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FOREWARD


The STUDENT HANDBOOK is a means of facilitating communication among the members of the university community. The materials for this 
university handbook have been created and developed over a period of more than seventy years by students, faculty and staff members, various 
university organizations, and committees. 


The STUDENT HANDBOOK should serve as a source of necessary and useful information that will help the student understand his privileges, 
rights, and responsibilities pertaining to Student Affairs. It is expected to contribute significantly to the continued high level of cooperative and 
constructive relationships between students and the various departments of the university. Such relationships help develop positive responsible 
leadership and citizenship, deepened loyalty, and heightened morale. 


Tennessee State University is proud to provide students with many opportunities to attend and participate in lecture series, theatrical events, 
parades, intercollegiate sports and a broad variety of educational and recreational activities. All students who attend university events, includ-
ing but not limited to sporting events, commencement, convocation, concerts, debates, lecture series, and other events, or who participate in 
university activities as an attendee, participant, or team member may be recorded, photographed or videotaped. By participating in or attending 
events, students give the university permission to use their image, likeness, and voice to publish the same in any form of publication, including 
but not limited to print, electronic, video or Internet. Such materials may be used for educational or commercial purposes without payment from 
Tennessee State University. 


“THINK, WORK, SERVE”


As a land-grant institution, Tennessee State University has as its mandate instruction, research and public service. The university contributes 
to the advancement of all who seek its services and can profit from its broad educational programs. Tennessee State University stimulates its 
students and the citizens of Tennessee to reach their full potential through respect for inquiry and appreciation of their cultural traditions, imbues 
them with the desire to develop basic knowledge and skills that will enable them to succeed in an ever changing world, develops the leadership 
needed for the advancement of knowledge, and applies that knowledge toward the improvement of the quality of life for the citizens of our state 
and nation. The objectives of Tennessee State University are represented in the university’s motto: “Think, Work, Serve.”   


TRADITIONS AND TRADITIONAL EVENTS


Loyalty develops around traditions, and yet traditions are an expression of loyalty. Which comes first—which begets which—is inconsequential. 
It is sufficient to recognize the interplay or interrelationship.  


While some traditions fade away, others come into being.  Each generation of students has the privilege and obligation of preserving or not 
preserving and of adding to traditions according to their interpretations of what is significant and what is essential to the heritage. It is with pride 
that the following traditions and traditional events are here set forth. 


Traditions. 


The university colors, adopted many years ago by the students: reflex blue and white.  


The seal of the university is one of its most cherished traditions. It is affixed to diplomas and other documents. It is displayed in a place of honor 
at the entrance to the Harold M. Love Learning Resource Center, bearing ensigns representing our dedication to growth, construction and learn-
ing with a hand holding a light above all and the motto “Think, Work, Serve.” It deserves respect at all times and is not to be walked upon.   


The university’s logo combines a script acronym and cupola which proclaims the traditional and future elements in the school’s heritage. 


The university’s charge, “Enter to Learn, Go Forth to Serve,” is inscribed over the proscenium arch of the Walter S. Davis Humanities Building.


It is a memorable and respected tradition of the alumni association to induct the candidates for degrees into the association during the com-
mencement ceremonies.  


Other traditional events are: Opening Convocations, Inauguration of the Student Government Association President and Vice President; Miss TSU 
and Mr. TSU Coronation; Greek Show; Homecoming Week; John Merritt Classic; Christmas Tree Lighting Ceremony; Student Elections Week; Dr. 
Martin Luther King, Jr.  Convocation; Commencement Exercises; Founders’ Day and Academic Awards Day.  


HISTORICAL STATEMENT


The present-day Tennessee State University exists as a result of the merger on July 1, 1979, of the former Tennessee State University and the 
University of Tennessee at Nashville.
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Through successive stages, Tennessee State University has developed from a normal school for Negroes to its current status. 


By virtue of a 1909 Act of the General Assembly, the Agricultural and Industrial State Normal School was created, along with two other normal 
schools in the State, and began serving students on June 19, 1912. In 1922, the institution was raised to the status of four-year teachers’ college 
and was empowered to grant the bachelor’s degree.


The first degrees were granted in June, 1924. During the same year, the institution became known as the Agricultural and Industrial State Normal 
College; and in 1927, “Normal” was dropped from the name of the College.


The General Assembly of 1941 authorized the State Board of Education to upgrade substantially the educational program of the College, which 
included the establishment of graduate studies leading to the master’s degree. Graduate curricula were first offered in several branches of 
teacher education. The first master’s degree was awarded by the College in June 1944. 


Accreditation of the institution by the Southern Association of Colleges and Schools was first obtained in 1946.  


In August, 1951, the institution was granted university status by approval of the State Board of Education. The reorganization of the institution’s 
educational program included the establishment of the Graduate School, the School of Arts and Sciences, the School of Education, and the 
School of Engineering. Provisions were also made for the later addition of other schools in agriculture, business, and home economics, respec-
tively. 


The University was elevated to a full-fledged land-grant university by the State Board of Education in August, 1958. The Land-Grant University 
program, as approved by the State Board of Education, included: the School of Agriculture and Home Economics, the Graduate School, the 
Division of Business, the Division of Extension and Continuing Education, and the Department of Aerospace Studies.  A School of Allied Health 
Professions and a School of Business were created in 1974. Also, the School of Nursing was established in 1979. 


On July 1, 1979, the former University of Tennessee at Nashville was merged with Tennessee State University as a result of a court order. Begun 
initially in 1947 as an extension center of the University of Tennessee, which is based in Knoxville, the University of Tennessee at Nashville of-
fered only one year of extension credit until 1960, when it was empowered by the Board of Trustees of the University of Tennessee to offer two 
years of resident credit. Authorization was granted to extend this to three years of resident credit in 1963, even though degrees were awarded by 
the Knoxville unit. 


To more fully realize its commitment as a full-function evening university, the Center at Nashville became a full-fledged, four-year, degree-grant-
ing institution in 1971, upon successfully meeting the requirements for accreditation of the Southern Association of Colleges and Schools. During 
the same year, the General Assembly scanctioned the institution as a bona fide campus of the University of Tennessee, and the new university 
occupied its quarters in the building at the corner of Tenth and Charlotte Avenues. 


It was the erection of the above-mentioned building that gave rise to a decade-long litigation to “dismantle the dual system” of higher education 
in Tennessee. The litigation, culminating with the merger of both institutions, resulted in an expanded mission of the present- day Tennessee 
State University as a Tennessee Board of Regents Institution.


JOINT STATEMENT ON RIGHTS AND FREEDOMS OF STUDENTS 


In June 1967, a joint committee comprised of representatives from the American Association of University Professors, U.S. National Student 
Association, Association of American Colleges, National Association of Student Personnel Administrators, and the National Association of Women 
Deans and Counselors met in Washington, DC., and drafted in part of the Joint Statement of Rights and Freedoms of Students published below. 


Since its formulation, the Joint Statement has been endorsed by each of its five national sponsors, as well as a number of other professional 
bodies. The Association’s Council approved the statement in October 1967 and the 54th annual meeting endorsed it as association policy. While 
Tennessee State University endorses this statement, nothing in its content should be interpreted or construed to supersede existing policies or 
procedures. 


PREAMBLE


Academic institutions exist for the transmission of knowledge, the pursuit of truth, the development of students, and the general well- being 
attainment of society. Free inquiry and free expression are indispensable to the attainment of these goals. As members of the academic com-
munity, students should be encouraged to develop the capacity for critical judgment and to engage in a sustained and independent search for 
truth. Institutional procedures for achieving these purposes may vary from campus to campus, but the minimal standards of academic freedom 
of students outlined below are essential to any community of scholars. 


Freedom to teach and freedom to learn are inseparable tenets of academic freedom. The freedom to learn depends upon appropriate opportuni-
ties and conditions in the classroom on the campus and in the larger community. Students should exercise their freedom responsibly.  


The responsibility to secure and to respect general conditions conducive to the freedom to learn is shared by all members of the academic com-
munity. Each college and university has a duty to develop policies and procedures which provide and safeguard this freedom. Such policies and 
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procedures should be developed at each institution within the framework of general standards and with the broadest possible participation of the 
members of the academic community. The purpose of this statement is to enumerate the essential provisions for student freedom to learn. 


I. FREEDOM OF ACCESS TO HIGHER EDUCATION  


The admission policies of each college and university are a matter of institutional choice—provided that each college or university makes 
clear the characteristics and expectations of students that it considers relevant to success in the institution’s program. While church-related 
institutions may give admission preference to students of their own persuasion, such preference should be clearly and publicly stated. Under no 
circumstances should a student be barred from admission to a particular institution on the basis of race. Thus, within the limits of its facilities, 
each college and university should be open to all students who are qualified according to its admission standards. The facilities and services of a 
college should be open to all of its enrolled students, and institutions should use their influence to secure equal access for all students to public 
facilities in the local community.   


II. IN THE CLASSROOM 


A. PROTECTION OF FREEDOM OF EXPRESSION  


Students should be free to take reasoned exception to the data or views offered in any course of study and to reserve judgment about matters of 
opinion, but they are responsible for learning the content of any course of study in which they are enrolled.  


B.  PROTECTION AGAINST IMPROPER EVALUATION  


Students should have protection through orderly procedures against prejudiced or capricious academic evaluation. At the same time, they are 
responsible for maintaining standards of academic performance established for each course in which they are enrolled.  


C.  PROTECTION AGAINST IMPROPER DISCLOSURE  


Information about student views, beliefs, and political associations which professors acquire in the course of their work as instructors, advisors, 
and counselors should be considered confidential. Protection against improper disclosure is a serious professional obligation. Judgments of abil-
ity and character may be provided under appropriate circumstances, normally with the knowledge or consent of the student.  
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STATEMENT OF POLICY REGARDING THE COLLECTION,


RETENTION AND DISSEMINATION OF INFORMATION ABOUT STUDENTS


I. INTRODUCTION  


In compliance with state and federal law for protection of the rights and privacy of students, a statement of policy has been established at Ten-
nessee State University.  


II. PRINCIPLES  


In order to provide for and protect the privacy of its students, Tennessee State University will collect, retain, and disseminate such information 
according to the following principles:  


1. Students will have access to information about themselves and its use in university records.  


2. Procedures will be established for a student to challenge and correct or amend an inaccurate record.  


3. The university shall ensure that a student’s educational record is not improperly disclosed or used for other than authorized purposes.  


4. The university shall ensure that the content of a student’s educational record is not disclosed without the student’s consent, except 
as is otherwise allowed by law.  


5. University personnel who are custodians of data files containing information about students shall take reasonable precautions to 
ensure that the data are reliable and not misused.  


6. Policy and procedures concerning the collection, retention, and dissemination of student information will be in compliance with state 
and federal laws.  


The president of the university shall promulgate necessary administrative regulations to implement this policy statement. 


III. CLASSIFICATION AND COLLECTION OF STUDENT EDUCATIONAL RECORDS  


A. A student is defined as a person who is registered for a credit course or courses or a non-credit course or program at the institution, 
including any such person during any period which follows the end of an academic period which the student has completed until the 
last day for registration for the next succeeding regular academic period. 


B. Educational records are defined as those records, files, documents and other materials which contain information directly related to 
a student and are maintained by a school, department, office or other university organizational subdivision or by a person acting for 
the university or any of its subdivisions. The term “educational record” does include:  


1. The official academic record is composed of documents in computer data files maintained by the office of admissions 
and records. The dean/director of admissions and records, responsible to the Vice President for Academic Affairs/Execu-
tive Vice President, is the official custodian of these records and is the person or designee who accesses these records.    


2. Academic advising records, which are the materials maintained in the school and academic departments for use in 
advising the student relative to his/her program of study and/or preparing the recommendations for state certification. 
The student’s advisor, responsible to the departmental head, dean of the school, and Vice President for Academic Affairs/
Executive Vice President, is the official custodian of these records.  


3. Discipline records and preliminary notifications, proceedings, results, and actions taken as a result of student faculty 
advisory committee hearings that are maintained in the office of Judicial Affairs. The Dean of Students and/or Chief 
Judicial Officer is responsible to the Associate Vice President for Student Affairs. They are the official custodians of these 
confidential records.  


4. Student financial aid records are maintained in the Office of Financial Aid. The Director of Financial Aid, responsible to 
the Vice President for Enrollment Management, is the official custodian of these records. The student promissory notes 
are maintained by the Department of Education and are not maintained in the Financial Aid Office. 


5. Career counseling, placement, and cooperative education records including applications, résumés, letters of reference, 
faculty recommendations, and related information are maintained in the Career Development Center.  


6. Counseling Center records including test scores, tutorials, academic, and vocational counseling summaries, are main-
tained in the University Counseling Center. The Director of the center is responsible to the Associate Vice President for 
Student Affairs. The Director and the Associate Vice President are the official custodians of these records.  
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7. Testing Center comprehensive testing services, which are offered to TSU students, staff and faculty, and to the general 
public. The testing staff administers and scores a wide range of standardized tests related to counseling, advanced 
placement, undergraduate and graduate admissions, proficiency testing, high school equivalency examination, college 
credit by examination, and collects ACT Assessment Student Profile Reports. The Director of the Testing Center is 
responsible to the Vice President for Enrollment Management.  


C.  The term “educational record” does not include. 


1. Records that are created or maintained by a physician, psychiatrist, psychologist, professional counselor, or other 
recognized professional or para-professional acting in his/her professional or para-professional capacity or assisting in 
that capacity and that are created, maintained, or used only in connection with the provision of treatment of the student 
and are not available to anyone other than persons providing such treatment. Such records, however, can be personally 
reviewed by a physician or other appropriate professional of the student’s choice. 


2. Security records which are maintained solely for law enforcement purposes. 


3. Records that are maintained solely in connection with a person’s employment within the university when the individual is 
not in attendance as a student at the university. 


D. Information that Tennessee State University may collect for student educational records through any of its offices, departments, and 
schools directly from the student prior to admission, at the time of enrollment, or at any other time should be viewed as falling 


into one of the following categories.  


1. Directory information which is defined as: “the student’s name, address, telephone listing, date and place of birth, major 
field of study, participation in officially recognized activities and sports, weight and height and member of athletic teams, 
dates of attendance, degree, honors and academic awards received, and the most recent previous educational agency 
or institution attended by the student.”  


2. Personally identifiable data or information which includes the name of a student, or other personal identifier, such as the 
student’s social security number or student number, a list of personal characteristics which would make it possible to 
identify the student with reasonable certainty, or other information which would make it possible to identify the student 
with reasonable certainty.  


IV. POLICY CONCERNING STUDENT ACCESS TO EDUCATIONAL RECORDS 


A. Students may have access to their own educational records and be allowed to see the  


original record. Students may obtain copies of that record at a reasonable cost. All information in the educational records may be 
reviewed by the student except for:  


1. financial records of the student’s parents.  


2. confidential recommendations concerning admissions, employment, or honors which were placed in the educational 
record of a student prior to January 1, 1975, if the student has waived the right to inspect and review these letters and 
statements, and these letters and statements are related to the student’s admission to an educational institution, ap-
plication for employment, or receipt of an honor or honorary recognition.  


3. confidential letters and statements of recommendations placed in the student’s educational record after January 1, 
1975, if the student has waived the right to inspect and review these letters and statements are related to the student’s 
admission to an educational institution, application for employment, or receipt of an honor or honorary program. 


4. any information in the student’s educational record which pertains to another student.   


B. A student may waive the right to access to documents described in Section A (3); however, the student upon request will be given 
the names of persons making confidential recommendations. Such waivers may not be required as a condition for admission to, 
receipt of financial aid from, or receipt of any other services or benefits from the university.  


C. With the exception of Tennessee State University and Tennessee Board of Regents officials and staff who have been determined by the 
university to have legitimate educational interests, all individuals and agencies who have requested or obtained access to a student’s 
records (other than directory information) will be noted in the record which is kept with each student’s educational record. This record 
will also indicate specifically the legitimate interest that the person, agency, or organization had in obtaining the information. 


D. A request must be in writing stating the purpose of the request, the specific documents to be reviewed, and the name of the persons 
making the request. 
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E. An applicant who does not enroll or who is declared ineligible has no inherent right to inspect his/her file. 


V. CHALLENGES TO THE CONTENT OF RECORDS


A. If after reviewing his/her individual records, a student wishes to challenge a perceived inaccuracy, misleading statement, or other 
perceived violation of his/her privacy or other rights, the following procedures are available: 


1. The student shall be provided an opportunity for correction or deletion of any such inaccurate, misleading, or otherwise 
inappropriate data and to insert into such records a written explanation. A student may challenge a grade only on the 
grounds that it was inaccurately recorded upon the transcript. 


2. When the student complains that the information is inaccurate, misleading, or otherwise a violation of the student’s 
rights, the official custodian of the records may advise the student of the necessary steps to resolve the problem. 


3. On the request of either the official custodian of the records or the individual student, a hearing shall be conducted to 
resolve the problem. 


4. The Dean of Students and/or Chief Judicial Officer serves as the hearing officer. Should the hearing officer have a direct 
interest in the outcome of the hearing, the  Associate Vice President for Student Affairs may designate a person to serve 
as hearing officer.  


a. The hearing shall be conducted and decided within a reasonable period of time following the request for 
hearing. The student shall be given reasonable notice of the date, place, and time of the hearing. 


b. The student shall be afforded a full and fair opportunity to present evidence relevant to the issues raised and 
be assisted by an individual. 


c. The decision of the hearing officers shall be in writing to the student, and inserted into his/her file within 
a reasonable period of time after the conclusion of the hearing. The decision of the hearing shall be based 
solely upon the evidence and shall contain reasons for the decision. 


d. If the decision is adverse to the student, the student shall have the right to place a statement in the records 
commenting upon the information challenged and/or setting forth reasons for disagreeing with the decision.     


VI. POLICY ON STUDENT COMPLAINTS   


Tennessee State University is committed to a policy of fair treatment of its students in their relationships with fellow students, faculty, staff and 
administrators. Students are encouraged to seek an informal resolution of the matter directly with the faculty or individual(s) involved when pos-
sible. For matters where a resolution is not feasible, a Student Complaint form can be completed and filed with the Associate Vice President for 
Student Affairs Office located in Suite 308 of the Floyd/Payne Campus Center.  


�¾ Students may obtain a compliant form from the Office of the Associate Vice President of Student Affairs, Office of Academic Affairs, 
Office of Student Conduct and Mediation Services, the Office of Residence Life and Housing, all residence halls/apartments, on the 
One Stop Shop located on the Avon Williams Campus. This form is also available online at www.tnstate.edu/campus_life/complaint.
aspx. Complaints forms for Academic Affairs may be retrieved at http://www.tnstate.edu/academic_affairs/Information.aspx.  


�¾ A completed form is filed in the Office of the Associate Vice President for Student Affairs. The complaint is logged, assigned a num-
ber, and forwarded to the Vice President of the area responsible for obtaining a response to the complaint which is forwarded by the 
student. Action response dates by responsible parties are recorded and the name of specific responding staff member is noted on 
the form. A few examples of student complaints are attached. 


Filing Complaints 


The students obtain a copy of the Student Complaint Form from the Division of Student Affairs offices and the Tennessee State University website 
at www.tnstate.edu/campus_life/complaint.aspx. The complaint form is completed and hand delivered or emailed to the Associate Vice President 
for Student Affairs by the student. Upon receipt of the complaint, the form is reviewed and forwarded to the appropriate office based on the 
subject matter.  


Example 1: if the complaint is against a student for violation of the code of conduct, the complaint is forwarded to the Office of Student Conduct 
and Mediation Services. 


Example 2: if the complaint alleges discrimination based on race, color, gender, sexual orientation, gender identity, religion, national origin, age, 
disability, or veteran’s status the complaint is forwarded to the Director of the Office of Equity and Inclusion.  
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Example 3: If the subject matter is a residential hall complaint, the complaint is forwarded to the Director of Residence Life and Housing.  


Example 4: If the subject matter is an academic complaint, the complaint is forwarded to the Provost. 


Upon resolution, the complaint form is returned to the Office of the Vice President for Student Affairs who forwards the decision to the student. 


Students or prospective students who wish to file a complaint related to accreditation or regarding violations of state law not resolved at the 
institution may submit a Student Complaint Form to the Tennessee Board of Regents at 1415 Murfreesboro Road, Suite 340, Nashville Tennessee 
37217, or by going online and filling out the form electronically at http://www.tbr.edu/contact/StudentComplaintForm.aspx. Under Tennessee’s 
open records law, all or parts of complaints will generally be available for review upon request from a member of the public. Complaints regard-
ing accreditation can also be made by contacting the Commission of Colleges of the Southern Association of Colleges and Schools, 1866 South 
Lane, Decatur Georgia 3033 (www.sacs.org).   


Complaints of fraud, waste or abuse may be made by email at reportfraud@tbr.edu or by calling the Tennessee Comptroller’s Hotline for Fraud, 
Waste and Abuse at 1-800-232-5454.   


VII. RELEASE OF INFORMATION  


A. Educational records and personally identifiable information obtained from those  


records may be disclosed without the student’s consent to school officials with legitimate educational interests. A school official is a 
person employed by the university in an administrative, supervisory, academic, research, or staff position (including law enforce-
ment unit personnel and health staff); a person or company with whom the university has contracted (such as an attorney, auditor, or 
collection agent); a person serving on the Tennessee Board of Regents; or a student serving on an official committee, such as a dis-
ciplinary or grievance committee, or assisting another school official in performing his or her tasks. A school official has a legitimate 
educational interest if the official needs to review an educational record in order to fulfill institutional duties. 


B. Tennessee State University shall not permit access to, or the release of, any information in the educational records of any student 
that is personally identifiable, other than directory information, without written consent of the student to any party other than the 
following: 


1. Appropriate person in connection with the student’s application for, or receipt of, financial aid. 


2. Federal or state officials as defined in federal regulations codified in 34CFR. 


3. State or local officials authorized by state statute.  


4. Organizations conducting studies for or on behalf of Tennessee State University concerning the development, validation, 
or administration of predictive tests, the administration of student and program; or, the improvement of instruction when 
such information will be used only by such organizations and subsequently destroyed when no longer needed for the 
intended purpose. 


5. Accrediting organizations to carry out their function. 


6. Parents of a dependent student as defined in Section 152 of the Internal Revenue Code of 1954. 


7. An individual executing a judicial order or subpoena. 


8. Appropriate persons in connection with an emergency and such knowledge is necessary to protect the health or safety 
of a student or other persons. 


8







TITLE IX/ VAWA NOTIFICATION


GENDER DISCRIMINATION, SEXUAL HARASSMENT & SEXUAL ASSUALT 
DOMESTIC/DATING VIOLENCE AND STALKING.


Title IX of the Education Amendments of 1972 prohibits discrimination based on gender in education programs and activities that receive federal 
financial assistance. Examples of the types of discrimination that are prohibited under Title IX include gender discrimination, sexual harassment, 
sexual assault, discrimination based on pregnancy and the failure to provide equal opportunity in athletics. 


The Violence Against Women Act also provides protection against acts of domestic violence, dating violence and stalking. 


COMPLAINTS OF VIOLATIONS INVOLVING SEXUAL  
HARRASSMENT, SEXUAL VIOLENCE, STALKING,  
DOMESTIC/DATING VIOLENCE AGAINST A STUDENT  
BY A TSU EMPLOYEE, MAY BE DIRECTED TO TSU’S  
TITLE IX COORDINATOR AT: 


Office of Equity and Inclusion
Title IX Coordinator
3500 John A. Merritt Blvd. 
Ned McWherter Administration Bldg., Ste. 260 
Nashville, TN 37209 
(615) 963-7435 
www.tnstate.edu/eeoaa/titleix  


FOR COMPLAINTS INVOLVING STUDENT ON  
STUDENT SEXUAL HARRASSMENT, SEXUAL  
VIOLENCE, STALKING, OR DOMESTIC/DATING VIOLENCE: 


Student Conduct and Judicial Services
Title IX Deputy Coordinator
3500 John A. Merritt Blvd. 
Floyd Payne Campus Center, Room 308 
Nashville, TN 37209 
(615) 963-4891 
www.tnstate.edu/mediation


FOR COMPLAINTS OF GENDER EQUITY  
IN ATHLETICS:


Valencia Jordan (Deputy Coordinator) 
Associate Athletics Director/Senior Women’s Administrator 
Gentry Complex, Room 318 
3500 John Merritt Blvd. 
Nashville, TN 37209 
www.tsutigers.com/  


REPORTS OF SEXUAL ASSAULT/VIOLENCE  
MAY ALSO BE REPORTED TO: 


Tennessee State University Police Department 
3500 John Merritt Blvd. 
Queen Washington Bldg., 2nd Floor 
Nashville, TN 37209 
(615) 963-5171 (non-emergency); 911 for emergencies 
www.tnstate.edu/police/  


Confidential services are also available in the TSU Counseling Center for individuals seeking assistance with sexual assault, domestic/dating 
violence, stalking, personal decision-making, intra/interpersonal relationships, social relations, and crisis issues. The Counseling Center may be 
contacted at the address or phone number below: 


Main Campus 
Basement, Wilson Hall
615-963-5611 
www.tnstate.edu/counseling/ 


 Additional resources for students, faculty or staff experiencing sexual harassment, sexual violence, stalking or domestic/dating violence can be 
found at: http://www.tnstate.edu/eeoaa/titleix.aspx 
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NON-DISCRIMINATION & AFFIRMATIVE ACTION STATEMENT


Tennessee State University does not discriminate against students, employees, or applicants for admission or employment on the basis of race, 
color, religion, creed, national origin, sex, sexual orientation, gender identity/expression, disability, age, status as a protected veteran, genetic in-
formation, or any other legally protected class with respect to all employment, programs and activities sponsored by Tennessee State University. 
The following person has been designated to handle inquiries regarding non-discrimination policies: Tiffany Cox, Director, Office of Equity and 
Inclusion, tcox9@tnstate.edu, or Justin Harris, Assistant Director, Office of Equity and Inclusion, jharri11@tnstate.edu, 3500 John Merritt Blvd., 
McWherter Administration Building, Suite 260, Nashville, TN 37209, 615-963-7435. The Tennessee State University policy on nondiscrimination 
can be found at www.tnstate.edu/nondiscrimination. 


TITLE VI OF THE CIVIL RIGHTS ACT OF 1964


Title VI of the Civil Rights Act of 1964 prohibits discrimination based on race, color, or national origin in programs or activities receiving federal 
financial assistance. Examples of the types of discrimination prohibited by Title VI include racial harassment, school segregation, and denial of 
language services to students who are limited in their English. To file an employment discrimination/harassment complaint or a Title VI discrimi-
nation/harassment complaint please contact: 


Tiffany Cox, Director
Justin Harris, Assistant Director
Office of Equity and Inclusion 
3500 John A. Merritt Blvd. 
Ned McWherter Administration Bldg., Ste. 260 
Nashville, TN 37209 
(615) 963-7435 (office) 
(615) 963-7463 (fax) 
www.tnstate.edu/eeoaa/   
 
Complaints of discrimination based on race, national origin, gender and disability may also be filed  
with the U.S. Department of Education Office for Civil Rights (OCR) at: 


Lyndon Baines Johnson Department of Education Bldg. 
400 Maryland Avenue, SW 
Washington, DC 20202-1100 
800-421-3481 
http://www2.ed/gov/about/offices/list/ocr  
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CODE OF STUDENT CONDUCT


GENERAL REGULATIONS ON STUDENT CONDUCT AND DISCIPLINARY SANCTIONS  


Part 1 Institution Policy Statement   
1. College and university students are citizens of the state, local, and national governments and of the academic community and are, 


therefore, expected to conduct themselves as law-abiding members of each community at all times. Admission to an institution of 
higher education carries with it special privileges and imposes special responsibilities apart from those rights and duties enjoyed 
by non- students. In recognition of the special relationship that exists between the institution and the academic community which 
it seeks to serve, the Tennessee Board of Regents has authorized the Presidents of the institutions and Directors of the technology 
center under its jurisdiction to take such action as may be necessary to maintain campus conditions and preserve the integrity of the 
institution and its educational environment. 


2. Pursuant to this authorization and in fulfillment of its duty to provide a secure and stimulating atmosphere in which individual and 
academic pursuits may flourish, Tennessee State University (“TSU,”  “the university” or the “institution”) has developed the following 
policy which is intended to govern student conduct on the campuses under its jurisdiction.  


3. For the purpose of this policy, a “student” shall mean any person who is admitted and/or registered for study at TSU for any aca-
demic period. This shall include any period of time following admission and/or registration, but preceding the start of classes for any 
academic period.   It will also include any period which follows the end of an academic period through the last day for registration for 
the succeeding academic period, and during any period while the student is under suspension from the institution.  Finally, “student” 
shall also include any person subject to a period of suspension or removal from campus as a sanction which results from a finding of 
a violation of the policy governing student conduct.  Students are responsible for compliance with Institutional policy at all times. 


4. Disciplinary action may be taken against a student for violations of this policy which occur on institutionally owned, leased or 
otherwise controlled property, while participating in international or distance learning programs, and off campus, when the conduct 
impairs, interferes with, or obstructs any institutional activity of the mission, processes, and functions of the institution If a student’s 
violation of applicable laws or ordinances adversely effects the University’s pursuit of its educational objectives, it may enforce its 
policies, including this policy, regardless of any proceedings instituted by other civil or criminal authorities. Conversely, violation of 
any section of this policy may subject a student to disciplinary measures by the University whether or not such conduct is simultane-
ously in violation of state, local or national laws. 


5. This policy, and related material incorporated herein by reference, is applicable to student organizations as well as individual 
students.  Student organizations are subject to discipline for the conduct and actions of individual members of the organization while 
acting in their capacity as members of, or while attending or participating in any activity of, the organization. 


6. Confidentiality of Discipline Process.  Subject to the exceptions provided pursuant to the Family Educational Rights and Privacy Act 
of 1974 (FERPA), 20 U.S.C. 1232g and/or the Tennessee Open Records Act, T.C.A. § 10-7-504(a) (4), a student’s disciplinary files are 
considered “educational records” and are confidential within the meaning of those Acts. 


This policy is promulgated pursuant to, and in compliance with, TBR Rule 0240-02-03-.01, Institution Policy Statement.  To the extent that a 
conflict exists between this policy and TBR rule, policy and/or applicable law(s), the TBR rule, policy and/or law will control.  History – Adopted by 
TBR: 12/8/11.  Effective: 1/29/12. 


Jurisdiction/Application 
The University reserves the right to take necessary and appropriate action to protect the safety and well-being of persons, property or the cam-
pus community. Such action may include taking disciplinary action against those student whose behavior on or off campus premises indicates 
that they pose a substantial danger to others.


UNIVERSITY GENERAL STATEMENT ON DRUGS AND ALCOHOL 
The unlawful use, possession, distribution, sale or manufacture of controlled substances or alcoholic beverages, including the improper use of 
prescription medicines by TSU students, is strictly prohibited. Any student found in violation of this policy will be subject to disciplinary action. 


Drug Policy
Tennessee State University does not condone the misuse or abuse of drugs or controlled substances. Although the Student Conduct Administrator 
will determine on a case-by-case basis the nature of the sanctions against students who violate this policy, specific sanctions may include, but 
are not limited to: 
1. Disciplinary probation for first-time violators of the policy (includes possession or consumption). 
2.  Suspension from the College for first-time violators of the policy on possession, distribution, sale or manufacture of illegal drugs. 
3. Expulsion from the College for second-time violators of the policy on possession, distribution, sale or manufacture of illegal drugs. 


Alcoholic Beverage Policy 
The University does not condone the misuse or abuse of alcoholic beverages. Members of the University community are held accountable for 
their decisions regarding their use of alcohol, as well as behavior that occurs as a result of alcohol use. For students who violate this policy, 
specific sanctions may include, but are not limited to, the following: 
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1. Disciplinary probation for first-time violators of the policy (includes possession or consumption). 
2. Suspension from the College for second-time violators of the policy (includes possession or consumption). 
3. Expulsion from the College for third-time violators of the policy (includes possession or consumption). 


Part 2: Disciplinary Offenses 
1. Generally, through appropriate due process procedures, the University’s disciplinary measures shall be imposed for conduct which 


adversely affects the institution’s pursuit of its educational objective, that violates or shows a disregard for the rights of other mem-
bers of the academic community, or which endangers property or persons on institution or institutional-controlled property. 


2.  Students and student organizations and its members while acting in their capacity as members of, or while attending or participat-
ing in any activity of the organization shall be subject to all rules and policy of the University and Tennessee Board of Regents. The 
Office of Student Conduct and Mediation Services shall have jurisdiction over all disciplinary matters involving students and student 
organizations when the Student Code of Conduct is implicated. Individual or organizational misconduct that is subject to disciplinary 
sanction shall include, but is not limited to, the following examples: 
a. Conduct dangerous to others -  Any conduct or attempted conduct which constitutes a serious danger to any person’s 


health, safety or personal well-being, including, but not limited to the following:  
1. Physical and/or verbal abuse 
2. Threats and/or intimidation 
3. Harm inflicted on self 


b. Hazing. Hazing, as defined in T.C.A. § 49-7-123(a) (1), means any intentional or reckless act, on or off the property, 
of any higher education institution by an individual acting alone, or with others, which is directed against any other 
person(s) that endangers the mental or physical health or safety of that person(s), or which induces or coerces a 
person(s) to endanger such person(s) mental or physical health or safety. Hazing does not include customary athletic 
events or similar contests or competitions, and is limited to those actions taken and situations created in connection 
with initiation into or affiliation with any organization; 


c. Disorderly conduct – Any individual or group behavior which is abusive, obscene, lewd, indecent, violent, excessively 
noisy, or disorderly or which unreasonably disturbs institutional function, operations, classrooms and other groups or 
individuals. 


d. Obstruction of or interference with institutional activities or facilities – Any intentional interference with or obstruction of 
any institutional activity, program, event, or facilities including the following: 
1. Any unauthorized occupancy of facilities owned or controlled by an institution or blockage of access to or 


from such facilities. 
2. Interference with the right of any institution member or other authorized person to gain access to any insti-


tutional or institutional controlled activity, program, event, or facility sponsored by the institution.  
3. Any obstruction or delay of a campus police officer, fireman, campus security officer, public safety officer, 


EMT or failure to comply with any emergency directive issued by such person in the performance of his or 
her duty or any institutional official in the performance of his/her duty.  


e. Misuse of or damage to property – Any act of misuse, vandalism, malicious or unwarranted damage or destruction, 
defacing, disfiguring, or unauthorized use of property belonging to the institution, including but not limited to fire alarms, 
fire equipment, elevators, telephones, institution keys, library materials or unwarranted destruction, defacing, disfigur-
ing, or unauthorized use of property belonging to the institution or another, including but not limited to fire alarms, fire 
equipment, elevators, telephones, institution keys, library materials, and/or safety devices; and any such act against a 
member of the institution community or a guest of the institution. 


f. Theft, misappropriation, or unauthorized sale of Property – Any act of theft, misappropriation, or unauthorized possession 
or sale of institution property or any such act against a member of the institution community or a guest of the institution.  


g. Misuse of documents or identification cards – Any forgery, alteration of or unauthorized use of institution documents, 
forms, records, or identification cards, including the giving of any false information, or withholding of necessary informa-
tion, in connection with a student’s admission, enrollment, or status in the institution.  


h. Firearms and other dangerous weapons – Any possession of or use of firearms, dangerous weapons of any kind, or 
replica/toy guns, e.g. BB guns, pellet guns, paintball guns, water guns, cap guns, toy knives or other items that simulate 
firearms or dangerous weapons. 


i. Explosives, fireworks, and flammable materials – The unauthorized possession, ignition, or detonation of any object or 
article that causes damaged by fired or other means or property or possession of any substance which could be consid-
ered to be and used as fireworks. 


j.  Alcoholic beverages – The use and/or possession of alcoholic beverages on institution owned or controlled property. 
This offense includes the violation of any local ordinance, state, or federal law concerning alcoholic beverages, on or off 
institution owned or controlled property, where an affiliated group or organization has alcoholic beverages present and 
available for consumption. 


k. Drugs – The unlawful possession or use of any drug or controlled substance (including, but limited to, any stimulant, 
depressant, narcotic or hallucinogenic drug, or marijuana) sale or distribution of any such drug or controlled substance. 
This offense includes the violation of any local ordinance, state, or federal law concerning the unlawful possession or 
use of drugs, on or off institution owned or controlled property. 
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l. Drug paraphernalia – The use or possession of equipment, products or materials that are used or intended for use in 
manufacturing, growing, using or distributing any drug or controlled substance. This offense includes the violation of 
any local ordinance state, or federal law concerning the unlawful possession of drug paraphernalia, on or off institution 
owned or controlled property. 


m. Public intoxication – Appearing on institution owned or controlled property or at an institutional sponsored event while 
under the influence of a controlled substance or of any other intoxicating substance. 


n. Gambling – Unlawful gambling in any form. 
o. Misuse of computers or computing resources and facilities – Misusing and/or abusing campus computer resources 


including, but not limited to the following: 
1. Use of another person’s identification to gain access to institutional computer resources;  
2. Use of institutional computer resources and facilities to violate copyright laws, including, but not limited to, the 


act of unauthorized distribution of copyrighted materials using institutional information technology systems;  
3. Unauthorized access to a computer or network file, including but not limited to, altering, using, and reading, 


copying, or deleting the file; 
4. Unauthorized transfer of a computer or network file;  
5. Use of computing resources and facilities to send abusive or obscene correspondence;   
6. Use of computing resources and facilities in a manner that interferes with normal operation of the institu-


tional computing system, 
7. Use of computing resources and facilities to interfere with the work of another student, faculty member, or 


institutional official;  
8. Violation of any published information technology resources policy; 
9. Unauthorized peer-to-peer file sharing. 


p. Financial irresponsibility – Failure to meet financial responsibilities to the institution promptly including, but not limited 
to, knowingly passing a worthless check or money order in payment to the institution or to a member of the institution 
community acting in an official capacity, or failure to pay outstanding bills. 


q. Unacceptable conduct in disciplinary proceedings – Any conduct at any stage of an institutional disciplinary proceeding 
or investigation that is contemptuous, disrespectful, threatening, or disorderly, including false complaints, testimony or 
other evidence, and attempts to influence the impartiality of a member of a judicial body, verbal or physical harassment 
or intimidation of a judicial board member, complainant, respondent or witness. 


r. Failure to cooperate with university officials – Failure to comply with directions of institutional acting in the performance 
of their duties. 


s. Violation of general rules and policies – Any violation of the general rules and policies of the institution as published in 
an official institutional publication, such as Student Handbook or Residence Life Campus Living Brochure, including the 
intentional failure to respond to any required action or the intentional performance of any prohibited action. 


t. Attempts at and aiding and abetting the commission of offense – Any attempt to commit any of the offenses listed under 
this section or the aiding or abetting of the commission of any of the offenses listed under this section (an attempt to 
commit an offense is defined as the intention to commit the offense coupled with the taking of some action toward its 
commission). Being present during the planning or commission of any offense listed under this section will be consid-
ered as aiding and abetting. Students who anticipate or observe an offense must remove themselves from the situation 
and are required to report the offense to the institution. 


u. Violations of state or federal laws – Any violation of state or federal laws or regulations prescribing conduct or establish-
ing offenses, which laws and regulations are incorporated herein by reference.  


v. Failure to notify – Failure of students certified to receive educational benefits for veterans to notify the Office of Veteran 
Affairs of any changes in their program that will affect their certification status.  


w. Violation of imposed disciplinary sanctions – Intentional or unintentional violation of a disciplinary sanction officially 
imposed by an institution official or a constituted body of the institution. 


x. Discrimination, Harassment or Retaliation – Any act by an individual or group against another person or group in viola-
tion of University or TBR policy, as well as federal and/or state laws prohibiting discrimination, including, but not limited 
to, TBR policy 5:01 :02:00, (F), 5:01:02:00, 2:02:10:01 and TSR Guideline P-080. These matters must be submitted to 
the Office of EO/AA for full investigation. 


y. Sexual Misconduct. An offense including acts of sexual assault, domestic violence, dating violence and/or stalking as 
defined in TBR Policy P-080. All matters involving allegations of sexual misconduct will be governed by the procedures 
set for in the TBR Policy P-080; 


z. Academic Misconduct. Plagiarism, Cheating, Fabrication – For purposes of this section, the following definitions apply. 
1.  Plagiarism. The adoption or reproduction of ideas, words, statements, images or works of another person as 


one’s own proper attribution. 
2. Cheating. Shall mean, but is limited to, using or attempting to use unauthorized materials, information, or 


aids in any academic exercise or test/examination. The term academic exercise includes all forms of work 
submitted for credit hours. 


3. Fabrication. Unauthorized falsification or invention of any information or citation in an academic exercise. 
4. Classroom Misconduct – Disruptive behavior in the classroom. 
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Part 3: Academic and Classroom Misconduct 
1. The instructor has the primary responsibility for control over classroom behavior and maintenance of academic integrity and can 


order the temporary removal or exclusion from the classroom of any student engaged in disruptive conduct or conduct violating the 
general rules and regulations of the institution. Extended or permanent exclusion from the classroom or further disciplinary action 
can be effected only through appropriate procedures established by the institution. 


2. Academic dishonesty may be defined as any act of dishonesty in academic work. This includes, but is not limited to, plagiarism, 
the changing or falsifying of any academic documents or materials, cheating and giving or receiving of unauthorized aid in tests, 
examinations or other assigned work. Students guilty of academic misconduct, either directly or indirectly through participation or 
assistance, are immediately responsible to the instructor of the class. The instructor has the authority to assign an appropriate grade 
for the exercise or examination, proportional to the nature and extent of academic misconduct, including an “F” for the assignment/
test or an “F” in the course. Disciplinary sanction will be imposed only through the appropriate institutional disciplinary process.  


3. Students may appeal a grade assignment associated with a finding of academic misconduct, as distinct from a student disciplinary 
action, through appropriate institutional academic grade appeal procedures. Courses may not be dropped pending the final resolu-
tion of an allegation of academic misconduct. 


4. Disruptive behavior in the classroom may be defined, but is not limited to, behavior that obstructs or disrupts the learning environ-
ment (e.g., repeated outbursts from a student which disrupts the flow of instruction or prevents concentration on the subject taught, 
failure to cooperate in maintaining classroom decorum, the presence of non-enrolled visitors in the classroom, the continued use of 
any electronic or other noise or light emitting device which disturbs or interrupts the concentration of others (e.g., disturbing noises 
from beepers, text messaging, cell phones, palm pilots, laptop computers, games, etc.).   


5. Class attendance and punctuality requirements are established by the faculty through the printed syllabus for each course. Students 
are expected to attend class regularly and on time and are responsible for giving explanations/rationale for absences and lateness 
directly to the faculty member for each course in which they are enrolled. In cases where student absences are the result of emer-
gency circumstances (e.g., death in the family, a student’s serious injury or incapacitating illness), for which student(s) are unable to 
make immediate contact with faculty, the student may contact the Office of the Associate Associate Vice President of Student Affairs, 
the Office of Academic Affairs and the One Stop Center for assistance in providing such immediate notification to faculty. However, 
the student remains responsible for verifying the emergency circumstances to faculty and for discussing arrangements with faculty 
for possible completion of coursework requirements, if feasible. 


