
 

 310.3. The Chair of the Academic Integrity Council Cases will convene and chair an Academic Integrity 
Panel drawn from the AIC and if necessary, from the Graduate Council.  Panel membership should avoid 
conflicts of interest.  Panel membership should be comprised of at least three faculty members and two 
students, and should avoid conflicts of interest whenever possible. 

  
310.3.a. An Academic Integrity Panel hearing cases involving undergraduate students may consist 
of regular faculty and undergraduate student members.  The Panel Chair serves as a non-voting 
member. 
  
310.3.b. An Academic Integrity Panel hearing cases involving graduate students must consist of 
graduate faculty and graduate student members.  The Panel Chair serves as a non-voting member 
and may or may not hold graduate faculty membership. 
  
310.3.c. Academic Integrity Panel decisions involving expulsion as a disciplinary measure may be 
appealed to the President, then to the Board of Supervisors as per University of Louisiana System 
Board Rules.  Decisions involving less than expulsion are not appealable. 
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 310.4. Smoking is Prohibited 

In accordance with fire regulations and in consideration of others, smoking is not permitted in the 
classroom. 

 
 310.5. Minor Children Accompanying Students 

Instructors should inform students that it is not advisable for students to bring children to class; however, 
under unusual circumstances this may be allowed by the instructor. Under no circumstances should 
children be left unattended in the halls or other areas of the building. 

 
311.  TRAVEL FOR UNIVERSITY INSTRUCTION  
A faculty member who plans to lead travel for university instruction that will require students to be absent from 
other classes shall, after obtaining approval for such trips from the faculty member's department head and dean, 
issue excuses to students who participated.  Approval for such absences and travel must be obtained from the Vice 
President of Academic Affairs. 
 
312.  FACULTY ABSENCE FROM CLASS 
A faculty member must notify the department head and/or dean of absence prior to the class meeting.  All faculty 
members are expected to meet their classes promptly at the scheduled time.  In case of illness, death in the family, or 
other emergencies, the faculty member should notify his/her department head of his/her absence.  The department 
head will insure that the faculty member’s responsibilities are appropriately met during his/her absence.  Absence 
for illness should be reflected on the time sheet (date and number of hours missed). 
 
In the event of planned absence to attend professional meetings or to perform other duties in connection with the 
University, the faculty member should make arrangements in advance with the department head, and plans should 
be made for other qualified persons to conduct the classes missed.  
 
313.  GRADING SYSTEM  
Reference:  http://catalog.mcneese.edu/content.php?catoid=3&navoid=71  
 
 313.1. System of Grading  

1. A student's scholastic achievement is indicated by the following grades:  "A" for work of superior 
quality; "B" for work of above average quality; "C" for work of average quality; "D" for work of poor 
but passing quality;  "F" for work of unsatisfactory quality; "S" for work of passing quality; and  "U" 
for work of unsatisfactory quality. 

2. A grade of "I" (Incomplete) may be given for work which is of passing quality but which, because of 
circumstances beyond the student's control, is not complete.  It is the responsibility of the student to 
contact the instructor about the possibility of receiving an  "I" grade.  A grade of "I" becomes a grade 
of "F" if it is not converted before the last date to resign during the next regular semester in which the 
student is enrolled at the University or within one calendar year if the student does not enroll.  At least 
one week before the deadlines stated above, the student must make arrangements to complete all 
course requirements. The grade of "I" is not included in computing the student's grade-point average 
until it is resolved into a final grade. 

3. A grade of "W" is given when a student withdraws from a class or resigns after the final date to 
register and before a designated date  (See University Calendar.)  The grade of "W" is not included in 
computing the student's grade-point average. 

4. A grade of “WN” is given when a student is withdrawn from a class by the instructor for non-
attendance.  The grade of “WN” is not included in computing the student’s grade point average. 

5. A grade of “IN” is given when a graduate student’s thesis is in progress. 
6. A grade of “NR” is given when the instructor does not report a grade. This is usually cleared soon after 

grades are due.  
 

 313.2. Change of Final Grade 
Grades that have been submitted to the Registrar's Office can be changed only by completing a form 
available from the Registrar's Office.  The form must be signed by the instructor, the department head, the 
dean, and the Vice President of Academic Affairs.  Grade changes must be made no later than the next 
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regular semester after the grade is earned.  
 
 313.3. Quality Points and Quality Point Average 

Quality points are numerical equivalents of letter grades.  A ratio of quality points earned to semester hours 
taken which equals 2.0 is “C” average. 

 
The quality points assigned to each grade are as follows: A=4, B=3, C=2, D=1, F=0, I=0, and WN=0. 

 
All courses in which a grade of “A”, “B”, “C”, “D”, or “F”, is received are included in the computation of 
the cumulative average.  

 
When a student repeats a course, the last grade received shall be accepted as the final grade. 

 
An adjusted GPA may be used in calculating cumulative GPA.  The adjusted GPA uses only the last grade 
earned for courses that have been repeated.  The adjusted GPA is not used for determining academic 
awards or honors.  

 
 313.4. Removal of "I" Grades  

The grade which removes the "I" must be submitted to the Registrar's Office by the designated date in the 
next regular semester in which the student is enrolled or within one calendar year if the student does not 
enroll.  At least one week before the grade is to be submitted to the Registrar's Office, the student must 
make arrangements to complete all course requirements.  A grade of "I" becomes a grade of "F" if it is not 
converted by the deadline. 

 
  
 313.5. Materials Used in the Computation of Grades 

Students have the right to see all graded materials used in the computation of their grade.  All records and 
materials which were used in the computation of the student's grade and which were not returned to the 
student after grading should be retained for a period of at least one semester following the student's 
completion of the course. 

 
Points may not be subtracted from a student's final total as a punitive action for missing class. 

 
 313.6. Required Class Materials 

The following materials are to be distributed by each instructor to his/her classes and a copy of each hand-
out kept on file in the office of the appropriate department head or dean: a syllabus providing course 
objectives or learning outcomes, grading scale, how the student's grade will be determined, attendance 
policy, and make-up policy, offices hours and contact information for the instructor.  Each course syllabus 
must be posted electronically on Blackboard. 

 
These handouts should be given to the department head/dean by the tenth (10) day of class and should be 
reviewed and updated each semester.  The department head/dean should maintain a file of all course syllabi 
for a five-year period.  Each course must have the syllabus posted to Blackboard or Internet.  The address 
must be made available to the department head, dean, and students. 
 
Faculty must make themselves aware of the emergency exits and areas of refuge in buildings where they 
teach or perform other work responsibilities.  

 
313.6.a. 
As recommended by the Faculty Senate, Section 504 0f the 1973 Rehabilitation Act and the Americans 
with Disabilities Act of 1990 (ADA), all course syllabi must contain the following statement: "Any 
student with a disability is encouraged to contact the Office of Services for Students with Disabilities 
in Drew Hall, Room 200, (337) 475-5916 or (337) 475-5722. It is each student’s responsibility to 
register with the Office of Services for Students with Disabilities when requesting any reasonable 
accommodation.”  Students should visit the MSU web page at 
www.mcneese.edu/administration/vpsse/swd/ for information about policies and procedures regarding 
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students with disabilities and www.mcneese.edu/policy/diversity.php for information about diversity 
awareness and sexual harassment policies and procedures. The syllabus must also contain a statement 
about the expectation for the student to be aware of and abide by the Academic Integrity policy. 
 
313.6.b.  Required Components for Undergraduate Syllabi1 (revised June 2007) 
Reference:  http://www.mcneese.edu/ie/curriculum/Syllabi%20Requirements.pdf  

 
Course syllabi must include the components listed below (not necessarily in order): 
1. Course number and title. 
2. Instructor: 

a. Name 
b. Office location and hours (“office hours” means on-campus, not remote or virtual) 
c. E-mail address provided by McNeese. 

3. Course Description as stated in the current Catalog 
4. Prerequisite Requirements (courses, experience, skills, permission, student classification, etc. as 

stated in the current Catalog) 
5. Textbooks/Required Materials. If you are teaching a course for which a subscription to LiveText 

is required, please include the following statement in this section: 
LiveText Membership: participation in this course requires that you possess a membership in 
LiveText. Memberships may be purchased through the bookstore and activated by going online to 
www.livetext.com. This membership belongs to you and may be used for other courses at 
McNeese and for your own educational needs. If you already have a LiveText membership, you 
do not need to purchase another one. 

6. Course goals/Objectives/Student Learning Outcome (SLO’s).  Goals, objectives, and student 
learning outcomes are often used interchangeably.  For the purpose of McNeese State University 
assessment, goals are generally broad statements about what the student will learn; objectives and 
student learning outcomes are more specific statements about what the student will learn.  
Examples (pertaining to nursing): 
Goal – The student will be able to explain the nursing process. 
Objective or Student Learning Outcome – The student will: 
• be able to explain assessment. 
• be able to identify a nursing diagnosis based on the assessment. 
• be able to identify a patient-oriented goal. 
• etc. 
More on Student Learning Outcomes.  SLOs are referenced frequently in assessment procedures 
for SACS.  SLO’s are specific statements that describe the knowledge, skills, abilities, and 
attitudes students will develop from the course—in other words, a SLO is what students are 
expected to know and be able to do upon successful completion of the course. 
NOTE:  The SLOs tied to the McNeese State University mission statement are TERMINAL 
OUTCOMES, or what knowledge the student is expected to have acquired at the COMPLETION 
OF THE PROGRAM: MSU states students will be able to: 1) think critically, 2) express 
themselves effectively and, 3) understand the global community upon completion of a degree 
program.  Demonstrating that students achieve these three learning outcomes is accomplished 
through course assessment which then feeds into program assessment.  If a course you teach is 
designated as a point of assessment for critical thinking, effective expression (oral, written, or 
technological communication) or understanding the global community, the syllabus must contain 
the appropriate SLO and measurement.  Courses within a program may designate progressive 
levels of learning.  

7. Assessment:  Syllabi should include information about how the student’s learning will be 
assessed in the course.   Because SLO’s must be measurable, methods of assessment will explain 
to the student how his or her learning will be determined.  Assessment methods vary according to 
course content and may include a clinical evaluation tool, a critical thinking rubric, embedded test 
questions, a course evaluation summary, etc. 

8. Course Requirements and Evaluation. (Students should know what is required of them such as 
readings, papers, projects, lab work, participation in class discussions, etc., and how they are going 
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to be evaluated.  Frequency and types of examinations and/or other elements that will form the 
basis of their course grade must be included in the syllabus. The weight given to each element in 
calculating the course mark should be included.  (This information should relate directly to the 
student learning outcomes.) 

9. Methods of Instruction. (Students should know what they will be doing in order to attain the 
objectives/outcomes listed above, i.e. listening to lectures, participating in discussions both in 
class and on-line or Blackboard, discussing cases, doing research, reading assignments, writing 
assignments, completing laboratory work, field work, receiving critiques of individual and/or 
group projects, etc.) 

10. University/Course Policies. The following policies should be included in all syllabi:  
  

• Americans with Disabilities Act (see below)* 
• Fire Drill Policy (see below)** 
• Diversity Awareness Policy http://www.mcneese.edu/policy/docs/Non-
Discrimination%20Policy%20Revised%20%209-16-08.pdf 
• Academic Integrity Policy (available at www.mcneese.edu/integrity) 
• Attendance Policy and 
• course-specific policies 

 
The following ADA/Diversity statement may be copied as is: 
It is each student’s responsibility to register with the Office of Services for Students with 
Disabilities when requesting an accommodation. Any student with a disability is encouraged to 
contact the Office of Services for Students with Disabilities, Drew Hall, Room 200, (337) 475-
5916 Voice, (337) 475-5878 FAX, (337) 562-4227 TDD/TTY, Hearing Impaired.  475-5722.  
 
A student with a disability is responsible for locating the designated emergency exits, the areas of 
refuge in a classroom building, and is encouraged to develop and discuss the evacuation plan with 
the faculty member. 
 
**The following Fire Drill Policy may be copied as is: 
In compliance with federal regulation 29CFR1910.3, the National Fire Protection Association 
Standard NFPA 101, Life Safety Code, Section 4.7, and the State of Louisiana Office of Risk 
Management, McNeese State University will periodically conduct fire drills.  In the event of a fire 
drill or a related building emergency, all persons in a classroom are required to exit the building 
using posted escape routes or the Area of Refuge for individuals with disabilities.  All persons in 
class are required to follow the faculty member outside of the building to safety and are required 
to check in with the faculty member to ensure that everyone has safely exited the building.  It is 
everyone’s responsibility to ensure that emergency responders such as University Police or 
Building Coordinators are made aware of missing or injured persons and individuals with 
disabilities who evacuated to the Area of Refuge.  No one may re-enter the building until an 
official all-clear is given by emergency responders. 
 

11. Course Content and broad topical outline. 
12. (Optional, but encouraged, for Student Version) Calendar of Events.  Typically by class session 

or course progression including appropriate correlation to text chapters, journal articles, case 
studies, etc. 

 
313.6.c General Education Courses 
In addition to the above requirements, General Education course syllabi must also include the 
following: 
1. Course Identity as a general education course under: (3) course description; 
2. Identity of the general education competency(s) addressed in: (6) course goals/objectives; 
3. Reflection on which general education competency(s) aligns with the student learning outcome(s) 

that demonstrates the competency(s), (where appropriate) in: (6) goals/objectives/student learning 
outcomes; 

4. Identity of the assessment tools used to measure student performance in: (7) assessment. 
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313.6.d.  Required Components for Graduate Course Syllabi  
Minimum Elements that a Graduate School Course Syllabus Should Contain: 
1. Course Number and Title. 
2. Instructor (Who as well as where, when and how to contact. Office hours should be convenient for 

students enrolled in the course.  Electronic mail addresses should be included whenever possible.) 
3. Prerequisite Requirements (List courses, experience, skills, permission, level, etc.) 
4. Course Description (at least a copy from the current Graduate Catalog or the course approval form 

if it is a new course.) 
5. Course Objectives/Learner Outcomes and Assessment.  (This section should indicate to students 

what they can expect to know and/or be able to do as a result of successfully completing the 
course requirements. Outcomes should be written in terms of the knowledge or skills students will 
attain rather than material covered in the course.  Methods for the assessment and/or evaluation of 
the completion of learner outcomes should be included.  Outcomes where appropriate should be 
correlated with the program outcomes as described in the program progress report.) 

6. Modes of Instruction (Students should know what they will be doing in order to attain the 
objectives/outcomes listed above, i.e. listening to lectures, participating in discussions, discussing 
cases, doing research, reading assignments, completing laboratory work, field work, receiving 
critiques of individual and/or group projects, etc.) 

7. Calendar of Events:  Typically by class session (optional) including appropriate correlation to text 
chapters, journal articles, case studies, etc. 

8. Course Content Outline. 
9. Course Requirements (Students should know what is required of them including: text, attendance, 

class participation, readings, papers, projects, reports, lab work, technological competencies, and 
any other performance expectations. Information presented here should relate directly to the 
achievement of the objectives/learner outcomes described in item 5.) 

10. Evaluation (Students should know how they are going to be evaluated including the frequency and 
types of examinations and other elements that will form the basis of their course mark. The weight 
given to each element in calculating the course mark should be included.) 

11. Current Bibliography. 
12. Accommodation Statement (A statement dealing with the policy for accommodating students with 

a disability.) 
A student with a disability is responsible for locating the designated emergency exits and the areas 
of refuge in a classroom building. The student is encouraged to develop an evacuation plan and 
discuss the plan with the faculty member.  
See 313.6a for other information. 
On a related note, the Task Force on Disabilities Services and Compliance also recommends that 
all faculty members be made aware of the emergency exits and areas of refuge in their building. 
This would ensure that communication between the student and faculty member was possible. 

13. Academic Integrity Statement (A statement addressing the instructor/department policy regarding 
pertinent issues such as plagiarism, cheating on examinations etc. and the consequences.) 

14. Other University policies  (e.g. “Diversity Awareness Policy”) 
 

If you have an undergraduate course that  is cross listed with a graduate course and you will be doing a 
Course Addition you will need to indicate on the graduate course syllabus the additional work that is 
expected of the graduate student. 

  
 313.9. Posting Grades  

Instructors are not required to post grades.  Those who do must comply with the Family Educational Rights 
and Privacy Act (http://www.mcneese.edu/policy/family.htm).  This act prohibits public posting of grades 
using social security or student identification numbers without the un-coerced, written consent of the 
student. Public posting using a code word or randomly assigned number, known only to the student and 
instructor is permissible so long as the order of posting is not alphabetical.  Mailing grades using student-
supplied, stamped, self-addressed envelopes is also permitted.  
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314.  EXAMINATIONS  
Reference: http://catalog.mcneese.edu/content.php?catoid=3&navoid=71  
 
 314.1. Final Exams 

Faculty are required to give a final examination in each course during the scheduled final examination 
period.  Final examinations must cover at least the material offered during the last half of the semester or, 
preferably, the material offered during the entire semester.  A faculty member may not exempt any student 
from a final exam. Final exams may not be given outside the official University exam schedule. 
 
All final grades must be listed on class rosters which are then returned to the Registrar's Office.  Teachers 
should post final grades in code or privately inform students of course grades earned.  

 
With approval of the department head and dean, the final exam requirement may be waived for courses in 
which exams are not applicable.  

 
 314.2. Make-up Examinations and Required Class Assignments 

The course syllabus provides expectations for class attendance and procedures for make-up exams or 
course work missed due to excused absences. 
 
Students who miss examinations or required class assignments due to a planned absence for University-
approved events must present the approved University excused absence to the instructor prior to missing 
class. The instructor can allow the student to take an exam or submit assignments prior to the planned 
absence, or can allow the student to arrange to make up exams or assignments within two weeks after the 
absence. Lab assignments, oral presentations, artistic performance or similar assignments may require 
special consideration and extended time to arrange completion. 
 
In cases of excused absences for illness or other circumstances deemed appropriate as an excused absence, 
faculty are encouraged to provide make-up exams soon after the student returns to class. 
Make-up exams must be complete prior to the beginning of the University final examination period.  
Faculty may not create make-up policies which result in punitive actions against students who miss exams 
or are absent due to University-excused absences or other excused absences. 

Approved by Senate Executive Committee-March 12, 2008; Approved by Academic Advisory Council- March 17, 2008  
Approved by Vice President for Academic Affairs- March 17, 2008 

 
 314.3. Mid-semester Examinations and Grades 

Mid-semester exams are not required, but mid-semester grades should be based on an examination or 
formal evaluation prior to mid-semester.  All instructors are requested to encourage students to discuss 
mid-semester grades with their advisors.  

 
 314.4. Scheduled Examinations in the Week Prior to Final Exam Week 

There will be no scheduled tests in lecture-only sections the Thursday and Friday (or the last class day 
before finals begin) before final examinations (night classes excluded).  Any exception to this policy must 
have approval by the dean of the college in which the course is taught. 

 
315.  GRADE APPEALS PROCEDURES   
Reference: http://catalog.mcneese.edu/content.php?catoid=3&navoid=71  
 
A student who feels that the final grade received in a course is incorrect should discuss the matter with the 
instructor, department head, and college dean. The appropriate steps are as follows: 
1. Instructor: The student should confer with the faculty member who assigned the grade and try to resolve the 

difference. 
2. Department Head: If the problem is not resolved, the student should submit a written grade appeal to the head of 

the department in which the grade was assigned. This must be done before the 20
th 

class day of the next regular 
semester (fall or spring) after the grade was assigned. The appropriate forms may be obtained from the Office of 
the Registrar. 
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3. Dean: If either party is dissatisfied, the appeal is forwarded within 10 school days to the dean of the college in 
which the grade was assigned. 

4. University Grade Appeals Committee or Graduate Council: If the problem is not resolved, either party, within 7 
school days, may appeal in writing. Appeals for final grades received in undergraduate courses are submitted to 
the University Grade Appeals Committee; appeals for final grades received in graduate courses are submitted to 
the Graduate Council. If an appeal involves either a faculty member or student member of the committee or the 
Graduate Council, a substitute faculty member or student member of the committee/Council will be chosen to 
serve for that appeal only. 
a. Within 15 school days of receipt of a written appeal from a student, or faculty member, the Grade Appeals 

Committee, or Graduate Council when appropriate, will consider the matter to determine if the appeal has 
sufficient basis to conduct a formal hearing. A vote of yes by two members of the Committee, or Graduate 
Council when appropriate, will be required to grant a formal hearing. In the case where a formal hearing is 
denied, the student will be notified of the finding and given 14 days to submit additional information and 
request a reconsideration of the case. The Committee, or Graduate Council when appropriate, will review 
the additional information and a re-vote will be taken whether to grant a formal hearing. 

b. If a formal hearing is scheduled, both the faculty member and the student will be given at least four school 
days’ prior notice of the date, time, and place of the hearing. At the hearing, both the faculty member and 
the student will appear, will be allowed to present their cases, and will be allowed to introduce into 
evidence tests, papers, grade reports, records of class procedures, and the like, in support of their cases. If 
the Committee, or Graduate Council when appropriate, feels further evidence is needed, it may call on 
other witnesses to give additional information. The Committee, or Graduate Council when appropriate, will 
deliver its written recommendation to the Vice President of Academic Affairs, the dean, the department 
head, the faculty member, and the student involved. 

 
If the Grade Appeals Committee or Graduate Council rules in favor of the student, it will recommend the 
appropriate grade change. The Vice President of Academic Affairs will then rule on the recommendation of the 
committee/Council and inform, in writing, the student, the faculty member, the Registrar, and other appropriate 
University personnel. 

 
316.  ADVANCED PLACEMENT  
Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/boardrulesacademics.pdf  (section XI) 
Reference:  http://catalog.mcneese.edu/content.php?catoid=3&navoid=71  
 
The Advanced Placement Program is designed to give students an opportunity to earn credit in courses in which 
they have demonstrated competence and achievement.  Additional information is listed in the McNeese State 
University Catalog or may be obtained by contacting the Director of the Advanced Placement Program.  The 
following are ways for students to qualify for advanced placement: 
1. College Entrance Examination Board Advanced Placement Program (CEEB). 
2. Special departmental placement examinations for beginning freshman. 
3. ACT scores. 
4. Student's classroom performance at an advanced level. 
5. ETS Tests in algebra and trigonometry. 
6. Special departmental proficiency examinations for students with special training and experience. 
7. College Level Examination Program (CLEP). 
8. Credit examinations. 
 
317.  ACADEMIC RENEWAL    
Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/boardrulesacademics.pdf (section X) 
Reference:  http://catalog.mcneese.edu/content.php?catoid=3&navoid=71  
 
Undergraduate students may, at the time of application for admission or readmission to the University, file for 
academic bankruptcy if they have not been enrolled in any college or university for a period of three calendar years 
immediately preceding their enrollment at McNeese.  No courses that have previously been taken, whether passed or 
failed, will be counted in the student's grade point average or toward graduation.  However, the courses and grades 
will remain on the student's scholastic records and transcripts.  Additional information may be obtained from the 
Registrar's Office.  
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318.  MINIMUM LENGTH FOR ACADEMIC COURSES    
Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/boardrulesacademics.pdf (section VII-A) 
 
For one semester hour of credit, a traditional lecture or laboratory course shall meet a minimum of 750 minutes. 
Final exam periods may be counted as class time when computing required minutes.  With the growth in distance 
learning technologies, and increases in the number of readings/special topic courses, independent study courses, and 
other more flexible course presentations, the customary method of determining course length for such non-
traditional courses has been reexamined.  Consistent with the Board of Regents policy (Seat-Time Policy for 
Academic Credit) site length all classes must be of reasonable length and include both content and contact sufficient 
to maintain high academic quality and standards commensurate with credit hours awarded.  The basis for such 
certification of learning is a valid, credible assessment system that reliably determines whether a student possesses 
clearly identified standards based knowledge, skills, and abilities. 
 318.1   SEAT TIME FOR ACADEMIC CREDIT 
 Reference:  http://elearn.regents.state.la.us/per_semester_seat_time_recommend.htm 
 Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/boardrulesacademics.pdf 
  (section VII-A) 
 

McNeese State University adheres to the ULS Board Policy regarding seat-time for academic credit.  State 
System institutions have long recognized that college-level learning may be acquired in a variety of settings 
and can be documented objectively and comprehensively through written or performance examinations and 
other academically sound procedures.  A traditional example used to determine course length has been that 
three semester hour classes have met for not less than 36 clock hours of instruction.  With the growth in 
recent years in distance education, the introduction of technology in delivering instruction, and the increase 
in the number of readings/special topic courses and independent study courses, the nature of contact hours 
has changed and requires greater flexibility.  All classes must be a reasonable length and include both 
content and contact sufficient to maintain high academic quality and standards commensurate with credit 
hours awarded for a “traditional” three-hour semester lecture class.  The basis for such certification of 
learning is a valid, credible assessment system, which reliably determines whether a student possesses 
clearly identified standards-based knowledge, skills and abilities. 

 
319.  GRADUATE ASSISTANTS (revised June 2006) 
 
 319.1. Appointment Types 
 Reference: Student Employment Policy, section 227.1.  

 
Graduate Assistant-Teaching 
The graduate assistant teaches a course and has full responsibility for the course.  The Graduate Assistant is 
the Instructor of Record for the course. 

 
Graduate Assistant-Research 
The graduate assistant primarily performs research assignments for a faculty member.  Often the research 
assistant is working together with the faculty member in conducting a research project. 

 
Graduate Assistant-Teaching Assistant 
Teaching assistants usually assist faculty members in teaching their courses, but the faculty members 
remain responsible for and serve as the Instructors of Record for these courses. In some departments, 
teaching assistants may be assigned to assist a faculty member with taking roll, grading papers, conducting 
help sessions, etc. In other departments, teaching assistants may serve a period of apprenticeship under the 
supervision of a faculty member. 

 
Graduate Assistant-Administrative 
The graduate assistant performs assignments primarily of a clerical nature or supervisory nature, although 
he/she may be assigned other duties. 

  
  



McNeese State University 2009-2010 Faculty/Staff Handbook 
July 2009 

 94

 319.2. Graduate Assistantship Policy 
 Reference:  http://www.mcneese.edu/policy/gradasstin.php 

Reference:  
http://www.mcneese.edu/faculty/docs/Graduate%20Student%20Orientation%20Guide%202006-07.pdf 

 
A limited number of graduate assistantships are available to qualified graduate students.  Units must have 
graduate assistantship budget allocation in order to make appointments.  Appropriate documentation 
indicating graduate assistantship appointments must be submitted to the Office of Academic Affairs each 
semester. The Student Employment Office is responsible for all employment and payroll documents. 

 
Minimum Qualifications.  Applications for assistantships should be addressed to the head of the 
department in which the student will do the major work.  Minimum qualifications for a student receiving a 
graduate assistantship appointment: 
1. Must be enrolled in a McNeese State University graduate program and seeking a graduate degree; 
2. Must be enrolled in at least six hours of graduate course work toward the degree or thesis for the 

semester; 
3. Must be in good standing (academic and otherwise) with the University. 
 
Assistantship appointments are made to qualified graduate students on a semester by semester basis only.  
A student may hold a maximum of 1½ assistantships per semester provided service is proportionate.  
Reappointment is contingent upon satisfactory progress toward the degree and satisfactory performance of 
assistantship duties.  Satisfactory progress toward the degree is defined as completion of a minimum of 6 
hours of graduate course work each semester applicable to the degree. 
 
Duties and Responsibilities. Duties and responsibilities expected of a graduate assistant must be 
communicated clearly to the student assistant by the supervisor.  Teaching Graduate Assistants are 
employed according to the University’s academic calendar (from the first day of classes through the last 
day of final examinations) for each term.  Non-Teaching Graduate Assistants are employed with varying 
employment dates which are announced by the Student Employment office each semester.  Some 
departments/units may require graduate assistants to work prior to or beyond the defined academic 
calendar, but no more than the cumulative hours required in a normal employment term. The University 
requires the following service for a full assistantship: 
 
1. Teaching Graduate Assistants teach two undergraduate classes or an equivalent of lab supervision 

(may include more than two labs).  A graduate assistant may be assigned responsibility for teaching a 
class only after he/she has completed at least eighteen graduate hours in the field to be taught.  
However, an assistant may supervise labs without having earned 18 graduate hours.  Teaching 
assistants should consult with the department head to verify specific responsibilities for their classes 
and the undergraduate students they will teach.  Departments must notify Visiting Lecturer’s and 
Teaching Graduate Assistants of the availability of the Faculty/Staff Handbook and Visiting Lecturer 
Supplement. 

2. Non-Teaching Graduate Assistants (teaching, research, or administrative) perform twenty hours of 
service per week during the semester. These assistants may perform a combination of duties to assist 
with labs, instruction, research, clerical and/or administrative operations. 

 
Unless otherwise approved by the President’s Executive Staff, Teaching Graduate Assistants receive a 
stipend for work responsibilities and exemption of one-half of the tuition portion of the student’s fees and 
exemption of non-resident fees if applicable. Non-Teaching Graduate Assistants receive an hourly wage for 
hours worked, and receive the same tuition exemption as Graduate Teaching Assistants.  For Non-Teaching 
Graduate Assistants, the waiver of tuition is considered taxable income. 
 
Graduate students who resign assistantships during the semester or are terminated after the end of late 
registration do not reimburse the institution for the pro-rated share of their exempted tuition; however, they 
are ineligible for future employment as graduate assistants unless approved by the Graduate School dean.  
Assistantships may be revoked at any time duties are not fulfilled satisfactorily. 
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Because of their role as student and employee, graduate assistants assume particular responsibility for 
upholding the University’s Student Code of Conduct.  All graduate assistants should be provided a copy of 
the McNeese State University Graduate Student Orientation Guide.  Teaching graduate assistants must 
uphold responsibilities according to relevant sections of the McNeese State University Faculty/Staff 
Handbook.  Supervisors should supply appropriate handbooks to the assistant.  
 