Part 4 Disciplinary Sanctions 
1. Upon a determination that a student or student organization has violated any of the rules, policies or disciplinary offenses set forth 


in this Code of Student Conduct, disciplinary sanctions that may be imposed, either singularly or in combination, by the appropriate 
university officials include but are not limited to the sanctions referenced below.   
a. Restitution. A student who has committed an offense against property may be required to reimburse the university or 


other owner for damage to or misappropriation of such property or unreimbursed medical expenses resulting from 
physical injury. Any such payment in restitution shall be defined by the university.     


b. Fine – Fine of not more than $200. This sanction shall apply to violations of the following disciplinary offenses: misuse 
of documents or identification card and failure to cooperate with university officials.  Failure to pay fines may result in 
further disciplinary action. 


c.  Warning – The appropriate university official may notify the student or student organization that continuation or repeti-
tion of specified conduct may be cause for further disciplinary action. 


d. Reprimand – A written or verbal reprimand, or censure, may be given any student or organization whose conduct vio-
lates part of the Code of Conduct. Such a reprimand does not restrict the student in any way, but it does have important 
consequences. It signifies to the student that he or she is in effect being given another chance to conduct himself or 
herself as a proper member of the university community but that any further violation may result in more serious penal-
ties.


e. Apology – A student or student organization may be given the opportunity, under certain circumstances, to apologize to 
an affected party, either verbally or in writing, as an alternative or in addition to the imposition of other disciplinary sanc-
tions, for the behavior related to a disciplinary offense. 


f. Restriction – A restriction upon a student’s or organization’s privileges for a period of time may be imposed. This restric-
tion may include, for example, denial of the right to represent the University in any way, restrictions on university or TBR 
sponsored travel and  events, denial of the use of facilities, parking privileges, or restrictions involving the participation in 
any extra-curricular activities, organizational privileges, athletic events, or on an athletic team. 


g. Referral to the University Counseling Center or appropriate healthcare provider – The student may be referred to the 
university-counseling center or an appropriate health care provider for an evaluation to determine if the student poses 
a threat to the campus community. The TSU Behavior Assessment Team may, in coordination with the Judicial Affairs 
Office or other University officials, issue appropriate directives regarding a student’s continued presence on campus in 
connection with the Referral referenced herein. 


h. Community or Educational Project– A project beneficial to the individual, campus, and/or community may be required. 
The project will be related to the offense the student is guilty of violating. 


i. Assignment of work hours – A specified number of supervised hours of work to be completed on campus may be as-
signed. This work will be commensurate to the offense the student is guilty of violating. 
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j. Probation. Continued enrollment of a student or recognition of a student organization on probation may be dependent 
upon adherence to the Code of Student Conduct. Any student or organization placed on probation will be notified of such 
in writing and will also be notified of the terms and length of the probation. Probation may include restrictions upon 
the extracurricular activities or any other appropriate special conditions. Any conduct in violation of this Code while on 
probationary status may result in the imposition of a more serious disciplinary sanction. 


k. Suspension. If a student is suspended, he or she is deprived of student status and is separated from the university for a 
stated period of time with conditions of readmission stated in the notice of suspension. The suspension shall appear on 
the student’s disciplinary record regardless of whether or not such student is successfully readmitted.  


l. Expulsion. Expulsion entails a permanent separation from the institution. The imposition of this sanction is a permanent 
bar to the student’s readmission or student organization to the institution. Tennessee State University policy requires 
that any student or organization receiving a penalty of expulsion shall be restricted from the campus of Tennessee State 
University during the period of expulsion unless on official business with the university verified in writing by the Judicial 
Officer/Dean Students. 


m.  Any alternate sanction deemed necessary and appropriate to address the misconduct at issue.  
n.  Revocation of Admission, Degree or Credential. 
o. Housing Probation. Continued residence in campus or student housing may be conditioned upon adherence to this policy 


as well as institutional housing policies. Any resident placed on housing probation will be notified in writing of the terms 
and length of the probation. Probation may include restrictions upon the activities of the resident, including any other 
appropriate special condition(s).  


p. Housing Suspension and Forfeiture.  A resident suspended from housing may not reside, visit, or make any use whatsoever 
of a housing facility or participate in any housing activity during the period for which the sanction is in effect. A suspended 
resident shall be required to forfeit housing fees (including any unused portion thereof and the Housing Deposit). A sus-
pended resident must vacate the housing unit. Housing suspension shall remain a part of the student resident’s disciplinary 
record.  A student may be immediately removed from campus or student housing for violations of the University’s housing 
policy or residence agreement under the interim suspension standards set forth in paragraph m above.  


q. Removal or suspension from an athletic team. 
r. Interim Suspension. Though as a general rule, the status of a student or student organization accused of violations of 


these regulations should not be altered until a final determination has been made in regard to the charges.  Interim 
suspension may be imposed upon a finding by the Chief Judicial Officer or designee that the continued presence of the 
accused on campus constitutes an immediate threat to the physical safety and well-being of the accused or of any other 
member of the University community or its guests, destruction of property, or substantial disruption of classroom or other 
campus activities. In any case of interim suspension, the student, or student organization, shall be given an opportunity 
at the time of the decision, or as soon thereafter as reasonably possible, to contest the suspension.  
1. During an interim suspension, the student shall be denied access to campus facilities, classes, and/or all 


other university activities or privileges unless prior approval has been granted by the Dean of Students/Chief 
Judicial Officer. 


2. If a student chooses to challenge the imposition of an interim suspension, a preliminary hearing will be con-
ducted by the Student Affairs Disciplinary Committee, in consultation with university officials. The hearing 
will be scheduled within five (5) working days of the student’s request for a hearing. The preliminary hearing 
committee’s sole charge will be to determine whether the Dean of Students’ (or designee) interim suspen-
sion decision was arbitrary and capricious or constituted an abuse of discretion. During this preliminary 
hearing, the student will be given notice of the allegations against him/her and provided a summary of the 
evidence that supports the interim suspension. The student will be afforded an opportunity to respond to the 
allegations. The preliminary hearing committee may, at its sole discretion, call witnesses or permit the Dean 
of Students (or designee) and the student to call witnesses in support of their respective presentations. If the 
preliminary hearing committee upholds the Dean of Students’ interim suspension decision, a formal hearing 
under the disciplinary procedures set forth in this policy shall be held as soon as practical, if applicable. If 
the preliminary hearing committee reverses the Dean of Students’ (or designee) decision, the Vice President 
for Student Affairs may, in his or her sole discretion, review the decision and uphold, modify or reverse the 
preliminary hearing committee’s decision if he or she determines that the evidence does not support the 
preliminary hearing committee’s determination.


This policy is promulgated pursuant to, and in compliance with, TBR Rule 0240-02-03-.04 Disciplinary Sanctions.  To the extent that a conflict 
exists between this policy and TBR rule, policy and/or applicable law(s), the TBR rule, policy and/or law will control. History – Adopted by TBR: 
12/8/11.  Effective: 1/29/12. 


Part 5: Procedures and Guidelines for the Enforcement of Student Discipline 
1. A university has the responsibility and obligation to its students, faculty, and community to maintain an academic environment that 


promotes intellectual pursuits and harmonious interpersonal relationships between its various publics and constituents. Toward 
this end, TSU has established and published a uniform Code of Conduct, which spells out and informs students at the university the 
parameters of appropriate student conduct.


2. The following is a description of the procedures by which the university enforces its standards of student conduct. 
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3. Inherent in these procedures is the university’s recognition of it obligation to protect the rights and privileges of its students in 
accordance with the guarantees afforded all citizens under the Constitution of the United States and due process as interpreted by 
appropriate judicial authority. 


4. The maintenance of order and the enforcement of the rules and policies of the university and the Tennessee Board of Regents are 
vested with the president of the university or his/her designee. This responsibility is delegated to the Vice President for Student 
Affairs who in turn delegates this authority to the Dean of Students/Chief Judicial Officer and the faculty and students appointed to 
participate in the administration of these procedures.  


5. The university believes that the disciplinary procedures described below will serve the interests of students in obtaining full and fair 
hearings. 


A.  Pre-Hearing Procedures 
1. The Dean of Students/Chief Judicial Officer Student Affairs shall conduct an investigation of the alleged violation(s).  
2. All matters involving allegations of impermissible discrimination, harassment, or retaliation will be governed by the 


procedures outlined in TBR Guideline P-080 Subject: Discrimination and Harassment – Complaint and Investigation Pro-
cedure and/or an institutional policy that reflects the requirements of that Guideline as well as the TSU Policy governing 
Sexual Misconduct.    


3. At the conclusion of the investigation, the Dean of Students/Chief Judicial Officer for Student Affairs shall conduct a 
preliminary conference and shall advise the student of the charge(s) and proposed sanction(s), if any.  The student 
may admit the violation(s) and accept sanction(s) or may elect to contest the charge. Admission of the violation(s) and 
sanction(s) shall constitute a waiver of hearing, and shall be in writing when possible. Such admission shall be binding 
and may not be subsequently revoked without concurrence of the Dean.  At the conclusion of the preliminary conference, 
the Dean of Students/Chief Judicial Officer shall execute the “Preliminary Conference Form” reflecting the action taken 
or to be taken in the case.   If the student fails to appear for the preliminary conference, the student shall be deemed to 
have waived his/her right to contest the charges and sanctions and said sanctions shall become final. A student has five 
(5) working days from the date of the preliminary conference to make an election.  


4. For all cases where suspension or expulsion are not possible sanctions, if the student chooses to contest the charge, it 
shall be heard pursuant to the Institutional Hearing Procedures set forth in section D below.  


B. Tennessee Uniform Administrative Procedures Act (TUAPA) 
1. All cases which may result in: (a) suspension or expulsion of a student, or student organization, from the institution, for 


disciplinary reasons or (b) revocation of registration of a student organization, are subject to the contested case provi-
sions of the Tennessee Uniform Administrative Procedures Act (TUAPA), T.C.A. § 4-5-301 et seq., and shall be processed 
in accord with the Uniform Contested Case procedures adopted by the Tennessee Board of Regents unless the student or 
organization, after receiving written notice, waives those procedures and elects to have the case disposed of in accord 
with institutional procedures or waives all right to contest the case under any procedure. 


C. Function and Composition of the Student Affairs Disciplinary Committee 
1. The Student Affairs Disciplinary Committee is the principal judicial body for hearing violations of the university’s Code of 


Student Conduct, making relevant findings, and recommending sanctions, where appropriate. 
2. The Student Affairs Disciplinary Committee shall be comprised of a total of eight (8) members and two (2) alternates. The 


Committee shall include four (4) students, with one (1) student alternate. Student members will be selected by the Vice 
President for Student Affairs from a group nominated by the Dean of Students/Chief Judicial Officer for Student Affairs, 
and shall serve a one (1) year term. An additional four (4) members shall be members of the faculty or staff, with one (1) 
alternate. The faculty or staff members of the Committee shall be selected for one (1) year terms by the Vice President 
for Student Affairs from a group nominated by academic deans, dean of students, or department heads. 


3. A Chairperson shall be appointed by the Associate Vice President of Student Affairs or designee. 
4. The Chairperson of the Student Affairs Disciplinary Committee is responsible for directing the conduct of any hearing, 


and shall make necessary procedural rulings including, but not limited to, rulings regarding the admissibility of evidence, 
and shall be responsible for drafting all written determinations by the Committee. The Chairperson shall only vote when 
there is a tie, and the vote is needed to break said tie.  


5. No less than four (4) members of the committee, including at least one faculty or staff representative, must be present to 
constitute a quorum.  


6. Meetings of the Committee are irregular and called by the Chairperson upon being informed that an alleged violation of 
the Code of Student Conduct exists and that a hearing is necessary.   


D. Student Affairs Disciplinary Committee Hearing Procedures.
 Standard of Proof
  The standard of proof required for a finding of violation of the student code of conduct shall be the preponderance of the evidence. 


This means that based on the information and evidence presented to the committee, it is more likely than not that the student has 
violated the Student Code of Conduct. 
1. The following procedures shall govern conduct of an Institutional Hearing by the Student Affairs Disciplinary Committee: 


a. The student shall be advised of the date, time, and place of the hearing. 
b. The students shall be advised, in writing, of the breach of policy of which he or she is charged. 
c. The student shall be advised of the following rights: (i) the right of the accused student to present or state 


his/her case; (ii) the right to be accompanied by an advisor (An advisor shall not be permitted to participate 
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in the hearing and shall be limited to directly advising the student); (iii) the right to call witnesses in his/her 
behalf; (iv) the right to confront witnesses against him/her. 


d. The date of the hearing shall be set no later than ten (10) calendar days but no sooner than two (2) days 
following the student’s notice of intent to contest the charge.  


e. The hearing notice should be delivered to student, in person, by an appropriate official of the university. The 
person making personal service on a party shall make a record as to the time and place of service.  If the 
student is not available for service in person, the notice should be delivered by return receipt mail to the 
student’s last known address.


f. The notice shall contain a description of the procedures under which the hearing will be conducted.  
g. The Student Affairs Disciplinary Committee shall conduct a hearing providing for the receipt of evidence, 


including calling witnesses and the review of other evidence in rendering a decision. 
h. The student at issue shall be permitted to call witnesses and submit documentation at the hearing in sup-


port of his/her defense.  The student may also be accompanied by legal counsel or some other representa-
tive. However, legal counsel or a representative may not speak or present evidence on behalf of the student.   


i. The Student Affairs Disciplinary Committee shall make a determination of the case based on the evidence 
presented at the hearing. This is an administrative process; therefore, the Student Affairs Disciplinary 
Committee shall exercise discretion as to the application of the federal rules of evidence at the hearing. The 
decision of the committee shall be by majority vote.


j. The Chairperson will vote only when needed to break a tie vote.  
k.  If the Committee finds that the student did engage in the offense (s) for which he/she is charged, it shall 


recall the Dean and the student for a review of the student’s past record in determining the appropriate 
recommendation of sanction.  


l. The Committee will issue a written decision within five (5) days following the conclusion of the hearing.  The 
decision shall specify any violations found and recommend appropriate sanctions.     


m. Record (Discipline) – A record which may consist of a taped or similar electronic recording, shall be made of 
the proceedings. Such record may be transcribed upon request by a party at the party’s expense. If the univer-
sity elects to transcribe the proceedings, any party shall be provided copies of the transcript upon payment of 
cost to the university. The record includes all evidence, statement, affidavits, or matters officially noticed. 


n.  The Committee shall not take into account any student’s grade point average or academic success or lack 
thereof in determining whether or not the student has violated the Student Code of Conduct.


2.  Appeal to the Associate Vice President for Student Affairs – A student may appeal the decision of the Student Affairs 
Disciplinary Committee to the Vice President for Student Affairs. The appeal must be submitted, in writing, to the Vice 
President for Student Affairs or designee within five (5) days of the date of the decision and must specify in detail the 
grounds for the relief sought. Petitions for appeal will be considered on the following grounds only: 
a. Some material error in procedure; 


 b. Some material error in the committee’s finding or fact or conclusions of law; 
c.  Discovery of new evidence, unavailable at the time of hearing, sufficiently strong to reverse or modify the 


decision which could not have been previously discovered by due diligence; 
3. Review by the Associate Vice President or Designee– Upon receipt of an appeal by the student, the Associate Vice 


President for Student Affairs or designee shall review the decision of the Committee and/or the sanction imposed. The 
Vice President shall render a decision on the student’s appeal based upon the contents of the student’s appeal filing, 
the record made at the hearing, the written decision and decision of the Committee, and any other information the Vice 
President deems relevant. The Associate Vice President shall issue a written decision within five (5) working days after 
the filing of the appeal. The Vice President may, at his or her own discretion, within ten (10) working days after the date 
on which the student’s right to appeal has expired, review the decision of the Student Affairs Committee absent an ap-
peal. Upon review, the Vice President may uphold, modify or reverse the Committee’s decision. Once the Vice President 
or designee has made a decision, said decision will be delivered to the student, and a copy shall be delivered to the 
Dean of Students/Office of Student Conduct.   


4. Appeal to the President – The decision of the Associate Vice President for Student Affairs or designee may be appealed 
to the President of the university within five (5) days of its filing. The President may affirm or overturn the decision of the 
Associate Vice President for Student Affairs in whole or in part. The President may also reduce or set aside the sanctions 
imposed. The President’s determination shall constitute the final decision at the institutional level.  


E. Academic Misconduct Disciplinary Committee 
1. The Academic Misconduct Disciplinary Committee is charged with the authority to hear cases where a student has been 


determined to be engaged in academic misconduct and has received a reduced grade.  A student shall have the right 
to appeal that determination to the Academic Misconduct Disciplinary Committee. A course instructor may choose to 
forward the allegations of academic misconduct to the Academic Misconduct Committee for the committee to make the 
initial determination of academic misconduct.  In cases involving an appeal by a student or when an instructor requests 
review by the committee, the Academic Misconduct Disciplinary Committee may also recommend the imposition of 
additional disciplinary action, including suspension or expulsion. That recommendation shall be forwarded to the Dean of 
Students for further action.
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2. Academic Misconduct Disciplinary Committee Meetings, Members, Procedures, Decision and Record – The provisions 
governing meetings, members, procedures, decision and record of the Student Disciplinary Committee and all review/
appeal therefrom, as set forth above, are hereby applicable to the Academic Misconduct Disciplinary Committee.  Ap-
peals from decisions of the Academic Misconduct Disciplinary Committee will be to University Provost and will be gov-
erned by the same procedures applicable to an appeal to the Associate Vice President for Student Affairs from a decision 
of the Student Affairs Disciplinary Committee. 


3. Alternative Resolution Process – At all times during the disciplinary process, the Dean or other designated university 
official may pursue alternative measures to resolve disciplinary matters, including informal resolution meetings. 


This policy is promulgated pursuant to, and in compliance with, TBR Rule 0240-02-03-.06 Disciplinary Procedures and due Process. To the 
extent that a conflict exists between this policy and TBR rule, policy and/or applicable law(s), the TBR rule, policy and/or law will control. History – 
Adopted by TBR: 12/8/11.  Effective: 1/29/12. 


ADDITIONAL CAMPUS REGULATIONS


The following regulations specifically apply to Tennessee State University. Students found in violation of any of these regulations will be subject 
to the action listed previously under “Disciplinary Sanctions.” 


In keeping with the desire to establish an environment conducive to quality education and social maturity, the following practices are prohibited: 


Distribution of advertisement fliers and brochures – Distribution or placement of advertising fliers and related literature onto parked vehicles 
on campus unless (i) the vehicle is owned by the person distributing the fliers, or (ii) the person distributing the fliers has the express consent of 
the vehicle owner and the TSU Police Department to place the material on the vehicle. 


Duplication of keys – Making or causing to be made any key for a university facility without proper authorization. 


Disregarding fire drills – Failure to evacuate university facilities or willfully disregarding any emergency or fire alarm signal. 


Harassment and/or intimidation – Actions or statements that, by design or consequence, amount to harassment and/or intimidation. 


Littering – Dispersing litter in any form onto the grounds or facilities of the campus. 


Traffic and Parking.  Traffic and parking regulations are applicable to all students, faculty, staff and contractual; employees and visitors to 
Tennessee State University’s main and downtown campuses. Students are required to obey these regulations as a condition of attendance at 
Tennessee State University. Faculty, staff and contractual employees are required to obey them as a condition of employment or contractual 
agreement. The violation of traffic and parking regulations subjects the vehicle to be ticketed and towed at the owner’s expense. 


1. The motor vehicle laws of the state of Tennessee are in effect on Tennessee State University campuses. The maximum 
speed limit on all campus drives, roads, streets and parking lots is 15 mph unless otherwise posted. 


2. Driving motor vehicles on campus walks is prohibited except when special permission has been granted by an authority 
of Student Affairs or Facilities Management and in emergency situations. 


3. Pedestrians have the right of way at all crosswalks or when in compliance with existing traffic controls
4. Moving or driving around an authorized barricade is prohibited. 
5. Operators of vehicles must comply with all traffic signs directing the movement of vehicles in parking lots and on roads 


at the university. 
6. Parking is prohibited at crosswalks, building entrances, fire hydrants, fire lanes; gates and other areas posted “NO 


PARKING AT ANY TIME.” 
7. Taking a motor vehicle into any university building is prohibited except where a shop or garage is specifically designed 


for the purpose of vehicle repair or storage. 
8. Parking of motor vehicles, motorcycles and small cars in odd shaped spaces in parking lots is prohibited. 
9. Hang tags may be transferred to other vehicles owned and operated by the registrant. 
10. Upon substantial evidence that the original parking hang tag had been stolen, lost or destroyed, a replacement hang tag 


will be issued upon payment of a $2 fee. 
11. Hang tags are required to be removed from vehicles when there is a change of ownership; termination as a university 


student; or expiration or revocation/suspension of university parking privileges. 
12. All automobiles on the main and downtown campuses are required to display a Tennessee State University parking hang tag. 
13. Students are to use parking spaces lined in white except for assigned residence hall parking. 
14. Faculty and staff are to use parking spaces lined in red. 
15. Handicapped spaces are lined in blue and are reserved 24 hours. Those persons requiring handicap parking must 


present certification from their home state and receive a notice from the Office of Disabled Student Services to obtain a 
Tennessee State University handicapped parking hang tag. 
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Violation of motor vehicle regulations -  (i) Failure to register a motor vehicle which is used on campus with the Parking Services Office, (ii) 
Failure to comply with the provisions of the Tennessee State University Parking and Traffic Regulations. 


Display of pornography – Public display of pornographic literature, films, or pictures. 


Resident hall visitation – Visiting in the residence hall rooms except as specified in the Residence Life Campus Living Brochure. 


Use of sirens and loudspeakers – Unauthorized use of sirens, loudspeakers, and other sound amplification equipment. Improper use of student 
identification cards. (i) Failure to possess at all times a valid student identification card. (ii) Failure to surrender identification card to university 
officials upon proper request. (iii) Transferring usage of identification card to other persons.  


Allowing pets on premises - Pets are not allowed in buildings unless they are designated to serve as Service Animals for individuals with dis-
abilities in the residence halls or other campus facilities.     


Drug use or possession - Tennessee State University fully supports the “Drug Free Schools and Campuses Act” and the “Drug Free Schools and 
Communities Act Amendment of 1989.”   


Parental Notification—Changes to the Family Educational Rights and Privacy Act (FERPA) have given colleges/universities the option to release 
specific types of information from a student’s discipline record. Parents or guardians will be notified when a student under the age of 21 is found 
to have violated the Code of Student Conduct policies on the use and possession of alcohol and when one or more of the following occurs: (i) 
when there is significant property damage; (ii) when there is evidence that the student’s alcohol-related behavior negatively impacted the living 
and learning environment; (iii) when the student demonstrates reckless disregard for his/her personal safety or the safety of others; (iv) when 
medical attention to any person, including the student, is required as a result of the student’s alcohol- related behavior.   


DRUG-FREE SCHOOLS AND COMMUNITIES ACT


The following information is presented in compliance with the Drug- Free Schools and Communities Act Amendment of 1989.  


1. Tennessee State University prohibits the possession, use, or distribution of illegal drugs or alcohol on the campus prop-
erty or on institutionally owned, leased, or otherwise controlled property. 


2. Various federal and state statutes make it unlawful to manufacture, distribute, dispense, deliver, possess with intent to 
manufacture, distribute, dispense, deliver or sell controlled substances. The penalty imposed depends upon many factors 
which the type and amount of controlled substance involved, the number of prior offenses, if any, and whether any other 
crimes were committee in connection with the use of the controlled substance. Possible sanctions include incarceration 
up to and including life imprisonment and imposition of substantial money fines.  


 Tennessee statutes provide that it is unlawful for any person under the age of 21 to buy, possess, transport (unless in 
the course of employment), or consume alcoholic beverages, wine, or beer, such offense being classified as a Class A 
misdemeanor punishable by imprisonment for not more than 11 months and 29 days or a fine of not more than $2,500 
or both. The receipt, possession, or transportation of alcoholic beverages without the required revenue stamp is also a 
misdemeanor punishable by imprisonment of not more than 30 (thirty) days or a fine of not more than $50, or both. 


3. The use of alcohol can lead to serious health risks: 
�¾ Alcoholism 
�¾ Damage to brain cells 


�¾ Hallucinations 
�¾ Personality disorders


�¾ Increased risk of cirrhosis, ulcers, heart disease, heart attack, and cancers of liver, mouth, throat, and stomach 


 Health risks associated with the use of illegal drugs include: 
�¾ Increased susceptibility to disease due 


to a less efficient immune system 
�¾ Increased likelihood of accidents 
�¾ Personality disorders 


�¾ Addiction 
�¾ Death by overdose 
�¾ Anemia 
�¾ Poor concentration 


  (Additional information about how the use of drugs and/or alcohol affect one’s  
  health is available in the Office of Student Health Services)


4. Tennessee State University provides drug/alcohol counseling. 


5. Tennessee State University does not currently provide drug/alcohol treatment or rehabilitation programs for students. Referral to the 
community treatment facilities may be made in appropriate cases. 


6. Tennessee State University will impose sanctions against individuals who are determined to have violated rules prohibiting the use, 
possession, or distribution of illegal drugs or alcohol. 
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Sanctions for students using or possessing illegal drugs or alcohol include disciplinary probation and, in appropriate cases, suspension from the 
university. In addition, residence hall students will be removed from the housing system for the use or possession of illegal drugs. Referral for 
criminal prosecution may be made in appropriate cases.   


Individuals involved in the sale or distribution of illegal drugs will be expelled from the university and referred to the appropriate authorities for 
criminal prosecution.  All employees, including students, agree as a condition of employment to abide by this policy. Sanctions against employees 
for use or possession of illegal drugs or alcohol in the workplace include termination of employment. 


Additionally, employees are required to notify the institution of any drug conviction resulting from a violation in the workplace no later than five 
(5) days after the conviction.   
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HONORS, SCHOLARSHIPS AND AWARDS


ACADEMIC AWARDS 


The W. J. Hale Memorial Scholarship Foundation Award


The Alma Dunn Jones Essay Award  


The Harold Mitchell Freshman Honors Award  


The Prem S. Kahlon Junior Honors Award  


The McDonald Williams Senior Honors Award  


The Jo Helen Railsback Sophomore Literature Award  


The Donald C. Page Mass Communication Award  


The Lawrence B. James Theatre and Forensics Award  


The Jayme C. Williams Communication Award  


The Sadie C. Gassaway Memorial Award  


The Mathematics/Physics Faculty Award  


The Donelson-Gordon Scholarship Award  


The Ralston-Purina Scholarship Award  


The Nashville Pacesetter, Inc. Memorial Scholarship Award  


The Tennessee Intercollegiate Legislature Award  


The Government and Public Relations Award  


The Legislative Intern Award (space here)


The Lewis-Rose Holland Scholarship Award  


The Nashville Dental Award  


The Hu-Friedy Golden Scaler Award  


The Quintessence Award  
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STUDENT SERVICES


THE DIVISION OF STUDENT AFFAIRS 


MISSION


The mission of the Division of Student Affairs is to provide services and opportunities in partnership with others to extend the learning environ-
ment and to help students develop skills for productive and fulfilling lives. The Division of Student Affairs at Tennessee State University has three 
principal objectives:


1. To provide programs and services in support of academics as the principal mission of the university.


2. To enhance the intellectual, cultural, and social environment of the campus for the total development of students at the 
university.


3. To develop and administer various processes in the formulation of university policies to enhance the quality of student 
participation and student life at the university.


The university recognizes the diverse and varied educational objectives of its students and the need to offer programs and services designed 
to assist students in their decision-making and formulation of academic and co-curricular objectives.  Tennessee State University, through the 
Division of Student Affairs, seeks to assist students in enhancing the effective use of the varied opportunities made available to them through the 
university experience.


ORGANIZATION


To carry out its mission, the Division of Student Affairs at Tennessee State University consists of the following functional areas: 


 ¾ Career Development Center 


 ¾ Floyd Payne Campus Center/Intramural and Recreational Sports 


 ¾ Men’s Center


 ¾ Residence Life 


 ¾ Student Activities 


 ¾ Student Conduct and Mediation Services 


 ¾ Student Health Services 


 ¾ University Counseling Center 


 ¾ Wellness Center


 ¾ Women’s Center


The Vice President for Student Affairs reports directly to the President of the university and is vested with the authority for resolving all contested 
issues within the realm of student services, subject to final appeal to the President of the university. In addition to these offices and programs, 
there are standing committees assisting the university in policy development and administration. 


The university is committed to the concept of student engagement and input in the formulation and development of university policies, programs, 
and activities. In addition to student participation in committees at the university, there is an active Student Government Association at Tennessee 
State University and other organizations including the Student Union Board of Governors, the Student General Assembly, the Student Election Com-
mission, the Student Publications Board, Pan-Hellenic Council, and many diverse and varied academic and non-academic clubs and organizations.   


THE CAREER DEVELOPMENT CENTER


The Career Development Center (CDC) provides invaluable assistance in preparing undergraduate and graduate students for the world of work or 
future educational pursuits through graduate or professional study.  A variety of programs and services exist in the CDC to help students identify 
their career goals, explore aspects of future careers and gain insight into reaching their future employment or educational pursuits. Our services 
include:  job search strategies (i.e. resume and cover letter preparation, etc.), professional development (i.e. mock interview preparation, profes-
sional dress workshops, etc.), experiential learning (i.e. internships, cooperative education, etc.), and part-time employment.  Our on-line, job 
posting database, Tiger Track, provides an up-to-date resource for experiential learning, and part-time and full-time employment opportunities 
and it is available 24/7 to students, faculty and alumni.  


Our annual events include monthly professional development seminars, university-wide career fairs, targeted career fairs, employer informational 
events and on-campus recruiting interviews.   
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The CDC office is located in Suite 304 of the Floyd-Payne Campus Center.  If you would like to find out more about our services, please visit our 
website at: www.tnstate.edu/careers. 


The CDC office is located in Room 304 of the Floyd-Payne Campus Center.  If you would like to find out more about our services, please reach us 
at the following: 


Contact Information
Phone:  (615) 963-5981    
Email: careerdevelopmentcenter@tnstate.edu
Facebook:  http://www.facebook.com/TSUCDC  (Like Us!) 
Twitter:  http://www.twitter.com/#!/tsucdc  (Follow Us!) 


OTIS L. FLOYD-JOSEPH A. PAYNE CAMPUS CENTER


With 229,253 square feet of floor space, the three-level arena is an accommodating addition to Tennessee State University. It is the largest 
construction project undertaken by the institution in many years. 


The building is designed to be the center of student activity. The university’s family, comprised of students, faculty, administrators, staff, alumni, 
guests, and friends, form the life of the center and represents the heartbeat of the plan to substantially enhance the institution’s environment. As 
a significant part of the educational program, the Otis L. Floyd-Joseph A. Payne Campus Center provides the services, offices, activities, events, 
recreation and conveniences to meet the daily needs of the university’s family.  


HOURS OF OPERATION: Information Desk Monday—Friday 7:00 a.m.—11:00 p.m.   
Saturday 9:00 a.m.—11:00 p.m.  Sunday 9:00 a.m.—11:00 p.m.  
During the summer months, the hours of operation may vary and have a different schedule for several departments and buildings. 


POLICIES Identification. The university requires all students to obtain an official identification card. Students entering or using services in the 
Otis L. Floyd/Joseph A. Payne Campus Center must have identification cards in their possession and be responsible for individuals in their com-
pany who are identified as relatives, guests, or friends. 


Games – All card and board games are prohibited in the lounge area and television rooms. 


Liquor – No alcoholic beverages are allowed.  


Decorations – Wall decorations are permitted in the Otis L. Floyd-Joseph A. Payne Campus Center facility with the approval of the Director. 
Tacks, glue, tape or staples are not allowed on doors, walls or windows. 


Smoking – Smoking is not permitted. 


Service Animals  – Only service animals are allowed in the Otis L. Floyd-Joseph A. Payne Campus Center.  


Sound – Sound amplification equipment is not allowed in the center unless it is in conjunction with a scheduled event that has been approved 
through the Director’s office. Individual equipment with sound is permitted only with a headset (including cellular telephones). 


Publicity – Events are not permitted to be publicized until space has been identified, confirmed, and approved in the center. All materials must 
be approved and posted through the Information Desk for the designated areas. Unauthorized posting violates the center’s and campus policies. 


Solicitation – Individuals may not use the center for personal benefit. Commercial entities are not permitted usage of the center except under 
written agreement with the appropriate university officials. 


Lost and Found – Items that are found in the Floyd-Payne Campus Center should be forwarded to the Information Desk. Items will be held in 
the office of the Director for a maximum of four (4) weeks. If not identified and claimed within the allowed time, they will become the property of 
Tennessee State University. 


Bicycles – Bicycles, roller blades, skates or other means of transport that are not required in the performance of duty are prohibited. Wheelchairs 
are authorized for persons requiring such transport. 


Losses and Damages – The Otis L. Floyd-Joseph A. Payne Campus Center is not responsible for items lost by individuals in the center or dam-
age to individuals’ property. 


Negligence – Individuals or organizations are responsible for any negligent or intentional damage to property in the Otis L. Floyd-Joseph A. 
Payne Campus Center. 


Loitering – Individuals and groups will not be permitted to loiter on stairways and ramps leading to offices. Groups congregating and individuals 
idling will not be allowed on the walkways of the various levels of the center.   
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Food and Drink – No food or drink is permitted in the carpeted lounge area or television rooms. All food must be consumed in the designated 
eating areas.   


Facility Care – The Center is an integral part of campus life and requires the cooperation of students, staff, and faculty to maintain its beautiful 
appearance. No one is permitted to sit on other than designated seats or place their feet on furniture, walls, or windows. All trash must be placed 
in trash containers.  


INTRAMURAL AND RECREATONAL SPORTS PROGRAM


The Intramural and Recreational Sports Program offers a wide range of sports and other activities to meet the diverse interests of the student, 
faculty, and staff populations. The recreation department values student involvement in its decision-making and program development. The 
program has an underlying mission of “something for everyone.”  


The Division of Student Affairs recognizes that the intramural and recreational sports program will help develop leadership, self-esteem, and 
good social adjustment. All other games such as billiards, board games, card games, and volleyball are played in Kean Hall. 


(The Intramural and Recreational Sports Program is located in Kean Hall, Room 208. Hours of operation are 10:00 am – 10:30 pm, Monday-
Friday; 1:00 pm – 10:30 pm, Saturday and Sunday, Telephone (615) 963-5662 or (615) 963-5663.   


THE MEN’S CENTER FOR EXCELLENCE


Through a series of special programming, events and activities the Men’s Center for Excellence provides opportunities for male students to con-
nect with each other, faculty/staff, and community role models with the goal of positively impacting these students’ collegiate experiences. It is 
the goal of the MCE to provide relevant experiences for males that will ensure success academically, professionally and socially through develop-
ment in areas such as Leadership, Social Justice Awareness, Community Involvement, and Mentoring. 


 The Men’s Center for Excellence is located in room 117 of the Floyd-Payne Campus Center. The telephone number for the Men’s Center is (615) 
963-2154. The web address is www.tnstate.edu/mancenter 


WOMEN’S CENTER


The Women’s Center at Tennessee State University offer a variety of programming for students, faculty, staff, and the Nashville community.  There 
are programs that focus on promoting good physical, nutritional, and mental health; maintaining high self-esteem; building healthy relationships; 
understanding finances.  Our Centers also pride themselves on the importance of the strengthening study and social skills through tutoring, 
mentoring, and relationship-building rap-sessions.  These areas improve the overall retention and graduation rates of our students, strengthens 
morale among University employees, and increase community involvement.  We realize that in order to be well-rounded, we must offer program-
ming that meets the needs of the Nashville community and the University at-large.  


RESIDENCE LIFE


Students attending Tennessee State University may commute from home, reside off campus, or live in university residence halls/apartments. 
Although the University does not require it, students living at home are encouraged to live in on-campus residence halls/apartments as long as 
availability exists.  


Tennessee State University recognizes the many advantages afforded by on-campus living.  In order to meet the various needs of students, the 
Department of Residence Life maintains single sex, co-ed, and apartment-style facilities. All residential facilities provide academically friendly, 
comfortable, and socially healthy living environments, conducive to developing effective study habits and lifelong friendships. 


Residence facilities are staffed with professional personnel whose primary responsibility is to provide the guidance necessary to help students 
build scholarship, high standards of conduct, social skills, personal appearance, and the ability to live harmoniously with others. The live-in staff 
is available 24/7. 


Detailed regulations governing residential living are found in the Residence Life, Campus Living Brochure. Students are required to comply with 
all rules, regulations, policies, and procedures of Tennessee Board of Regents’ institutions relating to student conduct and housing, and the provi-
sions of this policy shall be incorporated by reference into each student’s residence hall agreement or lease.   
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STUDENT ACTIVITIES


The mission of the Office of Student Activities at Tennessee State University is to provide programs and services that enrich students’ intellectual, 
ethical and social development. The office provides and supports programs that promote learning opportunities in personal growth, self-gover-
nance, social responsibility, and leadership development while assisting in the retention and ultimate graduation of students.  


The goal of the university and the Office of Student Activities is to have a balanced program of activities through the sponsorship, support, and 
cooperation of our Student Government Association, Student Union Board of Governors, the Cultural Affairs Committee, sororities and fraternities, 
academic departments and registered student organizations. 


We have a wide range of organizations that we depend upon to help provide a positive campus life. Our organizations under such categories as: 
departmental organizations; fraternities and sororities; literary and dramatic organizations; musical organizations; state and city clubs; cultural 
clubs; religious clubs; and national honor societies. 


(For additional information. Please call (615) 963-5085 or visit the Office in the Floyd-Payne Campus Center, Room 209) 


STUDENT CONDUCT AND MEDIATION SERVICES


The Office of Student Conduct and Mediation Services is designed to provide a fair and appropriate process of educational discipline for all 
students. The Chief Judicial Officer for the University interprets and provides disciplinary guidance for the entire student body, based upon the 
policies and procedures set forth in the Student Handbook. 


Responsibilities: 
¾ Interprets and enforces institutional disciplinary policies as set forth in the Student Handbook. 
¾ Interprets and enforces institutional disciplinary policies as set forth in the Student Handbook. 
¾ Provides training sessions on student and parental rights. 
¾ Assess special needs of students and recommends necessary action(s) to the Vice President for Student Affairs. 
¾ Supervises and provides guidance for staff. 


STUDENT HEALTH SERVICES


The Student Health Services are maintained to provide preventive care and treatment of acute minor health problems. Students are accom-
modated on an outpatient basis from 8:00 a.m. to 4:30 p.m., Monday through Friday. Services include first aid, counseling on health problems, 
referral service, and the communication of pertinent information to consulting physicians, hospitals, clinics and other agencies.   


Clinics are held daily, Monday through Friday, by a physician or nurse practitioner who examines, administers or prescribes treatment and 
medication. No charge will be made for first aid and drugs in simple treatment. Students suffering from complex medical/surgical problems are 
hospitalized at local hospitals of their choice (at their own expense). The University accepts no responsibility for any student requiring hospi-
talization; therefore, students are strongly encouraged to enroll in the student health insurance program. Enrollment information is available in 
Student Health Services.  


(Student Health Services is located in the Floyd Payne Campus Center, 3rd Floor, Room 304. Hours of operation are 8:00 am – 4:30 pm., Monday 
– Friday, Telephone (615) 963-5291 


WELLNESS CENTER


The Wellness Center is designed to maximize an individual’s health and fitness and to help establish lifestyle patterns that promote healthy living. 
Currently, the Wellness Center provides fitness testing, individualized programming and health education. The Wellness Center offers a wide array of 
activities to meet the needs of our students, faculty, and staff. The Wellness Center comes equipped with cardio-vascular and free-weight exercise 
equipment. The center also provides aerobic classes, swimming and educational pamphlets/brochures on various health topics. A valid TSU ID is re-
quired for admittance.  (For additional information and hours of operation call (615) 963- 2261 or visit our website www.tnstate.edu/wellness_center  


UNIVERSITY COUNSELING CENTER


Services which assist students in decision-making processes and the development and refinement of intrapersonal, interpersonal and social 
relations are offered to students. Professional counselors are available to meet with students on either an individual or small group basis without 
referral. Confidentiality is maintained and appointments can be made in person or by telephone. 


All currently enrolled Tennessee State University students are eligible to receive counseling services free of charge. A psychiatrist is also avail-
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able (upon referral) for students. Consultation services with the university psychiatrist are also free of charge, but students are responsible for 
prescriptions. Students who do not have health insurance are encouraged to obtain insurance through the university.  Information regarding 
student health insurance is available at the Student Health Center. 


The University Counseling Center staff speaks to various orientation classes and at residence centers. Seminars are also available upon request. 
The Counseling Center provides both solution focused short-term counseling as well and longer-term care. 


Confidentiality and strict adherence to professional ethical standards are maintained and emphasized.


Location: Wilson Hall, Basement Suite 1  
 Tennessee State University, Main Campus 
 Telephone: (615) 963-5611 


INSTRUCTIONS FOR WITHDRAWAL FROM THE UNIVERSITY 


To accomplish proper withdrawal from the university, it is necessary that a student clear his/her status with all the offices on the withdrawal 
request form by obtaining signatures for clearance verification from each office and then file the form at the Office of Records. Steps for With-
drawal are below: 


1. A student seeking to withdraw from the University must first report to the Advisement Center to initiate the withdrawal process and 
to obtain a signed withdrawal sheet. (The University Counseling center will be available for consultation regarding the resolution of 
personal problems related to the reason for the withdrawal but not for the administrative processing of the withdrawal)


2. The student will need to have the withdrawal sheet signed by the Office of Financial Aid.
3. If the student lives on campus, they will need to have the Office of Residence Life sign the withdrawal sheet, however, if the student 


is not housed on campus, they can proceed to the Bursar’s office for their signature.
4. The student will need the signature of the Bursar’s office , and finally the student must take the completed withdrawal sheet to the 


Records office for official withdrawal. 
5. The student seeking withdrawal is strongly encouraged to follow these steps in face-to-face interactions with the assigned offices. 


However, if the student cannot meet face-to-face, then the student can, with written informed consent, assign a designee to follow 
these steps in their place. 


DISABILITY SERVICES


The Office of Disability Services seeks to coordinate university wide services available to students with disabilities.  Service range from providing 
physical accommodations on campus to helping students with learning disabilities succeed in classroom activities.  Additionally, the office at-
tempts to improve the understanding level and support from faculty, staff, and the entire campus community. 


All students with disabilities who require accommodations will need to register with the office of Disability Services and provide medical docu-
mentation. 


POLICY ON REQUESTING ACCOMMODATIONS  


The following procedures should insure that you receive appropriate and reasonable accommodations: 
1. As early in the semester as possible (preferably within the first two weeks of the semester), you should initiate contact with Dis-


ability Services (DS) to request accommodations. At this time, if you have not already done so, you should provide DS with current 
documentation regarding your disability. 


2. You should then plan on meeting with DS to review how the disability substantially limits you and determine what reasonable ac-
commodations would be appropriate for you. Recommendations from documentation and consultation with the student are both 
used to determine accommodations. Final determination of accommodations rests with the University. 


3. Each semester accommodations are wanted or needed in classes; it is your (the student’s) responsibility to obtain your Accommo-
dation Letter from the DSS office for your professors. 


4. It is then your (the student’s) responsibility to present the Accommodation Letters to your professors, meet with them privately, 
raise their level of understanding of your strengths and disability, and work out the logistics of providing the approved accommoda-
tion. Since the primary relationship in the learning process is with the professor, we strongly encourage you to take the initiative 
within the first two weeks of the semester, or earlier, to develop that relationship. 


5. If difficulties occur in the actual provision of approved classroom or testing accommodations and you are unsuccessful in resolving 
those issues with the professor, then you may request assistance from DS with securing the approved accommodations. Requests 
for assistance should be made as soon as any difficulties arise. DS will work with both the student and the faculty member, or 
department, to arrive at an appropriate resolution. 


If you would like additional information about requesting accommodations, please contact Disability Services:
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Disability Services – Tennessee State University 
Kean Hall, Room 131 
3500 John A. Merritt Blvd.  Nashville, TN  37209-1561 
Phone:  615-963-7400   FAX:  615-963-2176 


PERSONS OVER 60 YEARS OF AGE AND TOTALLY DISABLED PERSONS


Pursuant to T.C.A. 49-7-113, persons 65 years of age or older and persons permanently and totally disabled who are domiciled in Tennessee may 
register for classes for credit on a space-available basis after regular registration is completed by paying a minimum registration fee.  The fee is 
one semester hourly rate, up to a maximum of $70.  No late fee is charged.  An application fee may also be required.  In addition, the applicant 
must be eligible for admission and submit proof of age or disability.  Eligible persons are advised to check with the Office of Admissions prior to 
attempting to register for courses.


OFFICE OF FIRST-YEAR STUDENTS


The office offers a first-year experience for all incoming freshman during their first year of college. The first-year experience supports student 
success and retention of freshman through various initiatives and programs that address both academic and social adjustment issues. Signature 
programs and initiatives include the New Student Orientation, Opening Convocation, Freshman Symposium, Freshmen after Dark Series, and 
Tiger Mentoring. The first-year experience provides opportunities for students to identify academic and student support services, establish 
relationships with faculty, staff and students and become familiar with the campus. 