Pre-employment  Employment Application Policy.  
Reference:  http://www.mcneese.edu/hr/pdfs/uhp28.pdf 

 
All new full-time and part-time employees, all new Visiting Lecturers, and all new Teaching Graduate 
Assistants will complete the Pre-Employment Application Form. These procedures do not apply to 120-day 
or less hires.  
 
 
Summer Session Graduate Assistantship.  A limited number of assistantships are available for the 
Summer session.  Students must be enrolled in a graduate degree program for at least 3 credit hours. One 
assistantship stipend is $2,250 for 20 hours per week. 
 
319.3.  Graduate Assistantship Policy – Sports Trainer 

 Reference:  http://www.mcneese.edu/policy/docs/gradasspolicy.pdf 
 

Sports Medicine may require graduate assistants to work prior to or beyond the defined academic calendar, 
but no more than the cumulative hours required in a normal employment term. The following services are 
required for a full assistantship in Sports Medicine. 

 
Qualifications: 
Must have a National Athletic Trainers Association certification. 
Must have Louisiana certification or be eligible to be Louisiana certified as an Athletic Trainer. 
Must be enrolled in a McNeese State University graduate program and seeking a graduate degree. 
Must be enrolled in at least six hours of graduate course work toward the degree or thesis for the semester. 
Must be in good standing with the University. 

 
Duties: 
1. Assigned to work with athletic teams and be involved in the evaluation, treatment,  and rehabilitation 

of McNeese State University athletes. 
2. Supervise undergraduate student-athletic trainers. 
3. Graduate assistants are expected to work an average of 25 hours per week. 

 
Full graduate assistantship consists of $4,500 stipend per semester and exemption of full tuition portion of 
the student’s fees and exemption of non-resident fess if applicable. Reappointment is contingent upon 
satisfactory progress toward the degree and satisfactory performance of assistantship duties. Satisfactory 
progress toward the degree is defined as completion of a minimum of 6 hours of graduate course work each 
semester applicable to the degree. 

 
Graduate students who resign assistantships during the semester or are terminated after the end of late 
registration must reimburse the institution for the pro-rated share of their exempted tuition. They will also 
be ineligible for future employment as graduate assistants in the Athletics Department unless approved by 
the Athletics Director. Assistantships may be revoked at any time duties are not fulfilled satisfactorily. 
Because of their role as student and employee, graduate assistants assume particular responsibility for 
upholding the University’s Student Code of Conduct. All graduate assistants will be provided a copy of the 
McNeese State University Graduate Student Orientation Handbook. 

 
 319.4. Minimum Standards for Supervising Graduate Teaching Assistants 

The department head shall designate full-time faculty members to coordinate and supervise the graduate 
assistant's work. Teaching graduate assistants must meet SACS requirements.  Supervising faculty shall 
meet with the teaching assistant for a minimum of five meetings throughout the semester.  Graduate 
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teaching assistants should consult the Visiting Instructor Supplement (Section 700) for detailed information.  
The minimum standards for the meetings are as follows: 
1. The first session is to be held before classes begin.  Topics covered should include, but not be limited 

to:  departmental policies, teaching techniques, materials to be covered, examinations, grading, class 
preparation, record keeping, course syllabus, procedures for absenteeism, student counseling, and 
office hours. 

2. The second session is to be held within a week after classes begin.  Discussion should focus on any 
problems the teaching assistant has encountered. 

3. A third session is to be held just before the first examination.  The supervising faculty member shall 
critique the examination with the teaching assistant.  After the examination is given, the supervising 
faculty shall monitor the grading of the examination. 

4. Just before mid-term, supervising faculty shall meet with the graduate assistant to monitor progress in 
all topics covered in the orientation sessions and critique the assistant's mid-term examination.  After 
the test is administered, the supervising faculty should monitor the test results and mid-term grades. 

5. Just before the final test period, the supervising faculty and graduate assistant shall meet to discuss the 
assistant's proposed final examination and the progress of the class the assistant is teaching. 

6. Additional meetings may be held as deemed necessary and prudent by the supervising faculty or the 
graduate assistant.  

 
The supervising faculty shall visit each teaching assistant's class at least for one entire class period before 
mid-term.   A follow-up meeting shall be held to discuss the teaching assistant's performance. 

 
Teaching assistants shall be evaluated by the students and department head in the same way as regular 
faculty. 

 
Departmental policies and procedures shall follow these University guidelines. These guidelines should be 
supplemented with other policies pertaining to the particular department, including required office hours. 

 
 319.5. Student Employment Office (added September 2006) 

The Student Employment Office is responsible for the employment process related to Graduate Assistants 
once the hiring process is complete.  The Student Employment Office processes, maintains, and houses all 
paperwork required by federal and state laws to effectuate employment, and ensures all relevant data is 
entered into the HR/Payroll mainframe system to properly prepare Graduate Assistant payroll. 

 
320.  LAB INSTRUCTOR CREDENTIALING POLICY 
 
Many courses have lab components.  Some labs require a separate grade to be issued on the student transcript.  Full-
time faculty, part-time faculty, graduate teaching assistants, and visiting lecturers who teach labs where over >50 
percent of the course grade is based on the lab component must meet SACS credential guidelines.  According to the 
Principles of Accreditation, the appropriate credentials are a minimum of 18 graduate semester hours in the teaching 
discipline, a Masters degree in the teaching discipline, or a PhD in the teaching discipline. 
 
Instructors proctoring labs, coordinating labs, grading quizzes, etc., must work under the supervision of an 
appropriately credentialed faculty member, and must hold an undergraduate degree in the field of study in which the 
lab operates or, in justified cases, in a related field.  Lab assistants may award partial grades (<50%) for student 
work as long as faculty assigned to teach the course awards the final grade credited on the transcript.  Undergraduate 
students who assist in labs must be supervised by faculty and may not assign grades. 
 
321.  STUDY DAY  
 
When final exams begin on a day other than Monday, a "Study Day" will be provided between the last day of class 
and the first day of final exams.  On this day, no new material may be presented; however, voluntary review and 
study sessions are encouraged.  Faculty are expected to be on campus and available for consultation on this day 
regardless of their scheduled office hours.  Evening classes, night classes, summer classes, and classes that meet 
only once a week are exempt from Study Day Regulations. 
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322.  LETTERS OF REFERENCE  
Reference:  http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html 
 
The Right to Privacy Act has been interpreted to require all teachers to write a letter of reference for a student, if 
requested, and to allow the student to see the letter, if requested.  
 
323.  EVALUATION AND REVIEW OF CURRICULAR OFFERINGS  
Reference:  http://www.mcneese.edu/policy/docs/evaluationpolicy.pdf 
 
General Guidelines: 
At McNeese State University guidelines for degree programs follow generally accepted higher education standards 
and University of Louisiana System and Board of Regents policies.  One semester credit hour is assigned to each 
750 minutes of meeting time per semester.  Web based courses follow appropriate distance learning standards for 
awarding credit. 
 

1. Academic programs at the associate degree level contain 60-72 credit hours with at least 28 credit 
hours of general education core requirements. 

2. Academic programs at the baccalaureate level must have a minimum of 120 credit hours with 40 credit 
hours of general education core requirements.   

3. Academic programs at the graduate level must have a minimum of 30 graduate credit hours. 
4. Undergraduate academic programs must include a senior capstone experience designed to measure 

students’ competency in their major field. 
5. Academic programs seeking to offer 50% or more of the course work via distance learning must obtain 

prior approval from the Board of Regents and Commission on Colleges. 
6. Use of the terms major, minor, concentration, bachelor of science, bachelor or arts, etc. must be in 

accord with Board of Regents Approved Degree Designations. 
 
New Programs 
Undergraduate and Graduate 
Proposals for new degree programs are discussed with the Vice President of Academic Affairs.  During initial 
discussions, questions about the program’s fit in the institution’s role, scope and mission, the demand and/or need 
for the program, the resources required to offer the program, the admission requirements, the potential for 
enrollment and completers, and other relevant factors are considered.   
 
Letters of Intent (LOI) for new programs proceed through the departmental committee, college committee, 
University Curriculum Committee or Graduate Council, and Academic Advisory Council for campus approval.  
(See Board of Regents Academic Affairs Policy 2.04 for LOI format.)  Once approved at the campus level, the 
Letter of Intent is submitted to the University of Louisiana System for approval.  Once approved at ULS it is 
forwarded to the Board of Regents for review and approval.  If approved at the Board of Regents, a Degree Program 
Proposal is submitted to the University of Louisiana System and Board of Regents within the allotted timeline.  
Once approved by the Regents the program is included in the University Catalog and electronic registration system. 
 
Proposals for concentrations within existing degree programs do not require board approval.  Relevant factors for 
new concentrations are discussed with the Vice President of Academic Affairs before being submitted to the 
University Curriculum Committee. 
 
Curricula Revisions 
Curricula revisions originate at the faculty level and are usually based on program assessment and evaluation data 
compiled for the Master Plan process.  Regular review and evaluation of curricula offerings and programs begin 
each spring as faculty and administrators review program outcomes assessment data for inclusion in the Master Plan.  
In some cases, curricula revisions are necessary to comply with accreditation or professional agency criteria.  The 
process is as follows: 
 
1. Program coordinator or faculty identify needed changes and discuss at the departmental level.   
2. When approved by the department head, the proposals are submitted to the dean for discussion at the college 

level.  This step may include review by a college committee or review with the department head and dean. 
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3. When approved by the dean, the materials are sent to the appropriate university-wide curriculum committee.  
Undergraduate materials are reviewed by the University Curriculum Committee (UCC).  Graduate program 
materials are reviewed by the Graduate Council. 

4. When approved by the UCC or the Graduate Council, the materials are presented to the Academic Advisory 
Council for review.  The Graduate Council and UCC monitor distance learning initiatives at their respective 
levels. 

5. Proposals then approved by the Vice President of Academic Affairs are forwarded to the Registrar for inclusion 
in the University Catalog and electronic registration system. 

6. The University Curriculum Committee monitors the integrity of the general education core requirements and 
distance learning initiatives, ensures affected departments are notified of curricula or course changes, and 
identifies core coursework related to communication, computer literacy, and international education 
requirements. 

 
Curriculum terminology conforms to a list of standardized catalog entries and format.  When a course number or 
course name is changed, a duplicate credit statement must be included.  A duplicate credit statement is also required 
when adding a new course with content similar to an existing course.  Once a course is deleted that course number 
cannot be used for 10 years.  All curriculum material submitted to the UCC or the Graduate Council must include 
the college’s curriculum committee approval date, plus signatures of the appropriate department head, dean, and 
curriculum committee member.  After review by the UCC or Graduate Council, the materials are submitted to the 
Academic Advisory Committee with the additional signature of the UCC chair or Dean of the Graduate School. 
 
In general, curriculum changes are reflected in the next printing of the University Catalog and are effective with the 
next summer session.  Under justified and extenuating circumstances curriculum changes may be included as 
addenda to the current Catalog. 
 
324.  MCNEESE ASSESSMENT TEAM (MAT) REVIEW 
Reference:  http://www.mcneese.edu/ie/mat.html 
 
The McNeese Assessment Team (MAT) was established in Spring 2005 to assist academic programs and 
administrative support units in understanding the concept of assessment, incorporating assessment methodologies 
into learning outcomes and performance objectives, and planning for continuous improvement.   The MAT is 
responsible for reviewing, evaluating, and scoring Master Plan/Progress Reports based on a five-year assessment 
cycle.  In addition, the MAT is responsible for Undergraduate Academic Program Review for programs not 
professionally accredited or programs whereby no accrediting agency exists.  The MAT is coordinated by the Office 
of Institutional Effectiveness and reports directly to the University President. 
 
325.  ACADEMIC PROGRAM REVIEW (revised July 2009) 
 
Purpose 
McNeese State University seeks to maintain the highest academic program quality and ensure each program meets 
stated objectives and student learning outcomes. Academic Program Review is conducted to ensure that academic 
excellence and appropriate student achievement and success is maintained for each program offered. Programs 
accredited by professional accrediting agencies undergo thorough self-evaluation and external review periodically as 
required by the respective accrediting agency. Programs that are not professionally accredited or for which there is 
no professional accrediting agency conduct periodic self-evaluation and review according to MSU policy. 
 
The purpose of academic program review is to take a comprehensive look at an academic program from the 
perspective of self-assessment, viability, needs, student learning outcomes, and adequacy of resources (funding, 
personnel, facilities, etc.). The process is intended to identify opportunities, understand weaknesses, and set a path 
for future improvements. The culmination of the review should produce a portfolio that is evaluative rather than 
merely descriptive. The APR should reflect the past and anticipate the future. 
 
McNeese Assessment Team (MAT) 
The McNeese State University Assessment Team reviews program and unit Master Plans to ensure that fulfillment 
of the University’s mission is ongoing and appropriate student learning outcomes are being achieved, documented, 
and reported. The annual Master Plan process ensures academic programs document expectations for student 
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learning objectives, achievement of the objectives, and identifies improvements as a result of analyses of program 
assessment information. A more detailed and comprehensive program self-evaluation and review is conducted 
periodically (approximately every seven years) according to the timeline established by the MAT. 
 
The MAT will serve as the internal evaluator for the APR and will provide guidance to support continual 
improvement. The team will determine that the Academic Program has completed the APR portfolio and has 
fulfilled all of the requirements of the APR. The team will return any inadequate portfolios to the Program 
Coordinator with instructions for completion within ninety days. 
 
Candidates for Program Review 

1. For professionally accredited programs, the program review conducted during accreditation or 
reaffirmation processes serves as an appropriate academic program review. 
2. Non-accredited undergraduate and graduate programs for which an accrediting agency exists may use 
respective program accreditation criteria outlined by the accrediting agency for the self-evaluation format. 
3. Non-accredited undergraduate programs for which no accrediting agency exists use the MSU academic 
program self-evaluation format. A program review requires faculty to develop a formal document (not to 
exceed 75 pages). Guidelines for the document are indicated in the academic program self evaluation 
procedure. 
4. Non-accredited graduate programs for which no accrediting agency exists use the MSU Graduate 
Program Standards. 

 
In some circumstances, a review of the program by a person or persons external to the University may be requested 
of the program by the VPAA upon the recommendation of the MAT reviewing team.  Alternatively, program faculty 
may request an external reviewer upon conclusion of the MAT review.  External reviewers may come from sister 
institutions and ought to be experts in the discipline.  Undergraduate and graduate academic program coordinators 
are responsible for program development as well as coordinating the program review and evaluation and identifying 
appropriate external reviewers.  The Office of Institutional Effectiveness will make arrangements for the external 
review should one be required. 
 
326.  FACULTY SENATE  
Reference:  http://www.mcneese.edu/depts/facsenate/  
 
The Faculty Senate was established to provide a means for the general faculty to advise and make recommendations 
regarding the policies of the University curricula and academics.  The Senate's goals are to promote the academic 
and ancillary affairs of the University, to improve communications throughout the University, and to further the 
interests of the faculty. The Faculty Senate consists of faculty members elected by the faculties of the Colleges of 
Business, Education, Engineering and Engineering Technology, Liberal Arts, Science, Nursing, and the Library.  
Each College shall select the appropriate number of members as designated by the Senate By-Laws.  The officers of 
the Faculty Senate are the President, Vice President, Secretary, and Treasurer, who are elected by the Senate 
members for one year terms.  The Senate also has an Executive Committee composed of the President, Vice 
President, Secretary, Treasurer, and two other councilors at large elected for single-year terms, and the past 
president.   
 