Office of First-Year Students
Phone: (615) 963-1890
Web: www.tnstate.edu/firstyear
Email: firstyear@tnstate.edu


INTERCOLLEGIATE ATHLETICS


The university recognizes the need for a well-rounded program of athletics for all students. In this regard, Tennessee State University competes 
on an intercollegiate basis in football, basketball (men and women), softball (women), golf (men and women), track and field (men and women), 
volleyball (women), cross country (men and women),  and tennis (men and women).   


The university is a member of the National Collegiate Athletic Association (NCAA) and the Ohio Valley Conference (OVC).    


The department of athletics at Tennessee State University was established, and exists today, in order to provide an opportunity for student- ath-
letes to participate in a broad-based program of intercollegiate athletics, which is inextricably linked to the academic mission of the university. 
The department will operate in a manner consistent with the ideals and purposes of the university in its pursuit of educational excellence and in 
the mental, physical, and ethical development of the student-athlete.   


The mission of the department is to offer wide-ranging programs of both curricular and extracurricular activities which will accommodate the 
needs and interests of the students. Student-athletes will be given the opportunity to participate in athletic and recreational programs while 
achieving academic success through rigorous degree-completion programs. All of the department’s activities will reflect a commitment to the 
academic integrity and the fiscal integrity of the university, as well as the general welfare of student-athletes, both today and in his or her future.   


Likewise, the program will operate within a framework that recognizes the university’s commitment to the NCAA principles of fair play and 
exciting amateur athletic competition. The program will, therefore, operate within the rules, regulations, principles and policies of the NCAA, the 
Conference, and the requirements of federal and state funding entities. Moreover, the department will generate sufficient income to meet the 
needs of the university. 


The TSU Athletic Department will have a continuous and compelling linkage to the educational mission of the university. All programs of the de-
partment will be conducted with a commitment to the policies, general mission, and internal controls of the university as well as a commitment 
to gender and equity. In addition, the department recognizes its mandate to provide first-rate athletic competitions for thousands of students, 
alumni and other Tennesseans who support the intercollegiate athletic programs of TSU with their attendance at events, their enthusiasm, and 
their financial support.
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INTERNATIONAL AND MULTICULTURAL AFFAIRS


The Office of International & Multicultural Affairs overall purpose is to advise international students on immigration and institutional matters as 
well as provide cultural programming for the University community. The goal of these programs and services is to promote the academic and 
personal growth and development of all students. 


Furthermore, these programs and services are reflective of the developmental and demographical profiles of the student population and respon-
sive to the special needs of individuals. The Office of International & Multicultural Affairs is the liaison for international students to all University 
departments. The Office is committed to helping the University become sensitive to the needs of the international student population. (For ad-
ditional information, please contact (615) 963-5040). 


STUDENT FINANCIAL AID


Tennessee State University offers several types of financial assistance for students 


Scholarships  
¾ Academic Work Scholarship 
¾ Building Bridges Grant  
¾ Academic Higher Achiever Scholarship 
¾ Performance Based Scholarship 
¾ Departmental Scholarships & Foundation Scholarships


Federal Financial Aid 
¾ Federal Pell Grant 
¾ Federal Supplemental Educational Opportunity Grant 
¾ Tennessee Student Assistance Award (TN residents only) 
¾ Federal Work Study 
¾ Federal Stafford Subsidized and Unsubsidized Loans
¾ Federal Perkins Loan 
¾ Parent Loan for Undergraduate Students (PLUS) 
¾ Graduate Plus Loan for Graduate Students 


 


Eligibility for federal financial aid is based upon financial need. Students must complete the Free Application for Federal Student Aid (FAFSA) 
which is available online at www.fafsa.ed.gov. TSU’s code for this application is 003522. Once you complete the application, the financial aid 
office will receive the information electronically and begin corresponding with you. It is important that you respond to all requests received from 
the financial aid office. It is also imperative that you keep your mailing address current in the office of admissions and records.   


The priority deadline for federal financial aid is March 1st.  You must reapply every year to receive federal assistance. The FAFSA must be pro-
cessed and forwarded back to the financial aid office by this date to be considered for ALL types of federal aid.   


The processing deadline to receive federal financial aid in time for fall registration is August 1st. This means your file must be complete in the 
financial aid office by this date. Information submitted after the processing deadline will not be processed until September. Students will need to 
pay all fees out-of-pocket until processing resumes.   


Other eligibility requirements for federal financial aid include being fully admitted to the university as a degree-seeking student, being a United 
States citizen or eligible non-citizen, and meeting satisfactory academic progress guidelines. The current satisfactory academic progress guide-
lines are available at www.tnstate.edu/finaid click on financial aid, then satisfactory academic progress for details.  


It is also important that you attend all classes for which you enroll. Failure to do so will result in your being billed for any financial aid received for 
that class. Also, if you withdraw from all of your classes prior to completing 60 percent of the semester, a portion of your financial award MUST 
be repaid and returned to the Federal Title IV Programs. 


(For additional information, please call (615) 963-5701 or visit the office in the Floyd-Payne Campus Center, Suite 343)


TENNESSEE STATE UNIVERSITY CAMPUS POLICE


The mission of Tennessee State University Police Department is to provide a safe and secure educational environment through collaborative 
interaction with students, faculty and staff recognizing the multicultural and diverse university community. The police department provides police 
and security services for all academic, residential services, student services and campus events on the main and Avon Williams campuses. The 
department completes reports of all traffic accidents, incidents of criminal activity and acts of student misconduct that occur within the campus 
community. Accident and incident reports are submitted to the appropriate governmental agencies as required. Reports of student misconduct 
are submitted to the Office of Judicial Affairs Officer for administrative intervention. Students, faculty, and staff are encouraged to contact the 
police department at (615) 963-5171 to request services or information whenever necessary. Administrative services are available from 8:00 
a.m. — 4:30 p.m., Monday through Friday.  


The Parking Services Office is the issuer of hang-tags and visitor parking permits. Parking citations are issued by the police department for park-
ing and on-campus moving violations. Information about parking and other services can be found in the annual police department handbook.  
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 The following violations and assessed fines are listed on each traffic violation ticket: 


HANDICAPPED PARKING          $200.00 
NOT REGISTERED OR FAILURE TO DISPLAY PERMIT     $25.00 
FACULTY/STAFF/VISITOR/NO PARKING SPACE      $25.00 
DRIVING OVER OR PARKING ON LAWN/CURB/WALKWAY    $50.00 
BLOCKING DRIVE/WALKWAY/DOOR/VEHICLE      $25.00 
IMROPER PARKING (BACKED IN/NOT BETWEEN LINES)    $25.00 
RECKLESS DRIVING/SPEEDING         $50.00 
PARKING WITHIN 10 FT. OF FIRE HYDRANT       $15.00 
FAILING TO YIELD TO PEDESTRIANS AT A CROSSWALK    $15.00 
OTHER              $25.00 


Part 5: Policy on Traffic and Parking  


A.  Purpose 


Traffic and parking policies are applicable to all students, faculty and staff, contractual employees, and visitors to Tennessee State University’s 
main and downtown campuses. Students are required to obey this policy as a condition of attendance at Tennessee State University. Faculty, 
staff and contractual employees are required to obey them as a condition of employment or contractual agreement. The violation of traffic and 
parking policy subjects the vehicle to be ticketed and towed at the owner’s expense. 


B. Definition of Terms 
1. Campus – Shall refer to all property owned by Tennessee State University, upon which the building and facilities that 


comprise Tennessee State University are located. 
2. Lawn – Any landscaped area, grassed area, or part of University grounds that is not covered by a building, sidewalk, 


street, or parking lot. 
3. Motor Vehicle – Any device in, upon, or by which any person or property is or may be transported upon a highway, except 


devices which are moved by human power or are operated upon fixed rails or tracks. “Motor vehicles” and “vehicle” 
include automobiles, trucks, motorcycles, motorbikes, and other motor-powered vehicle operating on land. 


4. Offense – An offense is committed each time a vehicle is parked in violation of a parking regulation, commencing with 
the issuance of this first citation, or each time a moving traffic violation occurs. 


5. Parked, parking – The standing of a vehicle upon a street or parking area, or grounds, whether the motor is running or 
not, without the occupancy of its driver, other than temporarily for the purpose of and while actually engaged in loading 
and unloading. 


6. Parking Area – Any place or area set aside, marked, posted or intended for parking of vehicles. 
7. Registration – Acquiring a Tennessee State University parking permit and properly displaying that permit on the vehicle. 
8. Service Vehicle – Any Tennessee State University-owned vehicle or commercially owned vehicle used for the purpose of 


delivery, maintenance, repairs or servicing the University. 
9. Loading Zone – Those areas posted or marked for the use of service vehicles servicing the University in loading and 


unloading. 
10. Restricted Parking – The parking area set aside for the parking of vehicles bearing the particular permit for which that 


area is posted and reserved. 
11. Commuter Parking – The parking area set aside for the parking of vehicles for non-resident students. 
12. Red and White color scheme – Designated parking areas on the campuses: There are commuter students, visitors, 


vendors and contractors.  


C. General 
1. The motor vehicle laws of the State of Tennessee are in effect on campus and other Tennessee State University property. 
2. Faculty, staff, students, contractual employees, and visitors are expected to know and comply with the State motor ve-


hicle laws, the traffic ordinances of Metropolitan Nashville-Davidson County, and the Tennessee State University “Traffic 
and Parking Regulations.” 


3. The maximum speed limit on all campus drives, roads and streets is 15 mph unless otherwise posted, 
4. Driving of motor vehicles on campus, walks and laws is prohibited except when special permission has been granted by 


the Physical Plant Department for emergency conditions. 
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5. Pedestrians shall be given the right-of-way at all crosswalks or when in compliance with existing traffic controls. 
6.  Moving or driving around an authorized barricade shall not be permitted. 
7. Operators of vehicles shall comply with all traffic signs directing the movement of vehicles in parking lots.
8. The Gentry Center parking lot will be utilized for overflow parking. Shuttle service will be available through Facilities 


Management. 


D. Registration of Automobiles 
A student who owns and/or operates an automobile on the campus must register the vehicle using the following steps:  


1.  Go to the Tennessee State University Parking Services Office homepage at www.tnstate.edu/parking and click on “My 
Parking Account” go to the “Parking at TSU” page. 


2.  Clock on “Manage My Parking Account” and then sign in using your TSU username (login ID) and password, then click 
the “Log In” button. Next, click on “Manage My Vehicles” link and then the “Add Vehicle” button.


3.  On the “Register Your Vehicle” page, fill in all the information on that page, including the year, make, model, color, style and 
VIN number. This information can be found on your vehicle registration form. Then click, “Next.” On the next page, review your 
vehicle information to make sure everything is correct. If you do not have another vehicle to register, then you can log out.


4.  Then go to the place where parking permits/decals are being issued. Faculty should either pay for their decal at the 
Bursar’s Office and bring their receipt or provide a signed payroll deduction form to receive their parking permit. 


5.  Students must be sure they are registered with classes before obtaining a parking permit; General Access Fee pays for 
your parking permit. 


6.  Please have driver’s license, and car registration and student or faculty ID in hand. 


E. Expiration 
1. All automobiles are required to be registered to use designated parking lot area. 
2. A student or resident, so identified failing to register such vehicle(s) or to display a current identification sticker(s) 


thereon is subject to a penalty or tow-in. 
 3. Registration of any motor vehicle shall be in only one name.  


4. Providing erroneous information on a registration or a parking permit application is subject to penalty. 
5. Altering or counterfeiting any parking permit shall be subject to a penalty. 
6. Upon issuance of a new license plate, the person in whose name a vehicle is registered at the University shall report the 


new license number to the T.S.U. Police Department within seven (7) days after issuance. 
7. The fee for parking hangtags per academic  year is $65.55 for faculty and staff. Payment of fees will be made online in the 


Business Office located in the McWherter Administration Building (Main Campus).  Second decals are no longer allowed. 
8. A fee for parking will be assessed per academic year for faculty and staff. A cashier’s receipt or online receipt must be 


presented when obtaining a decal. 
9. Parking hangtags are issued at the beginning of the school year and expire the following August (from August to August). 
10. Hangtags/decals will be issued at the Parking Services Office or other designated locations. 
11. All automobiles on both Tennessee State University campuses are required to be registered, display proper State regula-


tion, and are required to use designated parking areas. 


F. Affixing and Removal of Hangtags 
 Parking hangtags shall be displayed on any vehicle parked on University property. 


1. The student hangtag shall be properly hung on the front windshield rearview mirror by midnight of the first Friday of the 
week that classes begin. 


2. Faculty, staff members and administrators are to properly display the parking permits (hangtags) no later than the third 
workday after becoming a staff member. 


3. Replacement of Hangtags 
a. Hangtags are transferrable to any other vehicle owned or operated by the owner of the hangtag provided 


they have registered the vehicle in the system. However, ownership of the hangtag is not transferrable; 
violation of this policy subjects the vehicle to being towed and all parking privileges revoked for parties 
involved. 


b. Upon proof that the original parking hangtag has been lost, stolen or destroyed, a duplicate sticker will be 
issued upon payment of a $2 fee. 
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G. Parking Regulations 
1. Parking privileges in University parking lots on campus are available upon application, to eligible members of the faculty, 


staff, contractual employees, student body, or visitors, subject to provisions set forth.  
a.  Faculty, Staff and Administrators. Faculty and staff members may park in the red designated parking areas 


and may apply for assignments in reserved parking area.  
2. Student Parking on Campus 


a. All students registered full-time, part-time, or special students are to register their vehicles with the Parking 
Services Office within a three-day period after vehicles are brought to campus, display in the middle of the 
front windshield hang tang parking permit and permit and park in the white lines for commuter and residen-
tial students. 


b.  On campus resident students are to use only the restricted resident hall parking areas assigned to them. 
3.  Illegal Parking 


a.  Parking is prohibited any place on campus other than those areas which have been designated for parking 
and identified by signs controlling their use.


b.  Parking is prohibited at crosswalks, building entrances, fire hydrants, fire lanes and other areas posted “No 
Parking At Any Time” or marked by a yellow line.  Vehicles in violation may be towed away. 


c.  Taking a motor vehicle into any University building is prohibited except where a shop or garage is specifi-
cally designated for the purpose of vehicle repair or storage. 


4. Improper Parking 
a.  Motorists can park by backing in or head on positions.  
b.  Parking over or across stall marker lines, where such lines are provided, is subject to penalty for improper parking. 
c.  Parking without appropriate permit in all lots is subject to penalties, which may include fines, ticketing, and towing.  
d.  Tennessee State University assumes no liability or responsibility for damage to any vehicle parked in any 


University parking area.  
5. Visitor’s Parking 


a.  Occasional visitors to campus shall come by the Parking Services Office to register their vehicles and to 
receive information on parking. 


b. Visitors who have frequent occasion to visit the campus on business may apply for a visitor’s parking permit. 
The application should be written in form (it shall be left to the discretion of the Associate Vice President for 
Administration as to whether or not these visitors should be charged a registration fee). 


c.  Visitors enrolled in short courses for more than a week in duration should be considered as students and 
should purchase a special parking permit. 


6.  University Owned Vehicles 
a. Operators of university-owned vehicles are subject to all university traffic and 


parking regulations. 
b. University-owned vehicles shall be parked overnight in the carpool area 


located at the Operations Building unless otherwise accommodated. (This 
provides further security to the university-owned vehicles). 
i. Such vehicles are not required to display a university parking permit. These vehicles may be 


  parked in any of the parking lots but operators are advised in a manner whereas unnecessary  
  space will not be occupied. 


ii. Parking of an authorized vehicle in an authorized area will subject the  
violator to a penalty and/or having the vehicle towed away. 


H. Fines  
Violations of the following will result in the fines specified on the Bursar’s Office website at www.tnstate.edu/bursar/docs/Other%20Appli-
cable%20Fees%20and%20Charges.pdf. 


1. Reckless driving and speeding: 
a. 1st Offense - $50 


    b.   2nd Offense - $100 
2. Failing to yield to pedestrians at a crosswalk: 


    a.  1st Offense - $15 
    b.  2nd Offense - $30 


3. Registration violation: no sticker or fraudulent registration: 
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    a.  1st Offense - $25 
    b.  2nd Offense - $50 


4. Driving over or parking on law, curbs, and walkways: 
    a.  1st Offense - $50 
    b.  2nd Offense - $100 


5. Parking within ten (10) feet of a fire hydrant: 
    a.  1st Offense - $15 
    b.  2nd Offense - $30  


6. Parking in a “No parking” area or reserved area: 
    a.  1st Offense - $25 
    b.  2nd Offense - $50 


7. Blocking drive, walkway, door, or traffic: 
    a.  1st Offense - $25 
    b.  2nd Offense - $50 


8. Improper parking (backed in, or not between lines, etc.) 
a.  1st Offense - $25 


  b.  2nd Offense - $50 
9. Disabled Parking violation: 


a. Each Offense – the fine for the offense of illegal use of a parking space designated as disabled/handicapped 
parking is established by statute. It will be adjusted and posted in University publications as necessary to remain 
in compliance with state law. 


10. Blocked Fire Lane: 
    a.  1st Offense - $50 
    b. 2nd Offense - $100 
Receiving three (3) citations within a period of one semester may result in suspension of the operator’s privileges of operating or parking his/her 
motor vehicle on campus for the remainder of the school year. The vehicle involved will be placed on a towing list and subsequently towed from 
campus anytime it is parked on campus during the period of suspension. A letter acknowledging such a suspension, or further violations after the 
suspension is effective, will be sent to the appropriate dean or supervisor of the person involved. 


I. Collection of fines 
1. All fines must be paid at the Cashier’s Office during the hours of 8:30 am to 3:30 pm Monday through Friday. 
2. Fines assessed against students, unless paid as herein provided, will be charged to the individual student’s account with 


the University and treated on the same basis as any other debt due the University. 
3. Fines assessed against faculty members and other employees, unless paid as herein provided, will result in collections. 


J.  Failure to pay fines 
1.  A student cannot register or receive grades or transcripts until all outstanding obligations to the University are paid. The 


amount of the penalty may be added to the student’s fees at registration. 
2.  The amount of the fine may be deducted from the paycheck of the University employee, pursuant to the Board of 


Regent’s guidelines. 
3. Habitual and flagrant violators of the regulations will be referred to the Office of Student Conduct and Mediation Services. 


Appeals
Filing an appeal to a citation allows the individual to demonstrate the citation is invalid.  The person filing an appeal will assume the burden of 
showing why the appropriate enforcement action should not have taken place. 
 
Initial Review of Appeal
The first level of review of an appeal is with the appeals officer within the Parking Services Office. The appeals officer shall review all appeals 
filed online that meet the ten (10) day deadline.  Appeals filed with the appeals officer will be reviewed within 15 working days, or 30 working 
days during major special events.
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Parking and Traffic Committee
The second level of appeal is with the university’s Parking and Traffic Committee.  The committee consists of representatives from the faculty, 
staff, and student body.  This committee has been established to review appeals that have been denied or reduced by the appeals officer.  The 
Parking and Traffic Committee shall set forth the grounds on which the appealing party believes the decision was improper or inequitable.
 
An appellant whose appeal has been denied or reduced may file a second appeal online to the Parking and Traffic Committee within ten (10) 
days of the date of the appeals officer’s decision.   Second appeal requests shall include all information required in the initial appeal plus any 
additional information the appellant wishes to include.  Final disposition by the committee shall be understood to mean a ruling in which the 
committee affirms, modifies, or reverses a decision of the appeals officer. The decision of the Parking and Traffic Committee is final. The appel-
lant will receive the decision of the committee via email. 
 
This policy is promulgated pursuant to, and in compliance with, TBR Rule 0240-02-03-.05 Traffic and Parking.  To the extent that a conflict exists 
between this policy and TBR rule, policy and/or applicable law(s), the TBR rule, policy and/or law will control. History – Adopted by TBR: 12/8/11.  
Effective: 1/29/12. 


THE BURSAR’S OFFICE
The Bursar’s Office is a part of the Finance and Accounting department under the division of Business and Finance. 
The Bursar’s Office is responsible for the assessment and collection of student fees; disbursement of financial aid refunds; collection of loans 
and accounts receivable; processing of third-party billings; and collection and recording of departmental deposits.


FEE PAYMENT/CONFIRMATION OF ATTENDANCE 
Bills should not be mailed. Access myTSU at http://mytsu.tnstate.edu to: 


¾� Check account balances. 
¾� Pay fees with MasterCard, Visa, American Express, or check.  
¾� Parents paying fees online need to coordinate logon information with students.) Print account statements. (Please review bill for 


accuracy.)
¾� Print detailed class schedules.
¾� Print 1098T tax statements. (Tax statements will not be mailed. Parents will need to coordinate logon information with students.) 
¾� Complete Bank Deposit Information


Since myTSU is the major mode of communication with students, it is imperative that all students check their myTSU email accounts regularly.  
For assistance with this electronic portal, please call the Help Desk at (615) 963-7777.  
Students are not considered registered until all fees are paid or they confirm registration if fees will be covered by scholarships, authorized 
deferments and/or financial aid. The following options are available to students in good standing: 


Payment can be made in person, by mail, or internet (myTSU) using the following methods.  
¾� Cash (please do not mail)  
¾� Check (personal, cashiers/bank check, money order)  It is the policy of Tennessee State University to electronically convert and 


process all paper checks received via Point of Purchase, mail or drop box using the Automate Clearing House (ACH) Network, under 
the rules governed by the National Automated Clearinghouse Association (NACHA) and the Federal Reserve Bank·


¾� Credit Card (MasterCard, Visa, or American Express)  
¾� Bank Wire Transfer (contact the Bursar’s for wiring information) 


CONTACT INFORMATION 


Website:        http://10.52.128.224/bursar/index.aspx  
Address:    Tennessee State University 
            Bursar’s Office 
            3500 John A. Merritt Blvd., P. O. Box 9621 
            Nashville, TN 37209 
    Telephone: (615) 963-5472 (office), (877) 288-0028 (toll free), (615)963-7632 (fax) 
Office Hours:  8:00 a.m. until 4:30 p.m. (Cashiers: 8:30 a.m. until 3:30 p.m.) 
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THIRD-PARTY PAYMENTS  


Students who are registering through either the State employee fee waiver or TBR employee fee waiver program may not register more than 
four (4) weeks before the first day of classes. Fee waiver forms can only be honored for classes selected (4) weeks before the first day of classes.  
No late registration fee is assessed to those registering the first day of late registration.  Completed forms should be submitted thirty (30) days 
prior to the scheduled fee/payment confirmation deadline via fax, mail or in person, but students should wait until four (4) weeks before the first 
day of classes for registration/confirmation. Forms will not be accepted after the first fourteen (14) days (including weekends) of classes.  


TBR/UT (spouse/dependent) and TN public school teacher/State Employee (dependent) completed forms should be submitted thirty (30) 
days prior to the fee payment/confirmation deadline to prevent class schedules from being deleted. Forms will not be accepted after the first 
fourteen (14) days (including weekends) of classes. 


Other third-party sponsors that will be billed for students’ fees (e.g., employers, prepaid tuition programs, government agencies, foreign em-
bassies, etc.) should submit authorization paperwork to the Bursar’s Office in advance of the registration/confirmation deadline to prevent class 
schedules from being deleted.   


CONFIRMATION OF ATTENDANCE 


All students MUST CONFIRM.   Confirmation affirms that students plan to attend the classes for which they are registered and gives the university 
permission to apply financial aid.  Students who register/confirm and subsequently decide not to attend must drop all classes before the first day 
of classes to avoid a penalty. 


To confirm, access myTSU and do the following: 
� Click on Banner Services 
� Click on Student Tab 
� Select Student Account 
� Select Account Detail for Term/Confirm Enrollment/Credit Card Payment 
� Select term  
� Review Account Summary for accuracy 
� Select Confirm Registration. Click Yes, I will attend 


1. If the balance due is $0 or a credit (-) (i.e., authorized/memo aid is equal to or greater than the amount due), the student will be 
given a confirmation number when he/she successfully completes the process. 


2.  If the balance is owed, the student will be directed to a secure site “TSU Bill Payment Suite” to pay in full or enroll in a deferment plan. 


a. To pay the balance in full, click on Make Payment and follow the instructions 


b. To enroll in the Deferred Payment Plan, click on Enroll in a Deferment


plan and to follow the instructions. 


3. Write down the confirmation number as verification of completion of the confirmation process. The system will enter a code into the 
computer to hold the classes. If in doubt, the student may try the process again and the systems will tell him/her if registration has 


already been confirmed. The confirmation will not be repeated. If a student decides not to attend classes after confirming, an official 
withdrawal from the University is required. If the student decides to attend after checking that he/she will not attend, then he/she 
must contact the Bursar’s Office to reverse the negative response and prevent his/her class schedule from being deleted. 


Housing Deposit 


1.  A $100 non-refundable housing deposit is required for all students who apply for university housing. 


2. The non-refundable deposit is paid once a year to reserve an on-campus housing space for the upcoming academic year. The $100 
is deducted from the housing fee for the fall semester or whichever semester is applicable. 


Refund of Fees   


Students who officially drop or withdraw from classes will receive tuition and fee refunds as follows: 


NOTE: Refunds are calculated based on liable credit hours.  Therefore, in some instances, a refund may not be applicable. Students are encour-
aged to better plan their schedules and retain their full-time status on their way to a timely and successful graduation.  


Students dropping and adding a class on or after the first day of classes must process both the Add and the Drop ON THE SAME DAY and the Add 
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must be processed first. 


RODP courses cannot be evenly exchanged with TSU courses when students drop/add on or after the first day of classes. RODP classes can be 
identified by section number R50.  RODP courses are charged separately from TSU courses. 


• 100% before the first day of classes; 
• 75% beginning the first day of classes through the fourteenth day (including weekends); 
• 25% beginning the fifteenth (15th) day of classes through 25% of the term; 
• 0% after the 25% refund period. 


Please refer to the PAYMENT DEADLINES AND OTHER IMPORTANT DATES section of the Bursar’s Office website (http://10.52.128.224/bursar/
index.aspx) for the 100%, 75% and 25% refund dates.  


EXCEPTIONS: 


• 100% will be refunded for classes canceled by the University. 
• 100% will be refunded in the case of death of the student. 
•  0% will be refunded if a student is dismissed or suspended. 


FINANCIAL AID-WITHDRAW/REFUND POLICY                                               


THIS POLICY SHALL APPLY TO ALL STUDENTS AT TENNESSEE STATE WHO RECEIVE FINANCIAL AID FROM TITLE IV FUNDS AND WHO 
TOTALLY  WITHDRAW, DROP OUT OR STOP ATTENDING ALL CLASSES WITHOUT OFFICIALLY WITHDRAWING.  


Federal regulations require that when you officially withdraw from the university or stop attending your classes that the amount of Federal Title IV 
Financial Aid assistance that you have “earned” up to that point must be calculated using a pro-rata formula.  If you received more Financial Aid 
than you earned, the excess funds will be returned on your behalf by the University to the program in which you received aid.  In most instances 
this will leave you owing the University. 


If you change your enrollment status within the first 14 days of classes, your financial aid will be adjusted accordingly and you may possibly owe 
the University. 


If you have completed more than sixty percent (60%) of a period of enrollment (i.e. fall term, spring term) you have earned all of your Financial 
Aid and your account will not be adjusted.  Anything less than earning 60% of your aid will require an adjustment and billing. 


Upon receipt of the official withdrawal notification from the Registrar’s Office, the Financial Aid Office will perform the return calculation.  You 
will be notified by mail.  If there is any outstanding balance with the University you are responsible for making payment arrangements with the 
Bursar’s Office.   


FINANCIAL AID REFUNDS 


Refunds will be available via direct deposit and on student ID cards for returning students who have Comdata accounts.  Refunds will be pro-
cessed for students who have registered, completed all paperwork in the Financial Aid Office, and confirmed that they will be attending for the 
term on myTSU, have had their classroom attendance confirmed, and have actual aid credited to their accounts.  


To obtain a financial aid refund, please follow these five steps: 


Step #1: Logon to myTSU and select Student then Refund Account Information and follow the instructions.


Step #2: Check your account at myTSU.tnstate.edu to see if you have a credit balance.  Refunds will be processed daily beginning the date 
posted on the TSU website each semester. Refunds will appear on the ID card within a 24 to 48 hour period from the date of the refund transac-
tion that appears on your student account. 


Direct deposit is required if you are a freshman, transfer, or a returning student with a new ID card.  Direct deposits may take up to three busi-
ness days to post to bank accounts.  Students who do not sign up will receive their refunds via checks mailed to their permanent addresses on 
file, beginning mid-September for fall term and mid-February for spring term.


Step #3: Contact the Bursar’s Office if you believe you qualify for a refund, but the Web reflects that one has not been processed for you.  Keep 
in mind that some scholarships do not allow refunds and PLUS Loan proceeds in excess of fees are treated according to parents’ instructions. 
Refunds will NOT be issued for financial aid that is in “estimated” status. 
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Refund of Housing Expenses 
A. The room and board refund policy is outlined below: 


¾� Refunds will be pro-rated on a weekly basis when a student is forced to withdraw from a residence hall/apartment. 
¾� Because of personal medical reasons confirmed in writing by a licensed physician 
¾� At the request of the university for other disciplinary reasons 


  (A week is to consist of at least three business days) 


B. 100% of fees will be refunded in the case of death of a student.  


C. Withdrawal for other reasons will be subject to the same 75%/25% amounts and time periods as described in the PAYMENT DEAD-
LINES AND OTHER IMPORTANT DATES section of the Bursar’s Office website (http://10.52.128.224/bursar/index.aspx). 


APPEAL PROCEDURES FOR FEES AND REFUNDS 


A student may appeal the assessment, application, calculation, or any interpretation of any university fee, charge, deposit or refund, or any university 
action connected with fees or charges. Questions should be discussed with personnel in the Bursar’s Office. If a student is not satisfied with the 
resolution of the problem offered by the Bursar’s Office, a written appeal can be made to the Associate Vice President for Business and Finance, 


THE TESTING CENTER


Comprehensive testing services are offered to TSU students, staff, faculty and the general public. The testing staff administers standardized 
tests required for undergraduate and graduate admissions, pre-professional schools, admissions, college credit by examination, placement, high 
school equivalency and professional licensure and certification. 


The TSU Testing Center assists the University’s academic programs by administering: 
¾� Paper-and-pencil tests 
¾� Computer-administered standardized tests 


It also addresses the needs of the university community via: 
¾� Admissions tests 
¾� Distance learning 
¾� Workforce development 
¾� Credentials & licenses 


Services provided through the Testing Center are available to TSU students and members of the community.


The Testing Center is located on the Main Campus, Holland Hall, Rooms 310 & 312 and on the Avon Williams Campus, Fourth Floor, Suite 400B, 
Hours of operation are 8:00 -4:30 pm, Monday – Friday, Telephone (615) 963-7111 


TRIO PROGRAMS


The Office of TRIO Programs houses Student Support Services and Educational Talent Search under Title IV at Tennessee State University. The 
goal of the Student Support Services Program (also known as Academic Success Program) is to increase the retention and graduation rates of 
college students. Students who have an academic need may to apply during the freshman and sophomore year. 


The Student Support Services Program (Academic Success Program) provides the following services to enrolled participants: 
¾ Tutorial services 
¾ Lending library 
¾ Mentoring 
¾ Graduate and professional tours 
¾ Grant aid award 
¾ Assistance with completing applications for admission and financial aid for enrollment to graduate and professional programs 
¾ Information at networking sessions on graduate professional school, careers, college survival skills, scholarships and internships 


The Educational Talent Search Program is a pre-college program designed to provide academic and cultural enrichment services to a targeted 
population of students. The purpose of this program is to assist students in developing critical thinking, effective expression, good study habits 
and positive attitudes toward learning.    
(For additional information, please call (615) 963-7461 or visit the office in Lewis R. Holland Hall, Suite 231). 
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Identification and Access Control Center – ID Center
The TSU ID Center serves as a focal point for all identity/access management activities at the university and provides general support for the 
various services connected to the TSU ID Card.


The Tennessee State University ID card is issued to all students, faculty, staff, guests, and contractors.


Your TSU ID serves as:


• An identification card 


• An electronic proximity card controlling access to: 
• residence and dining halls 
• recreational facilities 
• academic facilities 


• Library card 


• You can also use you ID card to purchase goods and services at select locations on  campus through the university’s Declining Balance 
program.      


The ID card should be on your person at all times and worn visibly while on campus.  The TSU ID Card is the property of Tennessee State Univer-
sity and must be surrendered upon request of any authorized party. 


 HOW TO GET AN ID CARD 
• The ID Center is located on the first floor of Hankal Hall in Room 108. 


• The requirements for issuance of a TSU ID include:    
• Photo identification - a valid driver’s license or other form of government photo ID (state ID card, military ID, passport, or residence 


alien card). 
• Students must be accepted to the University. 
• Faculty/staff must have proof of employment. 


• The photo ID is issued immediately after being photographed. 


• Lost, stolen, and damaged ID cards are replaced for a $15 fee payable in the Bursar’s  office. 


LOST OR STOLEN CARDS
Visit the ID Center to report the card as lost or stolen. A card cannot be marked lost over the phone. Once a card is marked lost, it cannot be 
reversed. A new ID card and account number will be generated for you twenty minutes after reporting the card lost.


PLEASE NOTE: a replacement card cannot be generated if you are not enrolled and taking classes for the current semester.


There is a $15 fee for a replacement card (lost, stolen, and/or damaged). The fee is payable at the bursar’s office located in the Administration 
Building. The cashier window closes at 3:30 pm Monday through Friday. Bring your receipt to the ID Center to receive your new card.


CARD FEATURES- Your TSU ID Card provides access to the following services:


• Meal Plans, Dining Services and the P.O.D. 
• Library 
• Wellness Center 
• Cafeteria 


• Parking Decal 
• Residence Hall Access 
• Encoded with meal plans 
• Access to athletic events 


MEAL PLANS, DINING SERVICES AND THE P.O.D. 
 Meal Plans are obtained, managed and controlled by Residence Life. Activating your meal plan on a replacement ID Card is done in the main 
Aramark Office located inside the 1st floor cafeteria in the Floyd-Payne Campus Center.  


To have funds secured on your ID card for the dining meal plans or purchases at the Provisions on Demand (POD) store, you must contact 
Aramark Food Services:  


Mr. Stacey Clevenger
Controller TSU ARAMARK HIGHER EDUCATION 
3500 John Merritt Blvd, Kean Hall Room 131, Nashville, TN 37209 
 clevenger- stacey@aramark.com
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UNIVERSITY BOOKSTORE


The University Bookstores have books and supplies at reasonable prices. Bookstore operating hours are from 8:00 am – 6:00 pm Monday 
through Friday at the main campus. 


During registration periods the operating hours are extended – dates and hours are posted. 


UNIVERSITY DINING


The main cafeteria is located in the Otis L. Floyd Joseph A. Payne Campus Center, first floor. There is also a dining area in the Rudolph Residence 
Center.  


The schedule for meal hours is published and posted in the cafeteria or on bulletin boards in the residence halls and in camps publications. 


Dishes, utensils, and other cafeteria property are not to be removed from the cafeteria without prior approval of the person in charge. 


UNIVERSITY LIBRARY


WELCOME! 


The Tennessee State University libraries provide state-of-the-art services which are designed to facilitate and support the teaching, learning, 
and public service mission of the university. The library’s website is a portal for all its services and can be accessed at http://www.tnstate.edu/
library or going to the TSU webpage and clicking on campus life, then click on campus services. The libraries have an abundance of computer 
workstations and have wireless capability, so personal laptops can be used. Off-campus access to the online catalog and databases is provided 
for currently enrolled students. 


Everyone is encouraged to make use of the library for the research needs. A scholarly atmosphere that is conducive for study and research 
should be maintained at all times. All materials must be checked-out at the Circulation Desk and mutilation of materials (e.g. cutting out pages 
from books or periodicals) will not be tolerated. Cell phone usage, food, pets, and beverages are not allowed in the library. 


Main Campus Library Hours: 
 Monday – Thursday: 7:30 am – 11:45 pm 
 Friday:  7:30 am – 4:30 pm 
 Saturday:  10:00 am – 6:00 pm 
 Sunday  2:00 pm – 11:45 pm 


The library begins clearing patrons and closing procedures 30 minutes before the posted closing time. The main campus library is open 24 hours for 
two days during mid-term examinations and 24 hours for five days during final examinations. 


Avon Williams Campus Library Hours: 
  Monday – Thursday: 8:00 am – 10:00 pm 
  Friday:  8:00 am – 4:30 pm 
  Saturday:  8:00 am – 4:30 pm 
 Sunday:  2:00 pm – 9:00 pm 


(Adjusted hours for holidays and events will be posted on the entry doors and on the library’s webpage)  


SECURITY 


An electronic check system is positioned at the exit from the library. An alarm will sound at the exit, if materials have not been properly checked 
out. Ignoring the alarm will result in disciplinary action from the university. 


Emergency exits are located at the four corners of the building. In case of a fire alarm or other emergency, the exit doors will open automatically. 
In non-emergency situations, the only exit is located at the front of the building. 
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UNIVERSITY POST OFFICE


The university post office is located on the first floor of the Floyd Payne Campus Center adjacent to the student cafeteria. It is the central distribu-
tion and pick-up for all mail services for the university. All incoming and outgoing mail is delivered to and picked up from the university post 
office by the U.S. Postal Service in accordance with the schedule indicated below: 


Mail Delivery and Pick-up Schedule 
Monday – Friday – 8:00 am – 3:00 pm 


Post Office Hours 
Monday – Friday 8:30 am – 4:00 pm 
Money order services 8:30 am – 2:00 pm 
Telephone: (615) 963-5246 
Special Saturday Openings 8:30 am – 12:00 Noon 
(Saturday before Christmas Holiday Recess), (Saturday before Spring Break Recess) , (Day of Commencement) 


Services 
The university post office sells stamps, issues and cashes U.S. Postal Money Orders only.


Mail may be sent priority, first class, express, certified, insured, and registered. New added services include signature confirmation, a postal ki-
osk to purchase stamps, and delivery confirmation for tracking mail electronically via www.usps.gov. Due to new postal regulations, all packages 
are charged according to their size, shape, weight, and must be wrapped securely for mailing. C.O.D packages cannot be sent from the post 
office. Fax services are also available for sending and receiving faxes. 


Mail Distribution 
Mail is placed in mailboxes daily. Delivery notices are placed in mailboxes when mail is too large to fit, along with express, certified, insured, 
registered, and packages. Mail delivery confirmations are to be picked up at the service window. Two forms of identification are required when 
picking up certified, express, and registered mail packages – the TSU ID card and a government issued ID Card. 


Mailbox Assignment 
All students enrolled in six (6) or more credit hours are required to have a mailbox on campus. In this respect, a mailbox and combination are 
assigned at time of registration should be safeguarded at all times once it has been issued. Lost or misplaced box combinations are subject to 
an administrative fee. The same mailbox number will be retained throughout enrollment at the university. As a matter of security, mailboxes are 
checked periodically to determine if they have been left unlocked after mail has been removed. 


Address of Correspondence 
All correspondents should be notified of student’s mailing address as a means of timely distribution of mail in boxes.  Example of correct address: 


Student Name 
Tennessee State University 
Box (assigned box number) 
3500 John A. Merritt Blvd. 
Nashville, TN 37209-1561 


Some Do’s and Don’ts 


¾ Students are to use the same name on all correspondence as appears on documents used in registration.  


¾ Students should check their mailbox daily 


¾ Students should be sure that their mailbox is closed after removing mail 


¾ Students should advise family and friends NEVER to send cash in the mail 
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¾ Always include your box number on correspondence 


¾ Report mailbox tampering immediately to the person working at the service window 


¾ Do not use nicknames, since the same nicknames may be used by others 


¾ Do not give others your mailbox combination 


PERSONAL PROPERTY, RIGHTS, FREEDOMS, RESPONSIBILITIES


FREEDOM OF ASSEMBLY  


Students enrolled at the university are reminded to take every precaution to safeguard their personal property. Large sums of money should be 
deposited in the bank for safekeeping. Letters with money orders or checks should be sent registered to ensure delivery.  The university cannot 
assume responsibility for the loss of personal property whether the loss of such property results from theft, fire, or other causes.  


STATEMENT OF ASSURANCE 


A university campus is considered an appropriate place for spontaneous and impromptu gatherings, where speeches are made, controversial 
topics are presented and discussed, and acceptable forms of active dissent in support of issues may take place. Picketing, demonstrations, or 
student strikes, provided they are conducted in an orderly and non-obstructive manner, are legitimate at a state-supported institution, and it is 
assumed the students involved in such activities have a serious purpose and a sincere interest in his or her own social and intellectual develop-
ment. They are expected to approach problems with intelligence and reasonableness; are subject to laws and ordinances of the nation, state, 
and community of which they are a part; and are expected to work peaceably for the changes considered necessary. As students value rights 
and freedoms for themselves, they are obligated to respect the rights and freedoms of others.   


The Tennessee Board of Regents recognizes the right of the individual student, or of student groups, to disagree with national, state, local, and 
university policies and positions. Students have the right of lawful assembly and to express constructively their views on issues which capture 
their interests.  


Although there are areas of common concern in the several colleges and universities under the Tennessee Board of Regents, there are also ap-
preciable differences in tradition, environment, mission, and institutional character. It is required, therefore, that each institution establish student 
and campus regulations that emphasize the unacceptability of the following:   


� The support of action through unlawful means; 


� Interference with accepted functions or activities of the university and the educational   program;


� Unauthorized occupancy of university facilities or blocking access to or from such areas; 


� Interference with approved university traffic (pedestrian or motor vehicle); 


� infringement of the rights of students, faculty, staff, and/or authorized person to gain access to any university facility for the 
purpose of attending classes or participating in an interview, university conferences, and/or other university activities.  


In adopting policy directives to the presidents of the institutions under its control, the Tennessee Board of Regents emphasizes its commitment to 
the basic principles involved in academic freedom, scholarly inquiry, constructive criticism, and honest dissent. Simultaneously, the Board reiter-
ates the principles of responsibility of students and faculty members in exercising rights and privileges and the use of recognized, organized 
channels of expression and communication. 


In this spirit, and the conviction that the vast majority of students deserve commendation and will conduct themselves as mature and responsible 
citizens, the Tennessee Board of Regents hereby makes its policy a matter of public record and instructs the presidents of the universities and 
colleges under its jurisdiction to take such action as may be necessary to maintain campus conditions that accord with this directive and that 
preserve the integrity of the institutions and their educational environment. (The preceding statement appeared in the Minutes of the State Board 
of Education, August 8, 1968). 


Tennessee State University assumes the position that dissent, when carried out in the prescribed form (being registered in advance with the 
Associate Vice President for Student Affairs in order to ensure that the event is held at an acceptable time and appropriate site), will be protected; 
on the other hand, disruption in any form, will not be tolerated. When dissent takes the form of group activity, sponsored by university-recognized 
organizations or clubs, it must be carried out in such a manner that the normal function of the university is not interrupted. Group dissent taking 
the form of demonstrations, marching, or sit-in activities will not be permitted inside university buildings or during university-wide events such 
as athletic contests, convocations, special lectures, assemblies or at the president’s home and surrounding grounds. This applies equally to 
students, faculty, employees of the university, and campus visitors.  


In the event an unacceptable and/or illegal group or action should occur on the Tennessee State University campus, any one of the following per-
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sons has the authority to terminate the meeting or gathering and ask students and/or association, university employee to disperse: the President 
of the Student Government Association, the Associate Vice President for Student Affairs, Dean of Students/Chief Judicial Officer, Police Officers, 
Vice Presidents of the university or the President of the university. If it is determined that the speaker or leaders of the unacceptable and/or illegal 
group or action cannot present a valid identification card or prove they are students of Tennessee State University, the campus police officer shall 
be summoned to escort those persons from the campus to face possible criminal charges. 


In addition, students are cautioned that participation in any disruptive action may lead to civil prosecution as well as institutional disciplinary 
action. 


OFF-CAMPUS RIGHTS, FREEDOMS, AND RESPONSIBILITIES


Off-campus rights and freedoms of students involve the responsibility to display conduct and behavior that reflect favorably on them, the univer-
sity, and the community. 


Students at Tennessee State University are both citizens and members of the academic community, as well as the local community of Nashville. 
As citizens and members of the academic and city community, students should enjoy the same freedom of speech, peaceful assembly, and right 
to petition that other individuals enjoy and are subject to the obligations and responsibilities that accrue to them.  Due respect for the rights of 
others in addition to the compliance with local, state, and federal laws is a fundamental responsibility.   