Meetings of the Senate are held each month except January, June, July, and August, but special meetings may be 
called at any time.  The Faculty Senate has the following standing committees:  
1. The Committee on Academic Affairs deals with all matters pertaining to teaching, learning, and scholarship, 

including faculty competence, promotions, admissions, and grade loads. 
2. The Committee on Faculty Affairs considers all matters affecting the general faculty. 
3. The Committee on Committees each year recommends to the Senate faculty representatives to serve on 

University standing committees. 
4. The Student Relations Committee deals with student matters and provides communication between faculty and 

student organizations. 
 
The Rules Committee handles matters pertaining to the Senate's procedures and may make periodic studies of the 
Senate to determine its role in the University.  
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The President of the Senate also has the authority to create special ad hoc committees to deal with matters that do 
not fall within the jurisdiction of the standing committees. 
 
327.  OFFICE HOURS 
 
Faculty members are required to schedule and keep 10 office hours per week during the Fall and Spring semesters 
and 5 hours during the summer session. 
 
328.  POLICY ON COMMENCEMENT REGALIA 
Reference:  http://www.mcneese.edu/policy/docs/commencement.pdf  
 
Commencement is the formal ceremony for conferring degrees and recognizing academic achievement.  In 
accordance with the purpose of the ceremony, only regalia (stoles, cords, medallions, etc.) for university-sanctioned 
academic organizations shall be worn and must be approved by Student Services.  Pins from social or other 
organizations can be worn.  No other decorations shall be worn, as they detract from the dignity of the ceremony. 
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400.  SUPPORT FACILITIES 
 
401.  LETHER E. FRAZAR MEMORIAL LIBRARY 
Reference:  http://www.library.mcneese.edu/ 
Reference: http://catalog.mcneese.edu/content.php?catoid=3&navoid=69  
 
The Library is named for the first president of McNeese State University.  The collections and services of the 
Library are designed to complement the educational and research programs of the University and are administered 
by the Library Director. 
 
 401.1. Reference and Information Services 

The Reference Department provides assistance to patrons through the use of traditional reference sources as 
well as electronic databases and online services. 

 
Tours of the Library and library instruction sessions may be scheduled by contacting the Reference 
Department.  These sessions include instruction on the use of the library and its electronic resources and 
may focus on any subject area.  Many resources can be accessed easily from the Library’s web page at 
http://library.mcneese.edu/ .  

 
 401.2. Circulation Department 

Frazar Memorial Library is open to all students, faculty, and staff at McNeese as well as to their families.  
The McNeese identification card is valid as a library card for students, faculty, and staff. 

 
Faculty members enjoy semester length circulation privileges.  They may request that the loan period be 
extended or renewed.  This can be done by returning books to the circulation desk for renewal.  Failure to 
return materials by the date due generates overdue notification letters at the beginning of the following 
semester.  If faculty members do not respond by mid-semester, their department heads/deans receive letters 
regarding the overdue materials.  After two weeks, faculty members who have failed to respond receive 
invoices for book replacement costs. 

 
McNeese faculty may reserve certain materials for special use by students in their classes.  These items are 
“on reserve” and are shelved behind the circulation desk.  The loan period for these reserve materials is 
determined by the instructor of the course.  Some reserve material may be limited to library use only. 

 
 401.3. Serials Department 

The Serials Department houses periodicals and newspapers.  These are available as current individual 
issues, bound back volumes, or as microforms.  Electronic journals are also available through the Library's 
web site and the library databases.  A complete printed list of periodical holdings is available in the Library 
Serials Department and may also be viewed on the Library web page.  General and specialized subject 
indexes are available through the online catalog, the web page, and in the Reference Department. The 
online catalog also contains holdings summaries for each title owned by McNeese.  Audio-visual 
equipment for use in the Library, readers and printers for microforms, and copy machines are available in 
the Serials Department.  Current tele-course videos may be viewed in the Serials Department. 

 
 401.4. Government Documents Department  
 Reference:  http://www.library.mcneese.edu/depts/docs/ 
 

The purpose of the Government Documents Department is to make government publications available to 
the citizens of the 7th Congressional District of Louisiana.  The collection features six types of documents: 
federal, state of Louisiana, regional (other states), international, local, and the Calcasieu River Estuary 
Archives.  The document collection is serviced from a single reference desk located on the fourth floor of 
the library addition. 

 
The Library has been a selective Federal Depository Library since 1941 and a complete Louisiana 
Depository since 1948.  The department has full electronic access to a growing CD-ROM collection and 
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full Internet access.  The library’s web page provides access to federal electronic resources. 
 
 401.5. Interlibrary Loan Department  
 Reference:  http://www.library.mcneese.edu/depts/ill/index.htm 
 

With computerized access to cooperating libraries nationwide, the Interlibrary Loan Department can 
efficiently access research materials not available in the Frazar Memorial Library.  Interlibrary loan request 
forms are available in the interlibrary loan office or at the reference desk or through the library’s web page.  
Specific assistance is available from the department. 

 
 401.6. Collection Management Department 

The Collection Management Department is responsible for ordering and receiving non-serial items.  
Faculty may use the standard order slips provided by the department or the online form to request material.  
Each academic department has a library representative who is responsible for coordinating orders for the 
department. 

 
 401.7. Catalog Department 

The Catalog Department prepares books and other media for access, including assigning call numbers and 
keeping the online catalog up to date. 

 
 401.8. Archives and Special Collections  
 Reference:  http://www.library.mcneese.edu/depts/archive/index.htm 
 

The  Archives and Special Collections Department houses materials which reflect the history of McNeese, 
Lake Charles, and the Southwest Louisiana area.  Included in the materials are McNeese publications, such 
as the Log, Contraband, McNeese Review, and student theses; books by Southwest Louisiana authors or 
about the area; and archival collections which contain correspondence, photographs, scrapbooks, 
newspapers, business records, church histories, and other historical documents. 

 
 401.9. Computer Labs 

A student computer lab is located on the second floor of the Library.  A library teaching lab is located in 
Meeting Room A.  This facility is dedicated to library instruction lectures.  Public access computers are 
located in the reference department.  

 
402.  UNIVERSITY  BOOKSTORE 
Reference:  http://www.mcneese.edu/bookstore/msu_bookstore.html 
 
The Faculty are encouraged to adopt the most appropriate textbook for content and objectives of the course. The 
President’s Office has the sole authority to sign and approve any contract for “specialty textbooks” or textbooks 
customized for use only at McNeese State University. No University department or member of a department may 
sign any contract directly. The University does not assume any part of a contract, nor guarantee any part of a 
contract which is not approved and signed by the President’s Office. 
  
 402.1. Textbooks - Selection and Adoption   

The selection and adoption of textbooks and course materials should involve the faculty members teaching 
the course. Adoptions are submitted to the Bookstore by the department head. The department head should 
indicate whether textbooks are "required" or "recommended." A textbook will be designated as "required" 
if, and only if, the book will be used for a substantial part of the course by all instructors teaching the 
course. A textbook is considered “required” if course activities require use of the book or if specific test 
material is derived from the book.  

 
A two year minimum text adoption policy will be assumed on all adoptions unless otherwise indicated by 
the department head at the time of adoption. This two-year policy is necessary in order to give the greatest 
economical advantage to McNeese students in buy-back situations.  
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Textbooks that are designed for one-time use such as books with tear out worksheets may not be adopted. 
However, laboratory manuals or one-time use workbooks that supplement a textbook may be adopted.  
Supplementary "required" and/or "recommended" books, supplies, etc. must be approved by the department 
head. 

 
In order for the Bookstore to more efficiently serve faculty and students, requests for textbook changes 
must be submitted at least one full semester before the new texts are desired.  

 
Faculty who teach courses in which required textbooks or other materials generate royalties or economic 
benefits for the faculty member must establish a restricted account to deposit royalties received from books 
purchased by students in the course. Approval level for these restricted accounts must be two supervisory 
levels above the instructor. Funds should be used for faculty development. Compliance with Louisiana 
Code of Ethics must be evident. Instructors may not collect fees from students and/or may not sell any 
books, or supplies, etc. directly to students. 

 
 402.2. University Bookstore Procedures for Securing Textbooks 

Textbook adoption forms will be sent out within a week of the finalized class in the SIS. Adoption forms 
will be due in the Bookstore according to the following schedule (approximate): 

1. Summer classes - last week in February 
2. Fall classes - third week in March 
3. Spring classes - third week in October 

 
Textbook adoption information should include the following: 
• course title and section number,  
• title of book, author, ISBN #, edition,  
• maximum enrollment for the class, and  
• estimated number in class, 
• whether material is required or recommended. 

 
The cover letter that accompanies the adoption form will state that all textbooks and materials to be used in 
the course must be identified on the adoption reporting form and will be made available on the reporting 
form to all vendors both on and off campus upon request. 

 
The designated “Central Custodian,” will be available to respond to requests and/or inquiries regarding 
adoption information and public requests on textbook adoption. If unable to fully respond to a request, the 
Central Custodian will be able to direct the inquiry to the proper authority. 
  
 402.2.a Notice and Availability of Textbooks 

To the maximum extent practicable, the University will make available to students and parents the 
following information 45 days prior to the beginning of the academic term: 

• a course schedule for the semester; 
• the title, author, edition of the book; 
• the ISBN # 
• whether the book is required, recommended or supplemental; 
• retail price of both new and used copies of the book; 
• whether previous editions are acceptable. 

 
Notice of textbook information will be made available on the University’s website including the 
College Portrait Page.  Additionally, the location of this information should be made available on 
the following documents as practicable: registration and orientation documents, fee bill reminders, 
in email notices, and other news outlets. 

  
 402.3. Departmental Materials 

For the purposes of determining the markup on departmental material, the materials will be classified into 
three categories and priced accordingly: 
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1. Category I includes original textbooks, etc. used as primary text in a course. Profit allowed for the 
department will be up to 60% of the printing costs. 

2. Category II includes original laboratory books, workbooks, sets of class notes, etc. of a supplementary 
nature.  Profit allowed for the department will be up to 25% of the printing costs. 

3. Category III includes syllabi, old exams, sample tests, reading assignments, homework assignments, 
etc. Profit allowed for the department will be up to 5% of the printing costs. 

 
Note 1.  In cases in which materials overlap categories the materials will be marked according to the lowest 
category applicable. 

 
Note 2.  In cases in which the bookstore and the department cannot agree on a category, the category will 
be determined by the Bookstore Committee.  The profits for any given department from sales of categories 
I, II, or III are to be put into a single departmental account. The account shall be under the approval of the 
department head.  In dealing with departments regarding ordering of books, negotiating pricing of 
materials, etc. the bookstore will work with only one person from each department, namely, the department 
head or the designated representative. If a representative is to be used, the department head should notify 
the bookstore in writing of the name of the representative. 

 
 402.4. Desk Copies 

The Bookstore will provide proper forms for faculty members to order complimentary desk copies of texts 
used in courses. If there is a delay in receiving the desk copy and the book is needed immediately, the 
department or faculty member may purchase the book from the Bookstore. When the unmarked desk copy 
is received from the publisher, the department or faculty member may take it to the Bookstore for a full 
refund at the Service Desk.  

 
 402.5. Services 

The Bookstore provides the following additional services; fax, check cashing, coin copier, faculty charge 
accounts, and special orders for books and general merchandise. 

 
403.  ACADEMIC SERVICES 
 
 403.1. McNeese Counseling Center   
 Reference:  http://www.mcneese.edu/administration/vpsse/counselingctr.asp 
 Reference:  http://catalog.mcneese.edu/content.php?catoid=3&navoid=74  
 

The McNeese Counseling Center offers a comprehensive program of personal and mental health counseling 
services to the students, staff, and faculty of McNeese State University.  Counseling services are provided 
by licensure level counselors and/or graduate interns or practicum students from the Department of 
Psychology under the supervision of a Licensed Professional Counselor.  These services are provided at no 
cost to the clients.  Persons seeking these services should contact the Counseling Center at 475-5136. 

 
 403.2. University Computing Services  
 Reference:  http://www.mcneese.edu/depts/ucs/ 
 

University Computing Services is responsible for campus wide administrative computing.  The FINANCE 
system, the HR system, and the STUDENT system are currently being run on a set of IBM P-series servers 
using Sungard Higher Education’s BANNER suite of application software.  The FINANCE system 
supports the University’s financial records including general accounting, accounts payable, purchasing, and 
property management.  The HR system supports Human Resources including payroll and employee 
records.  The Student system supports student records, admissions, registration, and Financial Aid.  These 
systems are web based and are accessed through the campus wide network.  A portal called LUMINIS is 
currently being implemented to provide easier access to information resources.  University Computing 
Services provides technical support to the University’s administrative units. 
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404.  PRINT SHOP  
 
The Print Shop will produce standard copies of forms, letters, handouts, brochures, and pamphlets.  Clean originals 
must be furnished by the person requesting the service and must be camera ready.  The Print Shop will not set-up or 
proof read any materials, nor be responsible for security of materials presented for processing.  The Print Shop 
provides letterhead stationery.  Orders must be submitted two weeks in advance.  It is advisable to consult with the 
Print Shop supervisor before planning large publications.  Payment for Print Shop services is made through 
interdepartmental invoice.  
 
405.  MAIL   
 
All outgoing mail for University business is metered by the University Post Office.  Such mail must be in a 
University envelope and must bear the sender's identity or department.  Personal mail should not be included with 
University mail for metered stamping.  Interdepartmental mail should be brought to the Post Office for distribution.  
Envelopes for this purpose are available in departmental offices.  Rental of personal boxes and complete postal 
services are also provided.  

 
406.  OFFICE OF PUBLIC INFORMATION AND COMMUNICATIONS 
Reference: http://www.mcneese.edu/opic/ 
Reference: http://catalog.mcneese.edu/content.php?catoid=3&navoid=68#offi_publ_info  
 
The Office of Public Information and Communications is the official liaison between the University and local, 
regional, state, and national print and broadcast media, and all requests for media coverage for University-related 
activities are handled by Public Information and Communications.  News releases, photographs, and public service 
announcements are released by Public Information and Communications. OPIC (OMS) also provides 
communications services to the McNeese Foundation, Athletic Foundation and Alumni Association. 
 
It manages public relations internal and external public relations activities and provides graphic design services to 
the University. The Office of Public Information and Communications facilitates communication and delivers 
information to internal constituencies through the Faculty/Staff Newsletter (McNeese Update), published quarterly, 
the President’s Memo, published quarterly, the campus ListServe, and other internal publications and printed 
materials. 
 
The Office of Public Information and Communications  is responsible for managing the University’s licensing and 
trademark branding program.  
 
Public Information and Communications collaborates with and provides assistance to the Marketing Coordinator, 
Webmaster and Multi-Media Specialists to ensure implementation of the University Marketing Plan. 
 
The Office of Public Information and Communications  provides administrative, technical, and clerical support to 
the student newspaper and yearbook. 
 