A university student should not expect special treatment or consideration because of the campus affiliation. With respect to this relationship, the 
university is not responsible for making bond should one of its students be arrested by civil authorities and be held for court appearance.   


Students, local citizens, and taxpayers have equal obligations to respect the rights of others and to comply with local, state, and federal laws. 
Violation of state laws, if committed off-campus, shall be subject to university disciplinary action when a clear and present danger to life or 
property of members of the university or the community can be determined through campus due-process procedures.  


MISCELLANEOUS


A. The office of the official at each institution is responsible for receiving and processing applications and registrations pursuant to this policy 
shall maintain a copy of the policy for inspection by groups, organizations, and individuals interested in the use of campus property and/or facili-
ties and shall provide a copy of such policy upon request and payment of a reasonable charge. 


B. Exceptions to this policy can be made upon approval of the Chancellor of the Tennessee Board of Regents. 


 


CLASS ATTENDANCE, ABSENCES, DROP/ADD AND WITHDRAWALS


CLASS ATTENDANCE   


Regular and punctual attendance of all courses taken for credit is expected of each student. Course requirements, including tests and examina-
tions must be completed in order to secure maximum ratings consistent with student performance. Permission to take make-up examinations 
will be affected by irregular attendance.   


EXCUSED ABSENCES FOR STUDENTS INVOLVED IN OFFICIAL UNIVERSITY TRAVEL 


It is the university’s policy that students who are members of official participants in a university activity requiring travel are to receive excused 
absences for classes missed during official university travel. These activities include: band, athletics, choir, drama and forensics groups, and 
other registered student organizations whose travel has been approved by the appropriate Division Head of the sponsoring organization. Students 
should receive excused absences from classes on the dates indicated in the itinerary and be allowed to make up any missed examinations and 
assignments at the earliest possible time convenient to the faculty member and the student.   


Excused absences for official university travel do not count toward the university policy on excessive absences.  


STUDENT ABSENCES   


(1) Under the Tennessee Board of Regents’ system-wide rules on student conduct, students are required to provide explanations and/
or justifications for tardiness and missed class sessions directly to the faculty member for each class in which student is enrolled. In 
pertinent part, TBR system-wide student disciplinary rule number 0240-2-3-.03(5) reads:   
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(2) Class attendance and punctuality requirements are contracted between the faculty and the students, through specific expectations 
for attendance and punctuality and specific consequences that are outlined by individual faculty members in the printed syllabus for 
each course. 


(3) Students are expected to attend classes regularly and on time and are responsible for giving explanations/rationale for absences and 
lateness directly to the faculty member for each course in which they are enrolled.  


(4) In cases, where student absences are the result of emergency circumstances (e.g., death in the family, a student’s serious injury or 
incapacitating illness), for which students are unable to make immediate contact with faculty, the student may contact the Academic 
Affairs for assistance in providing such immediate requirements.   


POLICY ON EXCESSIVE ABSENCES


Students are expected to attend class regularly and on time. Instructors will keep an accurate record of class attendance. “Excessive absence is 
defined as no less than one more than the number of times a class meets per week. It is the student’s responsibility to withdraw from a course 
in which excessive absences have been incurred. A student with excessive absences may only be readmitted to class by the instructor. A student 
who has not been readmitted to a class by the official withdrawal date, may not be readmitted to class by the instructor. A student who has not 
been readmitted to a class by the official withdrawal date, may not be readmitted to that class and will receive a mandatory grade of “F.” 


WITHDRAWING FROM A COURSE


Students wishing to withdraw from a course must do so via “mytsu.” Athletes wishing to withdraw from a course must secure approval and 
signature from his/her athletic advisor and submit the proper form to the Records Office. Withdrawal from developmental studies classes is 
prohibited except in extenuating circumstances and with approval of the director. A student may receive a grade of “W” if he/she withdraws ac-
cording to the time period listed in the Class Schedule and/or the Academic Calendar which is listed on the web at www.tnstate.edu.


If a student never attends a class officially registered for or stops attending class without officially withdrawing, that student will be assigned a 
final grade of “F.” 


After the above deadlines, the student must be assigned a grade of “F.” Administrative withdrawal from the university must be documented by 
the student and approved by the Vice President for Academic Affairs. Health problems or other circumstances beyond the student’s control may 
be reasons for granting withdrawal from the university.  


INSTRUCTIONS FOR WITHDRAWAL FROM THE UNIVERSITY


To accomplish proper withdrawal from the university, it is necessary that a student clear his/her status with all the offices on the withdrawal 
request form by obtaining signatures for clearance verification from each office and then file the form at the Office of Records. 


Steps for Withdrawal  


1. Begin withdrawal procedures at the Academic Advising Center.


2. Obtain signatures at all offices indicated on the “Withdrawal Request Form”. 


3. File the “Withdrawal Request Form” at the Office of Enrollment Management.


Failure to properly file the withdrawal request form at the Office of Records will result in “F” in all currently enrolled courses, thus 
jeopardizing a student’s eligibility to re-enter Tennessee State University or transfer to another institution. The official date of with-
drawal is the date on which the properly completed withdrawal form is received in the Office of Records. 


ADMINISTRATIVE WITHDRAWAL


Occasionally, extenuating circumstances will result in a student’s needing to withdraw from the university after the published date for withdraw-
als. In these cases, the student must present a request to the Dean of Students. The request will be reviewed and the student informed of 
procedures to follow to affect the withdrawal. This option is not available during the final week of classes or during the final examination period.   


Circumstances that occur during the final week of classes or during examination period are generally resolved with instructors and the depart-
ment based upon the student’s attendance record and classroom performance. Students who have satisfactory attendance records and who are 
passing courses may be eligible to receive “Incompletes.” (A student who is failing or a student with excessive absences is not eligible to receive 
“Incompletes”).
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MEDICAL WITHDRAWAL


A student whose incapacitation makes it impossible to communicate with the university in a timely manner must provide complete medical 
documentation. This documentation must be received and acknowledged by the university within 30 (thirty) days after the semester ends. 


1. Those granted medical withdrawal were required to meet with the Chief Student Affairs Officer (CSAO) or her/his designee and may 
have been assigned certain treatment related pre-conditions be met prior to readmission to facilitate student retention and eventual 
graduation. The CSAO may request a waiver of release of information from a student to consult with the Student Reentry Committee 
prior to establishing pre-conditions.   


2. Those medically withdrawn student wishing to return to their studies who were assigned pre-conditions must meet with the Student 
Reentry Committee in order to ascertain if or to what extent these were met, the latter resulting in a recommendation to the Chief 
Student Affairs Officer or designee to readmit or not, based on the meeting and/or not meeting of any/all established pre-conditions.


3. In order to accomplish this, the Reentry Committee may request waivers or release(s) of information to communicate with primary 
treating physicians and/or others to ascertain that the student is medically and otherwise ready to return to her/his studies at the 
university. Of course, a student may refuse to sign a waiver of release, or revoke a signed waiver in writing, but this may negatively 
affect the Committee’s recommendation.


4. Upon receiving a readmission recommendation from the Committee, the CSAO or designee renders a decision.


5. Students in disagreement with this decision may appeal, per relevant TSU Student Handbook procedures.  


 


STUDENT GOVERNMENT


The Student Government Association (“SGA”) serves as the governing body for Tennessee State University’s students.   The SGA works with 
the administration in planning and regulating student affairs. It appoints student representatives to university committees, stimulates student 
participation in campus life, and recommends students organizations to the administration for official recognition. (See “Student Government 
Association Constitution, Purposes”). 
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CONSTITUTON
Of the


TENNESEE STATE UNIVERSTY STUDENT GOVERNMENT ASSOCATION


PREAMBLE 
Whereas Tennessee State University recognizes the legitimate prerogative of its students to participant in the governance and affairs of the university 
and whereas such participation shall be consistent with applicable university policies, Tennessee State University does hereby establish and create 
the Student Government Association in accordance with the provisions of this Constitution as herein contained for the following purposes: 


�� To represent the welfare and interest of the student body and the university;
�� To facilitate communication and dialogue among students, faculty and administration n matters affecting the welfare of the 


student body; 
�� To promote academic excellence and good moral and ethical practices; 
�� To provide opportunity for the development of superior character and leadership ability among its members; and to exercise 


the prerogatives and responsibilities of student government as provided in this Constitution in cooperation with the university 
administration. 


Article I   
Legislative Functions—The House of Delegates   
Section 1. All legislative and deliberative authority of the Student Government Association shall be vested in the House of Delegates.   
Section 2. The House of Delegates shall be established and apportioned annually in accordance with the following representation: 
Classification of Representatives   Class President   Class Representatives  
Freshman 1 1
Sophomore 1 1
Junior        1     1  
Senior        1    1  
Graduate Level    1    1  
At-Large       1 per 1,000 FTE   1 per 1,000 FTE
 or fraction thereof or fraction thereof
Section 3. Election of the House of Delegates shall be held in class divisions: seniors electing seniors, juniors electing juniors, sophomores elect-
ing sophomores, freshmen electing freshmen, graduate students electing graduate students.  
Section 4. The number and distribution of At-Large representatives to the House of Delegates shall be based on the university’s official fall 
semester census preceding the university-wide election.   
Section 5. For the purpose of Section 4 above, a full-time enrolled (FTE) student shall be defined as any student carrying a class load of at least 
twelve (12) credit hours per given semester.  
Section 6. The House of Delegates.   
Section 6A. Duties: The House of Delegates shall be empowered to establish by-laws, operating rules, and standing and temporary committees 
appropriate for its purposes in conducting its business.  
Section 6B. The House of Delegates may review and recommend changes in the Student Handbook.   
Section 6C. The House of Delegates shall be empowered to recommend criterion and requirements appropriate for the registration of student 
organizations.   
Section 6D. The House of Delegates shall annually approve the operating budget of the Student Government Association and establish appropri-
ate fiscal policies necessary for its operation in conformance applicable university policies and procedures. 
Section 6E. The House of Delegates shall maintain direction of student government allocated funds with the advice of the Vice President for 
Student Affairs or designee. It shall receive and maintain a monthly sheet of expenditures from the student government account that will include 
a current statement of the balance of the account. 
Section 7. The Speaker of the House of Delegates 
Section 7A. The speaker of the House of Delegates shall be elected by and from its membership within 30 (thirty) days of the first day of classes 
for the fall semester and retain voting privileges. 
Section 7B. The speaker shall preside over the House of Delegates in the absence of the President and the Vice President. 
Section 7C. Should a vacancy occur in the position of Speak of the House, said vacancy shall be filled by a vote of the House of Delegates within 
(30) thirty days of the vacancy. 
Section 8. The Secretary of the House of Delegates 
Section 8A. The secretary of the House of Delegates shall be elected by and from its membership within (30) thirty days of the first day of 
classes for the fall semester. 
Section 8B.  The secretary of the House of Delegates shall cause to be taken and maintained minutes and permanent records of all association 
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business. These records shall be open to any member of the association. 
Section 9. The Treasurer of the House of Delegates  
Section 9A. The treasurer of the House of Delegates shall be elected by and from its membership within (30) thirty days of the first day of 
classes for the fall semester. 
Section 9B. The treasurer shall keep a record of funds budgeted and disbursed by the association. 
Section 9C. The treasurer shall cause to be made a year-end report describing revenues, disbursements, and encumbrances and carry forward 
balances of the association’s funds to the House of Delegates and the university reflecting the business of the association at the close of the 
academic year. 
Section 10. The Reporter of the House of Delegates.  
Section 1OA. The reporter of the House of Delegates shall be selected by and from its membership in a manner prescribed by that body.  
Section 1OB. The reporter shall assist in promoting public relations between the association and students by transmitting information and 
enhancing communications.   
Section 11. Student Government Association Compact:   
As a member of the Student Government Association (House of Delegates), I agree to abide by the following SGA Compact in an attempt to 
exhibit resolute ownership for Tennessee State University and hold myself accountable to my elected position of leadership. As a member of the 
Student Government Association (House of Delegates) at Tennessee State University, I will always: 


• act in a manner that displays integrity, honesty, sound character and good morals.  
• be punctual, properly dressed and prepared for the task at hand. 
• take a personal stand to positively affect the continuous growth, development, and enhancement of the university.  
• represent the university by utilizing personal knowledge, skills, and resources. 
• treat all individuals with a high level of appreciation and respect and expect the same in return.
• accept and demonstrate a steadfast commitment to learning by taking responsibility through personal  


and professional development.  
• expect and achieve success and set high standards in personal and professional ventures.  
• take my position as a student leader seriously.  
• exude confidence and resolve but remain humble and steadfast.  
• effectively communicate any issues, problems, or circumstances that will not allow me to be in compliance  


with the aforementioned statements. 
Section 12. The Qualifications of Members in the House of Delegates are as follows: 
Students seeking membership into the House of Delegates must not be on academic probation and/or must not have been found guilty 
of any student conduct violation within the last academic year and/or currently facing disciplinary action resulting in penalties of probation, 
suspension, or expulsion. This standard is applicable for each and every position within the House of Delegates.
A.  Representative at Large: a) must be a full-time enrolled student (12 hours) at the time of election and continuously enrolled full-time dur-
ing an academic year in which office is held; b) must possess a cumulative grade point average of at least 2.50 c) must not be on academic 
probation and/or must not have been found guilty of any student conduct violation resulting in penalties of probation, suspension, or expulsion; 
d) should show evidence of having earned the equivalent of at least 12 credit hours (excludes remedial and developmental hours) during the 
semester in which the election is held and earned a 2.50 cumulative grade point average;) e) a student unable to meet the qualifications at the 
time of the election shall not be certified to hold office and must relinquish office to the next eligible runner-up (if there is no qualified runner-up, 
a special election shall be held during the fall semester). 
B.  Class Representative: a) must have completed the appropriate hours (excludes remedial and developmental courses) required for a specific 
class: b) must be a full-time student (12 hours) at the time of election and continuously enrolled full-time during the academic year in which 
office held: c) must possess a cumulative grade point average at least of 2.50 (excludes remedial and developmental hours); d) must not be on 
academic probation and/or must not have been found guilty of any student conduct violation resulting in penalties of probation, suspension, or 
expulsion; should show evidence of having earned of at least 12 credit hours (excluding remedial and developmental hours) during the semester 
in which the election is held and earned a 2.50 cumulative grade point average. 
C.  President and Vice President (See Article II, Section 4) 
D. Mr. Tennessee State University (See Article III) 
E.  Miss Tennessee State University (See Article IV) 
An appropriate exception to this provision concerning hours and grade point average may be made for freshman class representatives and fresh-
man class president upon the approval of the Student Election Commission under the authority granted by the House of Delegates to conduct 
student elections. 
Section 13.  With the exception of the cumulative grade point average, a seat in the House of Delegates shall be declared vacant by the House at 
any time during the academic year when an incumbent fails to satisfy any requirement as set forth in the article. 
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Section 13A. If removed from office, the individual has the right to appeal to the Associate Vice President for Student Affairs, followed by the Vice 
President for Student Affairs, and ultimately the President of the university.   
Section 13B. During the period of appeal, vacant offices shall be temporarily filled until an ultimate decision is made. 
Section 14. Vacant class seats in the House of Delegates shall be filled upon the nomination of the class president with the advice and consent 
of the House of Delegates. Vacant At-Large and graduate student seats shall be filled upon the nomination of the president of the Student Gov-
ernment Association with the advice and consent of the House of Delegates. Appointees to vacant seats in the House of Delegates shall serve for 
the length of the unexpired term of office.   
Section 15. A member of the House of Delegates, including the speaker, may be removed from office by a two-thirds vote of its membership 
when it is determined that a representative has failed in his/her responsibility to the university or his/her demeanor otherwise reflects disfavor 
upon the Student Government Association, subject to the right of appeal to the Associate Vice President for Student Affairs, followed by the Vice 
President for Student Affairs, and ultimately the President of the university or his/her designee.  Members of the SGA may be removed from their 
respective positions 
by the Associate Vice President, Vice President, or President pursuant to the disciplinary action process.


Article II Executive Functions   
Section 1. The President of the Student Government Association. 
The president of the Student Government Association shall be the chief executive officer of student government and serve as principal spokes-
person for the student body.   
Section 2. The Vice President of the Student Government Association.   
Section 2A. The Vice President of the Student Government Association shall be empowered to carry out the duties and responsibilities of the 
president in his/her absence and shall serve as the chair of the General Assembly
Section 3. Duties and Responsibilities:   
Section 3A. The President shall call and preside over meetings of the House of Delegates of which he/she shall be a member with voting 
privileges.   
Section 3B. The President shall be an ex-officio, non-voting member of all committees of the association. 
Section 3C. The President shall recommend to the House of Delegates an operating budget for the association. 
Section 3D. The President shall be empowered to appoint committees to assist in the executive functions of the association and to promote 
broad student participation in the affairs of the student body and the university. 
Section 3E.  The President shall be empowered to recommend and nominate students to serve on university committees. 
Section 3F. The Vice President shall be a voting member of the House of Delegates and shall preside over that body in the absence of the 
President. 
Section 3G. The Vice President shall serve as the chairperson of the Student Government General Assembly. 
Section 3H. The Vice President shall assist and represent the President in performing the executive and administrative duties of the Student 
Government Association. 
Section 4. The Qualifications for the Office of President and Vice President 
Section 4 A. Candidates for the Office of President of the Student Government Association must have completed 78 semester credit hours 
(excludes remedial and developmental hours) at the end of fall semester prior to seeking office, be continuously enrolled as a full-time student 
(12 hours) during the spring semester in which the office is sought, have a cumulative average of 2.80 or above (excludes remedial and develop-
mental hours), not have been found guilty of any student conduct violations resulting in penalties of probation, suspension, or expulsion. 
Candidates for the office of the Vice President of the Student Government Association must have completed 48 semester credit hours (excludes 
remedial and developmental hours), at the end of the fall semester prior to seeking office, be continuously enrolled as a full-time student (12 hours) 
during the spring semester in which the office is sought, have a cumulative average of 2.80 or above (excludes remedial and developmental hours).
Section 4B. Candidates for the office of the President of the Student Government Association must have earned 75 semester credit hours 
(excludes remedial and developmental hours), by the semester in which office is sought in order to be certified eligible to hold office during the 
elected term. Candidates for the Office of vice President of the Student Government Association must have earned 60 semester credit hours 
(excluding remedial and developmental hours), by the end of the semester in which office is sought in order to be certified eligible to hold office 
during the elected term.  
Section 4C. Students elected to office should show evidence of having earned the equivalent of at least 12 credit hours (excludes remedial and 
developmental hours) during the semester in which the election is held and earned a 2.80 cumulative and 2.50 semester grade point average.   
Section 4D. A student who is unable to maintain the required qualifications after elections will be reviewed on a case by case basis.
Section 4E. No student is eligible to be placed on the official ballot as a candidate for President or Vice President who does not participate in the 
pre-election activities (e.g., Nomination Convention, Forum, etc.). 
Section 4F. The President and the Vice President must be full-time (excludes remedial and developmental hours) enrolled students at the time of 
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election and continuously during the academic year in which the office is held.   
Section 4G. Vacancies in the presidency and/or the vice presidency shall be filled in accordance with the provisions of this Constitution (see 
Article 11, Section 7).   
Section 5. The President and Vice President of the Student Government Association shall be elected annually in a university-wide election by 
plurality vote of the student body.   
Section 6. The President and/or the Vice President may be removed from office by a three fourth vote of the House of Delegates.   
Section 6A. If removed from office, the individual has the right to appeal to the Dean of Students, followed by the Vice President for Student 
Affairs, and ultimately the President of the university whose decision shall be final.   
Section 7. Should the Office of President or Vice President become vacant for any reason, the line of succession shall fall as follows for the 
unexpired term of office: the Vice President shall become President and the Speaker of the House shall assume the Office of the Vice President.   


Article III 
Mr. Tennessee State University  
Section 1. Mr. Tennessee State University shall be elected annually in a university-wide election of the student body. 
Section 2. Mr. Tennessee State University shall serve as a voting member of the House of Delegates. 
Section 3. Mr. Tennessee State University must be  a full-time enrolled student (12 hours) at the time of election and continuously enrolled full-
time during an academic year in which office is held, and must have completed 75 hours (excluding remedial and developmental hours) at the 
end of the fall semester prior to seeking office; be continuously enrolled as a full-time student during the spring semester in which the election is 
held with at least one academic year’s continuous full-time enrollment at Tennessee State University immediately prior to the semester in which 
the office is sought; have a cumulative grade point average of 2.80 or better in college level courses; have high moral character, poise, loyalty, 
and an amiable personality. 
Section 3A. The elected student should show evidence of having earned the equivalent of at least 12 credit hours (excludes remedial and devel-
opmental hours) during the semester in which the election is held and earned a 2.80 cumulative and 2.50 semester grade point average. 
Section 3B. A student unable to meet the qualifications shall not be certified to hold office and the next eligible runner-up shall be installed in 
the office or, if there is no qualified runner-up, a special election shall be held during the fall semester. 
Section 4. The student must have earned 75 hours (excludes remedial and developmental hours) during the semester in which the office is 
sought in order to be eligible hold office during the elected term. Students shall be given the opportunity to use the Extreme Spring Break to 
assist in meeting the criteria, if necessary. 
Section 5. Mr. Tennessee State University must be continuously enrolled as a full-time student during the academic year, in which the office held. 
Section 6. No student is eligible to be placed on the official ballot as a candidate for Mr. Tennessee State University who does not participate in 
the pre-election activities for that office as prescribed by the House of Delegates and/or the Student Election Commission, such as the Mr. & Miss 
Tennessee University Pageant, forum, etc. 
Section 7. The office of Mr. Tennessee State University shall be declared vacant if the incumbent fails to be in compliance with any provision of 
Section 3 above with the exception of the grade point average requirement during the term of the office. 
Section 7A. Mr. Tennessee State University may be removed from office by a two-thirds vote of the House of Delegates, if the incumbent’s be-
havior, conduct or reflects  a negative image on the office, the student body, or the university—subject to a right of appeal to the vice president 
for student affairs and/or his/her designee.  
Section 8. Should the office of Mr. Tennessee State University become vacant for any reason, the line of succession shall fall in order to the first 
runner-up, second runner-up, etc. 


Article IV 
Miss Tennessee State University 
Section 1.  Miss Tennessee State University shall be elected annually in a university-wide election of the student body. 
Section 2. Miss Tennessee State University shall serve as a voting member of the House of Delegates. 
Section 3. Miss Tennessee State University must, have completed 75 hours (excluding remedial and developmental hours) during the semester  
the position is sought; be continuously enrolled as a full-time student during the spring semester in which the election is held with at least one 
academic year’s continuous full-time enrollment at Tennessee State University immediately prior to the semester in which the office is sought; 
have a cumulative grade point average of 2.80 or better in college level courses; have high moral character, poise, loyalty, and an amiable 
personality and friendly attitude.
Section 3A. The elected student should show evidence of having earned the equivalent of at least 12 credit hours (excludes remedial and devel-
opmental hours) during the semester in which the election is held and earned a 2.80 cumulative and 2.50 semester grade point average. 
Section 3B. A student unable to meet the qualifications shall not be certified to hold office and the next eligible runner-up shall be installed in 
the office, or if there is no qualified runner-up, a special election shall be held during the fall semester. 
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Section 4. Miss Tennessee State University must be continuously enrolled as a full-time student during the academic year in which the office is held. 
Section 5. No student is eligible to be placed on the official ballot as a candidate for Miss Tennessee University who does not participate in the 
pre-election activities for that office as prescribed by the House of Delegates and/or the Student Election Commission, such as the Miss Tennes-
see State University Pageant, forum, etc. 
Section 6. The office of Miss Tennessee State University shall be declared vacant if the incumbent fails to be in compliance with any provision of 
Section 3 above with the exception of the grade point average requirement during the term of the office. 
Section 7. Miss Tennessee State University may be removed from office by a two-thirds vote of the House of Delegates, if the incumbent’s 
behavior or conduct reflects unfavorably on the office, the student body, or the university—subject to a right of appeal to the Associate Vice 
President for Student Affairs and/or his /her designee. 
Section 8. Should the Office of Miss Tennessee State University become vacant for any reason, the line of succession shall fall in order to the 
first runner-up, second runner-up, etc. Should the line of succession fail to produce a replacement, the official shall fall in order to Miss Senior, 
Miss Junior,etc. 
Section 9. The successor of Miss Tennessee State University as described in Section 7A shall hold office for the unexpired duration of the term 
of office. 


Article V
Class Officers and Class Queens   
Section 1. The qualifications for class position are as follows: a) must have completed the appropriate hours (excludes remedial and develop-
mental hours) required for a specific class, b) must be a full-time enrolled student (excludes remedial and developmental hours) and continuously 
enrolled during the academic year in which the office is held, c) must possess a cumulative grade point average of 2.50 (excludes remedial and 
developmental hours), d) must not be on academic probation.
Section 2. With the exception of freshman class officers, the appropriate hours (excluding remedial and developmental hours) required for 
specific classes are: 30 hours for sophomores, 60 hours for juniors, and 90 hours for seniors.  
Section 3. Students elected to office should show evidence of having earned the equivalent of at least 12 credit hours (excludes remedial and 
developmental hours) during the semester in which the election is held and earned a 2.50 cumulative grade point average.   
Section 4. A student unable to meet the qualifications shall not be certified to hold office and the next eligible runner-up shall be installed in the 
office if there is no qualified runner-up, a special election shall be held during the fall semester. 


Article VI 
No student shall be elected to any SGA or class office, including Mr. and Miss TSU and class queens, by write-on ballot. 


Article VII 
Section 1. The term of office for the House of Delegates shall be approximately one calendar year beginning with  the Fall SGA Inauguration and 
ending with the spring commencement of the following year. 
Section 2. The President, Vice President, and Miss Tennessee State University/Mr. Tennessee State University shall not serve more than one term 
or fraction thereof in the same office. 
Section 3.  All elected offices must maintain a cumulative grade point average of a 2.50 or higher. 


Article VIII 
Administrative Functions – The Student Election Commission (SEC) 
Section 1. The Student Election Commission (SEC) shall be composed of twenty (20) voting members and shall conduct student election as 
directed by the House of Delegates. Any changes of rules undertaken by the SEC must be submitted to the House of Delegates and approved 
before these rules become effective. 
Section 2. Election and pre-election activities for Student Government Association, Vice President, Mr. & Mrs. Tennessee State University, Repre-
sentative-at-Large, and Class Officers will take place during the Student Election Week. These elections are to take place under the supervision 
of the Student Election Commission and their faculty/staff advisor, with the date of student elections being the first full week in April of each year. 
Section 3.  Eligibility for Membership: To be eligible for membership in the Student Election Commission (SEC) the student: 
 A. must be in good financial standing 


B. must have completed at least 30 credit hours (excludes remedial and
developmental hours) 


C. must have a least a 2.50 cumulative average (excludes remedial and developmental hours) 
E. must have earned at least 15 hours at the university (excludes remedial and developmental hours).  
F. must submit an application for membership to the Student Election Commission under the authority granted by the 
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House of Delegates. All qualified applicants will be notified of interview dates. The number of members serving on the 
SEC shall be twenty (20) as set forth in the SEC Constitution.  


Section 4. Student body elections may not occur within a two-week period immediately preceding mid-term or final exams.  
Section 5. Voting in all elections shall be by secret ballot.  
Please be sure to refer to the Operations Manual for information regarding Student Election Commission (SEC) as the information is 
subject to change.
Section 6. The House of Delegates in session with the Student Election Commission shall be empowered to review and approve the program of 
work submitted by the SEC for election.   


A. The inauguration of the president of the Student Government Association and the coronation of Mr. & Miss Tennessee State 
University shall be held as scheduled by the Office of Student Activities.  


B.  The coronation of Mr. & Miss Tennessee State University:  
1. The formal coronation of Mr. & Miss Tennessee State University shall be held during the fall semester follow-


ing their election.  
2. This ceremony shall be carried out under the supervision of the Office of Student Activities.  
3. This ceremony will be held during the week of Homecoming or when deemed essential by the Office of 


Student Activities.  
Please be sure to refer to the Operations Manual for information regarding the House of Delegates as the information is subject to 
change.
Section 7. Procedure for Filing Office – Student Government Association 
Section 7A.  The SEC will announce the opening of the filing period for all student-elected offices during the last week of November. 
Section 7B. Applications for all elected offices shall be due in the Office of the Director of Student Activities no later than January 31. 
Section 7C. Student Affairs in conjunction with the SEC advisor and the Office of Student Activities shall begin immediately by the process of 
certifying all candidates for office. 


1. Certification to run for office is accomplished by submission of the appropriate forms to the Office of Admissions and 
Records for official verification of student records and for verification that the student is enrolled currently as a full-time 
student. 


2. The initial certification process shall be completed by the third week of February. 
3. The Office of Student Activities shall post a list of applicants eligible to run for each office no later than the last week of 


February. 
Section 7D.  The student election period shall take place the first full week in April. 
Section 7E. Pre -Certification
1. All candidates for office (winners, runners-up) shall be certified by Student Affairs in conjunction with the advisor to SEC to hold 


office after the final spring semester grades are posted (to determine whether or not students have met the credit hours and a 2.50 
or better cumulative grade point average requirement to hold the office. All candidates for office (winners, runners-up) shall be certi-
fied by Student Affairs in conjunction with the advisor to SEC to hold office after the final summer semester grades are posted (to 
determine whether or not students have met the credit hours and the cumulative grade point average requirement to hold the office. 
We need to discuss how this is going to work. Students who have not met the requirements necessary to hold their positions at the 
end of the spring semester are encouraged to enroll in summer classes to work toward meeting the requirements prior to the fall.  


2. Students seeking office shall show evidence of having been enrolled in TSU as a full-time student during the spring semester in 
which office is sought. 


3.  Students elected to office shall show evidence of having earned the equivalent of at least 12 credit hours (excluding remedial and 
developmental hours) during the semester in which the election is held and earned a 2.50 cumulative grade point average.  


4.  Student elected to office shall show evidence of having earned the equivalent of at least 12 credit hours (excluding remedial and 
developmental hours) during the semester in which the election is held and earned a 2.50 cumulative grade point average. Students 
elected to the office of SGA President, SGA Vice President, Mr. Tennessee State University and Miss Tennessee State University shall 
show evidence of having earned the equivalent of at least 12 credit hours (excluding remedial and developmental hours) during the 
semester in which the election is held and earned a 2.80 cumulative grade point average.


5. A student unable to meet the criteria shall not be certified to hold office and the next eligible runner-up shall be installed in the office 
or, if there is no qualified runner-up, a special election shall be held during the fall semester to fill the vacancy. 


Section 8. This Constitution supersedes any and all policies and procedures of the Student Election Commission Constitution.  


Article IX Publication Board  
Section 1. There is hereby established a Publication Board consisting of the following members:  
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¾� Chairperson—(appointed by the University President)
¾� President of the junior class  
¾� President of the senior class  
¾� Faculty Member—appointed by University President  
¾� Director of Public Relations  
¾� Dean of Students
¾� Advisors of student publications  
¾� Editor (The Tennessean)  
¾� Editor (The Meter)   


Section 2. The duties and powers of this Publication Board shall be: 
¾� To establish and to monitor guidelines for student publications 
¾� To choose the editors of The Meter and Tennessean  
¾� To settle disputes between staffs 
¾� To remove, if necessary, the editors by a two-thirds vote of the Publication Board  


Section 3. The editors of student publications shall enjoy appropriate editorial freedom consistent with the interest of the student body, the 
university, and accepted standards of journalism. 


Article X 
General Student Assembly 
Section 1. Name-the name of this organization shall be the General Student Assembly. 
The officers of the General Student Assembly shall be Chairperson, Vice Chairperson, Secretary, Assistant Secretary, Parliamentarian, and 
Sergeant-at-Arms, all of whom shall be duly elected by the Assembly, with the exception of the chairperson who shall be the Executive Vice 
President of the Student Government Association. 
Section 2. All SGA chartered student organizations must meet the following to be considered registered and to solicit funds from the General 
Student Assembly/Student Government Association: 


¾� Must be registered with the Office of Student Activities 
¾� Have two (2) members in attendance at every General Student Assembly by meeting, one voting and one non-voting 
¾� Campus organizations with fewer than 20 active members must send one (1) voting member
¾� The National Pan Hellenic Council at Tennessee State University must provide two (2) members from their council as representatives 


at General Student Assembly meetings  
¾� The names of the representative(s) shall be submitted to the House of Delegates within 30 days after the first day of class 
¾� Complete two (2) community service projects each semester and sponsor one campus event each semester. 


Section 3. The General Student Assembly is to meet once per month not to exceed four (4) meetings in a semester.  
Section 4. The objectives of the General Student Assembly shall be as follows:  


¾� Provide a means by which a representative cross-section of student opinion and thought may be obtained.  
¾� Enhance the university setting through the knowledge of and participation in the many programs and activities therein administered.  
¾� Assist the Student Government Association in arousing student interest in campus affairs.  
¾� Assist the Student Government Association in upholding the basic philosophical tenets of strong leadership. 


Section 5. All registered organizations that do not participate in the General Student Assembly will have their registration revoked, will not be 
eligible to request student activity fee funds, and will not have access to university facilities.  
Section 6. All registered organizations must pay a registration fee to the Office of Student Activities.  


Article XI  
Student Union Board of Governors (SUBG) 
Section 1. The purpose of the Student Union Board of Governors (SUBG) is to initiate programs, coordinated by the student activities staff, 
which serves the cultural, educational, recreational and social interests of the university family. These include concerts, movies, forums, service 
projects, dances, etc.   
Section 1 A. The board shall maintain the direction of student activity funds with the help of the Associate Vice President for Student Affairs 
and the Director of Student Activities. They shall receive and maintain a monthly sheet of expenditures from the activity funds that will include a 
statement of the monies held in the account.  
Section 1 B. The Student Union Board of Governors at the beginning of each semester shall submit to the House of Delegates a proposed plan of 
activities and programs for that semester.   
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Section 2. Qualifications for Membership on the Student Union Board of Governors are as follows:  
¾� Students must be full-time in good financial standing with the university.  Students must have at least a 2.50 cumulative average 


(excludes remedial and developmental hours).  
¾� Students must have earned at least 15 hours at the university (excludes remedial and developmental hours) 


Section 3. Applications from students desiring membership for the upcoming academic year shall be submitted to the Director of Student Activi-
ties no later than March 15th.  Applicants will be notified of interview dates. The number of student members serving SUBG shall be thirty (30) as 
set forth in the SUBG Constitution. 
Section 4. Any student in good standing with the university is eligible for membership of a board-sponsored committee. 
Section 4A. The functions of these committees are to help in the execution of programs and activities. They serve, also, to broaden the represen-
tation of student opinion in selection of activities presented on the campus. 
Section 5. The officers of the board shall be Chairperson, Vice Chairperson, Secretary, Assistant Secretary, Treasurer, and Student Government 
Association liaison officer. 
Section 5A. The term of office shall be one year. 
Section 5B. Officers of the Student Union Board of Governors shall be elected at the second meeting in March from its membership. 
Section 5C. The Chairperson and Vice Chairperson must have been members of the board for at least one year. 
Section 6. Regular meetings of the board will be held twice monthly. 
Section 6A. Committee meetings shall be called by the chairperson. 
Please be sure to refer to the Operations Manual for information regarding Student Union Board of Governors (SUBG) as the informa-
tion is subject to change.


Article XII 
Section 1. Meetings of the Student Government Association shall normally be open and public; however; participation in meetings, including 
speaking privileges, shall be limited to appropriate membership of the Student Government Association unless others are specifically recognized 
for this purpose. The meetings should be held between the hours of 9:00am and 6:00pm on weekdays and must be approved by the Assistant 
Dean of Student Life and Engagement. 
Section 2. The President of the University, Vice President for Student Affairs, and appropriately appointed advisors and/or their designees shall 
at all times be afforded the courtesy to address and enter into discussion with the Student Government Association and/or any of its component 
parts. 


Article XIII  
Section 1. Each class shall annually elect from its class membership a President, Vice President, Secretary, Treasurer, Class Representative, and 
appropriate Class Queen and King.  The Class President may appoint other such officers as parliamentarian, sergeant-at-arms, etc. at his/her 
discretion. 
Section 2. Duties and Responsibilities  
Section 2A. The officers shall represent the welfare and interest of their respective classes.   
Section 2B. Each class president is a voting member of the House of Delegates effective Fall Semester 2008.  


Article XIV   
The SGA President, Vice President, Mr. & Miss Tennessee State University, and the editor of The Meter shall receive a stipend for the fall and 
spring semesters in which their office is held.   


Article XV   
The advisors to the House of Delegates and its component parts shall be appointed by the Associate Vice President for Student Affairs.    


Article XVI   
The authority for resolving contested issues related to the interpretation of the Constitution is vested in the Office of the Associate Vice President 
for Student Affairs, subject to final appeal to the president of the university.   
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STUDENT ACTIVITIES 


The University, Registered Student Organizations, and the Student Union Board of Governors sponsor well-balanced programs of activities. These 
activities are coordinated by the Director of Student Activities with the assistance of the Associate Vice President for Student Affairs and include 
concerts, athletic events, educational and social trips (museums, Battle of the Bands) convocations, recitals, lyceum series, programs of a religious 
nature, lectures, art exhibits, intramural tournaments, movie series, as well as community partnerships and opportunities for service learning. 


Admission to all campus activities (except travel and Homecoming Step Show/Concert) is by TSU identification card and/or admission fee. 


Participation in organizations may serve to develop special talents and skills in music, dramatics, writing, and religious expression or to develop 
an appreciation and capacity for leadership, cooperation, and fellowship.  In making a choice of organizations, the student should consider his/
her interests, health, scholarship, finances, and home relations. Involvement in extracurricular activities compliments the work learned in the 
class room and develops a well-rounded student. 


Freshmen are urged to limit their participation in organizations and other extracurricular activities particularly during the first semester when 
numerous academic, social and other adjustments have to be made. 


STUDENT ORGANIZATIONS DIRECTORY 


For an updated list of student organizations, please refer to the website or to contact the Office of Student Activities. Sample organizations are 
listed below.


Class Organizations: Freshman, Sophomore, Junior and Senior--these university classes organize at their meetings throughout the year, plan 
social and other class programs. 


The Graduate Student Association is organized for graduate students. 


Departmental Organizations (refer to academic department) 


Civic and Political 
• National Association for the Advancement of Colored 


People (NAACP) 
• Future Politicians of America  


• Tennessee Intercollegiate State Legislature 
• College Democrats 


Creative Arts 
• Hip’Notyze Dance Troupe 
• Allure Modeling Troupe 
• Art Guild 


Cultural 
• Africana Studies Society 
• Multicultural Friendship 
• Society International Affairs Society  
• Kurdish Student Association 


• Somali Student Association 
• FUTURO 
• Saudi Students Association


Literary and Dramatic Organizations  
Theatre Society  Literary Guild—open to all students  Thomas E. Poag Players Guild—open to all students under the direction of the 
faculty of the department of communications  Brown Bag Theatre  Forensics Team  


Musical Organizations  
• Jazz Ensemble—for music majors
• Tau Beta Sigma—for music majors  
• Gospel Choir of TSU—open to all students
• University Choir-open to all students  
• University Marching and Concert Bands-open to all 


students  


• TSU Meistersingers—open to all students  
• Showstoppers—open to all students  
• Phi Mu Alpha Sinfonia Fraternity  
• Sigma Alpha Iota Music Fraternity for Women, Inc.
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National Honor Societies 
The National Honor Societies of the university include: 
• Alpha Kappa Mu Honor Society, Phi Beta Tau Chapter – an organization open to students of junior class standing or above with 


a cumulative average of 3.3 or above. 
• Alpha Mu Gamma, Aeta Sigma Chapter – for outstanding students in French, German, or Spanish. Freshman students may 


qualify for membership. 
• Alpha Sigma Lambda Honor Society – for students who have demonstrated academic excellence. 
• Beta Kappa Chi Scientific Society, XI Chapter – an organization for outstanding students and scholars in natural sciences and 


mathematics 
• Kappa Delta Honor Society, Zeta Chi Chapter – an organization for outstanding students and scholars in education 
• Kappa Omicron Phi, Beta Sigma Chapter – for students who have completed 8 to 12 hours of home economics studies and 


have a grade point average of 3.0 
• Kappa Omicron Nu, Beta Sigma Chapter Men’s Scholastics Honor Society—for men in the freshman class who have earned 


cumulative averages of 3.00 or above during the current school year  
• Phi Gamma Nu Business Association—for Business majors Phi Alpha Theta—for outstanding juniors, seniors, and gradu-


ate students who have earned a cumulative 3.00 or above in history  Phi Beta Sigma—an organization to encourage and 
recognize high scholastic achievement among members of the freshman class  Phi Kappa Phi—undergraduates with cumula-
tive grade point averages of 3.7 or above and graduate students with a perfect 4.0 cumulative grade point average  Pi Tau 
Sigma—an organization for mechanical engineering majors Psi Chi Honor Society—an organization for honor students in psy-
chology  Sigma Delta Pi, Gamma Eta Chapter—an organization of outstanding students in Spanish  Sigma Rho Sigma, Gamma 
Chapter—an organization for future social science teachers  Sigma Tau Delta, Alpha Eta Chapter—for students interested in 
English language and literature  Theta Alpha Phi, Epsilon Chapter—an organization for outstanding students in drama  Alpha 
Lambda Delta Women’s Scholastic Honor Society—an organization designed to promote intelligent living and a high standard 
of learning and to encourage superior scholastic attainment among women in their first year at the university. Cumulative 
average of 3.00 or above Golden Key National Honor Society—for outstanding juniors and seniors who have earned a 3.40 or 
above cumulative average  


National Pan-Hellenic Council 
• Alpha Kappa Alpha Sorority, Inc., Alpha Psi Chapter
• Alpha Phi Alpha Fraternity, Inc., Beta Omicron 


Chapter 
• Delta Sigma Theta Sorority, Inc., Alpha Chi Chapter 
• Iota Phi Theta Fraternity, Inc., Delta Beta Chapter


• Kappa Alpha Psi Fraternity, Inc., Alpha Theta Chapter 
• Omega Psi Phi Fraternity, Inc. Rho Psi Chapter
• Phi Beta Sigma Fraternity, Inc., Zeta Alpha Chapter 
• Sigma Gamma Rho, Alpha Beta Chapter 
• Zeta Phi Beta, Epsilon Alpha Chapter 


Professional 
• Alpha Kappa Psi Professional Business Fraternity, Inc. 
• Phi Alpha Delta Pre-Law Fraternity, Inc.  


• Phi Beta Lambda Business Fraternity, Inc. 
• Women of Infinite Potential 


Religious Organizations 
• Nation of Islam Student Association 
• Fellowship of Christian Athletes  
• Alpha Epsilon Omega Sorority  
• Brothers and Sisters United  
• Inter Varsity Christian Fellowship  
• Catholic Association  


• Christian Coalition  
• Church of Christ College Connection  
• Impact Movement  
• Muslim Student Association 
• Wesley Foundation 
• Every Nation Campus Ministries 


Service 
• Alpha Phi Omega Service Fraternity, Inc. 
• Brother for Love, Achievement, Culture, and Knowl-


edge, Inc. (B.L.A.C.K.) 
• Collegiate 100 Black Me of TSU  
• Gentlemen’s Academy 


• Generation of Educated Men (G.E.M.)  
• Love You Like a Sister, Inc. (L.Y.L.A.S.) 
• National Association of Colored Women’s Club 


(N.A.C.W.C.) 
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Special Interest 
• Evolution Creative Group 
• Campus Kaleidoscope 
• Chess Club 
• Pre-Alumni Council 
• Pep Club 


• Gay/Straight Alliance 
• My Sister’s Keeper 
• First Ladies Club 
• Students of Caribbean Ancestry  
• Kappa Omicron Tau, Inc. (K.O.T.) 


State-City Clubs  
• Alabama Club  
• Chicago Club 
• Michigan Club 
• East Coast Connection  
• Memphis Club  
• Ohio Club  
• Florida Club  
• Georgia Club 


• California Club 
• Pennsylvania Club  
• New York-New Jersey Club  
• The Wisconsin Alliance Club 
• Chattanooga Club  
• Indiana Club  
• Carolina Club  
• Missouri Club  


POLICY ORIGINS


Tennessee State University, the Division of Student Affairs, the Office of Student Conduct, and the Office of Student Activities reserve the right to 
create and change policies and procedures pertaining to student organizations.  Changes will become effective at the time the proper authorities 
so determine and the changes will apply to both prospective and current student organizations.  Changes to policies will be noted on the Office 
of Student Activities webpage at the time of adoption.  It is the responsibility of the student to view revisions online or to obtain revisions from the 
office of Student Activities or other appropriate University offices.  The Registered Student Organization Manual is another resource provided by 
the Office of Student Activities to assist and guide organizations.


POLICY ON STUDENT ORGANIZATIONS 


I. Scope 


The following policy of the Tennessee Board of Regents, applicable to all institutions in the State University and Community System of Tennessee, 
provides minimum standards for registration and conduct of student organizations at the institutions. Each institution is authorized to establish 
additional policies and procedures affecting student organizations that are consistent with the provisions of this policy. (TBR Policy 3:01:01:00 
Subject: Student Organizations) 


II. Types of Student Organizations 


Student organizations may be either organizations sponsored by the institution, such as student government associations, associated student 
body organizations, and professional and honor societies, or organizations officially registered by the institution. Organizations that may be of-
ficially registered on campus include the following: (a) honors and leadership organizations/recognition societies; (b) departmental organizations 
and professional fraternities and sororities; (c) social fraternities and sororities; and (d) special interest groups (political religious, athletic, etc.) 
Registration of a student organization by an institution shall neither constitute nor be construed as approval or endorsement by the institution of 
the purposes or objectives of the organization. 


III. General Policies on Student Organizations 


A. No student organization may carry on any activity on the campus of the institution unless the organization has been of-
ficially registered by the institution. The institution shall not be responsible for injuries or damages to persons or property 
resulting from the activities of student organizations or for any debts or liabilities incurred by such organizations. 


B. No student organization or individual shall engage in or condone any form of hazing. Hazing shall include, but not be 
limited to, any action taken or a situation created intentionally to produce mental or physical discomfort, embarrassment, 
or ridicule; any form of verbal or physical harassment or abuse; and participation in public stunts or morally degrading or 
humiliating behavior or games, whether on or off campus.  
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C.  Excessive demands on a student’s time so as to interfere with academic performance are prohibited. Threatening in 
any manner or form for the purpose of cajoling individuals into secrecy in regard to breaches (planned, threatened, 
attempted, or perpetrated) of hazing restrictions also is prohibited. Hazing activities that are in violation of any other 
institution or school regulations such as the misuse of alcohol, drugs, school property, etc. are strictly forbidden.  


D. Student organizations shall be responsible and liable for the conduct and actions of each member of the organization 
while acting in the capacity of a member or while attending or participating in any activity of the organization.  


E. No person, group or organization may use the name of the institution in any manner, provided that registered student 
organizations may use the name of the institution following the name of the organization. No person, group, or organiza-
tion may use the seal or any symbol of the institution without the prior written approval of the president of the institution 
or his/her designee. 


IV. Criteria for Recognition of Organizations 


A. Any proposed student organization shall be open to all students of the institution who otherwise meet membership 
requirements. Membership in the organization shall be limited to currently enrolled students, provided that organizations 
may include faculty and staff of the institution and/or spouses of students, faculty, and staff and provided further that 
professional organizations may include members of the professional and business communities. 


B. A proposed organization must represent the interests of the members, and the control of the organization must be within 
the local campus group. The organization must not have a knowing affiliation with an organization possessing illegal 
aims and goals, with a specific purpose to further those illegal aims and goals. 


C.  The proposed organization must agree to comply with all policies, regulations, and procedures established by the Ten-
nessee Board of Regents and the institution and with all federal and state laws and regulations. 


D.  The proposed organization must not: 1) have illegal aims and goals, 2) propose activities that would violate regulations 
of the Tennessee Board of Regents or the institution or federal and state laws and regulations, 3) materially and sub-
stantially disrupt the work and discipline of the institution, or 4) advocate incitement of imminent lawless action which is 
likely to produce such action. 


E.  The proposed organization must have a minimum of at least ten (10) charter members designated by the institution, and 
there must be a demonstration of continuous interest in the purposes of the organization sufficient to afford recognition 
on a long-term basis. In the event there is not sufficient interest to warrant long-term registration, an institution may 
grant temporary registration to an organization for a limited period of time. 


F.  New organizations may be denied registration when its purposes are within the scope of a currently registered orga-
nization. No organization may use the same name or a name that is misleading and similar to the name of a currently 
registered organization. 


G. The organization must provide for the distribution of all funds and assets in the event of dissolution.  


V. Procedures of Organization Registration 


A. In order to become officially registered as a student organization, a group must meet the criteria set forth in Section IV 
and must do the following: 


1.  Meet with the Office of Student Activities to discuss the proposed organization and to secure the appropriate 
forms and instructions. 


2. Review all organization policies in the Student Handbook and the Registered Student Organizations Manual. 


3.  Submit a completed “Student Organization Registration Form” with any required additional information. 


4. Sign the statement of assurance of compliance by the organization that it will comply with all rules and 
regulations, policies, and procedures of the Tennessee Board of Regents and the institution and with all 
federal and state laws and regulations (statement is located on registration form). 


5. Submit a completed “Membership Roster Form” with all members and officers’ names, T-numbers, and con-
tact information. The signatures of the charter members of new student organizations must be submitted.  


6. Identify three (3) advisors and submit their names and contact information with the registration form. The 
primary advisor must be a fulltime faculty or staff member of the institution. The two (2) secondary advisors 
can be faculty or staff members or community advisors related to the purpose and interest of the organization. 


7. Submit the constitution and bylaws of the organization, which must clearly contain the following: name, 
purpose, proposed activities, rules of membership of the organization, the officers, their terms and methods 
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of selection, the proposed nature and frequency of meetings and activities, and the financial plans of the 
organization, including any proposed fees, dues, and assessments (details can be found in the Registered 
Student Organization Manual). All documents (including the constitution) must be signed by both the orga-
nization president and the faculty/staff advisor. Newly-registering organizations must acquire permission 
from the Office of Student Activities to secure and hold a preliminary meeting for purposes of drawing up a 
Constitution or By-Laws.  


8.  Attend Mandatory Registered Student Organization and Advisors Orientation and Training as well as any Risk 
Management and Anti-Hazing activities Sponsored by the Office of Student Activities 


9. Pay the Student Organization Registration Fee, but only after the organization has received a written con-
firmation of approval of the organization’s registration from the Office of Student Activities. Registration fee 
amounts and payment guidelines are located on the “Student Organization Registration Form”. 


B. Any official or body responsible for reviewing or registering proposed organizations may require the sponsors to clarify any materials 
or information provided in the registration process, to resubmit the application or request with non-conforming materials or provi-
sions deleted, or to appear at a hearing for the purpose, aims or proposed activities of the organization.  


C. The designated number of copies of the foregoing document and information must be submitted to the Office of Student Activities 
authorized to review and make recommendation concerning proposed organizations.  


D. An organization cannot operate or meet as a Registered Student Organization until it has completely submitted its registration 
packet, received official documentation from the Office of Student Activities confirming approval of the organization’s registration, 
attended mandatory orientations and workshops, and paid its organization registration fee to the Office of Student Activities. 


VI. Nature and Conditions of Registration  


A. Registration of a student organization for other than a temporary period will be on an annual basis only, effective until 
the beginning of the next fall term of the institution, and shall be subject to annual renewal by the institution for each 
ensuing year.  


B. Student organizations may operate only after they are officially registered with Tennessee State University.  Student 
organizations are expected to register annually with the Office of Student Activities (and each semester upon changes 
in advisors, executive board members or the membership roster), operate within their stated mission, and abide by all 
University policies governing student organizations.  Failure to adhere to these policies and/or guidelines may result in 
the loss of privileges and/or loss of University recognition.  This decision is vested with the Vice President for Student 
Affairs.  To maintain its official university registration and be recognized as active, a student group must:  


1.  Adhere to the purposes, aims, and activities as stated in the approved Constitution and Bylaws. It must submit 
all changes in the Constitution and Bylaws to the institution for approval immediately after changes are made. 


2.  Continue to meet all of the requirements for initial registration. It must have remained in compliance with all 
rules and regulations of the institution and all federal and state laws.  


3.  Provide a current roster with T-numbers and contact information of all officers and members to the Office of 
Student Activities each semester.  


a. Roster information must be updated throughout the academic year whenever the membership 
or officers change. An updated roster with all members during the academic year and new of-
ficers for the next academic year must be submitted by April 30 of each academic year.  


b.  Organizations must maintain a current and accurate list of officers’ names and contact informa-
tion on file with the Office of Student Activities. 


c. Organizations that do not submit rosters for two consecutive semesters will be declared inactive 
by the Office of Student Activities.  


d.  Organizations with less than seven (7) members for two consecutive semesters will be declared 
inactive by the Office of Student Activities.  Student organizations which do not meet these 
criteria may remain active if the organization applies for and receives an exemption from the 
Office of Student Activities.   


4.  Recruit and retain 3 advisors (at least one full-time faculty or staff member (primary) and two secondary 
advisors) who will advise the organization and attend on-campus and off-campus meetings and activities. 
Organization must maintain a current and accurate list of advisors’ names and contact information on file 
with the Office of Student Activities (see Advisors section of Student Handbook and the Registered Student 
Organizations Manual for requirements and restrictions of advisors). 
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5.  Submit all required forms for the approval of all events, including regular scheduled meetings and both on 
and off-campus activities to the Office of Student Activities in compliance with established requirements and 
procedures (forms and instructions are on file with the Office of Student Activities).  


6.  Provide at least one representative to participate in all mandatory student organization meetings or activities 
as instructed by the Office of Student Activities. Attend mandatory organization orientation workshops and 
mandatory risk management and anti-hazing programs. The Office of Student Activities will determine if 
more than one representative must attend.  


7.  Attend and complete the requirements for the SGA General Assembly (found in Article X in the constitution of 
the Student Government Association in the Student Handbook).  


8.  Submit at the end of the academic year an annual report concerning its programs and activities during the 
current academic year. This report shall be reviewed by the designated bodies or officials of the institution 
and shall be a requirement for renewal of registration.   


a. Annual reports must include all activities held during the academic year including on-campus, 
off-campus, and community service activities, an assessment by the organization of these 
activities, and a roster of names with T-numbers of all members of the organization from the 
entire academic year. 


9. Maintain a sound financial system related to the collection and disbursement of revenue in accordance with 
generally accepted accounting principles.  


a. Each organization shall designate an officer of the organization who is responsible for the col-
lection and disbursement of funds and the maintenance of books and records.  


b. An annual financial report or such a report concerning any fundraising and spending of the 
organization must be submitted at the end of each academic year. This report shall be reviewed 
by the designated bodies or officials of the institution and might be a requirement for renewal of 
registration. 


c.  An organization may be subject to audit by representatives of the institution at any time, and 
appropriate financial records must be maintained for the purposes of audit. 


C. Annual renewal of registration of an organization shall be dependent upon the organization’s demonstration of compli-
ance with the aforementioned requirements.  Additional information regarding the registered student organizations can 
be found in the Registered Student Organizations Manual.  


VIII. Probation, Suspension, and Withdrawal of Registration 


A. An organization may be placed on probation, be suspended, or have its registration withdrawn by the Dean of Students 
or his/her designee for any of the following reasons: 


1. the organization fails to maintain compliance with the initial requirements for recognition. 


2.  the organization ceases to operate as an active organization (as defined under the Nature and Conditions of 
Registration in the Student Handbook and Registered Student Organizations Manual). 


3.  the organization requests withdrawal of registration.  


4.  the organization operates or engages in any activity in violation rules and regulations of the institution or 
federal and state laws. 


5.  the organization fails to submit any required reports. 


B.  An organization that is placed on probation may continue to hold meetings but may not sponsor any activity or program. An organiza-
tion that is placed on cease and desist must immediately stop operating as an organization including holding meetings, sponsoring 
activities, wearing paraphernalia or representing the organization in any way until further notice from proper authorities such as 
The Assistant Dean of Student Life and Engagement, Assistant Dean for Judicial Affairs/Chief Judicial Officer,  Director of Student 
Activities and the Dean of Students. However, if an organization is placed on cease and desist for violating the Student Code 
of Conduct, the organization must adhere to the procedures set forth in the Student Affairs Disciplinary Process.  An orga-
nization that is placed under suspension may not engage in or sponsor any activity or program and may not hold meetings. When 
registration of an organization is withdrawn, it shall cease to exist as an organization.   
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C. In the event an organization is placed on probation, cease and desist, or suspension, or registration is withdrawn, the organization 
shall be afforded the opportunity for a hearing before the appropriate institutional representative or committee. 


D. An organization may, at any time, choose to become inactive while not dissolving the official charter of the organization.  The orga-
nization president and advisor must notify the Office of Student Activities of the desire to become inactive, at which point all official 
functions of the organization will cease. At any time the organization may apply to reactivate under the original charter.      


XI.  Risk Management and Hazing Policies and Programming 


A.  All registered student organizations are required to follow all University and federal and state policies regarding Risk Management 
and Hazing. The full Risk Management Policy and Anti-Hazing Policy for student organizations are on file with the Office of Student 
Activities and in the Registered Student Organizations Manual.  


B. All registered student organization members and advisors are required to attend a risk management program offered each semester 
by the Office of Student Activities and or General Counsel and any additional mandatory risk management and anti-hazing program-
ming that is scheduled. All members of student organizations must read, agree to, and sign the Risk Management and Anti-Hazing 
Forms in order maintain membership. 


XII.     Membership and Requirements 


Section 1. Membership Eligibility—Students desiring to serve as members of a student organization are expected to meet the following 
requirements:  


1. Undergraduate students are required to be registered for and maintain a minimum of 12 semester hours.  


2. Students with fewer than 12 semester hours due to an internship or practicum experience recognized by an academic 
department may request an exception to this policy at the discretion of the Director of Student Activities.  


3.  Student organizations have the right to have additional requirements in place for prospective members and officers in 
accordance with their duly approved constitutions and/or by-laws.  


4.  No student who is under academic or social suspension from the institution shall be eligible to become or maintain the 
status of a member or officer of an organization.  


5  Graduate students may participate in Tennessee State University student organizations as long as the organization’s 
constitution and/or by-laws do not prevent graduate student membership.  Graduate students wishing to join an organi-
zation must be full-time students as defined by the specific program of enrollment and must be in good academic stand-
ing.  Graduate students may participate as either student members of a student organization or as a secondary advisor.  
No graduate student may serve as both an advisor and member in any student organization.


6. No first semester freshmen can participate in any intake/bonding process.   


Section 2. Academic Eligibility 


A.  For membership in a student organization, students must have and maintain a cumulative minimum grade point average 
of 2.5 and a semester minimum grade point average of 2.5 in order to maintain active membership.  


B. Members with a cumulative 2.4 grade point average or higher and a semester grade point of average of a 2.3 to 2.49 
will be given probationary membership and given specific membership restrictions and requirements (as stated in Sec-
tion 4. Probationary and Inactive Membership Status).  


C. Members with a cumulative grade point average of 2.39 or lower and a semester grade point average of 1.99 or lower 
will be given inactive membership and given specific membership restrictions and requirements (as stated in Section 4. 
Probationary and Inactive Membership Status). 


D. The Office of Student Activities reserves the right to consider extenuating circumstances when making final decisions 
regarding eligibility. 


E.  Organizations may have higher academic standards than Tennessee State University’s academic standards.  Such 
student organizational academic eligibility expectations for active membership should be outlined in their approved 
constitutions.  


Section 3. Officer Requirements—Any organization holding an election must submit the results of the election to the Office of Student Activi-
ties immediately following the election. Each organization shall designate an officer of the organization who is responsible for the collection and 
disbursement of funds and the maintenance of books and records. 
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Section 4. Probationary and Inactive Membership Status 


A.  Probationary and inactive membership requirements are located in the Academic Eligibility section. The Office of Stu-
dent Activities will notify organization presidents and advisors of the names of all individuals within the organization who 
have been declared inactive members or are on probation based on their academic performance. Students’ grade point 
averages will not be disclosed due to the Family Educational Rights and Privacy Act (FERPA).      


B. Academic Plan of Action Form—Members with probationary membership status must submit an “Academic Plan of 
Action Form” to the Office of Student Activities within two weeks of the following semester.  The Academic Plan of Action 
must outline how the student plans to improve his or her grade point average during the current semester.  Probation-
ary members are required to regularly utilize the Success Center and provide documentation to the Office of Student 
Activities confirming their attendance at these meetings. The amount of hours and workshops will be determined by the 
Success Center and approved by the Director of Student Activities 


C. Probationary Members (based on academics)—Probationary members based on academics performance who fail to 
1) submit an Academic Plan of Action Form for approval by the Office of Student Activities, 2) meet required hours and 
attend designated workshops with the Success Center, and/or 3) improve their grade point average to meet active 
membership status will be considered inactive.  Active membership status can be regained when the member meets the 
academic requirements. 


D. Inactive Members (based on academics) — Students who have been declared inactive members based on their aca-
demic performance have the following restrictions placed upon them.    


a.       Inactive members may not:   


�� Attend organization meetings and events sponsored by the organization; 


�� Vote for new members, officers, or other business of the organization;


�� Represent the organization in any manner, including:  


�¾ Serving as an elected or selected officer;


�¾ Participating in intramurals, sport events, or competitions;


�¾ Participating in campus-wide events including Homecoming, etc.; 


�¾ Participate in the organization’s membership intake process.  


b. Inactive members may:  


�� Participate in, but may not exceed, up to two hours per week for service activities. 


�� Pay membership dues according to the policies of the organization.


�� Organizations with scholastic committees/officers may make reasonable restrictions or offer special 
study skill assistance in addition to the restrictions listed above.  


E. Probationary and Inactive Member Status Based on Student Conduct—Members charged with violating the Code of Student Conduct 
shall immediately be placed on probationary status with restrictions on activities until further notice from the Office of Student 
Conduct.  Upon determination that a member has violated any of the rules, regulations, or disciplinary offenses set forth in the Code 
of Student Conduct, the member will be placed on inactive status.  Sanctions will be determined by the Office of Student Conduct.  


XII. Advisors to Student Organizations  


Individuals who agree to serve as advisors of registered student organizations must sign the “Advisor Commitment Form” and submit it to the 
Office of Student Activities before they can be considered official advisors of the organizations. All organizations and advisors who are registered 
and approved by the Office of Student Activities must adhere to the all Tennessee Board of Regents and University policies (TBR Guideline S-030 
Subject: Student Advisor Guidelines).  


A. Student organizations are required to have three (3) advisors.  One of the advisors must be a full-time staff or faculty member em-
ployed at Tennessee State University.  This faculty/staff advisor is considered the primary advisor. Secondary advisors can be either 
full-time faculty/staff members of the university or individuals outside of the university. The university grants student organization 
advisors the authority to make certain decisions, or to take certain actions, within their stated responsibilities as advisors. In some 
instances, the university reserves the right to intercede if necessary (for instance, signing contracts, unresolved issues and issues 
that involve hazing).  
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B. Graduate assistants may serve as secondary advisors if one full-time employee (staff or faculty) is the primary advisor on record.  
A graduate assistant/student may not serve as the only (or primary) advisor to any student organization.  Graduate students may 
participate as either student members of a student organization or as a secondary advisor, but not both at the same time.   


C. Advisors to student organizations are elected by the organizations; however, the advisors to the four undergraduate classes, the 
Student Government Association, the Student Union Board of Governors, the Student Election Commission, the General Assembly and 
the Pan-Hellenic Council, are administratively appointed by the Vice President for Student Affairs. 


D.  Advisors are responsible for ensuring the organization’s compliance with the policies and procedures of the university by reinforcing 
institutional policies and applicable state laws and warning the organization if what they are planning or doing is wrong, inappro-
priate, illegal or risky, and offering alternative suggestions. For example, if a planned activity may constitute “hazing”, the advisor 
has an obligation to take appropriate steps to ensure that the activity is not undertaken, including informing the Director of Student 
Activities and TSU Police Department if necessary. The advisor must also report potentially unsafe facilities and warn participants of 
risks that may be associated with certain activities. 


E. Other major responsibilities of advisors are as follows:  


a. Advisors are expected to be present at each meeting of their respective organization that they serve and to 
be present at all on and off campus activities sponsored by the their organizations, to monitor the activities, 
to provide guidance and support, and to assume leadership in the event of an emergency.  


b.  Advisors to organizations are expected to guide their respective organizations by being available when the 
organizations need advice or support, being aware of the activities of the organizations, and ensuring that 
all meetings and activities contribute in spirit and expression to the wholesome development of the students 
and to the best interest of the university. 


c. Advisors are responsible for assisting their respective organizations in understanding and observing good 
practices relative to program planning, budgeting, keeping records, parliamentary procedures, business 
procedures, proper use of university facilities and work cooperatively with related offices.


d. Advisors to student organization who sign an “Event-Space Requisition Form” for an activity assume respon-
sibility for seeing that the sponsoring organization plans, conducts, and, where appropriate, follows-up with 
the activity in keeping with the regulations and standards set by the university.  


e. Advisors ensure that the organizations follow the Student Activities and General Assembly requirements 
including submission of an annual report, attending mandatory Risk Management and Anti-Hazing program-
ming and General Assembly meetings, and sponsoring the required amount and types of activities. 


f.  When handling problems and internal conflicts the advisor should provide timely, constructive criticism of 
the organization relative to intended or ongoing activities and member interactions within the organization; 
be willing to contact the Coordinator of Registered Student Organizations to discuss organizational problems 
or issues of interest to TSU; and upholding the best interest of the institution at all times. 


F. Student organizations must give the following considerations to their advisors:  


a. The leaders of the organization are expected to consult advisors well in advance of all activities and obtain 
their approval before plans are finalized.  Advisors may refuse to approve any activity that they believe is not 
consistent with the university mission, policy, or procedure, or is not in the best interest of the organization 
and/or its members.  


b. The organization is expected to keep the advisor informed of all organization business.  It is an expectation 
that advisors are to be present at meetings and activities and organizations are responsible for giving the 
advisor sufficient notice about meetings and activities to ensure their advisors’ attendance.  


c. Students are expected to recognize the major responsibilities of an advisor and coordinate all activities of 
the organization with the advisors.  


G. The Office of Student Activities reserves the right to remove an advisor from his or her role with a student organization should 
circumstances require such action.   


1. Grounds for removal of an advisor include but may not be limited to:  


2. Inappropriate behavior and/or language  


3. Behavior that violates University policy and/or procedure  


4. Direct knowledge of hazing incidents and/or failure to report such incidents  
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5. Direct knowledge of, advocacy for, and/or participation in illegal activities and/or behavior  


6. Behavior resulting in unreasonable and/or unnecessary risk for students  


7. Student organizations may have the right to remove an advisor from his or her role with the group.  Should a student 
organization believe it is in the best interest of the organization to remove an advisor, specific steps should be taken as 
listed in the Registered Student Organizations Manual. 


H. Involvement by Non-TSU Students, Faculty, or Staff  


a.  Under limited circumstances the Office of Student Activities, in consultation with a given student organization, may 
determine that outside involvement by members of the extended Nashville community (i.e. those not already serving in 
official advising capacities) will serve to enhance Tennessee State University’s mission and the mission of the student 
organization.  Student organizations desiring such involvement by outside individuals must seek written approval by the 
Office of Student Activities and comply with any conditions specified by the office including, but not limited to, the sign-
ing of release forms and acknowledgement of Tennessee State University student organization policies and procedures.  


b. Under no circumstances may an outside individual be an officer, voting member, or have any other membership status/
authority within the organization as Tennessee State University student organizations are to be run/governed by TSU 
students only. The Office of Student Activities will hold the student organization responsible for all conduct occurring at 
its meetings or events, whether by members or outside individuals.  


c. Outside individuals are expected to adhere to all University policies and procedures, and are not to perform roles desig-
nated for student organization advisors.  The Office of Student Activities may remove any outside individual for behavior 
that does not align with the mission of the University or the organization.   


XIII. Programs and Activities  


A. The use of any campus property or buildings by an organization shall be subject to the rules and regulations of the Tennessee Board 
of Regents and the institution concerning use of property and facilities. All organizations registered pursuant to this policy shall 
be “affiliated organizations” for the purposes of any Tennessee Board of Regents or institution policies concerning use of campus 
property and facilities. Use of campus facilities must follow the Tennessee State University Facility Usage/Rental Guidelines and 
Procedures on file with the TSU Events Management Office. 


B. No on-campus or off-campus program or activity shall be engaged in unless approved by the Office of Student Activities. Prior to 
approval, the institution may require a specified number of officials or security/police officers for any event, activity, or program. If 
an organization has any meeting, program, or event on campus that has not been approved by the Office of Student Activities, the 
cancellation or denial of future activities by the organization may occur.


C. Meetings and Activities—All meetings and activities of registered student organizations must be approved by the Office of Student 
Activities. Every meeting and activity must have at least one advisor present from the beginning of the activity (when doors open) to 
the end (when doors close). Cancellation of approved meetings or activities shall be reported by the president or chairman to the Of-
fice of Student Activities and the information desk in the Floyd-Payne Campus Center at the earliest possible date. Each organization 
shall, during the first week of May, submit calendar requests for meetings and activities for the ensuing year to the Office of Student 
Activities for approval. 


D. Event-Space Requisition Form—All on-campus meetings and activities must be requisitioned through the CBMS Events Manage-
ment System by way of the organization’s advisor.  . All requisitions must be submitted 30 days in advance. They are approved on 
a first-come, first-serve basis. The advisor must submit the “Event-Space Requisition Form” through the online system in order to 
confirm that the advisor is aware of and approves the event. The form must be completely filled out with required additional informa-
tion attached. Failure to properly submit requisitions will result in denial of the requests. 


E. Off-Campus Activities—All off-campus activities sponsored by a registered student organization must be approved by the Office of 
Student Activities.  “Off-Campus Activity Request Form” must be submitted to the Office of Student Activities and/or the Assistant 
Dean and/or Director of Commuter and Off Campus Programs at least 14 days before the date of the activity. Any sponsored activity 
that occurs off-campus without the approval of the Office of Student Activities can result in cancellation of future organization activi-
ties. 


F. Use of Facilities— Use of campus facilities must follow the Tennessee State University Facility Usage/Rental Guidelines and Proce-
dures on file with TSU Events Management Office. 


G. Meetings, Practices, and Rehearsals—Organizational meetings (including general body and executive board), practices and rehearsals 
must be requisitioned through the Office of Student Activities. Even if the advisors have access to spaces through their respective aca-
demic buildings, the activity must still be approved by the Office of Student Activities by submission of an Event-Space Requisition Form. 
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H. Publicity— All flyers for organization activities must be approved by the Office of Student Activities. The Office of Student Activities 
publishes a monthly “Calendar of Events” with activities that have been requisitioned and approved. All signs for bulletin boards in 
the Floyd- Payne Campus Center, Residence Halls, or Class Buildings must first be approved by the Office of Student Activities and 
then taken to the Floyd Payne Campus Center Information Desk to be stamped. 


I. Parties—All on-campus parties must have TSU police present. It is the responsibility of the organization to secure TSU Police and 
pay all required fees. Request for TSU Police must be made at least 21 days in advance. An email confirmation from the TSU Police 
must be sent to the Office of Student Activities before the event can be approved. The Office of Student Activities reserves the right 
to require TSU police at any event, even if it is not a party. 


J. Organization Weeks—Organizations may request organization weeks by submission of the “Organization Week Request Form” and 
the “Organization Week Activities Proposal Form” in accordance with the Office of Student Activities timelines and procedures. Orga-
nization weeks are determined by, but not limited to, the timely submission of annual reports, attendance at mandatory risk manage-
ment and anti-hazing activities, and the completion of required campus and service activities. Specifics on how organization weeks 
are selected for National Pan-Hellenic Greek organizations and Non Pan-Hellenic Greek organizations are stated in the Organization 
Weeks policies and forms on file with the Office of Student Activities and in the Registered Student Organization Manual.  Organiza-
tional weeks must have at least 2 educational and 1 community service/service learning project/program to be approved. 


K. Greek Showcases— The Office of Student Activities must approve all showcases prior to the performance. The organization must 
schedule a preview show with the office in advance.  Any deviations in the actual show that violate any of the showcase policies can 
result in the show being immediately shut down as well as any disciplinary action as deemed fit. Any profane or explicit language 
and music, disrespectful behavior and physical abuse are prohibited and are also subject to disciplinary action. The organization is 
responsible for securing TSU police for the event at least 21 days in advance. The advisors of the organization must be present during 
the entire showcase from the time the doors open to the time the doors close. The full policies for showcases can be found in the Pan-
Hellenic Council Greek Showcase Policy on file with the Office of Student Activities and in the Registered Student Organizations Manual. 


TYPES OF ACTIVITIES 


Fundraising Affairs 


¾  Fundraising affairs held by registered organizations on campus must be approved by the Director of Student Activities in conjunction 
with the Associate Vice President for Student Affairs. Any fundraising activity on campus shall be for the benefit of the organization as 
a whole or a charity, and no funds shall be given to non-members of the organization initiating the request, and/or other designated 
guests, to attend the meeting. (Under Programs and Activities in Student Handbook) 


¾ Student organizations seeking to sponsor fundraising affairs on campus may do so under the following circumstances: 1) a proposal 
covering the nature of the affair, where it is to take place, the approximate amount to be raised, and the purpose for which the 
money will be used must be submitted to the Associate Vice President for Student Affairs; 2) a full written report must be made to 
the student body through the Student Government Association; and 3) collection and disbursement of all funds for such a fundraiser 
must be supervised by the Director of Student Activities and organization advisor. 


Selling 


¾  Selling goods on university property is not permitted unless permission has been granted by the Assistant Vice President for Procure-
ment and Business Services. 


Soliciting 


¾�  All soliciting or advisement must be done under the direction and supervision of the Division of Student Affairs 


Use of Cafeteria 


¾  If the cafeteria is needed, the organization must clear the date with the Office of Student Activities and then make specific arrange-
ments with the cafeteria manager. (Requests for special services must be submitted on a special service form to the cafeteria 
manager thirty day prior to the date of desired service). 


Catering/Food  


¾ Registered student organizations must use Aramark Catering or follow the procedures for requesting permission to utilize an outside 
caterer.  Kitchen facilities and serving equipment are not available to outside caterers. The student organization is responsible for all 
clean up and removal of all waste from the premises. 


Public Address System  


¾ Requests for the public address system shall be secured from the Office of Student Activities and filed a least one week prior to the 
requested date. 
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Sirens and Loudspeakers 


¾ To ensure against unnecessary disturbances to classes or to resident students, the use of sirens, loud speakers, and other sound-
amplification equipment on campus must be authorized in advance by the Office of Student Activities.


Guest Speakers 


¾ No guest speakers shall be invited to the campus except pursuant to policies of the Tennessee Board of Regents and the institution 
concerning guest or off-campus speakers. Details can be found in the Off-campus Speaker Policy. 


Financial Operations 


¾ Each organization shall designate an officer to be responsible for its finances. It shall be necessary to hold that officer personally 
responsible for the handling of money, purchases, contracts, and tickets. 


Organizations having activities shall ensure the presence of an advisor. Organizations having activities shall have faculty guests. The number 
of faculty guests required shall be at the discretion of the director of student activities, after consultation with the organizational chairman. The 
advisors of the organizations are expected to serve as faculty guests.  


OFF-CAMPUS SPEAKER POLICY 


The following off-campus speaker policy of the Tennessee Board of Regents shall be applicable  


All institutions in the State University and Community College System of Tennessee. 


A. The colleges and universities in the State University and Community College System recognize the right of officially registered 
student/faculty organizations and groups to hear off-campus or outside speakers on the various campuses. However, there is no 
absolute right to assemble to or make a speech at any time or place regardless of the circumstances, content of speech, purpose 
of assembly, or probable consequences of such meeting or speech, and the issuance of invitations or events on campus shall be 
limited in the following particulars: 


1. A request to invite an outside speaker will be considered only when made by an officially registered student organiza-
tion, faculty organization, or other campus organizations. 


2. No invitation by such an organized group shall be issued to an outside speaker without the prior written approval of 
the Vice President for Student Affairs, provided that the Vice President for Student Affairs may authorize organizations 
to invite guest speakers for meetings of the organizations with prior approval where attendance at the meeting will be 
limited to members of the organizations and where no fee or compensation from state funds will be paid to the speaker. 


3. Any student, faculty, or campus organization meeting for which an outside speaker will be invited will be limited to 
members of the organization, provided that a request to invite an outside speaker may include a request to permit 
students or faculty members who are not members of the organization initiating the request, and/or other designated 
guests, to attend the meeting. 


4. A request to invite an outside speaker to whom any payment would have to be made from college or university funds is 
subject to the availability of funds specifically programmed for that purpose, and no payment of any funds shall be made 
except pursuant to the Tennessee Board of Regents’ guidelines for personal service, professional service, and consultant 
service contracts. In the event any college or university funds are approved for payment, the meeting for which the 
outside speaker will be invited shall be open to all students or all faculty members, or both, unless otherwise designated 
on the approval of the request.  


5. Any speaker request shall be made in writing by an officer of the student, faculty, or other organization desiring to 
sponsor the proposed speaker not later than ten (10) days (excluding holidays and weekends) prior to the date of the 
proposed speaking engagement, provided that the vice president for student affairs may approve exception to the 
minimum notice requirement in appropriate cases, and further provided that in the event the proposed outside speaker 
will be paid a total fee and expenses in excess of $2,500, the request must be submitted no later than 30 (thirty) days 
prior to the date of the proposed speaking engagement. The request shall contain the name of the sponsoring organiza-
tion; the proposed date, time, and location of the meeting; the expected size of the audience; the name and address of 
the proposed speaker; and the topic of the speech. Any request not acted upon by the vice president for student affairs 
within five (5) days (excluding holidays and weekends) prior to the event shall be deemed denied.  


6. Any speaker request is subject to the availability of the requested meeting place for the meeting time and date re-
quested. In the event the space requested is not available for the requested time and date of the meeting or is otherwise 
inappropriate for the proposed meeting, or the requested alternative meeting space is unacceptable, the sponsoring 
organization is free to request a more suitable date. Any space that is approved for a meeting is subject to limitations on 
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the number of persons who may attend in according with appropriate building and fire codes and safety standards. 


7. A request for an outside speaker by a recognized organization may be denied if the Associate Vice President for Student 
Affairs determines that the proposed speech will constitute a clear and present danger to the institution’s orderly opera-
tion by the speaker’s advocacy of such action as: 


A. the violent overthrow of the government of the United States, the State of Tennessee or any 
political subdivision thereof; 


B.  the willful damage or destruction, seizure or subdivision of the    
  institutions buildings or other property; 


C. the forcible disruption or impairment of or interference with the institutions regularly scheduled 
classes or other educational functions; 


D. the physical harm, coercion, intimidation or other invasion of lawful rights of the institution’s 
officials, faculty members or students and/or; 


E. other campus disorder of a violent nature provided such advocacy would prepare the group 
addressed for imminent action and steer it to such action and further provided there is a reason-
able apprehension of such imminent lawless action. In determining the existence of a clear and 
present danger the Vice President for Student Affairs may consider all relevant factors including 
whether such speaker has, within past years, incited violence resulting in the destruction of 
property at any assembly or has caused the forcible destruction of property at any assembly 
or has caused the forcible disruption of regularly scheduled classes or other functions at any 
college or university. 


8.  In the event that a request for an outside speaker is denied by the institution, any sponsoring organization thereby aggrieved shall 
have the opportunity to appeal the denial. A written appeal to the president of the institution must be submitted within 24 hours 
from the initial denial of the request, and the organization will be provided a hearing within two (2) days (excluding holidays and 
weekends) following the filing of its appeal before an impartial committee designated by the vice president for student affairs. The 
committee shall be authorized to make appropriate findings of fact related to the request and shall make and transmit such findings 
to the president within said two (2) day period. The president shall review the findings of the committee and solely, on the basis 
thereof, shall grant or deny the request 24 hours (excluding holidays and weekends) from receipt of the findings of the committee.  


9. In the event of a proposed meeting which will be attended by strong emotional feelings or when there is a reasonable possibility 
that a speaker, members of an organization, or others may violate federal, state, or local laws or campus regulations in the course 
of a meeting, the vice president for student affairs shall prescribe reasonable conditions for the orderly and scholarly conduct of 
the meeting. Such conditions may include, but are not limited to, limiting the audience to the inviting organization’s membership, 
appointing one or more officials of the institution to preside over the meeting, authorizing a search of all persons entering the area of 
the meeting, and such other conditions as the institution deems appropriate.  


10. The representative of the organization inviting the speaker shall at the time of the invitation provide the speaker or his or her agent a 
copy of this speaker policy and campus regulations. By acceptance of the invitation to speak, the speaker shall assume full responsi-
bility for any violation of law or campus regulation committed by him or her while on campus.  


11. Any meeting, assembly, or other activity to which an outside speaker may be invited is subject to all requirements, conditions and 
approvals set forth in any policy of the board and/or institution concerning the use of campus property and facilities. 


B. The provisions of Section A shall not apply to invitations from academic units to guest lecturers for any classes but such 
invitations shall be subject to any policies of the institution, school, division, and/or department involved.  


GENERAL PROCEDURES FOR STUDENT ORGANIZATIONS 


How to Organize 
¾�  Student groups planning to apply for registration of a new student organization should discuss plans with the Director of 


Student Activities. 
Organizational Meetings  


¾ Permission to hold a preliminary meeting for purposes of drawing up a Constitution or By-Laws shall be secured. 
Requests for Registration  


¾ A request for registration is to be submitted to the Office of Student Activities by the organization and shall include 1) 
name of the organization, 2) names of the faculty sponsors, 3) a list of current officers, 4) statement of the purpose, 5) 
two copies of the Constitution, 6) Charter 7) Bylaws, as applicable. 
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Elections  
¾ Any organization holding an election must submit the results of the election to the Office of Student Activities immedi-


ately following the election. 
Officers 


¾ No student shall hold office in any class of which he/she is not a member. The classification of the student shall be 
determined by the Dean of Admissions and Records. 


Advisor to Student Organizations 
¾ Faculty advisors to student organizations at the university are elected by the organizations. However, the advisors to the 


four undergraduate classes, the Student Government Association, the Student Union Board of Governors, the Student 
Election Commission, and the Pan-Hellenic Council, are administratively appointed by the Vice President for Student 
Affairs. 


The major responsibilities of an advisor are as follows: an advisor is expected to be present at each meeting of the organization he/she serves 
and to be present at all on and off campus activities sponsored by the organization. 
An advisor to an organization or class is expected to guide the organization ensuring that all meetings and activities contribute in spirit and 
expression to the wholesome development of the student and to the best interest of the university. 
An advisor is responsible for assisting an organization in understanding and observing good practices relative to program planning, budgeting, 
keeping records, parliamentary procedures, business procedures, proper use of university facilities and work cooperatively with related offices.  
Any advisor or instructor sponsoring a field trip must submit to the associate vice president for student affairs prior to departure from campus, 
the names of students traveling and a signed “waiver of liability” form releasing the university from responsibility for injury or loss connected 
with any travel.   
An advisor must guarantee that a person holding a life-saving certificate has been employed as a lifeguard responsible for supervision and 
control of water activities where such an activity is to be held.   
An advisor to a student organization who signs a “Facilities Request Form” for an activity assume responsibility for seeing that the sponsoring 
organization plans, conducts, and, where appropriate, follows-up the activity in keeping with the regulations and standards set by the university.  
Use of Calendar of Events—The office of student activities registers and approves all student-sponsored campus events and publishes a 
monthly “Calendar of Events.”  
Use of Bulletin Boards—All signs for bulletin boards in the Floyd- Payne Campus Center should be taken to the information desk located on the 
second floor.  
Meetings and Activities—Each organization shall, during the first week of May, submit calendar requests for meetings and activities for the en-
suing year to the office of student activities for approval. Each request is to be submitted on the forms provided by the office of student activities. 
Every “Facilities Request Form” for a meeting or activity must have the signature of the organization president and the faculty advisor.  
All meetings and activities of registered student organizations shall be approved by the office of student activities.  
Cancellation of Meetings or Activities—Cancellation of approved meetings or activities shall be reported by the president or chairman to the 
office of student activities and the information desk in the Floyd-Payne Campus Center at the earliest possible date.   
Organizations having activities shall ensure the presence of an advisor. Organizations having activities shall have faculty guests. The number 
of faculty guests required shall be at the discretion of the director of student activities, after consultation with the organizational chairman. The 
advisors of the organizations are expected to serve as faculty guests.  


Financial Operations 
¾ Each organization shall designate an officer to be responsible for its finances. It shall be necessary to hold that officer personally 


responsible for the handling of money, purchases, contracts, and tickets. 


Academic Achievement—The Achievement Compatibility Index   
Article I   
Tennessee State University has as its principal purpose the promulgation of the positive intellectual and academic development of its students. It 
is therefore the assumption of the university that all student organizations seeking university recognition and support do so to develop programs, 
practices, and activities that complement the academic mission of the university and in no instances conduct activities that are in opposition or 
counter-productive to these goals.   
The university shall regularly sample the academic histories of a statistically significant number of currently enrolled students with senior 
standing. Each semester’s grade point average will be compared with the students’ first six semesters of full-time attendance at the university. 
A determination will be made as to the average variance from semester to semester as compared to the cumulative average for these persons. 
The average of the individual variances for this population is defined as the “Achievement Compatibility Index.” At the end of each semester 
following the completion of an organization’s membership/intake program, the average grade point average of the students participating in 
the program will be compared with their averages of the semester immediately preceding their participation in the program. If this comparison 
reveals a negative change in the group’s average in excess of the achievement compatibility index, the organization conducting the member-
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ship/intake program shall forfeit the privilege of conducting a program the following academic year. The cumulative average for the membership 
intake roster cannot fall below 2.50.   
 
Article II.   
Membership Activities   
Membership—Student organizations conducting membership programs are bound by all policies and provisions of the university as described in 
Article III and Article IV of the “General Regulations 
Governing Fraternities and Sororities” in the Student Handbook.   
Section 1. Student organizations conducting membership programs must submit for approval a description of anticipated “membership/intake 
activities” to include, but not be limited to, the proposed duration of the intake period as well as hourly limits per day of such activities to the 
Office of Student Activities. 
Section 2. Student organization conducting membership program must develop and submit it for approval a “Membership/Intake Bill of Rights” 
to the Office of Student Activities. This statement shall include a description of the expectations of students entering the program by the organi-
zation. This statement must include a guarantee against hazing, physical abuse, brutality of a physical or emotional nature, and interference with 
the academic work of the student. Further, it must be stated that refusal to submit to hazing and other prohibited activities will not jeopardize the 
prospective member’s eligibility for membership in the organization. The statement shall be filed by the organization with the Office of Student 
Activities prior to the beginning of membership/intake activities. 
All meetings of any membership/intake group must be held in the presence of an approved advisor. 
Student organizations including, but not limited to, fraternities and sororities are responsible and accountable to the university for the actions of 
its membership in upholding and adhering to the university regulations governing campus student organizations.  


GENERAL REGULATIONS GOVERNING FRATERNITIES AND SORORITIES   


Article I   
Organization and Control—Fraternities and sororities have existed at Tennessee State University since 1931. They are organized under national 
charters. In local matters they are recognized by the faculty and are under the jurisdiction of the personnel Deans, Vice President for Student 
Affairs and the Pan-Hellenic Council.  
Section 1. Each fraternity or sorority shall have three (3) or more advisors, regular employees of the university that are chosen from the graduate 
membership of the particular fraternity or sorority with the approval of the office of the Vice President for Student Affairs.  
Section 2. One of the advisors of the fraternity or sorority chapter must be present at all meetings. In the event there are fewer than three faculty 
members for a given organization, the existing number may be used.  
Section 3. The advisors of fraternities and sororities shall constitute the Advisory Committee on Fraternities and Sororities.  
Section 4. There shall be a National Pan-Hellenic Council composed of, two student representatives, and one advisor from each national Greek 
letter organization. Recommendations and actions of the group shall be referred to the Office of Student Activities. 
Section 5. Each fraternity and sorority shall provide the Office of Student Activities with a list of chapter membership, officers, and advisors by 
designated dates in September and January. Membership forms are available in the Office of Student Activities.  