406.1.     Videography and Photography Policy 
Reference:  http://www.mcneese.edu/policy/docs/videophoto.pdf 
 
In order to protect the University’s primary core values which are a commitment to academics and student 
success, requests to film video or still photography on the McNeese property are subject to the provisions 
of the Videography and Photography Policy. 
  
406.2.     Consistency of University Publications, Video Productions, Stationery, and Internet Pages 
Reference: 
 http://www.mcneese.edu/policy/docs/Consistency%20of%20Univ.%20Publications,%20Video...%20-
%205.26.06.pdf 
  
To ensure that all written and visual promotional materials, publications, and advertising are clear, factually 
correct, current, and consistent in describing the University, adhere to principals of good educational 
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practice, accurately report the University’s equal opportunity, access policies, accreditation status and 
trademark agreements,  the Office of Public Information and Communications, in conjunction with the 
Office of University Image, has been designated as the clearinghouse for all University publications and 
video productions. 

 
407.  PROPERTY CONTROL OFFICE  
Reference:  http://www.mcneese.edu/administration/vpba/pcmanual.asp 
 
The Property Manager is responsible for and maintains a current physical inventory of all movable property with an 
acquisition cost of $1,000.00 or more.  
 
The Property Control Office should be notified of the receipt of any new property.  If any property is moved from its 
assigned location, the Property Control Office must be notified.  Any property that is deemed obsolete to the needs 
of the University should be reported to the Property Control Office by the use of Property Control Form 1. 
Equipment containing parts that may be salvageable cannot be dismantled until permission is obtained from the 
Property Control Office.  All property dispositions must be handled by the Property Control Office. 
 
Property items that are stolen are to be reported to the McNeese Police Department as well as to the Property 
Control Office.  Information concerning such thefts will be submitted to the State Property Control Office. 
 
408.  MAINTENANCE SERVICES  
Reference:  http://www.mcneese.edu/administration/vpba/facilities/about.asp  
 
 408.1. Building Services  
 Problems involving the physical plant should be reported to the department head. 
 
 408.2. Custodial Services 

Custodial Services is responsible for the cleanliness of all building interiors.  Any problems should be 
communicated to the building coordinator who is usually the senior administrator in the building.  The 
individual faculty member is responsible for unlocking and locking his/her office and any laboratory room 
he/she is required to use.  

 
409.  STUDENT UNION BUILDING 
 
 409.1. President's Dining Room 

The President's dining room may be reserved for luncheon meetings.  Information may be obtained from 
the Office of the President.  

 
410.  FACULTY AND STUDENT PUBLICATIONS  
 
McNeese State University publishes the following periodicals: 
 
THE MCNEESE REVIEW  
Reference: http://www.mcneese.edu/colleges/lib/review/index.htm  
Reference:  http://catalog.mcneese.edu/content.php?catoid=3&navoid=68#mcne_revi  
An annual publication which invites all contributions of a scholarly nature which have not been previously 
published. 
 
ARENA- Student Literary Magazine. 
 
ROUNDUP- Alumni newsletter. 
 
THE CONTRABAND 
Reference:  http://www.mcneese.edu/org/contrab/ 
Weekly student newspaper.  
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LOG- Student Yearbook. 
 
CODE OF STUDENT CONDUCT 
Reference:  http://www.mcneese.edu/students/code.asp  
 

 
410.1. Policy on Student Publications 
Reference:  http://www.mcneese.edu/policy/docs/studentpubs.pdf 

 
McNeese State University students are protected by the First Amendment to the Constitution of the United 
States which ensures freedom of expression.  McNeese student publications provide an opportunity for 
students to ask questions and exchange ideas while abiding by legal and ethical standards of responsible 
journalism as a forum of expression.  Student publications are accorded the privileges of covering news and 
gaining access to news from all sources on the McNeese campus. 

 
Accuracy and truth are the main goals of all McNeese State University student publications.  In addition, 
the advisers to student publications adhere to the Code of Ethics of College of Media Advisers, Inc. 

 
411. McNEESE STATE UNIVERSITY ALUMNI ASSOCIATION  
Reference:  www.mcneesealumni.com 
Reference:  http://catalog.mcneese.edu/content.php?catoid=3&navoid=68#alum_affa  
 
 411.1. Purpose  

The purpose of the Alumni Association is to assist and encourage the material prosperity, academic 
progress, and extra-curricular growth of McNeese State University. 

 
 411.2. Membership 

All graduates become members through a $1 per semester assessment and a $10 graduation fee voted by 
the students.  These funds help support the cost of printing and mailing the Alumni Newsletter to all 
alumni.  Active alumni are those that donate to the Alumni Annual Fund. 

 
 411.3. Awards of Distinction  

The McNeese Alumni Association presents the following awards in recognition of personal achievement. 
  
The Distinguished Alumnus Award is the highest honor that an alumnus can receive.  This award 
recognizes those individuals who have distinguished themselves in their field of endeavor and have brought 
recognition to their alma mater.  Faculty and staff can recommend a candidate to the alumni office, with the 
final selection being made by the Alumni Board of Directors. 
  
The Distinguished Service Award is presented to an alumnus who has provided continued and outstanding 
service to the university and the alumni association.  Faculty and staff can recommend a candidate to the 
alumni office, with the final selection being made by the Alumni Board of Directors. 
  
The Distinguished Faculty Award is presented to a faculty member during spring commencement.  The 
Alumni Board of Directors establishes a selection process so that a committee representative of the 
university can select a recipient.  Each year the award will represent a specific area of faculty achievement 
such as teaching, research, and service.  The award includes a cash stipend. 
  
Student Research Awards are cash awards that are presented.  The Dean's Council aids in selecting the 
recipients. 

  
 411.4. Restricted Funds 

The Alumni Association’s fiscal year is July 1 to June 30.  During this time the association receives 
contributions from the direct mail campaign and the phone-a-thon.  Alumni can make donations to the 
alumni annual fund and can request that their gift go to a specific campus department.  The Alumni Office 
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receipts these funds, sends thank you letters to the donors, and processes any accompanying matching gift 
forms.  A copy of the acknowledgment letter is also sent to the campus department that is to receive the 
donation.  After having been receipted, these funds are transferred in total to the appropriate campus 
departments. 

 
 411.5. Alumni Center 

The Alumni Center has a large meeting room and kitchen facilities that can be booked for University 
related events.  If you have a question about dates or availability, contact the Alumni Office at Ext. 5232. 

 
412.  OUTSTANDING ADVISOR AWARD  
 
Beginning with the Fall 1998 Semester, evaluation of advisors may take place during the designated advising period 
or during a time designated by the department or college.  The advisor receiving the highest score on the Student 
Evaluation of Advising Questionnaire with at least 10 advisee respondents may be recognized as the Advisor of the 
Year at the December graduation ceremony, may receive a $500 stipend, and may be eligible to attend the National 
Academic Advising convention the following Fall.  One University-wide award may be given each year.  Further 
details are available from colleges. 
 
413.  CONCERTS, LECTURES, AND EXHIBITIONS 
 
Many student organizations and academic units sponsor such events as concerts, lectures, and exhibitions in order to 
contribute to the cultural development of the University community and the five-parish region served by the 
University and to supplement the curricula through programs that educate and entertain.  Admission is free to most 
of the events.  For some events, students gain free admission by showing their identification card while other 
persons must buy tickets. 
 
Throughout the year, academic departments and colleges, Frazar Memorial Library, and the Student Union Board 
sponsor events both for the campus community and the public at large.  For example, throughout the year the 
Department of Music offers concerts and recitals by students, faculty, and visiting artists.  In  Abercrombie Gallery 
the Department of Visual Arts presents eleven exhibits per year and offers lectures by distinguished artists and 
critics.  McNeese Theater produces five main-stage productions per year.  The Creative Writing Program features 
presentations by outstanding writers and critics who visit the campus to work with students of creative writing and 
to give public readings and addresses.  Frazar Memorial Library sponsors and hosts many events to entertain and 
instruct the community.  The Student Union Board offers programs ranging from concerts by nationally famous 
recording artists to lectures by famous political figures. 
 
In Spring each year, the Banners Series takes place.  It is a series of programs in the arts, humanities, and social 
sciences which is intended to bring national outstanding speakers and performers to the local community and to give 
public exposure to outstanding students and faculty in residence on the campus. 
 
414.  USE OF UNIVERSITY FACILITIES  
 
 414.1. Policy for Use of Campus Facilities 

Reference: 
http://www.mcneese.edu/policy/docs/Facilities%20Use%20Update%20Webdocument.012109.pdf  

 

The University established a policy for the use of campus facilities which went into effect October 1, 2006.  
The policy defines categories of use and includes information relating to procedures for reserving space, 
user responsibilities, applicable fees, administrative procedures, and other requirements.  For full details on 
the Policy for Use of Campus Facilities, please visit the website referenced above. 

  
 414.2. Assigned Offices and Work Spaces 

The University assigns many offices and other work spaces in University buildings, along with furniture 
and equipment, to members of the faculty or staff for official use. 
 
University property, including equipment, is insured by the state against fire and theft, but personal 
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possessions are not insured by the State. 
 
The University permits access by authorized personnel to work space assigned to someone else when safety 
of persons or property or efficient operation of the University necessitates that records or equipment in a 
work space be made available for official use by others.  If the area has not been traditionally accessible to 
co-workers, professional courtesy requires that a list of any items removed from the work space and their 
new location be placed prominently in that area. 

 

415.  STUDENT HEALTH SERVICES (INFIRMARY)  
Reference:http://www.ulsystem.net/assets/docs/searchable/boards/s-ii.(3)_health_services.pdf  
Reference:  http://www.mcneese.edu/parents/infirmary.htm 
Reference:  http://catalog.mcneese.edu/content.php?catoid=3&navoid=74  
 

The Infirmary provides health services primarily for students, although it will provide first aid and referral services 
for all persons on campus. 
 
416.  MCNEESE FEDERAL CREDIT UNION  
 
The Credit Union is an organization for faculty, staff, and their families which enables members to save and borrow 
money through payroll deduction.  Further information may be obtained from the Credit Union. 
 
417.  OFFICE OF RESEARCH SERVICES AND SPONSORED PROGRAMS  
Reference:  http://www.mcneese.edu/research/ 
Reference: 
http://www.ulsystem.net/assets/docs/searchable/boards/m(10)_grant_applications_contract_documents.pdf   
 
The Office of Research Services and Sponsored Programs functions as the focal point of MSU's research activities.  
All grants and contracts using any University facilities and/or equipment must be handled through the Office of 
Research Services for approval, budget verification, reproduction, overhead rate negotiation, and submittal to the 
appropriate funding agency.  Upon award, all grants and contracts are administered by the Research Office. The 
Research Office maintains a library of grant and contract sources and provides assistance to faculty in grant/contract 
preparation and submittal. 
 
 417.1. Federal and State of Louisiana Grants 

These normally have a pre-negotiated indirect cost rate, usually based on salaries and wages, which may 
vary from time to time depending on state and federal guidelines. 

 
 417.2. Contracts with Corporations and Private Individuals 

When there is no predetermined indirect cost rate, the University will negotiate an indirect cost rate. 
 
 417.3. Subrecipient Monitoring Policy  
 Reference: http://www.mcneese.edu/research/4.asp 
 
417.4. Time and Effort Reporting Policy  
 Reference: http://www.mcneese.edu/research/4.asp 

 
418.  POLICY FOR EXTERNAL GRANTS  (added June 2001) 
Reference:  http://www.mcneese.edu/research/how2.asp 
 
McNeese encourages faculty to participate in grant writing to support the institution’s mission for educational and 
research activities.  The following is designed to provide general, but not inclusive, guidelines and procedures for 
submitting grants for internal approval: 
1. Grant goals and objectives should support the McNeese State University mission. 
2. Grant proposals shall first be submitted to the department head and college dean for approvals using the current 

forms provided in the Office of Research Services. 
3. After review and approval by department head and dean, grant proposals are submitted to the Office of 
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Research Services for review; proposals should be submitted on both hard copy and disc.  The grants 
coordinator shall be responsible for securing University authorized signatures and for forwarding proposals to 
the granting agency. 

4. Any special co-submission, e.g., letters of support, required documentation form the University, etc., shall be 
obtained by the Principal Investigator with assistance from the grants coordinator as appropriate. 

5. In-kind institutional matches must be justified and approved by the department head, dean, Vice President of 
Academic Affairs, and Office of Research Services.  Cash matches must have approved institutional budget 
lines identified by the department, dean, and Vice President of Academic Affairs to cover costs prior to 
submitting the grant proposal to the granting agency.  For budgetary reasons indirect costs such as reassigned 
time, visiting lecturer pay to cover courses, tuition waivers, etc., and cash matches are considered in 
determining distribution of monies generated by a grant.  If overhead monies are received from the granting 
agency, a portion (up to 50%) of these funds will be distributed to the principal investigator (non salary), 
department and college.  Funds shall be distributed according to the following: 
a. 25% to the principal investigator 
b. 15% to the department 
c. 10% to the college. 
Prior agreement and approval in writing by the principal investigator(s), department head, dean, Vice President 
of Academic Affairs and Vice President of Business Affairs detailing the proposed grant budget and distribution 
of funds is required. 

6. Requests for reassigned time must be justified by the dean and must receive prior approval by the Vice 
President of Academic Affairs.  Reassigned time may be limited to one-quarter regular load for an active 
external grant as deemed appropriate. 

7. Grant proposals must adhere to all granting agency guidelines, as well as state and federal guidelines and laws.  
Once execution of the grant has begun, it is the joint responsibility of the P.I. and the Office of Research 
Services to ensure that all guidelines are met. 

8. Salary paid by grants may be limited as follows: 
a. Depending upon agency requirements, employees who earn salaries from grants during sabbatical leave 

may receive a reduced sabbatical salary.  All salary payments to faculty must be approved by the Office of 
Research Services, Vice President of Academic Affairs, and Vice President of Business Affairs; 

b. Graduate students, undergraduate researchers, and other non-McNeese faculty paid from grants may be 
paid at a rate that is competitive with MSU rates and those in the industry. 

c. Salaries paid to other such non-McNeese faculty as matching funds may also be competitive with standard 
rates.  All salary rates must have prior approval from the Office of Research Services, Vice President of 
Academic Affairs, and Vice President of Business Affairs. 

9. This policy is reviewed and updated as appropriate.  Comments and suggestions on how to improve this policy 
are welcome and encouraged.  Correspondence may be directed to the Office of Research Services. 

 
(This policy is effective for new grant proposals approved for funding after July 1, 2001.) 
 

419.  ACCOMMODATIONS: ADAAA MISSION AND ROLES (Added August 3, 2009)     
McNeese State University is an Affirmative Action/Equal Employment Opportunity/Americans 
with Disabilities Act Amendments Act of 2008 (ADAAA) employer committed to excellence through diversity.  
McNeese State University is a member of the University of Louisiana System.  
 