Article II Membership/Intake Process   
Section 1. Organizations may not conduct more than one membership/intake program per academic year unless approved by the Office of 
Student Activities.  
Section 2. In order to become a member of a fraternity or sorority, a student shall meet the following requirements:  


�� The student must be a resident at Tennessee State University for two semesters or 30 hours of transfer credit from another college 
or institution; thirty (30) hours of college work (excludes remedial and developmental hours); he/she must have a cumulative aver-
age of 2.50 (excludes remedial and developmental hours;


The order of procedure for checking candidates for membership/intake shall be as follows: The fraternity or sorority shall submit on proper 
form a list of candidates for membership/intake to the Office of Student Activities and Judicial Affairs. The advisor of fraternities and sororities 
concerned will then be sent a list of candidates for membership/intake as approved by the Chief Judicial Officer. If a student is currently on 
disciplinary probation or currently undergoing the disciplinary process, the student is not eligible for membership.  


Article III Initiation 
Section 1.  The initiation period for fraternities and sororities must occur within the same semester in which the membership/intake period is 
conducted. Membership/Intake process shall not fall within two (2) weeks prior to the mid-term or final examination of the semester. Unless 
provided special approval, chapters of the National Pan-Hellenic Council will only conduct Membership Intake during the spring semesters. 
Section 2.  All activities of prospective members to Greek letter organizations shall be carried on in such a manner so as not to interfere with the 
academic work of the student. These activities must not include hazing and brutality of a physical or emotional nature. 
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Section 3. Some examples of activities that constitute hazing and are prohibited: a) forced consumption of alcohol, special drinks and foods; 
calisthenics (push-ups, runs squats, etc.) “road-trips” (dropping off candidates to find their way back); paddling; dropping off candidates to find 
their way back; line-ups (lining up candidates and harassing them verbally); doing personal favors for members; death marches prior to comple-
tion of process      


Article IV   Programming   
Section 1. Each fraternity or sorority shall have the privilege of sponsoring on-campus educational programs recommended by its national body. 
A tentative program of activities for the year (membership/intake, social, educational, and other campus activities) shall be made during the first 
six weeks of the year and dates shall be arranged through the Office of Student Activities.  
Transcript Requests – Personal and Official 
Section 2. Any Fraternity or sorority falling below a 2.5 Grade Point Average (Cumulative or Semester) will be place on academic probation. The 
organization will not be allowed to sponsor or promote any social events/ programs or hold a Greek week.


a. A required action plan detailing steps in improving chapter standing must be submitted to the Office of Student Activities, Chapter 
president and Chapter advisor for both semesters


Section 3. Chapters must complete no less than 3 national programs on campus during the fall and spring semesters.


All transcript requests must be made in writing. No telephone requests for transcripts are accepted. No official copies of transcripts are given to 
students. Students may, however, request personal copies for record-keeping purposes. Transcript requests are provided free of charge but may 
be limited to five copies per week. A student should give the following information when requesting a transcript: his/her name and address, the 
person(s) who should receive the transcript, and the person’s full address(es) which should include number and street, city, state, and zip code. 
The student will give the years he/she attended TSU, the degree received, the credits earned for the years in attendance, and any other name(s) 
used while in attendance. The student should also indicate the career in which he/she was enrolled: undergraduate or graduate. 
Classifying Students In-State and Out of State 
A person’s legal residence is his/her permanent dwelling place. It is the place where he/she is generally understood to reside with the intent of 
remaining there indefinitely and returning there when absent. There must be a concurrence of actual residence and of intent to remain to acquire 
a legal residence. 
In accordance with the rules adopted by the Tennessee Board of Regents, individuals domiciled in the state of Tennessee are classified as in-
state residents. All individuals not having a domicile in Tennessee are classified as out-of-state. In determining whether a student is domiciled 
in Tennessee all pertinent evidence is considered by the university. Presence or absence of any particular(s) of evidence will not automatically 
result in an in-state or out-of-state classification. 
Requirement for Residence Status 
The Admissions Office is charged with the determination of a student’s residency status for fee-paying purposes and as the basis for some 
university admission requirements. Classification is determined by information submitted on the admission application and /or application for 
re-classification. The deadline dates are: Summer Session – April 1; Fall Semester – July 1; Spring Semester – November 1. 
Students seeking a change in residency based on the “Work Rule” must: 


¾  Complete the change in residency application 
¾  Submit required documentation as outlined in the residency application 
¾  Submit most recent copy or copies of check stub(s) 
¾� Have a letter of verification relative to work status (full-time/part time) forwarded


on official letterhead by employers 
Students seeking a change in permanent residency must: 


¾ Complete the change in residency application 
¾ Submit required documentation as outlined in the residency application 
¾ Submit copy of income taxes and proof of full-time employment in Tennessee for at least one year prior to enrollment. 


All decisions are based upon regulations established by the Tennessee Board of Regents, with the intent that all Tennessee public institutions of 
higher education apply uniform classification rules. Should a student be denied in-state classification, the student has the right of appeal. The 
appeal steps are: (1) The Office of Enrollment Management (2) Vice President for Academic Affairs; (3) President of the University; (4) Tennessee 
Board of Regents. 
Readmission   
A. Students who leave the university voluntarily and who do not enroll for courses during one or more regular semesters must submit 


an application for readmission to the university. Summer is not considered a regular semester in determining absences from the 
university.   


B. Students who return to TSU after attending other colleges or universities must submit an application for readmission and a transcript 
from all institutions attended since leaving TSU. Applicants in this category need a grade point average equal to TSU retention stan-
dards when all courses attempted at all colleges are combined. 
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C. Re-enrollees who wish to attend TSU after being suspended should follow Sections A and B above as well as the following: 
1. Students who receive his/her first suspension at the end of the fall semester may not register at TSU until the following 


summer semester. 
2. Students who receive his/her first suspension at the end of the spring semester will not be eligible to re-enroll until the 


following spring semester.  
3. Students who receive his/her first suspension at the end of the summer session will not be eligible to re-enroll until the 


following spring semester.  
4. Students who attend another accredited institution during his/her suspension from TSU and raises his/her cumulative 


GPA to meet TSU admissions standards will be allowed to reenroll at TSU.   
D. In determining retention and re-enrollment, Summer I and Summer II grades will be as one semester. 


Retention Standards, Academic Probation and Suspension 


The minimum grade point average required by the university for awarding the baccalaureate or Associate degree is 2.00 for all credit work 
taken by the student as part of an approved program of study. The GPA is computed by dividing the total number of hours attempted by the total 
number of quality points earned (See “Grading System”, University Catalog) except for credit hours in courses for which the student received 
a “W” or “I” (See “Adjusting Class Loads”, University Catalog).  Also, a repeated course is counted as attempted one time only (the last grade 
earned will be used to calculate the GPA). Any enrolled student who meets the minimum academic requirements is in good academic standing at 
the university. 


Probationary status will be incurred by the student who fails to meet the standards listed below in any semester. 
0-14 attempted hours – No minimum GPA 
15-29 attempted hours – Not less than a 1.4 cumulative average 
30-50 hours attempted – Not less than 1.7 cumulative average 
51-67 hours attempted – Not less than 1.9 cumulative average 
68 hours or more attempted - Not less than a 2.0 cumulative average and  
Satisfactory completion of all developmental or remedial courses. 


At the end of the next semester of enrollment, a student on academic probation who has failed to attain either the above cumulative standard or a 
2.0 GPA for that semester will be suspended. When re-admitted, the student will enter the university with probationary status. Another suspension at 
the end of the semester of readmission may be avoided by achieving the minimum cumulative average according to the above standards. Moreover, 
a student on academic probation will not be suspended at the end of any semester during which a semester average of 2.00 has been earned. 


Academic Suspension and Appeal 


Faculty and staff are committed to helping students achieve their academic goals. Nevertheless, some students fail to maintain an adequate 
grade point average and are academically suspended. A student who believes that extenuating circumstances contributed to his/her suspension 
may appeal his/her case to the university’s Committee on Suspension and Readmission. To appeal, the student must explain those circumstanc-
es in a letter submitted to the committee immediately after receiving notification of suspension. (See also “Grade Appeal, Retention Standards, 
and Academic Probation” in the Undergraduate Catalog). 


Grade Appeals   


The university recognizes the right of a student to appeal a grade which he/she believes is incorrect and does not reflect the student’s class 
performance. Issues related to harassment (sexual, racial, or other) should be referred to the Affirmative Action Officer.  


Students who believe an incorrect grade was awarded should seek a resolution with the instructor as soon as possible. If the student is not 
satisfied after attempting to reconcile the matter with the instructor, the student may appeal to the head of the department. This appeal must 
be in writing, accompanied by any relevant supporting documents, and must be initiated within 30 (thirty) calendar days of the beginning of the 
semester immediately following the semester in which the grade was awarded (excluding summer school).  


The department head shall provide a copy of the student’s letter to the instructor and request a written response from the instructor. The instruc-
tor will provide the department head with a written response within ten (10) working days. (Exceptions will apply when the instructor is not 
teaching, as in summer sessions, or when the instructor is on leave.) In instances where an instructor indicates to a student that a grade adjust-
ment is warranted, and fails to make the adjustment within ten (10) working days, the student should inform the instructor’s department head.  


If the student is not satisfied with the decision of the department head, a further written appeal may be made to the dean of the college/school. 
This appeal must be made within ten (10) calendar days of the decision of the department head. After reviewing the appeal record, the dean 
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must render a decision within ten (10) days of receipt of the appeal. The Vice President for Academic Affairs is the next level of appeal.  


If the instructor happens to be the department head or the dean, the appeal will be submitted to the next higher academic officer (that is, to the 
dean, if the department head is the instructor or to the Vice President for Academic Affairs if the dean is the instructor). In such cases, the deci-
sion of the Vice President for Academic Affairs is final.   


Grades, transcript information, drop/add, withdrawals and other data perceived by the student to be in error must be disputed by the student 
within 30 (thirty) days. Appeals made after this time will not be reviewed.   


Graduation   


Graduation ceremonies are held during the fall and spring semesters. Students who intend to graduate should complete the “Graduation Applica-
tion” through his/her major department. Any specific questions about graduation requirements should be directed to the major advisor.  


Health Insurance 


Students are urged to carry health insurance to cover illnesses and accidents that may occur while they are enrolled, since the coverage is not 
provided by the university. Information about a health and accident insurance plan, available at low cost to students, can be obtained during 
registration or in the Student Health Center. For more information call (615) 963-5291. 


Honors Program 


The University Honors Program (UHP), soon to be an Honors College, is a community of high-caliber undergraduates from all departments, 
schools and colleges at Tennessee State University (TSU),  who seek advanced intellectual growth, leadership experiences, as well as campus 
and community engagement. The mission of the UHP is to promote positive, life-long learning, scholarly inquiry, and a commitment to the service 
of others.  The UHP provides an especially rich and challenging set of academic offerings to the highly motivated and talented students at TSU. 
Through special courses, a vigorous intellectual community, emphasis on undergraduate research, special programming, and study abroad op-
portunities, the UHP enables students to achieve new heights of excellence.   Incoming freshmen, sophomores or transfer students with at least 
a 3.4 cumulative GPA and above who have been admitted to TSU and who want an Honors experience, may apply at  http://www.tnstate.edu/
honors. 


Students within the University Honors Program/College enjoy many benefits including: research and presentation experiences, smaller class 
size, seminar style courses designed to take them deeper into the content areas through discourse with intellectually-oriented faculty and peers, 
domestic and international travel opportunities, specialized internship and graduate study opportunities, priority Honors residence provisions, 
subsidized Honors Program and Honors conference expenses, a variety of social and cultural activities, use of the McDonald Williams University 
Honors Center, recognition during the President’s annual Honors Convocation and a custom-made Honors cord and pin to be worn with gradua-
tion regalia. We welcome all interested students to contact the University Honors Program at 615-963-5731 for more information.


Keys 


The university’s official key-making agency is the Department of Facilities Management located in the operations building and is the only agency 
authorized to make and issue keys for any university facility. The Residence Hall Director will issue appropriate keys to students. The Residence 
Hall Director will obtain keys by submitting to the Director of Facilities Management a completed “Request for Key” form that has been autho-
rized by the appropriate officials. In the case of lost keys, a replacement charge will be required. 


Chronic Communicable Diseases Policy  


Tennessee State University places a high priority on providing a safe and intellectually stimulating environment for its staff and students. The uni-
versity will take appropriate measures to encourage the health maintenance and regular attendance of all its staff and students. The university 
is sensitive to concerns relative to the spread of chronic, communicable diseases, including Acquired Immune Deficiency Syndrome (AIDS). The 
university accepts its role in providing relevant information to staff, students, and the community regarding methods by which the AIDS virus may 
be transmitted and how to prevent transmission. 


Individuals with identified chronic, communicable diseases may be employed/admitted 


provided the transmission of the disease to others and/or the risk of further injury to the individual is negligible. The university will make employ-
ment/placement decisions within the context of this standard and in conjunction with interpretations of current public health guidelines concern-
ing the particular disease in question. The determination of whether an individual with a chronic communicable disease may be employed or 
attend the university shall be made in accordance with procedures implemented by the university.   


Code of Computing Practice 


(There are numerous technology policies and guidelines that students must be aware of as they utilize technology in classrooms, labs, residence 
halls, and off campus. The “TSU Code of Computing Practice,” included below, references a general set of rules that students must follow when 
using technology on campus. In addition, students are responsible for reading and following the TSU technology policies and guidelines available 
at the website www.tnstate.edu under “TSU Technology Policies”). 
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Computer resources within Tennessee State University (TSU) are available to students, faculty, and staff for authorized use in a responsible, 
ethical, and equitable manner. It is important that all users of the computing facilities conduct their computing activities in this manner since they 
have access to many valuable and sensitive resources and their computing practices can adversely affect the work of other users. Ethical stan-
dards that apply to the use of computer resources are not unique to the computer field; rather they derive directly from the standards of common 
sense, decency, and courtesy that apply to the use of any public resource. 


The following constitutes a code of computing practice to be adhered to by all computer system users. This includes all computing facilities 
owned, leased, or controlled by TSU. 


A. Unlawful or unauthorized access to or use of computers, computer networks and computer data, programs, software materials 
or information is a misuse of computers. The use of computer resources for any purpose other than a purpose for which they are 
intended is an act of misconduct. Users are authorized to use the computer facilities for purposes that conform to the goals and 
objectives of TSU. 


B. Users of computing resources are expected to conduct themselves in a manner that does not constitute a danger to any person’s 
health or safety or interfere with or harass individuals or TSU activities. 


C.  Users must not misuse, damage, or misappropriate in any manner computing equipment, property, and other facilities and resources. 


D.  Users are responsible for the use of their computer resources; and as such, they should take precautions against others obtaining 
access to their computers resources. This includes managing and controlling the use of individual passwords, operational activities, 
and resource utilization. 


E.  Users must utilize only those resources that have been authorized for their use and only for the purpose for which the authorization 
was granted. The fact that a resource is unprotected does not imply permission for an unauthorized person to use it. 


F.   Users must not attempt to modify system facilities or subvert the restrictions associated with their computer resource. Users must 
follow the established procedures for accessing the computing systems.   


G. Users shall utilize software only in accordance with the applicable license agreement. TSU licenses the use of most of its computer 
software from a variety of outside companies. TSU does not own this software nor its related documentation and, unless authorized 
by the license, does not have the right to reproduce it.   


H. Users may not access, modify, or copy programs, files, or data of any sort belonging to other users or TSU without obtaining prior au-
thorization from the appropriate authority. Similarly, programs, subroutines, data, equipment, and other computing-related resources 
may not be taken from TSU to other computer installations without the proper authorization and a clearly defined understanding of 
the responsibilities associated with such action (e.g., security of access to the data at the other computer installation).   


I. Users should minimize the impact of their work on the work of other users. Attempts should not be made to encroach on others’ use 
of the facilities or deprive them of resources.   


J. Users and non-users must not encourage, collaborate, or tolerate the misuse of computer resources or the violations of this code by 
any other person. It is TSU policy that anyone with knowledge of violations or suspected violations of computer security measures or 
controls report this information to the appropriate TSU authority.  The above code is intended to work to the benefit of all com-
puter users by encouraging responsible conduct and use of computer resources. Disciplinary action for violating this code shall be 
governed by the applicable policies and procedures of the Tennessee Board of Regents. The following disciplinary sanctions outline 
some, but are not limited to, actions that may be taken either singularly or in combination by TSU against violators of this code.  


Repeated Violators and Sanctions: 
¾ Require restitution to TSU for damage to or misuse of computing facilities 
¾ Warn the individual that continuation or repetition of a specified conduct may cause other disciplinary action. 
¾ Reprimand in writing indicating further violation may result in more serious penalties 
¾ Result in more serious penalties. 
¾  Restriction of computing privileges for a specified period of time 
¾ Probation status, with the associate implications, imposed on the individual 
¾� Suspension or expulsion of the individual from TSU 
¾ Termination of employment of the individual by TSU 
¾ Interim or summary suspension until a final determination has been made in regard to the charges made against the 


individual


According to the U.S. Copyright Law, illegal reproduction of software can be subject to civil damages and criminal penalties including fines and 
imprisonment.  
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Tornado Warning Procedures 


In the event of a tornado warning, one should observe the following procedures:  
� proceed to the basement or first floor level interior hallways or restrooms; 
� if hallways are not suitable, use inside wall of rooms away from glass windows and opposite side from which the storm 


is approaching; 
� take position for greatest safety by crouching on knees, head down with hands locked at back of neck.


(For additional information on tornado preparedness and other emergency types, go to the Facilities Management website: http://www.tnstate.
edu/vpbf/fmo 


SOURCES OF INFORMATION 


Academic Requirements – For information on academic requirements, consult the current university undergraduate or graduate student catalog. 


General information may be obtained from the Information Desk, Floyd Payne Campus Center, 2nd Floor, (615) 963-5310. 


Official announcements are made through: 
� Faculty members      � Monthly Calendar of Events
� Official bulletin boards         � “Mytsu”
� Convocations      � Electronic communications
� The Meter       


Students are responsible for complying with circulated announcements. Ignorance of an official announcement is no excuse for failure 
to comply. 


PUBLICATIONS


The student newspaper, entitled, “The Meter,” purpose is to keep students informed of the activities of the university and to provide the medium 
for expression of student opinion. 


The Tennessean is the university yearbook and its purpose is to capture the current campus scene in words and pictures. 


The Office of Student Activities publishes a monthly calendar. Requests for activities to be included in the monthly calendar must be received in 
the office by the 20th of the preceding month.  


RADIO WTSU (The Blaze) Department of Communications   


Statement of Purpose  


Radio WTSU is the campus radio station at Tennessee State University in Nashville. Radio WTSU broadcasts at 1600 AM through carrier-current 
transmitters on the main campus. Radio WTSU is operated through the College of Arts and Sciences. The station is managed by a staff member 
of the Department of Communications. All radio broadcasting and station operations are conducted by students. For more information: www.
tsuradio.com


TSU Publication Statement


Tennessee State University: A Tennessee Board of Regents institution. TSU is an equal opportunity, affirmative action institution committed to 
educating a non-racially identifiable student body. In accordance with the Americans with Disabilities Act, persons who need assistance with this 
material may contact the Office of Disability Services at 615-963-7400. 


Publication Number:   TSU-15-0168 (B) -13b-50280


Tennessee State University is an AA/EEO employer and does not discriminate on the basis of race, color, national origin, 
sex, disability or age in its program and activities. The following person has been designated to handle inquiries regard-
ing the non-discrimination policies: Ms. Tiffany Baker-Cox, director of Equal Opportunity and Affirmative Action, 3500 
John A. Merritt Boulevard, Nashville, TN 37209, (615) 963-7435.
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TSU-15-0168 (B) -13b-50280 – Tennessee State University does not discriminate against 
students, employees, or applicants for admission or employment on the basis of race, color, 
religion, creed, national origin, sex, sexual orientation, gender identity/expression, disability, 
age, status as a protected veteran, genetic information, or any other legally protected class with 
respect to all employment, programs and activities sponsored by Tennessee State University. 
The following person has been designated to handle inquiries regarding non-discrimination 
SROLFLHV��7LIIDQ\�&R[��'LUHFWRU��2I¿FH�RI�(TXLW\�DQG�,QFOXVLRQ��WFR[�#WQVWDWH�HGX��RU� 
-XVWLQ�+DUULV��$VVLVWDQW�'LUHFWRU��2I¿FH�RI�(TXLW\�DQG�,QFOXVLRQ��MKDUUL��#WQVWDWH�HGX�� 
�����-RKQ�0HUULWW�%OYG���0F:KHUWHU�$GPLQLVWUDWLRQ�%XLOGLQJ��6XLWH������1DVKYLOOH��71��������
��������������7KH�7HQQHVVHH�6WDWH�8QLYHUVLW\�SROLF\�RQ�QRQGLVFULPLQDWLRQ�FDQ�EH�IRXQG�DW�
www.tnstate.edu/nondiscrimination.
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TENNESSEE STATE UNIVERSITY 


GUIDELINES FOR DETERMINING FACULTY WORKLOADS, FALL 2015 


 


Tennessee Board of Regents (TBR) policy obligates all faculty members for service of 


no less than 37.5 hours per week on behalf of the University on- and off- campus. During the 


regular fall and spring semesters a minimum of 30 of these hours, including class hours, must 


be scheduled each week on campus or official educational sites. Academic year appointments 


include no obligation for or guarantee of summer session employment. 


Policies regarding hours during which faculty members are available for conferences 


with students will be set within individual departments in consultation with the department chair. 


Faculty members are expected to establish, publicize, and maintain scheduled office hours 


during which they are available to students for conferences and special instruction. Each 


faculty member is expected to maintain an adequate number of such hours in addition to the 


regular teaching load and other working hours and to post the scheduled conference hours. 


Office hours policies are applicable for faculty when teaching in the summer session as well as 


the regular academic year. 


For the purpose of determining faculty workloads, TBR policy defines a full faculty load 


as 15 credit hours of undergraduate teaching per semester, or the equivalent, or 12 credit hours 


of graduate teaching per semester, or the equivalent. University faculty usually carry 12 credit 


hours of undergraduate or 9 credit hours of graduate teaching with 3 credit hours of equivalency 


for other activities for which faculty are responsible including advising, administration, 


research/creative activity, institutional/public service or other professional service associated 


with the profession. If in some cases a full-time faculty member does not provide services that 


justify the granting of any approved reassigned time from teaching, then that person is required 


to carry 15 hours of undergraduate or 12 hours of graduate instruction in keeping with the terms 


of the governing board’s policy on faculty workloads. 
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The following guidelines are designed to permit the department chair the highest 


practicable degree of flexibility in making faculty workload assignments. Workload assignments 


should be determined by the department chair and discussed with each faculty member 


individually. Assignment of non-teaching responsibilities and workloads exceeding 15 credit 


hours, or the equivalent, is subject to the approval of the college dean. 


 


I. Instruction (Part A of Faculty Workload Report - (Banner Generated Form) 


 


A. Typical Undergraduate Course 


A typical undergraduate three-hour course will normally constitute 20% of a faculty 


member's workload of 15 credits, or the equivalent. It would not exceed 20% except as 


specifically permitted within the following guidelines.  


Preparations in excess of three regular academic courses per term are strongly 


discouraged. A faculty member engaged in an active institutional service or research program 


and teaching courses with which he/she is quite familiar through repetition may request a 


workload adjustment to reflect more active involvement in the non-teaching activity. The 


department chair may accommodate this request, but not by more than 25% of the workload 


value of the course. For example, the credit for a typical three-hour course may not be adjusted 


lower than 2.25 hours. On the other hand, the chair may acknowledge courses requiring a high 


degree of individual instruction, preparation of courses being taught for the first time, or other 


instructional duties which require a more than average amount of effort by assigning additional 


credit. Not more than 40% of the value of the course may be assigned.  


 


B. Graduate Courses 


The department chair may assign a one-course load reduction for a graduate faculty 


member teaching one or more graduate (5000/6000 level) courses. The department chair may 
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assign a two-course load reduction for a graduate faculty member teaching one or more 


graduate (7000/8000 level) courses. 


 


C. Honors Courses 


The department chair may assign up to 1.25 times the credit of an honors course. 


 


D. Courses with Contact Hours in Excess of Credit Hours 


For courses in which contact hours are greater than credit hours, such as lab, nursing 


clinical physical education activity, and studio courses, additional credit may be awarded when it 


can be demonstrated by the department chair that additional contact hours truly require greater 


effort on the part of the faculty member.  


 


E. Classes with High Enrollment 


Setting quantitative cut points at the University level to determine when a faculty 


member gets additional credit for a course with high enrollment is fraught with potential 


unfairness. Since the teaching of a large enrollment class may require increased faculty time 


and effort, depending on pedagogical methods employed, the department chair may 


recommend to the dean additional credit for such teaching, weighing such variables as 


additional preparation required, increased numbers of papers to be read, outside of class 


assistance provided to students, as well as the amount of assistance available from TA’s or 


other staff. Where additional credit is warranted, factors greater than one may be used as 


multipliers. The dean may establish college parameters for approving these adjustments. 


 


F. Off-Campus Courses (non-TSU campuses) 


The time involved in driving to and from off-campus sites, transporting supporting library 


materials and audio-visual aids, and counseling students may add appreciably to the normal 
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workload of teaching the course on-campus. If the distance traveled and other conditions 


attending the delivery of an off-campus course justify it, the department chair may award up to a 


maximum of 1.25 times the credit of the course. 


 


G. Classes with Less than Minimum Enrollment 


If a department chair is authorized to offer a course which has enrolled fewer than the 


minimum number of students normally required the workload credit which he/she awards may 


be adjusted. 


 


H. Student Teaching Supervision and Professional Counseling Program 


A faculty member assigned to supervise teacher candidates in Residency 1 and 


Residency 2 (Student Teaching) is allowed to receive a maximum of 0.5 credit hours for each 


candidate assigned.  Thus, supervision of six teacher candidates would be equivalent to a three 


credit hour assignment.  Likewise, for the Professional School Counseling Program, a faculty 


member is allowed to receive a maximum of 0.5 credit hours of faculty load for each counseling 


practicum or internship student supervised. 


 


I. Problems Courses, Practica, Independent Study, Cooperative Education, Service 


Learning, and Intern Supervision 


Courses which do not lend themselves to traditional classroom or laboratory methods 


but which must be taught in an individual, tutorial or consultative manner are credited to the 


faculty member on the basis of 0.25 credit for each student credit hour, except as indicated 


elsewhere in this document. 


 


J. Social Work Field Experience Program 
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1. The Field Coordinator of the BSW Program has 25% reassigned time for field coordination 


activities (1 course release). 


2. MTC-MSW Workload:  1 faculty member assigned to the MSW field component, 1 course 


reassigned time for administration of field  - any faculty can be assigned a field section as 


part of their teaching load. 


K. Workload allocation to faculty in the College of Engineering 


Workload assignment to faculty is completed by the department chairperson, and is 


subsequently approved by the dean.  The engineering curriculum requires extensive student 


contact in the classroom, laboratory, and through personal consultation and advisement with 


required senior projects.  The following policies recognized the faculty hours associated with 


instruction and course advisement, and should be allocated and/or converted to promote 


student learning, recognize the faculty hours, and meet the needs of the academic department 


in overall faculty allocation.  Unless otherwise stated, workload hours will follow the faculty 


policies of the Office of Academic Affairs. 


a. Courses with Contact Hours in Excess of Credit Hours 


For courses in which contact hours are greater than credit hours, such as lab, seminars, or 


project-oriented courses, additional credit may be awarded/converted when it can be 


demonstrated by the department chair that additional contact hours truly require greater 


effort on the part of the faculty member. 


To adjust and convert the credit hour load of a faculty teaching such a course, the number of 


contact hours in excess of the credit hours may be multiplied by a factor of 0.5, and then 


added to the credit hour value of the course. For example, a three-credit (3) hour 


lab/studio/project course meets for six (6) contact hours each week. The three additional 


contact hours exceeding credit hours may be multiplied by a factor of 0.5, and then added to 


the credit hour value of the course as shown below: 


6 Contact Hrs. - 3 Credit Hrs. = 3 Excess Hrs. x 0.5 Factor = 1.5 + 3 Cr. Hr. 
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= 4.5 Converted Credit Hours 


b. Workload hours provided for research, committees, and advising  


Faculty are assumed to have in-load hours for service on internal and external committees, 


and research activity within the normal 15 workload hours.  Extra service compensation is 


not permitted for providing normal in-load hours for department and college committee 


service activities.  Approval of extra service compensation must be approved by the 


chairperson, dean, and academic affairs prior to the activity.  Faculty are permitted up to a 


maximum of 3 hours for un-funded research activity, and must be justified and approved by 


the dean.  Any research activity above these workload hours must be justified by funding.  


Faculty are generally awarded 1 credit hour workload for 30 advisees. 


c. Thesis/Dissertation and Project Supervision 


Credit for supervising a significant number of graduate student theses or dissertations or 


undergraduate research/honor's theses may be granted to a faculty member only if he/she 


has been assigned official responsibility by the department chair. For thesis and dissertation 


supervision, a faculty member may be credited on the basis of 0.1 credit for each student 


contact hour. This allocation is acceptable for assigning faculty workload for senior projects, 


independent study, and other similar activities at the discretion of the department chair.  


Faculty workload must then be approved by the dean. 


L. Dental Hygiene, Nursing, Speech Pathology and Audiology, and HPSS/HPER: 


1. Nursing Clinics involve groups of no more than 6 students (mandated by Hospital Partners), 


with the instructor receiving 1.0 teaching workload credits for each 1.0 contact hour.  


2. Nursing Lab instructor receiving 1.0 teaching workload credits for every 2 contact hours.  


3. Dental Hygiene clinics involve groups of no more than 6 students, Dental Labs involve 


groups no more than 12 students (mandated by CODA), with the instructor receiving .75 


teaching workload credits for each 1.0 contact hour. Example: 8 weekly contact hours X .75 


= 6 teaching workload credits. 
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4. Speech Pathology Clinic 


a. Undergraduate Speech Pathology and Audiology clinics involve groups of no more 


than 6 students, (mandated by ASHA), with the instructor receiving .75 teaching 


workload credits for each 1.0 contact hour. 


b. Graduate Speech Pathology and Audiology clinics involve groups of no more than 4 


students, (mandated by ASHA), with the instructor receiving 1.0 teaching workload 


credits for each 1.0 contact hour. 


5. HPER Activity courses (Physical Education Activity) For physical activity courses that meet 


for more contact hours than credit hours, the workload credit is calculated by adding the 


number of semester credit hours to the number of contact hours and then dividing that sum 


by two (2) yielding the number of teaching workload credits for the instructor. Example: (1 + 


2) / 2 = 1.5  


 


M. Private Instruction in Music/Class Instruction of Instruments/Jazz Combos 


1. Applied Music is taught individually and in groups: 


c. Individual instruction uses an adjusted workload for one-to-one Applied Music that 


carries one credit hour and is calculated at .6/student 


d. Group Applied Music classes carry an adjusted workload that is based upon student 


contact. 


i. Proficiency Piano, Guitar for non-majors, Piano for non-majors classes, 


each one credit hour, meet twice per week for one hour, therefore 


adjusted workload for these classes is two credit hours. 


ii. Non-major applied music classes (e.g., Brass Class for Non-majors, 


Woodwind Class for Non-majors, Percussion Class for Non-majors, etc.), 


one credit hour, meet once per week for one hour; there is no adjustment 


made to workload. 







Tennessee State University Workload Guidelines, Fall 2015, page 8 


 


2. Junior and Senior recital courses, zero credit, are overseen by a single faculty member.  For 


every three students enrolled, one workload hour is applied, up to a maximum of three 


workload hours. 


3. Performance Seminar and Commercial Styles Seminar (weekly recital) classes, zero credit, 


are each overseen by a different faculty member and are each calculated as two workload 


classes. 


4. Freshmen Aural Skills laboratory classes, one credit hour, meet twice per week for one hour 


and carry two workload hours. 


5. Sophomore level Music Theory classes, three credit hours each and having the Aural Skills 


component rolled into the content, meet four times per week and carry four workload hours. 


6. Techniques classes for Music majors (e.g., Vocal Techniques for Instrumentalists, 


Woodwind Techniques, Brass Techniques, Percussion Techniques, String Techniques, 


Piano Accompanying, etc.), each 1 credit hour, meet twice per week for one hour and carry 


adjusted workload of two hours. 


7. Ensembles are laboratory classes that fall into two categories: major ensembles and 


secondary ensembles. Both are part of NASM accreditation standards. Most ensembles 


have upper division, lower division, and zero-credit enrollment options that meet 


simultaneously and are considered to be a combined, single class for purposes of workload 


and compensation calculations. 


a. Major Ensembles: 


i. Marching Band, one credit hour, is the largest ensemble (200+ students), 


has the greatest amount of student contact commitment, has the largest 


staffing requirements, and reflects the greatest number of workload hours 


of any ensemble. 


1. Head Director(s) receive up to six hours of release time year-


round for their work with Marching Band. 
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2. Assistant Directors receive up to six hours of release time in the 


Fall semester for their work with Marching Band and up to three 


hours in the Spring semester. 


3. Other staffing (e.g., Dance Team Coordinator, Drum Major Coach, 


etc.) are compensated per specific, separate contracts. 


ii. Wind Ensemble, Symphonic Band, Concert Band, University Choir and 


Orchestra, each one credit hour, carry adjusted workload that matches 


weekly student contact—four hours per course. 


iii. Commercial Music Ensemble and Meistersingers, each one credit hour 


carry adjusted workload that matches weekly student contact—three 


hours per course. 


b. Secondary Ensembles (e.g., Jazz ensembles, combos, Pep Band, like-instrument 


ensembles, small mixed-instrument ensembles, etc.): 


i. Jazz Band (big band), one credit hour, carries adjusted workload that 


matches weekly student contact—three hours per course. 


ii. Jazz Combo, one credit hour, carries adjusted workload that matches 


weekly student contact—two hours per course. 


iii. All other secondary ensembles, one credit hour, are calculated as one 


hour of workload. 


c. Opera Workshop, the production course for the annual opera/musical theater 


production, carries three hours of academic credit and workload.  For large 


productions, up to three additional hours of workload may be awarded, as 


determined by the department chair. 


 


N. Instructional Improvement Implementation 
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Efforts to improve an individual faculty member’s courses and/or teaching methodology are 


considered to be a part of one’s normal teaching assignment. A faculty member assigned the 


task of developing a new academic program, or experimenting with new pedagogies or 


technologies to be officially adopted by the department may be given a workload assignment of 


up to a three (3) credit hour equivalency during the first semester of piloting the newly 


developed pedagogy or technology. Greater workload assignment must have the approval of 


the dean. 


 


O. Thesis/Dissertation Supervision 


Credit for supervising a significant number of graduate student theses or dissertations or 


undergraduate research/honor's theses may be granted to a faculty member only if he/she has 


been assigned official responsibility by the department chair. For thesis and dissertation 


chairing, a faculty member may be credited on the basis of 0.25 credit for each student credit 


hour. Once a faculty member formally supervises two (2) doctoral dissertations or five (5) 


master’s theses to successful completion, the faculty member will be eligible for a one course 


release at a future time negotiated with the department chair. 


 


II. Non-Instructional Activities (Part B of Faculty Workload Report - Distribution of Effort 


The allocation of faculty time to various non-instructional functions such as advising, 


administration, research/creative activity, institutional/public service or other professional service 


should reflect the mission, goals and needs of the institution 


In determining the credit hour equivalency for the allocation of faculty time to non-


instructional functions, the following clock hour to credit hour conversion should be taken into 


consideration. The projected equivalency teaching time to be allocated should be determined by 


estimating the number of clock hours required for the effort/project. 


50 clock hours = One credit hour 
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150 clock hours = Three credit hours 


750 clock hours = Fifteen credit hours 


It is not necessary to record any activity that is less than .75 credit hours as this implies 


a precision that is not generally realistic. The designation of alternative professional 


assignments which are deemed equivalent to all or part of a faculty member’s teaching load and 


approved as a work assignment standing in lieu of it requires the approval of the department 


chair and is subject to the approval of the college dean. 


NOTE: Faculty members receiving unfunded reassigned research time (above and 


beyond the usual three hours provided faculty in reducing the 15 hour load requirement 


to 12 hours for advising, administration, research/creative activity, institutional/public 


service or other professional service associated with the profession) are not eligible to 


receive teaching overload compensation. Exceptions must be approved by the Office of 


University Provost prior to the assignment. 


 


A. Academic Advising 


Every faculty member recognizes that a certain amount of advising is part of one's work 


as a teacher. Answering students' questions, listening to their concerns and helping them with 


their class schedules, degree plans and other problems are complements to the classroom and, 


thus, parts of the ordinary academic workload. A department chair may award workload credit 


for this activity if students are officially assigned to a faculty member as active academic 


advisees, and a plan has been developed and submitted to the department chair for advising 


and counseling each of these students at least once during the semester. Workload credit may 


be awarded to a faculty member who is actively advising students using the following guideline: 


30 advisees/semester = 1 credit hour load 


Demonstration of satisfactory advising is required to support the continuation of workload credit 


for advising. 
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B. Academic Administration 


The workload assignment of a department chair or other faculty for administrative duties 


will be determined by the college dean and the University Provost. Factors to be considered are 


the size of the department, the departmental budget, the departmental institutional service and 


research effort (contracts and grants), and whether or not there are other members of the staff 


carrying part of the administrative load. Chairs may assign official workloads to faculty members 


for administrative responsibilities in the department (e.g., coordinators of graduate studies, 


coordinators of freshman English, coordinators of laboratories, etc.). The work assignment must 


be defensible as something which clearly supports the mission of the University and which 


cannot be accomplished through other, more economical means. 


 


C. Departmental Research and Creative Activity 


Included in this category are pure and applied research, creative writing, artistic 


productions (plays, operas, concerts, exhibitions, etc.) and other scholarly endeavors related to 


a faculty member's disciplinary specialty and professional areas of expertise. This 


research/creative activity does not include such activities as reading and experimentation 


performed primarily as preparation for teaching, which are defined as a part of Instruction. The 


workload assignment in any semester will be determined by the department chair and will be 


based on a qualitative evaluation of a faculty member's past scholarly research productivity and 


the potential of the proposed work. The faculty member will make a written progress report 


each semester on the research/creative activity for which workload assignment has been 


made. Copies of scholarly publications, proposals, grant solicitations, significant reviews, 


critiques, programs, recordings, artistic productions, etc. will be helpful to the department chair 


as he/she makes an assessment. The continuation of workload assignment for 


research/creative activity in subsequent semesters will depend upon the extent to which the 
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research/creative activity is productive and producing tangible results; thus, demonstrating 


significant return on investment for the institution. 


The chair may assign research workloads up to a three (3) credit hour equivalency 


without other approval for faculty who have externally sponsored research grants that provide 


Indirect Cost Return, Graduate Assistantships, UG student support, materials & supply costs, 


and travel funds (i.e. Costs which are typically the responsibility of the institution) Research 


workloads greater than this will require prior approval of the dean. and up to 1 credit hour for 


fulltime tenure track or tenured faculty actively working on unsponsored research,  research 


proposals and publications.  Fulltime tenure track or tenured faculty may charge external 


sponsoring agencies for buy-out time equivalent to 25% of their workload time (which equals 


one course) up to 100% of their total  time equivalency. Research workloads greater than this 


will require prior approval of the dean. Research workloads greater than a six (6) credit hour 


equivalency will require prior approval of the University Vice President.  


 


D. Institutional/Public Service – Activities External to the University 


Workload assignments for institutional service can be made only when such service is 


an accepted responsibility of the University. Workload assignments may include (but are not 


limited to) work with professional associations related to the department, governmental 


agencies, public schools, business and industrial organizations, health services, etc. Workload 


assignments may not include membership in or ordinary personal involvement with professional 


organizations not related to the department, civic clubs, church groups, etc., nor may they 


include any kind of service for which extra compensation is paid the faculty member. The 


workload assignment in any semester will be determined by the department chair and will be 


based on a qualitative evaluation of a faculty member's past productivity and the potential of the 


proposed work. The faculty member will make a written progress report each semester on 


the institutional/public service for which workload assignment has been made. Copies of 
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significant reviews, critiques, etc., will be helpful to the department chair as he/she makes an 


assessment. The continuation of workload assignment for institutional/public service in 


subsequent semesters will depend upon the extent to which the service is productive. If the 


department chair agrees that a faculty member’s service to a recognized group is an accepted 


responsibility of the University, a workload assignment up to a three (3) credit hour equivalency 


can be made without other approval. Granting of greater workload assignments will require the 


prior approval of the dean. Institutional service workloads greater than a six (6) credit hour 


equivalency will require prior approval by the Office of the University Provost. Non-credit 


instruction may constitute a portion of a faculty member's assigned workload in this category 


provided the faculty member does not receive extra compensation for this instruction. 


 


E. Other Professional Activities 


1. Instructional Improvement. Efforts to improve an individual faculty member's 


courses and/or teaching methodology are considered to be a part of one's normal 


teaching assignment. A faculty member assigned the task of developing a new 


academic program, or experimenting with new pedagogies or technologies with a view 


toward departmental implementation may be given a workload assignment of up to a 


three (3) credit hour equivalency at the discretion of the chair. The faculty member is 


responsible for providing an executive summary describing the new pedagogies, 


instructional strategies, or technologies being designed and developed. Credit for the 


implementation of this work may be awarded (See item I. K.). 


2. Committee Work or University Activities. Faculty participation in the work of 


committees is generally recognized as the appropriate mechanism through which faculty 


contribute to the decision-making processes of the university. While the value of 


collective faculty participation in committee work can hardly be overstated, individual 


participation varies widely from one committee to another depending on the work 







Tennessee State University Workload Guidelines, Fall 2015, page 15 


 


scheduled by the committee and the level of interest of a given faculty member. 


Workload credit is limited to the presidency of the Faculty Senate (9 credit hours), 


secretary of the Faculty Senate (3 credit hours), membership on the Liaison Committee 


(.75 credit hours), and membership on other university committees (applying a standard 


of .75 credit hour equivalency workload credit for total time devoted to all committee 


work that averages two hours per week). Faculty members devoting an inordinate 


amount of time to official university activities (e.g., band, theatre, debate, etc.) may be 


given workload assignments by the department chair. Faculty members working with 


student groups, which relate to the department or discipline, in an advisory or 


supervisory capacity, may also be included in this category. 


Add to these uncertainties the realization that the chair must annually evaluate 


the performance of faculty in each workload assignment. The variation in level of activity 


among committees and the variations in individual participation of a committee have led 


to the conclusion that the desired degree of consistency in awarding credit for committee 


work is not likely to be achieved. The difficulty of developing criteria and procedures for 


evaluating individual performance on committees and the tedium of applying evaluation 


procedures to workload percentages of the low order of magnitude expected for 


committee assignment have led to a similar conclusion regarding the subsequent 


evaluation of faculty performance on committees. 
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PROPOSED CONSTITUTION OF THE FACULTY OF 


TENNESSEE STATE UNIVERSITY 


 


Preamble  


 The university faculty hereafter referred to as (Faculty1) has primary responsibility for 


instruction and for creative and scholarly activity and for research at Tennessee State University 


hereafter referred to as (University). Policies and changes affecting the nature of the University, 


the organization of the Faculty Senate, and the status of the Faculty need to be acted upon by the 


Faculty in the spirit of shared governance. These are required for the maintenance of 


professional, state, and national standards as mandated in the process for accreditations  


 


 


 


 


 


 


 


  


                                                           
1 The first use of special terminology will be bolded, italicized, and defined in the glossary. 
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PART ONE: SHARED GOVERNANCE  


Preamble 


PART ONE describes the principle of shared governance.  


 


Shared Governance Protocol 


Tennessee State University endorses the policy that governance is the shared responsibility of the 


Faculty and the Administration and incorporates the processes and policies that result in decisions 


that create, implement, evaluate, or change the University’s academic and research mission or 


programs. As defined in ARTICLE I—Membership and Voting2, “the membership of the 


university Faculty includes those engaged in full-time instruction, library service, and such 


professionally creative activities as research and clinical responsibilities who hold appointments 


at the University with the rank of instructor, assistant professor, associate professor, or full 


professor” (2). “Administrator” refers to the President, Provost, Vice Presidents, Deans, 


Directors of non-academic units, and assistant and associate administrative officers with 50 


percent or more administrative duties with the exception of department administration. To avoid 


conflicts of interest, administrators with faculty appointments do not have faculty voting 


privileges.  