Persons needing an accommodation as provided by the Americans with Disabilities Act Amendments Act of 2008 
(ADAAA) should contact the following University personnel: 
 
Employment and Applicants: 
Rosemary Gray, Ed.D., Vice President of Special Services and Equity, ADA Coordinator, and Title IX Coordinator, 
Smith Hall, Room 127, VOICE (337) 475-5428; FAX (337) 475-5960; TDD/TTY, Hearing Impaired (337) 562-
4227; or vpsse@mcneese.edu.  Dr. Gray ensures compliance with the Americans with Disabilities Act Amendments 
Act of 2008, Sections 503 and 504 of the Rehabilitation Act of 1973, other federal and state laws and regulations 
pertaining to persons with disabilities, and receives concerns, grievances, and complaints regarding ADA access 
issues.  Individuals interested in additional information can visit the U.S. Department of Labor website at 
http://www.dol.gov/dol/topic/disability/ada.htm or contact Dr. Rosemary Gray, ADA Coordinator. 
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Facilities: 
Kevin Martin, Project Coordinator and Facilities Compliance Coordinator for the Department of Facilities and Plant 
Operations, VOICE (337) 475-5888; FAX (337) 475-5347; TDD/TTY, Hearing Impaired (337) 562-4227; or 
kmartin@mcneese.edu.  Kevin Martin is the contact person for facilities access for the University.   
 
Accommodations for Visitors or Recipients of Services: 
Visitors or recipient of services requesting accommodations should contact the department sponsoring the program, 
event, or activity, or Dr. Rosemary Gray, Vice President of Special Services and Equity and ADA Coordinator, 
Smith Hall, Room 127, VOICE (337) 475-5428; FAX (337) 475-5960; TDD/TTY; Hearing Impaired (337) 562-
4227; or vpsse@mcneese.edu at least 72 hours before the event.  
Additionally, the Office of Special Services and Equity provides information, training, and assistance on ADAAA 
issues to MSU faculty, staff, and students. The Vice President is Dr. Rosemary Gray, Smith Hall, Room 127, 
VOICE (337) 475-5428; FAX (337) 475-5960; TDD/TTY, Hearing Impaired (337) 562-4227, or 
vpsse@mcneese.edu. The Compliance Program/EEO Specialist is Kim Dronett, Smith Hall, Room 127, VOICE 
(337) 475-5428; FAX (337) 475-5960; TDD/TTY, Hearing Impaired (337) 562-4227, or kdronett@mcneese.edu. 
 
Accommodations for McNeese Students: 
Tim Delaney, Director of Services for Students with Disabilities, Drew Hall, Room 200, VOICE (337) 475-5916; 
FAX (337) 475-5878; TDD/TTY, Hearing Impaired (337) 562-4227; or tdelaney@mcneese.edu or 
SSD@mcneese.edu.  Tim Delaney is the contact person for accommodations for students and student concerns. 
 
The Office of Services for Students with Disabilities also provides accommodations for testing, classrooms, and all 
activities that the University sponsors.  Students with disabilities should contact the Director of Services for Students 
with Disabilities, Drew Hall, Room 200.  
 
Website and Electronic Resources: 
Michael Graham, Chief Information Technology Officer, Burton Business Center (BBC), Room 433, VOICE (337) 
475-5524; FAX (337) 475-5012; TDD/TTY, Hearing Impaired  (337) 562-4227; or  mgraham@mcneese.edu.  
Michael Graham is the contact person for website and electronic resource access for the University. 
 
The University’s website has an ADA link and an online campus map that illustrates University accessible campus 
routes that are available to ensure program access. 
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500.  FINANCE AND BUSINESS 
 
 
501.  PETTY CASH  
 
Petty cash is to be used solely for emergency purchases of a non-recurring nature.  Prior approval of the department 
head is required.  IN NO INSTANCE should the amount of the purchase exceed $100 per vendor per day. 
 
An original receipt listing the items purchased and the name of the purchaser should be attached to a petty cash 
voucher and approved by the department head and/or dean and accounting office.  Reimbursement is received upon 
presentation of the voucher to the cashier in Smith Hall. 
 
502.  TRAVEL EXPENSES  
 
Note: Current policy and procedure concerning travel regulations must be followed.  Updated regulations are 
available through the Accounting Department. 
 
 502.1. Travel 

Requests for travel should be received in the Accounting Department at least 1 week prior to the scheduled 
date of departure.  Travel advances are generally allowed only for "team" travel and must be picked up in 
person at the Accounting Department. 
 
The State of Louisiana currently contracts with a travel agency to provide travel-related services.  It is 
mandatory that all airline reservations be made through the state's contractor.  If a lower rate can be 
obtained than the contractor can provide, a travel exception approval must be secured from the state travel 
office in Baton Rouge prior to booking any airline reservation.  Additional information can be obtained by 
contacting the Accounting Office. 
 
State travelers have the option of booking all in-state hotel/motel reservations themselves or they may elect 
to use the contracted travel agencies. 
 
Out-of-state lodging and vehicle rentals are to be handled through the contracted travel agencies.  Some 
additional restrictions apply to the rental of vehicles. 

 
 502.2. Travel Expense Accounts 

A travel expense account must be filed upon completion of travel unless the only expense incurred is the 
usage of a University automobile, in which case, the Accounting Office should be notified in writing. 
 
All claims for reimbursement for travel shall be submitted on State Form BA-12 (which can usually be 
obtained from the departmental secretary) and shall include all details provided for on the form.  All 
receipts for lodging, taxi, rental vehicles, parking, tolls, airfare, etc. must be attached.  If travel is for a 
conference or convention, a program agenda must be attached. 
 
Claims should be submitted within the month following travel. 

 
 502.3. Use of University Vehicle Policy (revised October 2006) 

Telephone reservations for the use of a vehicle must be made on a tentative basis only.  A Request for 
University Transportation must be approved by the supervisor before the vehicle can be picked up. 
 
If a scheduled trip cannot be made, the Physical Plant should be notified at least 12 hours in advance in 
order to make the car available to others needing it.  Failure to notify the Physical Plant may result in a 
charge of $10 to the requesting department’s travel budget. 
 
All vehicles are furnished with a Daily Vehicle log and must be completed by the driver.  A sample of a 
completed log is also provided in the vehicle for the driver’s convenience.  Failure to complete the daily 
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vehicle log may result in the suspension of the use of university vehicles to the department. 
 
All vehicles must be returned to the parking area provided at the facilities building.  Failure to return a 
vehicle at the end of the scheduled period, without reasonable cause, will result in a charge of $10 per day 
or portion of a day the vehicle is overdue.   
 
A credit card for fuel is provided for trips that require some distance.  Any receipts for fuel must have the 
driver’s name and vehicle number written on it.  The keys, credit cards and any receipts must be returned to 
the facilities office.  For your convenience there is a drop box provided at the front entrance for returns that 
are after business hours.   
 
Users of vehicles are expected to exercise reasonable care and maintain the auto in neat condition.   
Smoking is prohibited in all vehicles.  Cold drink cans, bottles, paper cups, paper plates, etc. should be 
removed from the vehicle before it is returned to the car pool.  Failure to do so may result in a clean-up 
charge.  Departments or individuals who abuse the privilege of using a University vehicle may be denied 
the use of a vehicle in the future. 
 
All drivers of state vehicles must attend a Louisiana safe driver course and thereafter must attend a 
refresher course at least once every four years unless their class of license requires other training or testing. 
 
If an accident should occur, you must inform the supervisor immediately and complete the accident report 
provided in the vehicle.  Please notify University Police and the Physical Plant office immediately.  
 
 Employees may operate only those vehicles for which they are licensed.  A current valid driver’s license 
must be presented when picking up a university vehicle.   

 
503.  PURCHASE ORDERS 
 
No one may order supplies, materials, equipment, or services worth more than $100 without a purchase order.  
Single orders of $100 or less can be reimbursed through petty cash.  The University will assume no other obligation 
except by purchase order.  Purchasing policies and procedures apply uniformly to all funds administered by the 
University.   Employees making purchases which exceed $100 without a purchase order may be required to 
personally pay for the purchase. 
 
All purchase requisitions are entered electronically in the Banner system.  Each requisition is approved by the 
appropriate budget authority and then forwarded to the Purchasing Department for processing.  A valid purchase 
order must be prepared before any order can be placed.  A requisition does not serve as an order. 
 
504.  UNIVERSITY BUDGET PREPARATION  
 
It is the policy of the University that all departments involve faculty members in the initial phase of department 
budget planning and preparation.  The budgeting process is overseen by the President’s Executive Staff. 
 
 504.1. The budget is developed by the President’s Executive Staff in consultation with administrators in 

each area.  The budget planning process centers on the institutional mission and goals. 
 

504.2. The University Budgetary Council presided over by the President, consists of the President’s 
Executive Staff, the academic deans, the Dean of Enrollment Management, the Director of Frazar 
Memorial Library, and a faculty senate representative.  

 
504.3. The System Fund Budget Committee, presided over by the Vice President of Administration and 
Student Affairs, consists of the Director of the Recreation Complex, the Dean of Student Services, the 
Bookstore Manager, the Director of Facilities and Plant Operations, and the Budget Officer.  This 
committee addresses system fund budget issues. 
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505.  McNEESE STATE UNIVERSITY FOUNDATION  
Reference:  http://www.mcneesefoundation.org 
Reference:  http://www.ulsystem.net/assets/docs/searchable/boards/ppm_university_foundations_revised.pdf   
 
The McNeese State University Foundation is a voluntary non-profit organization of business and professional 
leaders.  It was incorporated in 1965 to establish scholarships for McNeese students, provide research grants for 
faculty, and to enhance education to ensure academic excellence. 
 
It is a firm belief of the McNeese State University Foundation that in order to achieve excellence, friends and alumni 
of McNeese must join together to build a base of support.  This base must be an endowment, which is a permanent 
fund from which only the income is expended. 
 
Faculty and staff can be a part of the Foundation through a monthly payroll deduction schedule.  Other donations 
such as cash, securities, and real estate may be made at any time.  Memorial contributions can also be made through 
the Foundation.  Persons with questions should contact the Foundation Office at 475-5588. 
 
506.  EXECUTIVE STAFF 
 
The President and Executive Staff is responsible for strategic planning, budgeting, resource allocation, and 
institutional accreditation.  The Executive Staff is composed of the President, Vice President of Academic Affairs, 
the Vice President of Administration and Student Affairs, the Vice President of Business Affairs, the Vice President 
of Development and Public Affairs, the Vice President of Special Services and Equity, the Director of Institutional 
Effectiveness, and the Chief Information Technology Officer.  The Director of Institutional Effectiveness reports to 
the Vice President of Academic Affairs.  The Vice Presidents and the CITO report to the President.  The Director of 
Institutional Research and the Budget Officer provide resource information to the Staff. 
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600.  STANDING COMMITTEES AND COUNCILS 
 
601.  ACADEMIC ADVISORY COUNCIL 
 
Responsible for serving in an advisory capacity to the President on matters related to academic programs and 
procedures.  The Academic Advisory Council is composed of Provost and Vice President of Academic Affairs, 
Dean of Burton College of Education, Faculty Senate Representative, Dean of College of Engineering and 
Technology, Dean of Enrollment Management and Registrar, Director of Continuing Education, Director of Frazar 
Memorial Library, Dean of College of Science, Dean of Dore School of Graduate Studies, Dean of College of 
Liberal Arts, Dean of College of Business, Director of Public Information and Communications, and the Dean of 
College of Nursing.  This council reports to the President. 
 
602.  ACADEMIC APPEALS COMMITTEE 
 
Responsible for acting on appeals for re-admission from students who have been academically suspended and for 
making recommendations to the Vice President of Academic Affairs.  The Academic Appeals Committee is 
composed of a representative from each academic college and the Library, and two representatives from SGA and 
the Faculty Senate. 
 
603.  ACADEMIC INTEGRITY COUNCIL 
 
Responsible for addressing issues and cases related to academic integrity.  The Academic Integrity Council is 
composed of a representative from each academic college, three representatives from SGA, and one representative 
from Faculty Senate, Administration and Student Affairs (Chair), Library, the Registrar, and two representatives 
from the Graduate Council.  This council reports to the Vice President of Academic Affairs. 
 
604.  ADMISSIONS PANEL 
 
Responsible for hearing appeals for admission to the university and recommending criteria for admission exceptions.  
The Admissions Panel is composed of a representative from Academic Affairs, Basic Studies, and Enrollment 
Information, and includes one at-large staff member.  This panel reports to the President. 
 
605.  AMBASSADOR PROGRAM COMMITTEE 
 
Responsible for reviewing, interviewing, and selecting outstanding students to serve in a capacity of University 
Liaison at various university functions hosting state officials, dignitaries, lecture series, athletic events, graduation 
and other special occasions.  The Ambassador Program Committee is composed of a representative from Career 
Services, the Registrar, and Scholarships and Testing, and includes two representatives from Development and 
Public Affairs.  This committee reports to the Vice President of Development and Public Affairs. 
 
606.  ATHLETIC BUDGETARY ADVISORY COUNCIL 
 
Responsible for hearing budget information and assisting the Athletic Director with establishing budget guidelines, 
prioritizing fund allocation/reallocation, and long-range planning while addressing gender equity issues.  The 
Athletic Budgetary Advisory Council is composed of the Athletic Director (Chair), Budget Officer, an Executive 
Staff member, a Faculty member, the Senior Woman’s Administrator, and an unclassified staff member.  This 
Council reports to the Vice President of Business Affairs. 
 
607.  ATHLETICS COMMITTEE  
 
Responsible for advising and making recommendations to the President on athletic matters.  The Athletics 
Committee is composed of representatives from Alumni, Intramurals/Rec Complex, Liberal Arts, Business, 
Engineering, the Library, Education,  Faculty Senate, and the Student Athletics Committee. This committee reports 
to the President. 
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608.  BOOKSTORE COMMITTEE 
 
Responsible for creating textbook policies.  The Bookstore committee is composed of a representative from 
Accounting/Finance/Economics, the Bookstore, Business, Engineering, History, the Library, Nursing, Science, and 
two representatives from SGA.  This committee reports to the Vice President of Administration and Student Affairs. 
 
609.  CAMPUS DEVELOPMENT COUNCIL (CDC) 
 
The Campus Development Council is responsible for reviewing and approving various proposals submitted by 
faculty/staff/students.  The Campus Development Council is presided over by an elected chairperson that must be a 
student in good standing with the University.  Funding for CDC comes from a student self-assessed fee implemented 
in Spring 2000.  The administrator of this fund is the Director of Facilities and Plan Operations with voice, but no 
vote.  The remainder of the Council consists of students appointed by various entities (8), Faculty Senate (1), a 
faculty member or administrator appointed by the SGA President, a faculty member or administrator appointed by 
the President, the Vice President of Administration and Student Affairs, and the Alumni Director.  This council 
reports to the Vice President of Business Affairs.  
 
610.  COMMENCEMENT COMMITTEE  
 
Responsible for coordinating the commencement ceremony and making recommendations related to 
commencement.  The Commencement Committee is composed of the Senior Standing Dean-Ex Officio, a 
representative from the Bookstore-Ex Officio, Faculty Senate, the Registrar-Ex Officio, the Dean of Student 
Services, two representatives from SGA, and at least one representative from each academic college and Library. 
This committee reports to the Vice President of Academic Affairs. 