 


 


 


 


                                                           
2 Underlining indicates that a hyper-link is available online. 
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ARTICLE I—Areas of Shared Governance 


As a Tennessee Board of Regents Institution, Tennessee State University adheres to the principles of 


shared governance reflected in TBR Policy 5:02:03:30 governing academic freedom at TBR institutions.  


To further promote shared governance between Faculty and Administration and maximize its benefits: 


 


Section 1. Academic 


Faculty has the lead role in determining the curriculum, degree and certificate requirements, 


standards of instruction, standards of student achievement, and a shared role in matters related to 


academic programs, their status, and changes. 


 


Section 2. Personnel 


Faculty has a shared  role in tenure and promotion decisions, incentives, academic quality 


decisions, faculty productivity, and faculty welfare, as well as the lead role in Unit and 


department hiring process including: personnel need(s), interviewing, and recommending 


candidates for academic and research positions. 


 


Section 3. Planning 


Faculty has a shared role in matters not directly tied to curriculum or academic staffing but that 


impact the university's academic quality. To fulfill this responsibility, the Faculty shall have full 


access to documents related to budget and planning, as well as recommending improvements or 


additions to academic facilities and University infrastructure. 
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Section 4. Academic Freedom 


Faculty’s academic freedom shall be governed by the principles of academic freedom contained in 


the TBR policy on academic freedom, which is currently reflected in TBR Policy 5:02:03:30 and 


may be amended from time to time.   


 


Section 5. Technology 


Faculty has a shared role in the University selection process pertaining to software, hardware, 


instructional programs, media services, and communication and informational technology services. 


 


Section 6. Research 


As research is a tenure and promotion requirement, Faculty has a role in decisions about 


qualitative and quantitative research support and will receive ongoing and substantial assistance 


with resources, availability of grants, budget preparation, and oversight of awards. Faculty shall 


receive release time in proportion with the requirements of grants. 


 


Section 7. Academic Support Services 


Faculty has an advisory role to ensure that reasonable skill, care, and diligence is applied when 


determining professional services that assist in accomplishing its instructional, research and/or 


public service missions. 
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Section 8. Representation 


So that Faculty are adequately represented in the process of governance, at least one third of the 


membership of all committees with responsibility for matters of shared governance shall be 


faculty, not including heads of departments. The faculty members shall be chosen by Faculty and 


not by Administration. 


 


Section 9. Faculty Recommendations  


When faculty recommendations differ from administrative recommendations in the 


aforementioned areas, the administration shall seek to collaborate with Faculty to resolve their 


differences.  The administration must allow opportunity for further input from and discussion with 


the faculty in a good faith effort to find a solution before finalizing the administrative 


recommendation or decision.   
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PART TWO: FACULTY PROTOCOL 


 


Preamble 


PART TWO describes the membership, meetings, and voting of the full Faculty.  


 


ARTICLE I—Membership and Voting  


 The Faculty includes those engaged in full-time instruction, library service, and professional 


activities such as research and clinical pursuits who hold appointments at the University with the 


rank of instructor, assistant professor, associate professor, or full professor.  Faculty with more 


than 50 percent administrative duties with the exception of department administration are 


ineligible to vote. For example, department heads are eligible to vote but deans are not. Those on 


leave can vote if present at a meeting but are not to be counted in determining percentages of the 


Faculty for purposes of petitions. Retired or emeritus/a faculty do not vote. Full-time temporary 


faculty may vote.  


 


ARTICLE II—Calling and Conducting Meetings 


 


Section 1.  Faculty Meetings 


Faculty meetings are generally called and presided over by the University president or a designee 


thereof.  Faculty shall contribute to the formation of the agenda.  
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Section 2.  Extraordinary Meetings 


a) Extraordinary meetings may be called by:  


 a majority vote of the Faculty Senate  


 a majority vote of the Faculty Senate Executive Committee  


 a majority vote of the Faculty of a Unit of the University  


 a petition signed by 15 percent of the Faculty  


 


b) A request for an extraordinary meeting must indicate the reason and subject matter for the 


meeting and shall be delivered to the Office of the Chief Academic Officer of the 


University and specify a calendar week in which the Chief Academic Officer of the 


University is to convene the meeting.   


 


c) A particular day and time shall be specified as a default by those requesting the 


extraordinary meeting should the Chief Academic Officer not communicate to the Faculty 


a meeting day and time within a calendar week of the delivery of the call.  


 


d) The agenda item(s) that occasions the call for an extraordinary meeting shall be 


disseminated to the Faculty at least five business days before the meeting. 


 


e) Agenda items decided upon at this meeting of the full faculty are considered to be ratified.  
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Section 3.  Presider over Extraordinary Meetings 


a) If an extraordinary meeting is called by the Faculty Senate, the Faculty Senate chairperson 


shall preside over the meeting.  


 


b) If it is called by a vote of the Faculty of a Unit, the Unit shall elect by majority vote a 


person to preside over the meeting.  


 


c) If it is called by petition, the drafters of the petition shall elect by majority vote a person to 


preside over the meeting as Presider pro-tempore (person temporarily in charge), who 


will conduct an election of a faculty member to preside over the remainder of the meeting.  


 


Section 4.  Agenda of Extraordinary Meetings 


a) The agenda of an extraordinary meeting shall begin with the Presider pro-tempore of the 


meeting appointing a recording secretary, who will deliver the minutes to the Secretary of 


the Faculty Senate after the conclusion of the meeting. The main item(s) of business shall 


consist of any of the following:  


 the matters as outlined by the Senate resolution calling the meeting 


 the matters as outlined by the Unit resolution calling the meeting 


 the text of a petition calling for the meeting 


b) Members of the Faculty in attendance shall be counted. 


c) The quorum for the meeting shall be a fixed number represented by 25 percent of the 


number of tenured Faculty.   
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d) The conduct of the meeting shall be in accordance with the most recent edition of 


Robert’s Rules of Order.  


 


Section 5.  Voting at Meetings 


Votes at meetings of the Faculty may be by voice, a show of hands, technology as it becomes 


available, or by paper ballot. 
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PART THREE: THE FACULTY SENATE 


 


Preamble 


PART THREE describes the membership, meetings, and voting of the Faculty Senate.  


 


ARTICLE I—Mandate  


The Faculty has the right and obligation, with the attendant responsibilities, to participate fully 


and actively in the determination of those policies pertaining to academic matters, to the welfare 


of the Faculty, and to the well-being of the University.  


 


The Faculty Senate acts on behalf of the Faculty in furthering the mission of the University and 


the well-being of the University community. 


a) The Faculty Senate is the representative body through which Faculty participate in 


University affairs and Shared Governance.  Through committees and a democratically 


elected legislative body, it implements policies, procedures, and regulations regarding the 


general educational objectives of the University. 


 


b) The Faculty Senate shall serve as the usual agent of the Faculty for purposes of consulting 


with the University Administration on matters of academic personnel policy, curriculum 


(including both degree programs and courses), academic policies and planning, the 


general welfare of the Faculty as a whole and others such as adjuncts who may teach in 


the University.   
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c) The Faculty Senate shall issue statements pertaining to the University on behalf of the 


Faculty when necessary.  


 


d) An Executive Committee shall be comprised of the Faculty Senate Chair, the Faculty 


Senate Vice Chair, the Faculty Senate Parliamentarian, the Faculty Senate Secretary, the 


Faculty Senate Treasurer, and the immediate past Chairperson of the Faculty Senate as an 


Ex-Officio member.  


 The Executive Committee must meet at least one week prior to Senate 


meetings and draft a proposed agenda for the Senate meetings.  


 The Senate Secretary shall disseminate the agenda to the senators and to the 


entire faculty by e-mail at least 48 hours before the meeting time.  


 The Executive Committee acts on behalf of the Senate between the end of the 


Academic Year and the beginning of the new academic year, subject to 


ratification of its actions by the Senate at the first Faculty Senate meeting of 


the new academic year.  


 


e) The Senate shall hold regular meetings once per month during the academic year, on the 


third Thursday of the month at 2:40 pm, unless that day is a holiday, in which case the 


Senate Chair must call a special meeting of the Senate on some other day in the month.  


 The Senate Chair may call additional meetings as needed 


 Regular monthly meeting day and time may be changed by a two thirds vote of 


the Senators. 
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f) A quorum shall consist of fifty percent of the voting membership of the Senate.  


 


g) Meetings shall be conducted according to the most recent edition of Robert’s Rules of 


Order.  


 


h) Any Senator has a right to bring a matter to the Senate for consideration, either by having 


it included in the draft agenda of a meeting by the Executive Committee, adding it to the 


agenda at the beginning of a meeting, or raising it as new business in the course of a 


meeting.  


 


i) Any member of the University Faculty can bring a matter to the Faculty Senate by asking 


a Senator to raise it at a meeting, by seeking permission of the Senate to address it about 


the matter, or by sending a letter of no more than one page to the Secretary of the Faculty 


Senate. The Secretary must duplicate and distribute such a letter to the Senators at the 


meeting following receipt of the letter.  


 


j) Those holding the following positions are nonvoting, Ex-Officio members of the Faculty 


Senate:  


 The President of the University 


 The Chief Academic Officer of the University 


 The immediate past Chairperson of the Senate 


 Immediate past Standing Committee Chairs. 
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k) An Ex-Officio member shall serve in the Senate as long as he or/she holds the position. 


 


l) Extraordinary meetings of the Faculty Senate may be called by: 


 A majority vote of the Faculty Senate 


 The Faculty Senate Executive Committee 


 The Faculty Senate President 


 


m) A request for an extraordinary meeting shall be delivered to the Faculty Senate and 


specify a date and time in which the Faculty Senate is to convene. 


 


n) The agenda item(s) that occasions the call for an extraordinary meeting shall be 


disseminated to the Faculty Senate at least five business days before the meeting. 


 


o) The quorum of extraordinary meetings is the number of Faculty Senators, Alternates, or 


Proxies present. 


 


ARTICLE II—Senate Membership and Election of Senators 


 


Section 1.  Apportionment  


a) Each Unit of the University shall have one Senator for each ten or fewer faculty members 


up to a maximum of five.  
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b) Apportionment shall reflect the number of Faculty as determined during fall Faculty 


Institute.  


 


c) The University Library staff holding ranked appointments shall be counted as a Unit. 


 


d) The Graduate School does not have Senate representation. 


 


e) Nominations for Unit Senate representatives shall be made from the floor of the first Unit 


meeting of the fall semester. 


 


f) Elections shall be conducted by secret ballot in the form of paper, electronic, or some 


other technological form that protects the identity of the voter. 


 


g) Apportionment is subject to adjustment to reflect the growth or organizational 


modification of the university. 


 


Section 2.  Eligibility 


a) A Senator must be a voting member of the Faculty, must have five years of full-time 


experience in higher education, and must be elected as specified in PART THREE, 


ARTICLE II, Section 3.  Elections. 
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b) Each Unit shall elect an Alternate who shall attend Senate meetings if a Senator cannot 


attend.  


c) The Alternate must meet the same eligibility requirements as an elected Senator.  


 


d) In the event a Senator or Alternate is unable to attend a Faculty Senate meeting, he or she 


must select a Proxy to represent him or her at the Faculty Senate meeting to ensure a 


quorum is established. 


 


e) In the event a Unit fails to send a representative for three consecutive regularly scheduled 


meetings, the Faculty Senate Chair is charged to notify the Dean of the respective Unit to 


rectify the situation or forfeit their representation for the academic year. 


 


f) With the exception of extraordinary circumstances, Senators or their Alternates or their 


Proxies are expected to remain until the end of the Faculty Senate meetings.  Individuals 


who anticipate the need to leave early must inform the Faculty Senate Chair before the 


meeting begins.  


 


Section 3.  Elections  


a) In accordance with the terms of PART THREE, ARTICLE II, Section 1.  Apportionment, 


meetings of Faculty Units shall determine the method of election and the apportionment 


of Senators within the Unit as established by the policy of the Unit.   
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b) Elections of new Senators and Alternates shall be conducted annually by the Units at the 


first Unit meeting of the academic year but no later than one week prior to the first 


Executive Committee meeting of the academic year. 


c) The Unit Head shall notify in writing the Executive Committee (see PART THREE, 


ARTICLE III, Preamble) of election results within twenty-four hours of the Unit meeting.  


 


d) Senators shall have two-year terms and may serve as Senators for one consecutive term 


(for a total of four years) at which point the Senator must sit out at least one year before 


he or she is eligible for reelection.  


 


e) A Senator who has completed two consecutive elected terms shall not be prohibited from 


being nominated for subsequent committee assignments.   


 


f) In the event a Senator is unable to complete his or her term, the unit shall call a special 


election to fill the vacancy for the remainder of the original term. 


 


g) The individual elected to fill a Senate vacancy is eligible to be a Senator for two future 


consecutive terms.  


 


Section 4.  Removal of Senators  


Senators who miss three consecutive Senate meetings and fail to send Alternates may be removed 


by vote of the Senate. After a removal vote, the Senate Chair shall contact the Unit that should 
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have been represented by that Senator and ask that a meeting be conducted to elect a Senator and 


an Alternate.  


 


ARTICLE III—Faculty Senate Officers and Election of Officers 


 


Preamble 


The Faculty Senate has the responsibility to elect the Chair, Vice-Chair, Parliamentarian, 


Secretary, and the Treasurer who comprise the Executive Committee.  All officers must be 


tenured faculty members.  


 


The term of office for the Faculty Senate officers shall be one year, with the exception that the 


Vice Chair becomes the Faculty Senate Chair.  All other officers shall be elected at a meeting of 


the Faculty Senate to be held at the last meeting of the spring term using paper ballots that have 


been prepared by the Nomination Committee.  The ballots shall list the names of at least two 


willing candidates per office nominated by the Nomination Committee.  The names of those 


nominated and the name(s) of any other willing candidate(s) nominated by a member of the 


Faculty Senate must be submitted in writing to the Nomination Committee before the last Faculty 


Senate meeting of the academic year.  Spaces designated for “Write-in Candidates” for each 


office must appear on the ballot.   


 In the event an officer is unable to complete his or her term, the Executive 


Committee must call a meeting of the Senate to elect a replacement who will 
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fill the vacancy for the remainder of the original term.  This individual is 


eligible to run for the next one year term. 


 


At the last Faculty Senate meeting during the spring semester, the last order of business shall be 


the passing of the gavel from the existing Faculty Senate Officers to the newly elected Faculty 


Senate Officers. 


 


Section 1.  Faculty Senate Chair  


a) The Chair selects a meeting site sufficient for the size of the Faculty Senate and serves as 


the usual Presider over Faculty Senate meetings following the most recent edition of 


Robert’s Rules of Order.  


 


b) For purposes of any Tennessee Board of Regents’ policies or procedures, the title 


“Faculty Senate Chair” will be deemed equivalent to “Faculty Senate President” or other 


similar terminology.  


 


Section 2.  Faculty Senate Vice Chair  


The duties of the Vice Chair (who is Faculty Senate Chair Elect) include the following: 


 presiding in the absence of the Faculty Senate Chair  


 assuming, temporarily, the duties of Faculty Senate Chair in the event the 


existing Faculty Senate Chair recuses himself or herself from the meeting 


 ensuring that revisions to the bylaws are accurately communicated. 
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Section 3.  Faculty Senate Secretary 


The duties of the Secretary include the following: 


 recording and preserving the minutes of the Faculty Senate meetings 


 submitting completed minutes to the Executive Committee at their next 


meeting for review 


 disseminating the minutes to the Faculty Senators within twenty-four hours of 


the Executive Committee meeting 


 posting the minutes to the website within twenty-four hours once the minutes 


are approved at the next Faculty Senate meeting 


 maintaining a public archive of Faculty Senate business 


 conducting the Faculty Senate meeting in the event the Faculty Senate Chair 


and Faculty Senate Vice Chair are not present. 


 


Section 4.  Faculty Senate Treasurer 


The duties of the Treasurer include the following: 


 collecting, recording, and depositing funds received by the Faculty Senate 


 distributing funds as directed by the Executive Committee 


 providing a monthly financial report at Faculty Senate meetings. 
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Section 5.  Faculty Senate Parliamentarian 


The duties of the Parliamentarian include the following: 


 determining a quorum at Faculty Senate meetings 


 indicating when a quorum ceases to exist at Faculty Senate meetings  


 ensuring the adherence to and use of the most recent edition of Robert’s Rules 


of Order 


 ensuring the adherence to and use of the current version of the Constitution 


and By-laws of the Faculty of Tennessee State University  


 admitting visitors to the Faculty Senate meetings 


 assisting the presiding officer during meetings by keeping track of the order of 


those wishing to speak, motions, amendments, voting, and any other aspect to 


ensure the orderly conduct of business 


 ensuring that non-Senate Faculty who wish to address the Faculty Senate 


members are allowed to speak for their allocated period of time  


 offering advice, when requested, to any member desiring help with motions or 


other parliamentary procedures. 


 


Section 6.  Removal of Officers 


In the event a motion is put forth by a senator on behalf of his or her Unit or if a senator puts forth 


a motion on his or her own to remove an officer from his or her position, the officer under 
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consideration for removal from office must have the opportunity to address the Faculty Senate to 


present his or her position as due process. 


 


Once the officer under consideration for removal has had an opportunity to address the Faculty 


Senate, a Senate Officer may be removed by a vote of two-thirds of the Senators present in the 


following manner:  


 with a paper, secret ballot 


 by technology that protects the identity of the voter. 


Under these circumstances, these individuals are no longer eligible to be ex-officio members of 


any Senate committee unless they are reinstated by a vote of two-thirds of the Senate or by a 


majority vote of the Faculty. 


 In the event the Faculty disagree with a decision made by the Faculty Senate, 


an extraordinary meeting may be called to discuss the decision.  With a paper, 


secret ballot, a majority vote of the Faculty present may reverse the Faculty 


Senate decision (see PART TWO, Article II, Section 2.  Extraordinary 


Meetings).  


 


ARTICLE IV Other Faculty Representatives 


a) The Faculty Senate shall elect representatives to all standing university committees 


including ad hoc committees. 


 


b) Faculty members of permanent university administrative committees shall be elected at the 
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first Faculty Senate meeting of the fall semester and shall serve through the following 


summer term. 


  


 The administration must submit a request to the Faculty Senate to elect 


representatives to be part of all committees. 


 Each administrative committee shall be comprised of one faculty representative 


from each Unit. 


 


c)   At the first Faculty Senate meeting following the annual election of Senators, the Faculty 


Senate shall designate a Senator to attend the President's Senior Leadership Team 


(Cabinet, Executive Council or other body) meetings for the proceeding academic year.  


 If the Faculty Senate is invited to send a representative to the President's Senior 


Leadership Team meeting, the designated Faculty Senator shall attend. 


 In the event the designated Senator is unable to attend one or more of 


the President's Senior Leadership Team meetings, he or she must contact 


the Faculty Senate Chair to make alternate arrangements. 


   The Senator attending the President's Senior Leadership Team meeting 


must submit a report of the meeting to the Faculty Senate Secretary 


within twenty-four hours of the meeting. 


   The Faculty Senate Secretary will disseminate the report to the Faculty 


Senators at the next Faculty Senate meeting and post the report to the 


Faculty Senate website within twenty-four hours of the meeting. 
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d)   During the last  Faculty Senate meeting of the spring semester,  one 


different representative shall be elected for the President's Executive Council 


meetings held during May, June, July, and August. 


 


e)   A Senator in his or her second year will be elected at the December Faculty Senate 


meeting to serve on the Tennessee Board of Regents'  Faculty Sub-Council for the 


following calendar year. 


 


f)  Representatives who attend the President's Executive Council meetings or the 


Tennessee Board of Regents' Faculty Sub-Council meetings shall submit at the next 


Faculty Senate meeting a written report to the Faculty Senate Secretary to become 


part of the Faculty Senate minutes. 


 


g)  The Faculty Senate reserves the right to elect representatives to attend other meetings 


relevant to the University. 
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PART FOUR: COMMITTEES 


Preamble 


PART FOUR describes the membership, meetings, and functions of Senate committees.  


 


Committee Protocol 


The Chairperson for each standing committee shall be elected by the Senate membership at the 


last Senate meeting of the spring term.  The last order of business shall be the passing of the gavel 


from the existing Chairpersons to the newly elected Chairpersons. At the beginning of each 


academic year, the Chairperson of each standing committee will meet with the Executive 


Committee to share committee goals for the upcoming year, review the duties for that committee, 


and discuss information relevant to that committee. Each standing committee is entitled to equal 


representation consisting of one representative for each ten or fewer faculty members up to a 


maximum of five per Unit, to be elected by the Faculty of each Unit.  If additional committee 


members are required, it is the responsibility of the committee Chair to inform each Unit of the 


need for additional members.  The current Chairperson of the Faculty Senate, the Chief Academic 


Officer of the University and the President of the University shall be Ex-officio members of all 


standing committees. The Faculty Senate Committee Chairpersons are elected by the Senate each 


April from among its membership to serve for the following academic year. The Chairpersons of 


all standing committees report to the Faculty Senate, and minutes are sent to the Faculty Senate 


Secretary for appropriate distribution and posting to the website within twenty-four hours once 


the minutes are approved at the next Faculty Senate meeting.  In the event of a vacancy in faculty 
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membership of any committee, the Unit of the person vacating shall fill such vacancy by an 


election.  The new members shall be elected for the unexpired portion of the vacated term. 


 


ARTICLE I—Standing Committees 


 


Section 1.  Academic Committee (formerly Academic Subcommittees I and III) 


The Academic Committee shall review academic regulations and procedures of the University 


specifically relating to Faculty teaching and is a standing committee charged with the following 


tasks: 


 recommending policy and procedural changes that directly affect the Faculty 


and teaching and measures for improvement of instruction 


 recommending policy and policy changes on such matters as academic 


standards, admissions, registration procedures and policies, and advisement 


and attendance procedures and policies 


 referring appropriate issues to the Graduate and Undergraduate Councils and 


such subcommittees as they may establish. 


 


Section 2.  Alumni Relations and Development Committee 


The Alumni Relations and Development Committee is a standing committee charged with the 


following tasks: 


 advising and consulting with University officials concerning alumni programs, 


alumni relations, and fundraising  
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 advancing the goals of creating and cultivating a culture of philanthropy and 


engaging alumni and other constituencies in a lifelong, worldwide TSU 


community 


 advising and supporting the Division of University Relations and Development 


in policies and procedures and assesses University Relations and Development 


services, programs, and communications 


 ensuring constituents have a greater sense of affiliation to the university and to 


foster a greater connections between alumni and current students.  


 


Section 3.  Budget Committee 


The Budget Committee shall collaborate with the University administration in developing and 


reviewing the annual University budget and is a standing committee charged with the following 


tasks:  


 providing for campus-wide Faculty input into the University budgeting process 


 encouraging the use of Faculty expertise in budget matters 


 informing the Faculty, through the Senate, concerning budget matters.   


 


Both long-range and short-term aspects will receive the committee's attention, including budget 


priorities and TBR formulas. 
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Section 4.  Constitution and By-laws Committee 


The Constitution and By-laws Committee is a standing committee charged with the following 


tasks: 


 reviewing the Constitution and By-laws bi-annually (fall and spring semesters) 


to consider all proposed changes, additions, deletions, amendments, or 


revisions to the Constitution and Bylaws 


 reviewing Faculty Senate minutes for proposed changes to the Constitution 


and By-laws to ensure that they are considered at the bi-annual meetings 


 evaluating, interpreting, and preparing a revision(s) prompted by a Senate vote 


to seek a revision(s) to the Constitution and By-laws which shall be brought 


before the Senate for a vote at the next meeting. 


 


Section 5.  Curriculum Committee 


The Curriculum Committee shall collaborate with the University administration in developing 


and reviewing curriculum issues and is a standing committee charged with the following tasks:  


 recommending actions respecting courses, standards, degrees, majors, minors, 


and programs to the Office of Academic Affairs 


 reporting recommendations for a Senate vote before sending the 


recommendations to the Office of Academic Affairs. 
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Section 6.  Executive Committee 


The Senate Executive Committee shall be comprised of the Chair, the Vice Chair, the Secretary, 


the Parliamentarian, the Treasurer, and the immediate past Chair of the Senate (as an ex officio 


member) who are charged to: 


 meet at least one week prior to Senate meetings and draft a proposed agenda 


for the Senate meetings 


 disseminate the agenda to the senators and to the whole faculty by University 


Communications at least 48 hours before the meeting time 


 act on behalf of the Senate between the end of the academic year and the 


beginning of the new academic year, subject to ratification of its actions by the 


Senate at the first faculty senate meeting of the new academic year 


 handle necessary business on an emergency and interim basis as necessary 


 establish ad hoc committees as needed 


 draft a slate of chairpersons for the Senate’s committees from among the 


membership of the Senate, prior to the April Senate meeting   


 notify the Chief Academic Officer to instruct Unit Heads to have their faculty 


elect Senators and Alternates (refer to PART THREE, Article 2, Section 3.  


Elections.) 


 assist in the selection of the faculty members of such screening committees 


and lend its counsel to the development of procedures for recruitment and 


screening of such candidates, when campus or system administrative 


appointments are to be filled and where it is appropriate for faculty to be of 
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assistance in the recruitment and screening of candidates, the Executive 


Committee. 


 


Section 7.  Faculty Grievance and Appeals Committee  


The Faculty Grievance and Appeals Committee is guided by the aim of maximizing the 


protection of the principles of academic freedom and due process.  This committee does not 


replace the role of Faculty and Administrators in making employment-related decisions. Appeals 


of tenure or promotion decisions are handled by the University Tenure and Promotion Appeals 


Committee.   


 


In accordance with TBR, University, and other government entities which follow procedures 


outlined elsewhere, grievance(s) other than tenure and promotion appeals and grievance(s) 


associated with the Office of Equity, Diversity and Compliance—which may involve issues of a 


hostile working environment, harassment, or discrimination based on race, ethnicity, gender, 


sexual orientation, age or disability—shall be addressed in writing to the Faculty Senate Chair.  


The Faculty Senate Chair shall forward the information to the Chair of the Faculty Grievance and 


Appeals Committee. Once the committee receives the information, Grievant(s) shall be offered 


the opportunity to present their grievance(s) in person.   After hearing and reviewing evidence in 


the case, the committee shall make a recommendation by majority vote and submit it to the Vice 


Chair for Academic Affairs. Should the committee be deadlocked, the Committee Chair may 


break the tie.  
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 In all cases, Faculty are entitled to notice regarding grounds on which administrative action has 


been taken.  All matters before the Faculty Senate Grievance and Appeals Committee are kept in 


strict confidence, subject to state open records laws. The Grievant is assured that complaints will 


not result in retaliatory actions. The Grievant is entitled to a response within ten business days. 


The Faculty Grievance and Appeals Committee is a standing committee charged with the 


following tasks: 


 receiving complaints regarding violations of due process and fairness 


pertaining to: 


o working conditions 


o environmental conditions 


o annual performance reviews 


o retaliatory action resulting from a grievance 


o violations of provisions contained in the Faculty Handbook and in 


collegiate and departmental bylaws 


 gathering evidence and making recommendations to the Faculty Senate for the 


disposition of cases  


 forwarding approved recommendations to the Office of Academic Affairs for 


dissemination to appropriate personnel 


 informing the grievant(s) of the decision(s) rendered 


 submitting all recommendation decisions to the Chief Academic Officer 


 monitoring progress of recommendations. 
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Section 8.  Faculty Benefits and Welfare Committee 


The Faculty Benefits and Welfare Committee is a standing committee charged with examining, 


clarifying, and making recommendations to the Faculty Senate concerning the following issues: 


 travel funding requests 


 retirement 


 leave (vacation, sick days, personal days, sabbatical, etc.) 


 insurance (medical, vision, dental, life, etc.) 


 safety 


 health and disability accommodations 


 parking  


 salary  


 scheduling  


 professional development 


 international teaching and research opportunities. 


 


Section 9.  Information Technology Committee 


The Information Technology Committee is a standing committee charged with the following 


tasks: 


 maintaining, updating, and securing the Faculty Senate website 


 identifying, reviewing, and recommending information technology policies  


 ensuring that Faculty receive appropriate training and assistance with 


implementing new technology in teaching and learning 
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 representing the Senate on key university committees that address information 


technology 


 reporting to the Senate on key information technology issues and 


developments that affect the campus. 


 


Section 10.  Library Committee 


The Library Committee is a standing committee charged with the following tasks: 


 ensuring that library services and collections meet the teaching, research, and 


public service needs of the University  


 reviewing library policies, procedures, and practices that facilitate the use of 


resources and technology. 


 


Section 11.  Nomination and Appointment Committee  


The Nomination and Appointment Committee is a standing committee charged with the 


following tasks: 


 soliciting nominations from the Faculty Senate for Faculty Senate officers and 


committee chairs 


 determining the eligibility of all candidates 


 determining the willingness of candidates to serve 


 preparing ballots for Senate vote 


 certifying the election of officers and committee chairpersons. 
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Section 12.  Professional Development Committee 


The Professional Development Committee is a standing committee charged with the following 


tasks: 


 recommending administrative actions and activities that permit and encourage 


professional development 


 recommending opportunities for participation of scholars and artists from 


outside the United States of America 


 recommending opportunities for scholarly exchange 


 monitoring and evaluating the resulting actions and programs. 


 


Section 13.  Research Committee 


The Research Committee is a standing committee charged with the following tasks: 


 advocating research in all Units 


 advocating dissemination of research results within the University and to the 


academic community 


 advocating fairness and efficiency in proposal reviews and approval at the 


University level 


 providing Faculty oversight for the University Institutional Review Board  


 advocating fairness and best practices concerning scholarly student research, 


such as graduate theses and dissertations, and undergraduate “capstone” 


projects 


 advocating recognition of Faculty involved in research endeavors. 
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Section 14.  Student Appeals Committee (formerly Academic Subcommittee II 


on Admissions, Readmission, and Retention) 


The Student Appeals Committee is a standing committee charged with the following tasks: 


 addressing readmission and retention issues 


 gathering evidence and making recommendations to the Chief Academic 


Officer of the University for the disposition of cases within its jurisdiction 


  maximizing the protection of the principles of due process that ensures 


Faculty and students are given notice regarding the charges and the grounds on 


which administrative action has been taken 


 ensuring that all matters before the Student Appeals Committee are kept in 


strict confidence.  


 


ARTICLE II—Other Committees 


Other committees may be created by the Faculty Senate as needed.  Once the mission of the 


committee has been accomplished, a motion may be presented to the Faculty Senate to dissolve 


the committee. 
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PART FIVE: CONSTITUTION AMENDMENT AND ADOPTION 


PROCEDURES 


 


Preamble 


PART FIVE describes the amendment and adoption procedures.  


 


ARTICLE I—Amendments 


 


Section 1.  Proposing Amendments 


Amendments to any part of this constitution may be proposed by the Faculty Senate or by petition 


signed by 15 percent of the Faculty to the Chair of the Faculty Senate.  


 


Section 2.  Amendment Protocol 


The Chair of the Faculty Senate shall send copies of proposed amendment(s) to all members of 


the Faculty within five business days after receipt and shall convene an extraordinary meeting of 


the Faculty to vote on the proposed amendment(s) within ten business days after distribution. 


 


Section 3. Voting on Amendments 


Once a quorum has been declared, a two-thirds majority vote of the Faculty present is necessary 


for approval of the proposed amendment(s). 
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Section 4. Approved Amendments and the President 


Upon approval, the amendment(s) shall be transmitted to the President within three business days 


for affirmation. 


a) The President will acknowledge receipt of amendment(s) within five business days.  


 


b) Upon receipt, the President shall approve or deny the proposed amendment(s) and notify 


the Chair of the Faculty Senate within thirty calendar  days, unless the President 


determines to extend said period for compelling reasons.  


 


c) If the President extends the period for approving or denying the proposed amendment, the 


President shall notify the Chair of the Faculty Senate prior to the end of the thirty day 


review period. 


 


d) If the original thirty day period or the extended period ends after the completion of the spring 


semester, consideration for the proposed amendment(s), at the discretion of the President, 


may be postponed until the beginning of the fall semester at which time the President shall 


approve or deny the proposed amendment(s) and notify the Chair of the Faculty Senate 


within thirty calendar days. 


 


e) In the event the President does not indicate approval or denial within the designated period, 


the Faculty Senate will send a formal letter to the President requesting a response and a plan 


of action. 
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Section 5. Approved Amendments and TBR 


Upon affirmation, the approved amendment(s) shall be transmitted to the TBR within three 


business days for their review. 


 


Section 6. Option for Amendments Not Approved 


In the event the President does not approve the proposed amendment(s), the Chair of the Faculty 


Senate may convene an extraordinary meeting of the Faculty within ten business days to consider 


the President's decision and vote on the proposed amendment(s) a second time.  If the proposed 


amendment (s) is approved a second time, the amendment shall be forwarded to the President for 


reconsideration. 


. 


ARTICLE II—Adoption 


Upon completion of the constitution approval procedure, the adopted constitution shall be 


transmitted to the President for approval by signature. 


a) Once the President approves the adopted constitution, the President shall transmit the 


adopted constitution to the Tennessee Board of Regents for approval by signature. 


b) Once the Tennessee Board of Regents approves the adopted constitution, an electronic 


copy shall be transmitted to the Faculty and placed on appropriate University websites. 


 


ARTICLE III—Subsequent Amendments 


Upon completion of the amendment approval procedure, the amended constitution shall be 


transmitted to the President for approval by signature. 
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a) Once the President approves the amended constitution, the President shall transmit the 


amended constitution to the Tennessee Board of Regents for approval by signature. 


b) Once the Tennessee Board of Regents approves the amended constitution, an electronic 


copy shall be transmitted to the Faculty and placed on appropriate University websites. 
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GLOSSARY 


 


Academic Freedom: the belief that the freedom of inquiry is essential to the mission of the 


academy and that scholars have freedom to teach or communicate ideas or facts (including those 


that are inconvenient to external political groups or to authorities) without being targeted for 


repression, job loss, or imprisonment. When they speak or write in public, they are free to 


express their opinions without fear from institutional censorship or discipline, but they should 


show restraint and clearly indicate that they are not speaking for their institution. Academic 


freedom ensures that teachers can be fired only for cause.  


 


Academic Year: begins when Faculty report for duty in August and concludes the day before 


the new Faculty contracts begin in the following August. 


 


Administrator: Administrator refers to the President, Provost, Vice Presidents, Deans, Directors 


of non-academic units, and assistant and associate administrative officers with 50% or more 


administrative duties department administration. 


 


Ballot: A ballot is a method used to cast votes and may occur in one of the following formats: 


 with a paper, secret ballot 


 with technology that protects the identity of the voter  


 


 with a paper, secret ballot by a majority vote of the Faculty present at an 


extraordinary meeting (see PART TWO, ARTICLE  II, Section 2.).   
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Chief Academic Officer of the University: includes titles such as Provost, Vice President of 


Academic Affairs, and future titles indicative of expertise or authority.  


 


Due Process: the requirement that respects the legal rights that are owed to individuals—


fundamental fairness, justice, and liberty—that ensure the following:   


1. the right to address any accusations of wrongdoing made against the individual 


2. formal proceedings (as legal proceedings) carried out regularly and in accordance with 


established rules and principles  


3. an administrative requirement that enacted policies may not contain provisions that result 


in the unfair, arbitrary, or unreasonable treatment of an individual. 


 


Ex-Officio Member: includes individuals with specific expertise or authority, as needed, and 


may participate in Senate deliberations; however, they have no vote.  


 


Faculty: the membership of the university Faculty includes those who are engaged in full-time 


instruction, library service, and such professionally creative activities as research and clinical 


responsibilities who hold appointments at the University with the rank of instructor, assistant 


professor, associate professor, or full professor. 


Fiscal Year: begins July 1st of each calendar year and ends June 30th of each following calendar 


year. 


 


Grievant: one who submits a complaint for adjudication. 
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Institutional Review Board: IRB/Human Subjects Committee - protects confidentiality of data 


for research and projects involving the use of human subjects and ensures protection against 


physical, psychological, social and legal risks in biomedical and behavioral research. 


 


Majority Vote: is more than fifty percent of those voting. 


  


Presider pro tempore: is Latin and means “for the time being.”  Presider pro tempore refers to 


one who acts temporarily for another. 


 


Proxy 


In the event that a Senator or Alternate is unable to attend a meeting, a Proxy shall have authority 


to sign written resolutions on behalf of the Unit’s Senator and to act in such Senator’s place at 


any meeting of the Faculty Senate at which the Senator is unable to be present. Every such Proxy 


shall be entitled to attend and vote at Faculty Senate meetings as a Senator when the Senator 


appointing him or her is not personally present.  


 


The Senator must appoint a faculty member from his or her Unit to be the Proxy of that Senator 


to attend and vote on his or her behalf, in accordance with instructions given by that Senator, or 


in the absence of such instructions at the discretion of the Proxy, at a Faculty Senate meeting 


which that Senator is unable to attend personally. 


 


The Senator must e-mail the Proxy to authorize him or her to be his or her representative with a 


copy sent to the Faculty Senate Chair prior to the commencement of the meeting. 
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Robert’s Rules of Order: <http://www.questia.com/library/91864297/roberts-rules-of-order-


newly-revised-by-henry-m-robert?gclid=COGXnom8v7ICFQmpnQodKDQA6Q> 


 


Secret ballot: a method to cast a vote in the form of paper, electronic, or some other 


technological form that protects the identity of the voter. 


 


Shared Governance: a set of practices under which college faculty and staff participate in 


making significant decisions concerning the operation of their institution as defined by The 


American Federation of Teachers (AFT) <http://www.aft.org>. 


 


Staff: The term "staff" applies to those persons on the University payroll whose principal 


appointments are other than faculty. 


 


Standing University Committees:  refers to committees established by the Administration that 


are not Faculty committees. 


 


Tennessee Board of Regents:  Tennessee Board of Regents 


<http://www.tbr.edu/about/default.aspx?id=804> 


 


Unit:  includes the following: 


a) Library and Colleges of:   


b) Agriculture, Human, and Natural Sciences 


c) Business 



http://www.questia.com/library/91864297/roberts-rules-of-order-newly-revised-by-henry-m-robert?gclid=COGXnom8v7ICFQmpnQodKDQA6Q

http://www.questia.com/library/91864297/roberts-rules-of-order-newly-revised-by-henry-m-robert?gclid=COGXnom8v7ICFQmpnQodKDQA6Q

http://www.aft.org/

http://www.tbr.edu/about/default.aspx?id=804
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d) Education 


e) Engineering 


f) Health Sciences 


g) Liberal Arts 


h) Public Service and Urban Affairs 


 


Visitors: Any person other than Faculty or Ex-Officio Members. 
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Chair Hiring Policy 
2-5-16 


  








February 5, 2016 
 
Dear President Glover, 
 
The Faculty Senate “Faculty Health and Welfare Committee” chaired by Dr. John Miglietta 
presented to Faculty Senate a recommendation for the creation of a “Non-Instructional 
Assignment” (NIA) grant for full-time tenure track Faculty that was approved by the Faculty 
Senators during the January 21, 2016 Faculty Senate meeting. 
 
This is an important grant that impacts all Faculty at Tennessee State University.  It is the 
expressed hope of Faculty Senate that you will approve the	“Non-Instructional Assignment” 
(NIA) grant and put it into effect at the beginning of the 2016-2017 academic year. 
 
I wish to thank you in advance for your time and consideration in this matter. 
 
Sincerely, 
 
 
Dr. Michael R. Catanzaro 
Faculty Senate President 
Associate Professor of English 
Department of Languages, Literature and Philosophy 
Tennessee State University 
3500 John A. Merritt Blvd. 
Nashville, TN  37209-1561 
(615) 963-5730                            
mcatanzaro@tnstate.edu 
 
 
 
Your signature below will indicate your acceptance and approval of the “Non-Instructional 
Assignment” (NIA) grant. 
 
 
 
________________________________  ________________________________ 
Mark G. Hardy      Glenda Baskin Glover     
Vice President for Academic Affairs   President 
Tennessee State University     Tennessee State University  
        


 







Version	2.0	based	on	a	meeting	of	the	Faculty	Senate	Benefits	and	Welfare	Committee	which	
met	on	October	9,	2015.	With	Additions	based	on	a	meeting	with	Dr.	Hardy	and	Mr.	Pendleton	
1/13/16	
	
	
Proposal to Establish a NON-INSTRUCTIONAL ASSIGNMENT (NIA) 
GRANTS for Full-Time Tenure Track Faculty  
 
The purpose of the NIA grant is to relieve faculty members from all faculty duties for one 
semester at full pay (15 hours reassigned time) or for one academic year at half pay 
(7.5 hours reassigned time per semester) in order to pursue research, publication, or 
creative activity opportunities. The committee encourages applicants to submit 
proposals that involve on-campus or off-campus research, creative activity, internships, 
and fellowships in order to broaden the body of knowledge available to TSU faculty, and 
through them, to TSU students and the wider community.  
 
This is intended to be a competition among very thoughtful and well written scholarly 
and creative research projects with a specific date of completion. There is not a 
guarantee that all applications will result in an award. Tennessee State University is 
committed to be thorough, consistent, fair and as objective as possible in reviewing the 
submissions. In addition to the research proposal applicants will also be evaluated on 
their overall record of teaching, research, and service to the University and the wider 
community. The number and levels of activity will be evaluated be based on the tier 
levels in the faculty handbook.  
 
Overseeing the awarding of the grants will be a Non-Instructional Assignment 
Committee composed of representatives of each College and the Library. The Non-
Instructional Assignment (NIA) committee will be an Ad Hoc committee composed of 
one representative elected by the faculty of each College and the Library, with the 
exception of the Graduate School. The committee shall be chaired by a Faculty Senator 
under the auspices of the Faculty Senate’s Benefits and Welfare Committee. The 
committee shall be responsible to the Faculty Senate as well as the Vice-President for 
Academic Affairs. Faculty who serve on the committee will be ineligible for applying for 
a NIA grant for that academic year.  
 
The NIA committee will evaluate and recommend for approval applications for non-
instructional assignments that develop the following criteria:  
 


 (1) contribute to the professional growth of the faculty;  
 (2) improve the teaching and curriculum across the university;  
 (3) enhance scholarship and academic excellence of the university in ways                      


that cannot be accomplished under the constraints of regular workload  
assignments  


(4) better improve the international/national visibility of the university. 
 
To be eligible for a Non-Instructional Assignment Grant, an applicant must:  
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A. Be a tenured member of the full-time faculty, including department chairpersons. 
B. Have completed seven (7) consecutive years of full-time employment at 


Tennessee State University.  
 
Applications should include the following:  
 


A. A description of the specific project, its objectives, and end product that contain 
sufficient detail to clearly connect and/or show the proposal’s compatibility with 
the statement of purposes listed above;  


B. An anticipated schedule of progress during the Non-Instructional Assignment;  
C. A copy of the applicant’s current vita; 
D. Proof of acceptance by cooperating university (ies) and/or other entities, or 


approval by granting agency (ies), if applicable;  
E. A letter from the Tennessee State University Institutional Review Board (IRB) 


approving the project, if the project involves research with human subjects;*  
F. Sources of internal and external funding to supplement the grant (if applicable).  
G. If the applicant was awarded a Non-Instructional Assignment Grant in a prior 


period, a written report of the completed activity related to the prior award should 
be included in the proposal.  


H. An application cover/approval page with the signatures of the department 
chairperson and dean is required. 


I. While each applicant is free to design and describe the project to best suit the 
field of study, it is strongly suggested that the proposal clearly address the stated 
purposes of a NIA.  


 
*The committee will accept and consider proposals for which final IRB approval has not 
yet been received but funding will not be recommended until all necessary approvals 
have been submitted.  
 
The Non-Instructional Assignment Committee will evaluate all applications that have 
been received on or before the announced NIA deadline.  


 
• A rubric shall be devised by the Faculty Senate Benefits and Welfare committee 


in cooperation with the first NIA committee.  
• The rubric shall take into account the applicant’s teaching, publishing, and 


service record to the University and the community at large.  
• The committee will then make recommendations for approval of the current year 


NIA proposals to the Vice-President for Academic Affairs.  
• The approved applications will be ranked by the Non-Instructional Assignment 


Committee. 
• The Vice-President for Academic Affairs’ decision on approving applications for 


funding is final and shall follow the rubric established by the committee.  
 