 
611.  CRISIS RESPONSE TEAM 
 
Responsible for preparing the University to deal with impending emergencies.  The Crisis Response Team is 
composed of a representative from Academic Affairs, Administration and Student Affairs, Facilities and Plant 
Operations, Information Technology, Public Information and Communications, Safety, Student Services, and 
University Police.  This team reports to the President. 
 
612.  DISCIPLINE COMMITTEE 
 
Responsible for determining whether or not a student has violated a section of the Code of Student Conduct and 
imposes an appropriate sanction on students found guilty.  The Discipline Committee is composed of a 
representative from Agriculture, Biological/Environmental Science, Mass Communication, Psychology, Social 
Sciences, Student Services, Teacher Education, SUB, and representatives from the SGA.  This committee reports to 
the Vice President of Administration and Student Affairs. 
 
613.  EDITORIAL ADVISORY BOARD 
 
Responsible for selecting qualified editors-in-chief for The Contraband and The Log.  The board also has the power 
to dismiss an editor with due process. It serves to protect the campus press from attempts to censor or exert prior 
restraint. However, the board shall not be held responsible or accountable for incidents that may result in legal or 
academic reprisal.  The board does not involve itself in the internal operations of the campus press.  The Board is 
composed of five faculty or staff appointed by the Vice President of development and Public Affairs with at least 
one member from the following areas:  the College of Liberal Arts, the College of Science, the College of 
Engineering and Engineering Technology or the College of Nursing, the College of Education or the College of 
Business, and the Library.  The Board reports to the Vice President of Development and Public Affairs.  In addition, 
other members appointed for three-year terms include a member of the professional media, the SGA President, a 
SUB representative, and the Vice President of Development and Public Affairs.  The Student Publications Adviser 
serves ex-officio and as chair.  The Board reports to the Vice President of Development and Public Affairs. 
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614.  FACILITIES USE COMMITTEE 
 
Responsible for allocating use of on-campus facilities and for establishing and assessing fees as specified by the 
Rate Schedule for Special Events as outlined in the Policy for Use of Campus Facilities.  The Facilities Use 
Committee is composed of the Vice President of Business Affairs (Chair), the Director and one representative from 
Facilities and Plant Operations, the Comptroller, the Dean of Student Services, the Director of Purchasing, the 
Associate Athletics Director/Compliance Coordinator, and additional members, as needed.  
 
615.  FEE APPEALS PANEL 
 
Responsible for hearing appeals dealing with student fee payment and refund.  The Fee Appeals Committee is 
composed of one at-large faculty representative, one at-large Business Affairs staff representative, and a Financial 
Aid representative.  This committee reports to the Vice President of Academic Affairs.  
 
616.  FINANCIAL AID APPEALS COMMITTEE  
 
Responsible for hearing appeals by students who have been denied financial aid.  The Financial Aid Committee is 
composed of a representative from Accounting, Financial Aid, Languages, Nursing, the Registrar’s Office, SGA, 
Social Sciences, and SUB.  This committee reports to the Vice President of Administration and Student Affairs. 
 
617.  GRADE APPEALS COMMITTEE  
 
Responsible for hearing grade appeals and making recommendations to the Vice President of Academic Affairs for 
the final disposition of grade disputes which could not be settled through arbitration involving the student, faculty, 
department head, and dean.  The Grade Appeals Committee is composed of a representative from each academic 
college, General and Basic Studies, and the Library, and two representatives from SGA and Faculty Senate.  This 
committee reports to the Vice President of Academic Affairs. 
 
618.  GRADUATE COUNCIL 
 
Responsible for reviewing proposed changes to graduate curricula offerings and programs and for serving as a 
policy-recommending body.  Hears graduate student grade appeals.  The Graduate Council is composed of a 
graduate faculty representative from each academic college, the Graduate School Dean, the Vice President of 
Academic Affairs-Ex Officio, and a Graduate Student appointed by the Graduate Council.  This council reports to 
the Vice President of Academic Affairs. 
 
619.  GRADUATE RATES FOR BLACK STUDENT­ATHLETES COMMITTEE 
 
Responsible for seeking solutions that could increase graduate rates for Black student-athletes.  The Graduate Rates 
for Black Student-Athletes Committee is composed of a representative from Enrollment Information, Liberal Arts, 
the Registrar’s Office, Special Services and Equity, and  representatives from Athletics.  This committee reports to 
the President. 
 
620.  HEALTH COUNCIL 
 
Responsible for making recommendations regarding campus health services.  The Health Council is composed of a 
representative from the Counseling Center, Nutrition and Family Studies, Health and Human Performance, 
Languages, SGA, Student Health Services, Student Services, SUB, representatives from Nursing, and Biology 
Biological/Environmental Science.  This council reports to the Vice President of Administration and Student 
Affairs. 
 
621.  HOMECOMING COMMITTEE 
 
Responsible for coordinating homecoming activities.  The Homecoming Parade Committee is composed of a 
representative from Alumni, Athletics, Band, Burton Coliseum, Public Information and Communications, Rec 
Complex, SGA, SUB, and University Police; three representatives from Student Services; and one Community 
Representative.  This committee reports to the Vice President of Administration and Students Affairs. 
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622.  HONORARY DEGREE COMMITTEE 
 
Responsible for receiving, considering, and transmitting nominations for honorary degrees to the administration.  
The Honorary Degree Committee is appointed by the President. 
 
623.  HONORS COLLEGE ADVISORY COUNCIL 
 
Responsible for providing recommendations related to the Honors College Program.  The Honors College Advisory 
Council is composed of at-large members from Honors College Faculty and an Honors College Student selected by 
the Director.  This council reports to the Vice President of Academic Affairs. 
 
624.  HUMAN SUBJECT INSTITUTIONAL REVIEW BOARD 
 
Responsible for reviewing research proposed by McNeese faculty or students which involve human subjects.  The 
Human Subject Institutional Review Board is composed of faculty representatives.  This Board reports to the Vice 
President of Academic Affairs. 
 
625.  INFORMATION TECHNOLOGY STEERING COMMITTEE 
 
Responsible for recommending policies in developing a strategic plan for technology at McNeese.  The Information 
Technology Steering Committee is composed of a representative from Business Affairs, Institutional Effectiveness, 
Liberal Arts, Student Employment, ELIT, Student Services, Development and Public Affairs, TASC, and an at-large 
faculty member, and two representatives from Information Technology.  This committee reports to the President. 
 
626.  INFORMATION TECHNOLOGY STRATEGIC PLANNING COMMITTEE 
 
Responsible for developing a strategic plan for technology at McNeese.  The Information Technology Strategic 
Planning Committee is composed of a representative from Academic Affairs, Basic Studies, Business, Business 
Affairs, Comptroller,  Development/Foundation, Distance Learning, Education, Facilities and Plant Operations, 
Faculty Senate, Financial Aid, Institutional Effectiveness, Institutional Research, Liberal Arts, Library, Public 
Information and Communications, Nursing, the Registrar’s Office, Science, Special Services and Equity, Student 
Affairs, TASC, University Computing Services, and includes two representatives Engineering and Engineering 
Technology and Information Technology, the Webmaster; an at-large student member; and an at-large faculty 
member. This committee reports to the President. 
 
627.  INTELLECTUAL PROPERTY COMMITTEE 
 
The Intellectual Property Committee is composed of the Vice President of Business Affairs (Chair), the Vice 
President of Administration and Student Affairs, the Deans of the College of Business and the College of 
Engineering and Engineering Technology, and a representative from the Department of Agriculture. 
 
628.  MCNEESE ASSESSMENT TEAM (MAT) 
 
Responsible for assisting academic and non-academic units in understanding the concept of assessment, 
incorporating assessment methodologies into learning outcomes and objectives, and planning for continuous 
improvement.  The McNeese Assessment Team is composed of a representative from Business, Engineering and 
Engineering Technology, Education, Liberal Arts, Science, Nursing, the Library, Student Services, and the Director 
of Institutional Research.  This team reports to the President. 
 
629.  NEW INVENTIONS REVIEW COMMITTEE 
The New Inventions Review Committee is composed of the Vice President of Business Affairs (Chair), the Vice 
President of Administration and Student Affairs, the Deans of Nursing and Engineering and Engineering 
Technology, and representatives from Engineering and Agriculture. 
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630.  PROFESSIONAL EDUCATION ADVISORY COUNCIL 
 
Responsible for setting goals, reviewing strategies, and addressing issues related to teacher education programs at 
McNeese.  The Professional Education Advisory Council is composed of a representative from Liberal Arts, 
Science, Enrollment Management, Institutional Effectiveness, and Institutional Research, and three representatives 
from Education.  This council reports to the Vice President of Academic Affairs. 
 
631.  QUALITY ENHANCEMENT PLAN (QEP) / GENERAL EDUCATION ASSESSMENT COUNCIL 
Responsible for reviewing general education requirements, assessment procedures, writing enriched courses, course 
syllabi, and making recommendations about general education to the Vice President of Academic Affairs.  
QEP/GEAC reports to the Vice President of Academic Affairs. 
 
632.  REGISTRATION TASK FORCE 
 
Responsible for reviewing registration procedures and making recommendations for improvement.  The Registration 
Task Force is composed of a representative from Academic Affairs, Basic Studies, the Bookstore, Business Affairs, 
the Comptroller’s Office, Enrollment Information, Financial Aid, Information Technology, Public Information and 
Communications, the President’s Office, the Registrar’s Office, Scholarships and Testing, MSU Image, and from 
University Computing Services.  This task force reports to the President. 
 
633.  RESIDENCY APPEALS COMMITTEE 
 
Responsible for considering student appeals of non-resident student status and make recommendations to the 
President.  The Residency Appeals Committee is composed of a representative from Business and Engineering and 
Engineering Technology and two representatives from Faculty Senate and Students.  This committee reports to the 
President. 
 
634.  SHEARMAN RESEARCH AWARDS AD HOC COMMITTEE 
 
Responsible for reviewing Shearman Research Initiative proposals and recommending priorities for funding.  The 
Shearman Research Awards committee is composed of a Faculty Representative from each academic college, a 
representative of the Library, and two representatives from Research Services.  This ad hoc committee reports to the 
Vice President of Academic Affairs. 
 
635.  STUDENT EMPLOYMENT COUNCIL 
 
Responsible for coordinating interaction among departments that support the Federal Work-Study Program and 
regular student employment.  The Student Employment Council is composed of a representative from Accounting, 
Budget Office, Business Affairs, Financial Aid, Human Resources, Internal Auditing, International Student Affairs, 
Payroll, Special Services and Equity, and Student Employment.  This council reports to the Vice President of 
Special Services and Equity. 
 
636.  STUDENT ORGANIZATIONS COMMITTEE 
 
Responsible for working with student groups wishing to become recognized organizations on campus.  The 
committee will review the group’s charter and determine whether or not it will be recognized.  The Student 
Organizations Committee is composed of a representative from Basic Studies, SGA, Student Services, SUB, 
Nutrition and Family Studies, Ambling, and the Baptist Student Center.  This committee reports to the Vice 
President of Administration and Student Affairs. 
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637.  STUDENT SELF­ASSESSED FEE OVERSIGHT COMMITTEE 
 
Responsible for providing an orientation to individuals who make decisions concerning the expenditure of student 
self-assessed fees and on appropriate budgetary reporting.  The orientation process is coordinated by the Office of 
the Vice President for Business Affairs and includes a presentation by representatives of the individual organizations 
regarding their intended use of the fees.  The council may vote to continue an assessed fee or through a referendum 
process, discontinue the fee.  The Student Self-Assessed Fee Oversight Committee is composed of the voting 
members of the following organizations:  SGA Executive Branch, SGA Senate, The Contraband, The Log, SUB, 
Band, Rodeo, Student Art Association, and Debate, and includes one student at-large appointed by the Vice 
President of Administration and Student Affairs (with no affiliation with any of the organizations represented on the 
Council) and a designee from the Vice President of Business Affairs and from the Vice President of Administration 
and Student Affairs.  This Council reports to the Vice President of Business Affairs. 
 
638.  SYSTEM FUND BUDGET COMMITTEE 
 
Responsible for establishing budgeting guidelines, prioritizing fund allocation/reallocation, and long-range planning 
for auxiliary enterprises.  The System Fund Budget Committee is composed of the Vice President of Administration 
and Student Affairs (Chair), the Bookstore Director, the Budget Director, the Facilities and Plant Operations 
Director, the Rec Complex Director, and the Student Services Dean.  This Committee reports to the Vice President 
of Administration and Student Affairs. 
 
639.  TASK FORCE ON COMMUNICATION WITH PROSPECTIVE STUDENTS 
 
Responsible for exploring means of enhancing and coordinating communication between the University and 
prospective students.  The Task Force on Communication with Prospective students is composed of a representative 
from Academic Affairs, Basic Studies, Enrollment Information, Financial Aid, Information Technology, 
Institutional Effectiveness, Public Information and Communications, Scholarships and Testing, Student Services, 
University Computing Services, and two representatives from the Registrar’s Office.  This committee reports to the 
President. 
 
640.  TASK FORCE ON DISABILITIES SERVICES AND COMPLIANCE 
 
Responsible for advising the President on services for students with disabilities.  The Task Force on Disabilities 
Services and Compliance is composed of a representative from Safety, the Library, Services for Students with 
Disabilities, Special Services and Equity, and Student Health Services.  This committee reports to the President. 
 
641.  TENURE, TERMINATION, AND DEMOTION TASK FORCE 
 
Responsible for making recommendations to the President concerning cases involving termination or demotion of 
tenured faculty members.  The Tenure, Termination, and Demotion Task Force is composed of a representative from 
Business, Education, Engineering and Engineering Technology, Liberal Arts, the Library, Nursing, and Science.  
This committee reports to the President. 
 
642.  TRAFFIC CONTROL COMMITTEE 
 
Responsible for making recommendations to the Vice President of Administration and Student Affairs regarding 
parking, traffic flow, fines, etc.  A sub-committee hears appeals of violation citations.  The Traffic Control 
Committee is composed of a representative from Academic Affairs, Basic Studies, the Budget Officer, Engineering 
and Engineering Technology, Enrollment Information, Facilities and Planning Management, Financial Aid, Health 
and Human Performance, Management/Marketing/General Business, and Speech and Theatre Arts,  and two 
representatives from SGA and Social Sciences.  This committee reports to the Vice President of Administration and 
Student Affairs. 
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643.  UNIVERSITY CURRICULUM COMMITTEE 
 
Responsible for reviewing proposals for course additions, deletions, or changes in curricula, including changes in 
distance learning, and making recommendations to the Academic Advisory Council through the Vice President of 
Academic Affairs.  The University Curriculum Committee is composed of a representative from Distance Learning, 
a faculty representative from each academic college, one representative from Library, two representatives from 
General and Basic Studies, two representatives from Faculty Senate, and two representatives from SGA.  This 
committee reports to the Vice President of Academic Affairs. 
 
644.  UNIVERSITY FACULTY ADVISING COMMITTEE 
 
Responsible for addressing issues concerning academic advising and making recommendations to the Academic 
Advisory Council through the Vice President of Academic Affairs.  The University Faculty Advising Committee is 
composed of a representative from Faculty, from each academic college, General and Basic Studies, Faculty Senate, 
and SGA.  This committee reports to the Vice President of Academic Affairs. 
 
645.  WITHDRAWAL APPEALS COMMITTEE 
 
Responsible for making recommendations to the Office of Academic Affairs concerning student appeals for 
retroactive withdrawal from courses.  The Withdrawal Appeals Committee is composed of a faculty representative 
from each academic college, Library, Faculty Senate, Financial Aid, SGA, and the Registrar (Chair).  This 
committee reports to the Vice President of Academic Affairs. 
 
646.  CAMPUS LIFE COMMITTEE 
 
Responsible for advising the President regarding concerns pertaining to women at McNeese.  The Women’s 
Concerns Committee is composed of a representative from Business, the Counseling Center, Economic Education, 
Education, Engineering and Engineering Technology, the Library, Public Information and Communications, and  
Science, and two representatives from Liberal Arts and from Nursing.  This committee reports to the President. 
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700.  VISITING INSTRUCTOR SUPPLEMENT 
 
 
701.  DEFINITION 
 
For the purpose of this manual, “Visiting Lecturers”, “Teaching Graduate Assistants”, and “Adjunct Faculty” are 
synonymous. 
 
702.  UNIVERSITY POLICIES 
Reference:  www.mcneese.edu/policy 
Reference:  www.mcneese.edu/faculty/handbook07/ 
 
All McNeese employees, including Visiting Lecturers and Teaching Graduate Assistants are responsible for 
reading, understanding, and adhering to all University policies, including the Academic Integrity Policy and 
the Diversity Awareness Policy.  University policies are located on the McNeese website at 
www.mcneese.edu/policy, in the Faculty/Staff Handbook, and in the Office of Institutional Effectiveness. 
 

Pre-employment  Employment Application Policy.  
Reference:  http://www.mcneese.edu/hr/pdfs/uhp28.pdf 

 
All new full-time and part-time employees, all new Visiting Lecturers, and all new Teaching Graduate 
Assistants will complete the Pre-Employment Application Form. These procedures do not apply to 120-day 
or less hires. 

 
702.1. Academic Integrity 
Reference:  www.mcneese.edu/integrity  

 
McNeese State University seeks to strengthen the value of student academic achievement by fostering a 
learning environment which is based on honesty, respect, fairness, responsibility and excellence.  
Consequently, the University expects all members of its academic community will demonstrate honesty 
and integrity in all academic relationships.  The purpose of the Academic Integrity Policy is to provide 
students, faculty, and staff with guidelines about what behaviors violate Academic Integrity expectations, 
and the process for addressing academic integrity issues. 

 
It is important to note that students should be informed about the policy with a statement in the syllabus 
indicating the policy's location on the web site (www.mcneese.edu/integrity).  Students applying to 
McNeese for summer 2007and beyond will sign a pledge related to Academic Integrity on the application 
for admission; therefore, it is important the McNeese community understands expectations for upholding 
Academic Integrity. 

 
702.2. Diversity Awareness 
Reference:  www.mcneese.edu/policy/diversity.php 

 
The University has adopted The Diversity Awareness Policy to provide for prompt and equitable resolution 
of discrimination complaints. The Policy describes the grievance procedure for individuals who may have 
experienced discrimination. The Policy further defines racial discrimination, sexual 
harassment/discrimination, gender discrimination, sexual orientation discrimination, age discrimination, 
and discrimination against individuals with disabilities. The grievance procedures for individuals with 
disabilities confirms the University’s commitment to providing accessibility to its programs, services, and 
activities for individuals with disabilities who are otherwise qualified and entitled to an accommodation.  
 
Individuals who believe they may have experienced discrimination, but are uncertain as to whether a 
complaint is justified or whether they wish to initiate a formal written complaint may discuss their concerns 
confidentially and informally with the Vice President of Special Services and Equity.  
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703.  TRANSCRIPT REQUIREMENTS 
 
Each visiting lecturer or teaching graduate assistant must submit official transcripts to the Vice President of 
Academic Affairs, McNeese State University, Box 93220, Lake Charles, LA 70609.  An “Employee Information 
Form” should have been submitted previously to the Office of Academic Affairs.  Visiting Lecturers must meet the 
same requirements for academic preparation as their full-time counterparts teaching in the same disciplines.  Also 
he/she must complete payroll forms in the Office of Human Resources no later than one (1) week after the semester 
begins.  Visiting Lecturers not meeting this deadline may be terminated. 
 
704.  APPOINTMENTS 
 
Appointment as a Visiting Lecturer is dependent on departmental registration and may not be finalized until 
registration is completed.  Appointment is a one-semester arrangement and does not imply that the same person will 
be employed to teach the course each time it is offered.  All appointments or reappointments of Visiting Lecturers 
are made by the University with the understanding that the employment of the individual shall end unconditionally 
on the ending date indicated in the appointment letter.  Reappointments are made solely at the discretion of the 
University.  Visiting Lecturer appointments may be terminated at any time with cause.  Visiting Lecturers holding 
employment in multiple departments must have approval of all appropriate administrative supervisors.  Visiting 
Lecturers for whom English is a second language must demonstrate proficiency in oral and written communication 
prior to their appointment (see policy in section 202.4). 
 
 704.1. Evaluation 

 
Visiting Lecturers and Graduate Teaching Assistants are evaluated each semester for effective instruction, 
appropriate course syllabus, and compliance with academic policies and procedures.  At a minimum, 
evaluation factors should include results from the SEI and other factors such as meeting and dismissing 
class on time, submitting grades and other documents in a timely manner, consideration of course content 
and rigor, maintaining office hours, and providing student assistance.  Further information and 
requirements are available from the respective department head or dean. 

 
705.  REQUIRED CLASS MATERIALS (revised June 2007) 
 
The following materials are to be distributed by each instructor to his/her classes and a copy of each hand-out kept 
on file in the office of the appropriate department head or dean: a syllabus providing course objectives or learning 
outcomes, grading scale, how the student's grade will be determined, attendance policy, make-up policy, office 
hours, and contact information for the instructor. 
 
As recommended by the Faculty Senate, Section 504 0f the 1973 Rehabilitation Act and the Americans with 
Disabilities Act of 1990 (ADA), all course syllabi must contain the following statement: "Any student with a 
disability is encouraged to contact the Office of Services for Students with Disabilities in Kaufman, Room 119, 
(337) 475-5916. It is each student’s responsibility to register with the Office of Services for Students with 
Disabilities when requesting any reasonable accommodation.”  Students should visit the MSU web page at 
www.mcneese.edu/administration/vpsse/swd/ for information about policy and procedures regarding students with 
disabilities and http://www.mcneese.edu/policy/diversity.php for information about diversity awareness and sexual 
harassment policies and procedures. The syllabus must also contain a statement about the expectation for the student 
to be aware of and abide by the Academic Integrity policy, found at www.mcneese.edu/integrity. 
 
On  a related note, the Task Force on Disabilities Services and Compliance also recommends that all faculty 
members be made aware of the emergency exits and areas of refuge in their buildings. This would ensure that 
communication between the student and faculty member was possible.  
 
These handouts should be given to the department head/dean by the tenth (10) day of class and should be reviewed 
and updated each semester.  The department head/dean should maintain a file of all course syllabi for a five-year 
period. 
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706.  INSTRUCTOR SUPPLIES 
 
Visiting lecturers and graduate assistants should contact their department head for assistance in securing necessary 
grade books, faculty texts, audio-visual equipment, and supplies. 
 
707.  CONTINUING EDUCATION 
Reference:  http://www.mcneese.edu/conted/  
 
Continuing Education, Room 119, Kaufman Hall, is open Monday through Thursday evenings until 7:00 p.m. 
during class days.   The evening telephone number is 475-5127.  Faculty should inform night students that 
Continuing Education accepts correspondence and notices for delivery the next business day to the proper 
University office.  Persons wishing to resign or withdraw may do so in person in writing until 7:00 p.m. Monday 
through Thursday when classes are in session. 
 
A distribution box is available in the Continuing Education Office for necessary communications.  On-campus 
visiting lecturers and graduate assistants should check with their department head for communications.  Off-campus 
visiting lecturers must make arrangements with their department heads for necessary communication. 
 
708.  PARKING DECALS 
Reference:  http://www.mcneese.edu/police/ 
 
All personnel on campus for day and/or night classes must purchase parking decals from the University Police 
office. 
 
709.  UNIVERSITY BOOKSTORE 
Reference:  http://www.mcneese.edu/bookstore/msu_bookstore.html 
 
The University Bookstore is open at night and on Saturdays during the first two weeks of classes.  Visiting lecturers 
and graduate assistants teaching evening classes should release their students from the first night's class long enough 
to make necessary purchases. 
 
710.  PAY CHECKS 
 
Graduate assistants are paid on a bi-weekly basis.  Checks are normally distributed on alternating Fridays.  Checks 
may be picked up from the department according to departmental policy.  If a scheduled payday falls on a holiday, 
employees are usually paid on the day preceding the holiday. Visiting Lecturers are paid on the 15th of the month, 
four times per semester (Fall and Spring), and twice during the summer semester. 
 
Employees should review their paycheck for errors.  If a mistake is found, it should be immediately reported to a 
supervisor.  In the event a paycheck is lost or stolen, notify the Payroll Office immediately.  The University does not 
take responsibility for lost or stolen paychecks. 
 
711.  CONTACT NUMBERS 
 
Visiting lecturers and graduate teaching assistants must furnish their home and work telephone numbers to their 
department head and to the Dean’s Office. 
 
The campus emergency number is 111.  NOTE:  This is NOT the downtown emergency number 911. 
 
712.  OFF­CAMPUS TRAVEL 
 
Part time faculty are required to utilize personal transportation for all travel. 
 
713.  COLLECTION OF STUDENT FEES/FUNDS 
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Visiting lecturers must not collect funds from students for registration, books, or other fees. 
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Academic  
 Courses, minimum length 89 

Freedom, 6 
Integrity, 81 
Program Review, 95 
Ranks, standards for, 25 
Renewal, 89 
Services, 101 
Tenure, 30 

Accreditation, by COC/SACS, 72 
Advanced placement, 89 
Alcohol/substance abuse policy, 8 
Alumni Association, 103 
Appeals, grade, 88 
Appointments, 104 
Attendance policy for students, 79 
Benefits, 69 
Bookstore, university, 98 
Budget preparation, 108 
Clinical Faculty, standards, 26 
Code of Ethics, 16 
Commencement regalia, 96 
Compensation, monetary or non-monetary, 17 
Competition (Unreasonable from 

College/University), 12 
Complaints, Policy for Review, 6 
Computer software, use of, 13 
Concerts, lectures, exhibitions, 104 
Conduct, student policy, 15 
Conflict of Interest, 53 
Contracts, between employees and 

University, 11 
Copyright policy, 13 
Core Values, 5 
Credit Union, McNeese Federal, 105 
Curricula revisions, 93 
Deans, Department Heads,  

function and expectation of, 37 
Disaster preparedness, 15 
Discrimination, 6 
Diversity Awareness policy, 8 
Drug-Free Workplace Act, 8 
Emeritus, Faculty, 35 
Endowed Chairs, 60 
Endowed Professorships, 58 
English Proficiency Requirement, 29 
Enrollment, of faculty or dependents, 71 
Equipment and Facilities, use of, 14 
Evaluations of employees, 39 
 Administrative, 39 

Faculty evaluation, 40, 73 
Annual Performance Review, 40 
Unsatisfactory reviews, 43 
Non-Classified Staff, 40 
Visiting Lecturers, 27 

Examinations, 87 
Executive Staff, 109 
Faculty  
 Absence from class, 79 

Appointments, 104 
Control of classes, 81 

 Office hours, 96 
 Responsibilities, 36 
 Senate, 96 

Workload, 36 
FERPA, 80 
Fee Exemption  

Senior citizens, 71 
Staff/dependents, 71 

Foundation, 109 
Fundraising policy, 21 
Gifts, acceptance of, 17 
Grade appeal, 88 
Grading systems, 83 
Graduate assistantship policies, 90 
Graduate Faculty, membership, 28 
Grants, policy for external, 105 
Grievance Policy, 44 
Health services (infirmary), 105 
Hiring 

Committees, 24 
Committees, for deans 

 or vice presidents, 44 
Process, 24 

Homepage, McNeese, 20 
Housing policy, employee, 21 
Human research policy, 11 
Institutional  

Goals, 5 
Policies, 18 

Instructor, minimum standards, 25 
Intellectual Property, 16 
Internet Use Policy, 19 
Investigation of Personnel, 51 
Job descriptions, 55 
Lab Instructor, credentialing, 92 
Leave policy, 60 
Letters of reference, 94 
Library, Lether Frazar Memorial, 98 
Licensing, collegiate, 21 
Maintenance, 101 
MasterCard program, 13 
McNeese Assessment Team (MAT), 94, 112 
Misconduct, 10,  44 
Nepotism, 22 
New programs, 93 
Non-discrimination policy, 6 
Office hours, policy, 96 
Open  

Flames/Candles, 18 
Meetings Policy, 17 
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Outside employment/consulting, 51 
Outstanding Advisor Award, 103 
Overpayment, 74 
Overtime policy, 72 
Part-time faculty, 26 
Patents, 57 
Personal Identification Numbers, 76 
Personnel Files, 54 

Investigations, 50 
Petty cash, 106 
Post office, 100 
Pre-employment application, 71 
Print shop, 100 
Printed materials, placement of, 20 
Professorships, 58 
Program coordinators, function and 

expectation of, 37 
Promotions, 32 
Property Control, office, 102 
Public Forum Policy, 18 
Public Information and 

Communications, office of, 100 
Public Office, seeking and holding, 12 
Publications, faculty and student, 101 
Purchase orders, 107 
Quality points, and average 83 
Recommendations, of candidates for 

positions, 24 
Records, confidentiality of, 79 
Reorganizations, policy, 8 
Research Services and Sponsored 

Programs, office of,   104 
Responsibilities of academic staff,   36 
Retirement benefits, 69 

Rosters, class, 79 
Royalties, shared by university, 16 
Safety plan and policies, 14 
Salary, policies, 55 
Scientific misconduct, 10 
Season tickets, for faculty/staff,   20 
Sexual assault policy, 8 
State equipment/facilities, use of, 14 
Student  

Conduct and Appeal, 15 
Employment, 70 

 Union Building, 103 
Study day, 92 
Summer  

Employment, 43 
Salary, 56 
School policy, 57 

Syllabi requirements, 84 
Teaching loads, 35 
Tenure, 29 
Termination of service, 106 
Textbook/course materials policy, 97 
Tobacco Use Policy, 16 
Training, 8 
Travel expenses, 108 
University Instruction, travel for 82 
Violence-free policy, 8 
Visiting Instructor handbook supplement, 116 
Visiting Lecturers, 26 
Weapons policy, 8 
Web policy, 13 
Web-based/internet, course policy, 77 
Workloads, 35 

 
 
Note: Listing of Standing Committees and Councils begins on page 109.  
 
 
 
 