• The number of applications awarded an NIA grant will be based on available 
funding in a given academic year.  
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• The Vice President for Academic Affairs will provide a written report to the 
committee of the proposals accepted for funding.  


 
If a participant receives a full academic year NIA, a mid-year performance review will be 
administered to ensure that stated goals are being met. This performance review will be 
completed by the department chairperson and shared with the NIA committee as well as 
the Vice-President for Academic Affairs.  At the end of the NIA time period, each 
participant will submit a written review of the NIA activity to the Vice-President for 
Academic Affairs and forward copies to their appropriate dean and chairperson. This 
review must include a written report indicating the degree to which the objectives of the 
proposal were accomplished. The report must include concrete evidence of work 
completed such as a copy of or online access to the final product, whichever is most 
reasonable. 
 
If a faculty member is accepted for an NIA, in addition to the normal salary for the 
period, he/she will receive his or her normal accumulation of retirement, sick and or 
annual leave, and medical insurance benefits. Acceptance of a NIA requires that the 
faculty member agree to return to TSU for a minimum of two semesters immediately 
following the NIA. Summer sessions are not included. In the event the faculty member is 
unwilling to agree to these conditions, the NIA will not be granted and may become 
available to other faculty. If materials are published as a result of the assignment, 
recipients should acknowledge Tennessee State University in the article, book, or 
creative product. All grant recipients are subject to University policies concerning 
patents, copyrights, and royalties. Copies should be furnished by the university to grant 
recipients if applicable.  


 
There must be a period of seven (7) years between Non-Instructional Assignments for 
the same faculty member. A recipient may apply seven (7) years after approval of the 
first NIA. For example if a faculty member applied for an NIA in academic year 2015-
2016 and received it for 2016-2017, he/she would next be eligible to apply for another in 
academic year 2022-2023 for the following academic year.  Eligible faculty members 
who are interested in applying for a NIA should follow the guidelines stated above for 
preparing the proposal. 
 
The committee requests that this proposal be initiated as soon as possible but it is 
strongly recommended that it be put in place no later than academic year 2016-2017. 
The committee recommends that consideration be given to establishing a goal that the 
number of awards per year should be 10% of the entire eligible faculty.  








February 5, 2016 
 
Dear President Glover, 
 
The Faculty Senate “Faculty Health and Welfare Committee” chaired by Dr. John Miglietta 
presented to Faculty Senate a recommendation for the creation of a “Faculty Sick Leave Bank” 
that was approved by the Faculty Senators during the April 16, 2015 Faculty Senate meeting as 
indicated in the minutes as follows:  
 


Item 4: Vote on Establishing a Faculty Sick Leave Bank. 22 yes votes via email; Sen. 
Miglietta and Sen. Asamani add votes in person; final tally 24-yes, 0-no, 1-abstain. 
Approved. Note: Sen. Miglietta informs the senate that he needs 20 signatures to 
officially get process started; signature sheet is distributed. 


 
The request with the required signatures was submitted to Dr. Hardy who consulted with Cynthia 
Brooks about the possibility of establishing a Faculty Sick Leave Bank.  The TBR regulations 
indicate that the President appoints a committee (Trustees) to draft the guidelines using the TBR 
template.  Per Dr. Hardy’s suggestion, the Faculty Senate created a committee to draft the 
guidelines. 
 
In adherence with the TBR guidelines, the Faculty Senate “Faculty Health and Welfare 
Committee” chaired by Dr. John Miglietta prepared a “Faculty Sick Leave Bank” policy for your 
consideration which appears at the bottom of this letter. 
 
This is an important policy that impacts all Faculty at Tennessee State University.  It is the 
expressed hope of Faculty Senate that you will approve this policy and put it into effect at the 
beginning of the 2016-2017 academic year. 
 
I wish to thank you in advance for your time and consideration in this matter. 
 
Sincerely, 
 
 
Dr. Michael R. Catanzaro 
Faculty Senate President 
Associate Professor of English 
Department of Languages, Literature and Philosophy 
Tennessee State University 
3500 John A. Merritt Blvd. 
Nashville, TN  37209-1561 
(615) 963-5730                            
mcatanzaro@tnstate.edu 
 
 


 







February 5, 2016 
 
Dear President Glover, 
 
The Faculty Senate “Faculty Health and Welfare Committee” chaired by Dr. John Miglietta 
presented to Faculty Senate a recommendation for the creation of a “Faculty Sick Leave Bank” 
that was approved by the Faculty Senators during the April 16, 2015 Faculty Senate meeting.    
 
This is an important policy that impacts all Faculty at Tennessee State University.  It is the 
expressed hope of Faculty Senate that you will approve this policy and put it into effect at the 
beginning of the 2016-2017 academic year. 
 
On behalf of Faculty Senate, I am requesting that you accept and approve the amendments 
supported by the Faculty and begin the process to adopt the changes. 
 
Respectfully yours, 
 
 
 
Michael R. Catanzaro, Ph.D. 
Faculty Senate Chair 
Tennessee State University 
 
 
Your signature below will indicate your acceptance and approval of the amendments. 
 
 
 
________________________________  ________________________________ 
Mark G. Hardy      Glenda Baskin Glover     
Vice President for Academic Affairs   President 
Tennessee State University     Tennessee State University  
        


 


 


 


 


 







Faculty Sick Leave Bank:  


PURPOSE 


The purpose of the Faculty Sick Leave Bank is to provide emergency sick leave to members of 
the program who have suffered an unplanned personal illness, injury, disability or quarantine and 
who have exhausted their personal sick and annual leave.  


ADMINISTRATION 


The Faculty Sick Leave Bank shall be administered by five (5) Trustees appointed by the 
president of Tennessee State University. At least three (3) of the appointees shall be faculty who 
devote a majority of their time to classroom instruction. All appointments shall be for three (3) 
year terms after an initial appointment of one (1) year for two Trustees, two (2) years for two 
Trustees and three (3) years for one Trustee. The Trustees will elect a chairman at their first 
meeting. Trustees shall be eligible for reappointment and any vacancy resulting from expiration 
of a term, retirement, resignation, discontinuation of employment or death shall be filled 
immediately by the president.  


 


GUIDELINES 


1. All regular full-time employees of Tennessee State University who hold faculty rank, 
whether serving in an academic or fiscal year appointment, and all regular part-time 
instructional staff shall be eligible to participate in the Faculty Sick Leave bank; however, 
a minimum participation of twenty (20) employees shall be required to establish the 
Bank.  


2. The TSU President or designee shall appoint a Committee of Trustees to carry out this 
policy and the procedures contained herein.  The Trustees shall be comprised of full time 
tenured and tenure track faculty members at TSU.   


3. Those electing to participate in the Bank shall initially have the equivalent of two (2) 
days of sick leave deducted from their accumulated sick leave and transferred to the 
Bank. Anyone electing to participate shall signup within forty-five (45) days from the 
date membership materials are initially made available to the faculty and during the 
month of October of that and succeeding years. Donations of sick leave days to the Bank 
are nonrefundable and nontransferable with the following exception. In the event that 
dissolution of the Bank becomes necessary because the institution or branch is closed, or 
because membership in the Bank falls below twenty (20) individuals, the total days on 
deposit shall be returned to the participating members at the time of dissolution and 
credited to their personal sick leave accumulation in proportion to the number of days 
each has contributed individually. Days returned and credited to an individual shall be 
rounded to the nearest one-half (1/2) day or equivalent.  







Faculty Sick Leave Bank 2 
 


4. A Bank member may cancel his or her membership at any time upon written notification 
to the trustees. Assessed sick leave days shall be nonrefundable upon cancellation of 
membership and nontransferable upon transfer to another Tennessee Board of Regents 
institution or area school, UT or State agency.  


5. Members of the Bank shall be eligible to make application to the Bank for sick leave only 
after having been a member of the Bank for thirty (30) calendar days.  


6. A participant shall not receive any sick leave from the Bank until after having exhausted 
all accumulated sick and annual leave.  


7. Leave grants from the Bank, approved by the Trustees, shall not be more than twenty 
(20) consecutive days for which the individual applicant would have otherwise lost pay. 
Applicants may submit requests for extension of such leave grants before or after their 
prior grants expire. The maximum number of days any participant may receive in any 
fiscal year is sixty (60). The maximum number of days any participant may receive as a 
result of any one illness, or recurring diagnosed illness or accident is ninety (90) total. 


8. In the event a member is physically or mentally unable to apply for bank sick leave, the 
immediate next-of-kin may make a request for bank sick leave on his or her behalf. If 
there is no next-of-kin available, this request may be made by the legally appointed 
guardian or conservator or an individual acting under valid power of attorney. The 
Trustees of the Sick Bank should craft a form in consultation with the Human Resources 
Department to facilitate this.  


9. If the Trustees determine it is necessary, they may require a certificate of condition from 
a physician approved by the Board of Trustees from any member requesting leave. 
Refusal to comply will result in denial of the pending request for use of sick leave days 
from the Bank.  


10. Grants of bank sick leave shall not be contingent upon repayment of hours used or waiver 
of other employment benefits or rights.  


11. Grants of sick leave from the Bank shall not be made to any member on account of any 
elective surgery, or illness or death of any member of the participant's family, or during 
any period the member is receiving disability benefits from Social Security, a state-
sponsored retirement plan, or Board of Claims benefits.  


12. A member shall lose the right to obtain the benefits of the Bank by:  
a. Termination of employment (including retirement). 
b. Cancellation of participation. 
c. Refusal or inability to honor assessments made by the Trustees. 
d. Being on approved leave of absence in a non-pay status for reasons other than 


illness, injury or disability.  
13. Employees who are granted bank sick leave shall continue to accrue sick leave and 


annual leave, if applicable, and service credit for retirement and longevity purposes, 
during the time they are on bank sick leave. Also, they will receive credit for any 
holidays that may occur during the bank sick leave period.  
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14. Retiring faculty members may, at their sole discretion, donate sick leave hours to the 
Bank, irrespective of whether they are a member of the Bank.    


15. The trustees will approve or reject all requests for bank sick leave within ten (10) 
calendar days of receipt of the request. The operation of the Faculty Sick Leave Bank 
shall exist separately from the regular sick leave accrued to individual's personal accounts 
with respect to approvals and appeals; the decisions of the trustees shall not be appealed 
beyond that body.  


16. All records and official forms of the Bank and minutes of the trustees meetings shall be 
maintained in the Human Resources office. All records shall be subject to audit by 
appropriate state officials.  


PROCEDURES 


1. Application to participate in the Faculty Sick Leave Bank shall be made on forms 
prepared and approved by the Trustees, and filed with the Human Resource Services 
office.  


2. All requests to draw upon the Bank must be made upon a Faculty Sick Leave Bank 
Request Form and submitted to the Trustees within thirty (30) calendar days of the first 
date bank usage is requested. A physician's statement, verifying the nature of the illness 
or injury, and the inability of the employee to work, must accompany the application 
form. In extreme and unusual cases exceptions may be approved.  
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Faculty Senate 
Constitution and 
Bylaws (finalized 


May 1 2014) 
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 INTRODUCTION: 


 


The Tennessee Board of Regent’s Faculty Proficiency in Oral and Written :5:02:01:03 states 


that faculty shall demonstrate an ability: to speak and write English clearly, to understand written 


and spoken English and an  ability to communicate effectively in an academic environment. 


Successful communication between faculty and students is critical in teaching and learning. 


Something as simple as an unfamiliar accent can be the difference between a student dropping a 


class or remaining engaged and completing the course.    


In 2006, one hundred Tennessee State University students completed the survey “College 


Students Perception of Teaching Effectiveness in Instructors with Accents”.  Results of this 


survey indicated that a third of the students felt the instructor’s accent had a major effect on the 


information conveyed.  More recently, in 2014, one hundred and forty one students participated 


in a focus group discussions and  completed the same survey related to teaching factors, student 


factors and recommendations that relate to teaching effectiveness.  Survey and focus group 


questions included:  


 “How do you feel a professor with an accent affects your academic performance?”  


 “What is your responsibility in understanding a professor that has an accent that is 


difficult to understand?”.   


 “What effect did the accent have on your learning the information being taught?” 


Eighty one percent of the students surveyed indicated that the instructor’s accent affected the 


way the information was conveyed.  Focus group discussions revealed that students reacted in 


proactive and reactive ways to faculty who speak with an accent.  Some of the proactive 


responses included: getting extra tutoring, talking to instructors, and reading the chapter material 


ahead of time.  Many of the reactive responses included: drop the class, stop going to class 


and/or change the major.   


It  is estimated that 104 Tennessee State University faculty (~17%)  are culturally and 


linguistically different (Source: Office of Institutional Effectiveness).  The first language of some 


of the TSU faculty include but is not limited to:  Arabic, Cantonese, Mandarin Chinese, 


Nepalese, Persian and Russian.   


During 2013-2014, Title III sponsored a  pilot program entitled ‘Inside the Instructor’s Studio’ 


Teaching Circle.  This pilot program focused on  communication barriers within the classroom 


and included elective accent modification training to faculty who spoke English as a Second 


Language.   Eight faculty members from across the TSU campus participated. Departments 


included:  chemistry, computer science, engineering, English  & health science.   Of the eight 


participants, five spoke English as a Second Language and expressed a need to improve their 


classroom communication skills.  Four of the five faculty agreed to and were provided with an 


accent analysis and  10 weeks of individual accent modification  services and personalized 


accent materials.  The company utilized was World Accent Management. 
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As a result of participating in the Inside the Instructor’s Studio and/or receiving accent 


modification training, all five participants rated their communication as having improved.  One 


participant wrote, “I had a much better understanding of the effect of oral communication in 


theoretical subjects. I also reduced my accent by completing the 10-week Accent Reduction 


Class. Moreover, I had learned many novel teaching approaches such as techniques for 


improving listening in heavy lecture based class, communication outside of  the classroom.” 


Beginning October, 2015, TSU faculty will be afforded the opportunity to participate in 


Academically Speaking (AS) , an initiative designed to overcome classroom communication 


barriers.   AS  is designed for faculty whose English speaking skills differ considerably from 


their students. The primary objective is to strengthen all aspects of a faculty member’s speaking 


ability, especially within academic contexts. Participants will focus upon increasing their 


awareness of speech differences, improving oral, listening and written {optional} standard 


American English skills, and  increasing their self-confidence in communicating.  


The specific goals of Academically Speaking includes: 


• To  increase the instructor’s awareness and understanding of effective oral 


communication and teaching strategies  


• To increase instructor’s willingness to make adjustments and/or improvements to their 


communication, speech and teaching styles 


• To provide a customized evaluation of a faculty member’s communication skills and 


design a program tailored to his/her academic, professional and personal needs 


 


METHODOLOGY: 


 


Under the direction and sponsorship of Title III, faculty and staff within the Department of 


Speech Pathology will organize and implement this new initiative.  Academically Speaking will 


offer access to: 


 Convenient screening of accent via telephone 


 Individualized accent assessments (speech, listening and writing) 


 Individual sessions* which focus on standard pronunciation, stress, and intonation  


 Individual sessions* which focus on higher level language skills 


 Individual classroom observations of communication interactions with students 


 Group sessions which focus on standard pronunciation, stress, and intonation  


 Group sessions which focus on higher level language skills 


 On demand, university specific online accent improvement webinars 


 Printed, video and audio accent improvement materials 


 Certificate(s) of participation, improvement and trainings completed   


 


Faculty will have the option of selecting individualized sessions* via an online interaction 


platform (e.g. Skype or GoToMeeting) or in person.  Collaborative/group sessions 


(recommended method of delivery) will be available to groups of four to five faculty members.    
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PROJECTED NUMBERS:   Academically Speaking will be able to accommodate an estimated 


25- 30 faculty members (~1/4 of the faculty from linguistically different backgrounds) during the 


2015-2016.  All interested faculty will be able to access the printed, video and audio accent 


improvement materials. Additionally, all interested faculty can participate in the screening and 


individualized accent assessments.  The individual sessions will be available beginning 


November, 2015.  Group session start dates will begin in January, 2016. 


 


ACCESS:  All interested faculty can register online or via email.  Referrals will be taken from 


department chairs and deans.  In the case of a referral, the dean or department chair will be asked 


to complete a short questionnaire (see Appendix A). Information from the questionnaire and the 


referral source will be shared with the faculty member.  Additionally, faculty will be informed 


that their participation is completely optional.   


 


LOCATION(S):  The Academically Speaking office will be housed on the Avon Williams 


Campus within the Audiology Suite – Room 277.  Faculty will also be afforded the opportunity 


to access materials online, within the Academically Speaking office or request materials be 


delivered.  Individual and corporate/group sessions will be offered in the AS office and, when 


necessary, at a designated location on the main campus. 


 


On demand, personalized webinars will be available 24 hours a day, 7 days a week.  Plans to 


enter all interested participants within a eLearn course shell are being negotiated.  Faculty will be 


able to access the webinars and communicate with members of the AS team within this secure 


shell.  Eventually, a dedicated website will be developed. 


 


 


IMPLEMENTATION SCHEDULE: 


 


 GETTING STARTED:  


o October , 2015 – Faculty will be able to register online.  Upon registering, faculty 


will be able to call a traditional phone line to record a 3 minute speech sample.  


The phone line will be available twenty four hours a day, seven days a week.   


o Within two days, faculty will be contacted by one of the Academically Speaking 


team members.  Within one week of registering, the faculty member will be asked 


to complete  a brief communication needs assessment and will be provided with a 


rating/description of their online speech sample. 


o Faculty member to be placed in the Academically Speaking eLearn course shell.   


o January, 2016 – Group sessions to begin 


 ASSESSMENTS: 


o October – End of academic school year, faculty will be able to participate in 


screenings and assessments. 


o January, 2016 – goal setting and accent modification plans implemented for 


faculty interested in individual or group sessions 
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 ORGANIZING AND OUTREACH: 


o October - November, 2015:  weekly emails will be sent to faculty through the 


Exchange. The weekly outreach will include the Academically Speaking flyer 


(See Appendix B) and qualtrics registration link. 


o October – November – order materials for the AS office.  Clean out space and 


secure dedicated phone line. 


o December, 2015:  Compton PESL Training,  Location:  Atlanta, Georgia 


o January, 2016:  Monthly emails will be sent to faculty through the Exchange.   


The monthly outreach will include the Academically Speaking flyer and qualtrics 


registration link.  Modifications to be made as needed in response to faculty 


interest and initiative evaluations 


o February, 2016 – Academically Speaking website goes live 


o March, 2016:  Academically Speaking Drop In  


o May, 2016:   – Certificate(s) of participation, improvement and trainings.  These 


items serve to document willingness to participate and progress towards 


improving classroom communication and teaching effectiveness. Letters of 


participation will also be available for tenure and promotion dossiers. 


o May - July, 2016:  Academically Speaking team training, Location:   Avon 


Williams Campus 


o May - July, 2016:  :  English Proficiency and  Assessments Workshop– Location:  


TBD  


 


 


FUTURE PLANNING & COLLABORATION: 


Academically Speaking is a two year initiative supported and funded by Title III.  Faculty  and 


staff within the Department of Speech Pathology will coordinate and implement the initiative 


during year one.  Additional collaborations will be sought for year two and beyond.   


Future opportunities include:  Introducing Academically Speaking during new faculty 


orientation;  incorporate effective communication principles within an {optional} new faculty 


training course; training speech pathology and students interested in ESL licensure to conduct 


Oral Proficiency Interviews; and establishing an Intensive English Program (IEP)  that can be 


accessed by  culturally and linguistically diverse faculty and students. 


 


For more information about Academically Speaking, contact Chelsea Burton via email - 


cburton5@Tnstate.edu and phone (615) 963-7439 or  Dr.  Iris Johnson Arnold via email - 


ijohnson@tnstate.edu and phone (615) 963-7030.  



mailto:cburton5@Tnstate.edu

mailto:ijohnson@tnstate.edu
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APPENDIX A – REFERRAL FORM 


ACADEMICALLY SPEAKING 


Academically Speaking, an initiative designed to overcome classroom communication barriers.   Academically 


Speaking is designed for faculty whose English speaking skills differ considerably from their students. The primary 


objective is to strengthen all aspects of a faculty member’s speaking ability, especially within academic contexts. 


REFERRAL FORM  


Name of faculty being referred:  _________________________________________ 


Email: _________________________________ 


Department: ___________________________ 


Check all that apply: 


□ Speech differs from students and presents communication barrier in classroom.    


□ Writing reflects primary language and presents communication barrier in classroom 


□ Listening skills are affected by language other than English 


□ Overall confidence in communication skills would benefit from additional services 


□ Other, please specify:  


 


 


Please initial below: 


___________ I understand that Academically Speaking will share my name and the 


information above with the faculty that I am referring. 


 


Referral Source/Name: ______________________________________ 


Position: ___________________________________________________ 


Email: _____________________________________________________ 


 


 


Date form submitted:  ___________________________ 
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APPENDIX B – Publicity Flyer  
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APPENDIX C – Online Registration Data 


Qualtrics Registration Draft 


Contact Information 


First Name *  


Last Name *  


Email *  


  


Day Tme Phone *  


City *  


State  


Country  


How did you hear about us?  


Native Language/Dialect  
 


Country of Origin 
 


How would you rate your pronunciation of English? 


1 


Poor 
2 3 


4  


average 
5 6 


7 


good 
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APPENDIX D – Items Requested 


Supplies: 


□ Desktop computer – Screen size…… 


□ Printer/Copier 


□ Telephone 


□ Web cameras (4) 


□ Microphones (4) 


□ Headphones (4) 


□ OTHER RECORDING MATERIALS 


 


Software and Licenses: 


□ Nina Weinstein – Udemy 


□ Articulate Storyline 


□ Jessica Kijowski—Accent Channel 


□ Joe Comeau - Compton Online Screener 


o http://comptonpeslonline.com/assessment_sections/screening_section/screening_p


age_1.php?teacherEmail=sanfwill%40gmail.com&x=154&y=12 


□ Adobe Office Pro 


Consultants: 


□ Jessica Kijowski 


□ Nina Weinstein 


Materials: 


□ Mastering Effective English 


□ Easy Pronunciation 


 


Travel and Training: 


□ Compton PESL training – Atlanta, Georgia – 


□ OPI Training 
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APPENDIX E – Telephone Screening 


Thank you for choosing a free accent screening from Academically Speaking Your degree of 


accent will be assessed by a real person with expertise in accent reduction and standard 


American English. 


 Please scroll down to review the list of words, the paragraph, and the topic suggested for your 


conversational speech sample. 


You will be calling a traditional phone line, activated in the U.S., especially to record your 


speech sample. This phone line is available twenty-four hours a day, seven days a week and is 


zero cost to you from within the U.S. Calls from outside the U.S. will be charged a fee of one 


cent per minute.  Calls typically last three minutes total.  Please do not hesitate to call at anytime. 


Here are the four simple steps to follow when completing this screening. 


 Dial  number to Academically Speaking office 


 After you hear our voice mail greeting and the tone please complete the following: 


1. Clearly speak the following words below two (2) times pausing two (2) 


seconds between each spoken word. 


Example: “third” -pause- “third” -pause- “snake” -pause- “snake” – Please do not say the word 


pause. 


Ready?  Remember to pause between each word and say them twice. 


1. third 


2. snake 


3. clown 


4. for 


5. spring 


6. shoes 


7. blocks 


8. zipper 
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9. judge 


10. witch 


11. teeth 


12. skate 


13. chair 


14. crib 


15. ring 


2. Clearly read the following paragraph aloud into the phone. 


A little over seventy years ago a hobo drifted into Buffalo on a freight train. 


When he arrived, he began to beg for food by going from door to door. A police 


officer stopped him for vagrancy and a judge sentenced him to thirty days of 


hard labor in the prison. 


3. Speak for an additional thirty seconds. 


Please say your full name and provide a conversational speech sample by speaking, for at least 


30 seconds, about your primary concerns regarding English pronunciation and any related 


work/social issues. 


4.  You’re Done! Simply hang up after you have finished steps 1-4. 


Academically Speaking speech experts will provide your results typically within 48 – 72 hours. 


Thank you for taking our Free Accent Screening Test from Academically Speaking 


SCREENING ADAPTED FROM  Accent Pros  
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Bank Policy 2-5-16 


  








APPENDICES	
	


A. Organizational	Charts	
• University	
• Office	of	the	President		
• Academic	Affairs	
• Administration	
• Budget	&	Finance	
• Student	Affairs	
• Enrollment	Management	/Student	Retention	
• Research	&	Sponsored	Programs	
• Colleges	


o Agriculture,	Human,	and	Natural	Sciences		
o Business		
o Education		
o Engineering		
o Graduate	Studies	and	Research		
o Health	Sciences		
o Liberal	Arts		
o Life	and	Physical	Sciences	
o Public	Service	and	Urban	Affairs	


B. Faculty	Senate	Constitution	and	Bylaws	(finalized	May	1	2014)		
C. Academically	Speaking	Program	Description	
D. Faculty	Office	Hours	Policy	7-1-15	
E. Faculty	Sick	Leave	Bank	Policy	2-5-16	
F. Chair	Hiring	Policy	2-5-16	
G. Non-Instructional	Assignment	(NIA)	Grants	Policy	2-5-16	
H. Guidelines	For	Determining	Faculty	Workloads	
I. 2015-17	Student	Handbook	(Without	Calendar)		
J. HR	Documents	(Personnel	Policy,	Procedures	and	Forms)	


• Introduction	(6.0)	
• Organizational	Chart	(6.1)	
• Purpose	and	Principles	of	TSU	Personnel	Policy	and	Procedure	Manual	


(6.2)	
• Administration	of	TSU	Personnel	System	(6.3)	
• Affirmative	Action	&	Equal	Opportunity		


o Affirmative	Action	and	Equal	Employment	Opportunity	(6.6.1)	
o Affirmative	Action	-	Sexual	Harassment	(6.6.2)	
o Affirmative	Action	Statements	for	University-Printed	Documents	


(6.6.3)	
• Background	Checks	for	Faculty	and	Staff	(6.64)	
• Certified	Administrative	Professional	Examination	(6.7)	
• Clearance	Procedure	for	Terminating	Employees(6.8)	







• Children	in	the	Workplace	(6.8.1)	
• Code	of	Ethical	Conduct	(6.9)	
• Complaint	Procedures	for	Employees	(6.10)	
• Conversions	(Academic	and	Fiscal	Year)	(6.11)		
• Disciplinary	Procedures	(Non-Faculty)	(6.12)	
• Drug-Free	Work	Place	(6.13)	
• Educational	Assistance	(6.14)	
• Employment	Classification	(6.15)	
• Extra	Compensation	(6.16)	
• Financial	Exigency	(6.17)	
• Grievance	Procedures	for	Employees	(6.10.1)	
• Immigration	Reform	and	Control	Act	Requirements(6.18)	
• Implementation	of	37.5	Hour	Work-Week	(6.19)	
• Inspecting	and	Copying	Public	Records(6.20)	
• Insurance	(6.21)	
• Leave	Policies		


o Leave	Policies(6.22.0)	
o Job	Protection	and	Working	During	Leaves	of	Absence(6.22.01)	
o Leave	-	Annual	(6.22.2)	
o Leave	-	Bereavement	(6.22.3)	
o Leave	-	Civil	(6.22.4)	
o Leave	-	Holiday	(6.22.6)	
o Leave	of	Absence	(6.22.7)	
o Leave	-	Transfers,	State	University	&	State	Agencies	(6.22.8)	
o Leave	-	Military	(6.22.9)	
o Leave	-	Sick	(6.22.10)	
o Leave	-	Parental	(6.22.11)	
o Leave	-	Family,	Medical	&	Servicemember	(6.22.12)	
o Leave	-	Voting	(6.22.13)	
o Leave	-	Educational	(6.22.14)	


• Nepotism	(6.23)	
• New	Hire	Orientation	(6.24)	
• Nondiscrimination	on	the	Basis	of	Sex	in	Education	Programs	and	


Activities	(Title	IX	Compliance)	(6.25)	
• Outside	Employment	(6.26)	
• Overtime	Approval	(6.27)	
• Overtime	Compensation	(6.28)	
• Performance	Evaluation		(6.29)	
• Position	Announcements	(6.30)	
• Probationary	Period	(Non-Instructional	Personnel)	(6.31)	
• Promotions	(6.32)	
• Recruitment	and	Employment	(6.33)	
• Religion	(6.34)	
• Resignation	of	Personnel	(6.35)	







• Retirement	(6.36)	
• Transfers	-	Internal(6.38)		
• Work	Schedules	and	Time	Keeping	for	Classified	Employees(6.40)	
• Summer	Work	Week	Policy		(6.40.01)	
• Workers'	Compensation(6.41)	
• Inclement	Weather(6.42)	
• Tobacco-Free	Policy	(6.43)	


	








TSU Personnel Policies & Procedures  


 
Policy Title (Number) 
Introduction	  (6.0)	  
Organizational	  Chart	  (6.1)	  
Purpose	  and	  Principles	  of	  TSU	  Personnel	  Policy	  and	  Procedure	  Manual	  (6.2)	  
Administration	  of	  TSU	  Personnel	  System	  (6.3)	  
Affirmative	  Action	  &	  Equal	  Opportunity	  	  
Affirmative	  Action	  and	  Equal	  Employment	  Opportunity	  (6.6.1)	  
Affirmative	  Action	  -‐	  Sexual	  Harassment	  (6.6.2)	  
Affirmative	  Action	  Statements	  for	  University-‐Printed	  Documents	  (6.6.3)	  
Background	  Checks	  for	  Faculty	  and	  Staff	  (6.64)	  
Certified	  Administrative	  Professional	  Examination	  (6.7)	  
Clearance	  Procedure	  for	  Terminating	  Employees(6.8)	  
Children	  in	  the	  Workplace	  (6.8.1)	  
Code	  of	  Ethical	  Conduct	  (6.9)	  
Complaint	  Procedures	  for	  Employees	  (6.10)	  
Conversions	  (Academic	  and	  Fiscal	  Year)	  (6.11)	  	  
Disciplinary	  Procedures	  (Non-‐Faculty)	  (6.12)	  
Drug-‐Free	  Work	  Place	  (6.13)	  
Educational	  Assistance	  (6.14)	  







Employment	  Classification	  (6.15)	  
Extra	  Compensation	  (6.16)	  
Financial	  Exigency	  (6.17)	  
Grievance	  Procedures	  for	  Employees	  (6.10.1)	  
Immigration	  Reform	  and	  Control	  Act	  Requirements(6.18)	  
Implementation	  of	  37.5	  Hour	  Work-‐Week	  (6.19)	  
Inspecting	  and	  Copying	  Public	  Records(6.20)	  
Insurance	  (6.21)	  
Leave	  Policies	  	  
Leave	  Policies(6.22.0)	  
Job	  Protection	  and	  Working	  During	  Leaves	  of	  Absence(6.22.01)	  
Leave	  -‐	  Annual	  (6.22.2)	  
Leave	  -‐	  Bereavement	  (6.22.3)	  
Leave	  -‐	  Civil	  (6.22.4)	  
Leave	  -‐	  Holiday	  (6.22.6)	  
Leave	  of	  Absence	  (6.22.7)	  
Leave	  -‐	  Transfers,	  State	  University	  &	  State	  Agencies	  (6.22.8)	  
Leave	  -‐	  Military	  (6.22.9)	  
Leave	  -‐	  Sick	  (6.22.10)	  
Leave	  -‐	  Parental	  (6.22.11)	  
Leave	  -‐	  Family,	  Medical	  &	  Servicemember	  (6.22.12)	  
Leave	  -‐	  Voting	  (6.22.13)	  
Leave	  -‐	  Educational	  (6.22.14)	  
Nepotism	  (6.23)	  
New	  Hire	  Orientation	  (6.24)	  
Nondiscrimination	  on	  the	  Basis	  of	  Sex	  in	  Education	  Programs	  and	  Activities	  (Title	  IX	  
Compliance)	  (6.25)	  
Outside	  Employment	  (6.26)	  
Overtime	  Approval	  (6.27)	  
Overtime	  Compensation	  (6.28)	  
Performance	  Evaluation	  	  (6.29)	  
Position	  Announcements	  (6.30)	  
Probationary	  Period	  (Non-‐Instructional	  Personnel)	  (6.31)	  
Promotions	  (6.32)	  
Recruitment	  and	  Employment	  (6.33)	  
Religion	  (6.34)	  
Resignation	  of	  Personnel	  (6.35)	  
Retirement	  (6.36)	  
Transfers	  -‐	  Internal(6.38)	  	  
Work	  Schedules	  and	  Time	  Keeping	  for	  Classified	  Employees(6.40)	  
Summer	  Work	  Week	  Policy	  	  (6.40.01)	  
Workers'	  Compensation(6.41)	  
Inclement	  Weather(6.42)	  
Tobacco-‐Free	  Policy	  (6.43)	  
	  







 


Affirmative Action & Equal Employment Opportunity (6.6.1) 


 


PURPOSE  


It is the intent of Tennessee State University to fully comply with the following laws, orders and 


regulations for promoting and ensuring equal opportunity for all persons without regard to race, 


color, religion, sex, age, national origin, disability, or veteran status: 


Title VI of the Civil Rights Act of 1964, as amended; Title VII of the Civil Rights Act of 1964, as 


amended; Title IX of the Education Amendments of 1972; Equal Pay Act of 1963, as amended by 


the Education Amendments of 1972, and amendments thereto; Executive Order 11246 of 


September, 1965, as amended by Executive Order 11375 of 1967, and amendments thereto; Age 


Discrimination in Employment Act of 1967, as amended; Age Discrimination Act of 1975, as 


amended; Rehabilitation Act of 1973, as amended by the Rehabilitation Act of 1974, and 


amendments thereto; Vietnam Era Veterans’ Readjustment Assistance Act of 1972, as amended 


by the Vietnam Era Veterans Readjustment Assistance Act of 1974, and amendments thereto; 


Pregnancy Discrimination Act, as amended; Tennessee Fair Employment Practices Law; 


Americans with Disabilities Act; Family and Medical Leave Act of 1993; and all other 


applicable laws and orders. 


 


POLICY 


Please refer to TBR Policy 5:01:02:00 for the most recent information. 


 


DISCRIMINATION AND HARRASSMENT - COMPLAINT PROCEDURES 


A complaint may be filed by a student, applicant for admission, present or former University 


employee, or applicant for employment who believes practices of the University have resulted or 


will result in discrimination against him or her.  The complaint and the basis for it, i.e., race, sex, 


national origin, religion, color, age, disability, or veteran status must be submitted in writing to 


the EO/AA Office.   


See TBR Guideline P-080; Discrimination and Harassment – Complaint and Investigation 


CONTACT:  


Tiffany Cox, Director 



https://policies.tbr.edu/policies/equal-employment-opportunity-and-affirmative-action

https://policies.tbr.edu/guidelines/discrimination-harassment-complaint-investigation-procedure





Equal Opportunity and Affirmative Action Office 


Administration Building, Room 266 


963-7435 


tcox9@tnstate.edu 


EO/AA Complaint Form 


 


REFERENCE 


TBR Policy No. 5:01:02:00 


Affirmative Action Fair Employment Practices 


Supersedes “Equal Employment Opportunity and Affirmative Action” 


Policy No. 5:03 in the University-Wide Policy Manual Supersedes “Equal Employment 


Opportunity” in the Policy and Procedures Manual for the Vice President for Business and 


Finance. 


 


 


 



mailto:tcox9@tnstate.edu

http://www.tnstate.edu/eeoaa/documents/EOAAComplaintForm.pdf





 


Discrimination and Harassment (6.6.2) 


 


PURPOSE 


The purpose of this policy is to ensure compliance with applicable federal and state laws and to 


ensure that the work and educational environment at Tennessee State University is one which is 


fair, comfortable, and safe.  


Fair and prompt consideration shall be given to all complaints of harassment in accordance with 


the procedures set forth below. These procedures may be utilized by any employee, applicant for 


employment, or student who believes he or she has been subjected to sexual or racial harassment. 


Former employees or students may file complaints concerning conduct which took place during 


the time of his or her employment or enrollment, provided the complaint is timely filed, and the 


conduct has a reasonable connection to Tennessee State University. 


All faculty members, students, and staff are subject to this policy. Any faculty member, student, 


or staff found to have violated this policy by engaging in behavior constituting sexual or racial 


harassment will be subject to disciplinary action which may include dismissal, expulsion or 


termination, or other appropriate sanction. 


All faculty members, students, and staff, particularly management and supervisory personnel, are 


responsible for taking reasonable and necessary action to prevent and discourage sexual or racial 


harassment, and are required to promptly report conduct that could be in violation of this policy. 


Such reporting should occur when information concerning a complaint is received formally or 


informally. 


POLICY 


Please refer to TBR Personnel Guideline P-080 for the most recent information.  


DISCRIMINATION AND HARRASSMENT - COMPLAINT PROCEDURES 


A complaint may be filed by a student, applicant for admission, present or former University 


employee, or applicant for employment who believes practices of the University have resulted or 



https://policies.tbr.edu/guidelines/discrimination-harassment-complaint-investigation-procedure





will result in discrimination against him or her.  The complaint and the basis for it, i.e., race, sex, 


national origin, religion, color, age, disability, or veteran status must be submitted in writing to 


the EO/AA Office.   


See TBR Personnel Guideline P-080. 


CONTACT: 


Tiffany Cox, Director 


Equal Opportunity and Affirmative Action Office 


Administration Building, Room 266 


963-7435 


tcox9@tnstate.edu 


 


REFERENCES 


TBR Guidelines P-080 


TBR Policy 1:06:00:05 


TBR Policy 5:02:03:00 


TSU Policy 6.10 Complaint and Grievance Procedures for Employees 


TSU Policy on Termination of Tenure as outlined in the TSU Faculty Handbook 


Supersedes Sexual Harassment Policy No. 5:06 in the University-Wide Policy Manual 


This Policy Supplements TBR Policies 2:02:10:01 and 5:01:02:00 Relative to the Orderly 


Resolution of Complaints of Sexual or Racial Harassment and Supersedes TSU Procedure No. 


6.6.2 in the Vice President For Business and Finance Personnel Policy and Procedures Manual 


(Issue Number 1) 


 
 


4/2014 



https://policies.tbr.edu/guidelines/discrimination-harassment-complaint-investigation-procedure





 


Administration of TSU Personnel System (6.3) 


 


PURPOSE 


The purpose of this policy is to describe the administration of the Personnel System at Tennessee 


State University.  


POLICY 


These personnel policies shall be applied and enforced by authorized supervisory personnel. 


Tennessee State University believes the most rewarding employment relationship results from 


the open, fair and consistent interaction directly between staff and those that supervise or manage 


operations. While no business is free from day-to-day problems or unusual employment 


situations not covered by existing procedures, it is the desire of Tennessee State University to 


foster effective employee relations at all levels, to ensure fairness and consistency in these 


personnel matters. Tennessee State University has designated the Director of Human Resources 


to be responsible for centralized personnel operations.  


PROCEDURE 


Ultimate authority for interpretation, application and enforcement of these policies rests with the 


Director of Human Resources or designee, who will be responsible for impartially resolving 


matters where questions or issues arise. The Director of Human Resources or designee will 


additionally be responsible for such personnel matters as:  


A. Initiation of amendments and revisions to these policies and procedures at times determined 


by the University to be necessary or warranted;  


B. Initiation or revisions to job descriptions, wage and salary schedules, benefit plans and 


programs and performance evaluation systems;  


C. Recruitment, selection evaluation and personnel records;  







D. Enforcement of all applicable state and federal employment laws and their effect upon 


personnel procedures and practices; and  


 


E. Other duties that may be necessary to carry out the practices and provisions of a contemporary 


personnel system.  


Whenever there is doubt as to the applicability or interpretation of these procedures, the Director 


of Human Resources should be consulted.  


 


REFERENCE 


None 


 


4/2014 


 


 







 


Affirmative Action Statements (6.6.3)  


 


PURPOSE  


This policy ensures the consistent and uniform application of all relevant local, state and federal 


requirements for Affirmative Action Statements on University Printed Documents.  


POLICY 


All University printed and/or published documents shall carry an appropriate affirmative action 


statement as provided herein. 


PROCEDURE 


1. Stationery and paid advertisements in printed media (Recruitment of Prospective 


Employees) will have the following statement: 


An Equal Opportunity/Affirmative Action Employer, M/F 


2. Job announcements disseminated from the University personnel office or departments 


will have the following statements: Tennessee State University complies with title IX and 


is an affirmative action employer. Candidates will be considered for employment without 


discrimination for any no merit reason such as race, sex, national origin, religion, color, 


age, disability, or veteran status. Inquiries regarding these regulations may be referred to:  


Office of Equal Opportunity and Affirmative Action 


3. University graduate and undergraduate catalogs/bulletins, graduate and undergraduate 


admission applications, student handbooks, announcements regarding programs and 


participation therein will have the following statements: 


Tennessee State University is an Affirmative Action university. Applicants and candidates will 


be considered for program participation without regard to race, sex, national origin, religion, 


color, age, disability, or veteran status. Further, it is the policy of Tennessee State University not 







to discriminate on the basis of sex in the education programs or activities which it operates, 


including employment therein and the admission of students thereto; and Tennessee State 


University is required by Title IX of the Education Amendment of 1972, and regulations issued 


pursuant to (45 C.F.R. Part 86)/and by Sections 799A and 845 of the Public Health Services Act, 


and regulations issued pursuant thereto/not to discriminate in such manner. Inquiries concerning 


the application of the Acts and the regulations to Tennessee State University may be referred to:  


Office of Equal Opportunity and Affirmative Action. 


4. Faculty handbooks, staff manuals, personnel policy manuals, personnel handbooks, other 


related internal handbooks will have the following statements: 


It is the policy of Tennessee State University to provide and maintain a program of equal 


employment opportunity and fairness in all personnel matters and all aspects of employment 


relationships, including recruitment or recruitment advertising, hiring, employment upgrade or 


promotion, development, demotion or transfer, layoff or termination, rates of pay, leaves of 


absence, and other forms of compensation and training. It is the intent of this policy to safeguard 


against unsound and illegal personnel practices. The University, therefore, shall engage in no 


practices which will discriminate against any group or individual for reasons of race, color, 


religion, national origin, handicap, sex, age (except where or age is a bonafide occupational 


qualification as determined by statutory or Tennessee Board of Regents requirement), or status as 


a qualified disabled veteran or Veteran of the Vietnam Era. In the implementation of this policy, 


the university will aggressively recruit and employ persons from classes that are 


underrepresented in its work force.  


Reasonable accommodations have been and will continue to be made for qualified disabled 


veterans and other handicapped persons.  


The University's policy statement requires units to undertake affirmative action in working 


toward the achievement of goals set forth and the attainment of an acceptable level of 


participation in its work force, programs and activities for students, contracted services, and 


services rendered to individuals, groups, and communities. The degree of success achieved in 


meeting affirmative action goals will be a performance indicator used in the evaluation of all 


management personnel of the University. Likewise, the degree to which employment opportunity 


is assured in the functional units of managers/supervisors will be evaluated.  


The University has adopted the policy that criteria for employment and promotion be job 


validated, such that only the skills or preparation actually necessary to the performance of a job 


are considered in making employment or promotion decisions.  


5. Contracts/agreements with vendors will have the following statements:  


The parties agree to comply with Title VI and VII of the Civil Rights Act of 1964, Title IX of the 


Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, Executive Order 


11246, and the related regulations of each. Each party assures that it will not discriminate against 


any individual including, but not limited to, employees or applicants for employment and/or 







students because of race, religion, creed, color, sex, age, handicap, veteran status or national 


origin.  


NOTE: All appropriate institutional publications/documents shall contain the following 


statement:  


Tennessee State University is committed to the education of a non-racially identifiable student 


body. 


 


REFERENCE 


Supersedes "Affirmative Action Statements for University- Printed Documents" Policy No. 1:00 


in the University-Wide Policy Manual. 


 


 







 


Background Checks (6.64) 


 
 


PURPOSE: The purpose of this policy is to provide guidance and describe the process for 


conducting background investigations on faculty and staff at Tennessee State University and to 


hire the best-qualified applicant for any position. 


 


POLICY: It is Tennessee State University’s policy to conduct background investigations on all 


applicants recommended for full-time employment, part time employment, and authorized 


volunteer positions after December 7, 2011. Tennessee State University reserves the right to 


conduct background investigations on employees during the term of their employment for the 


following purposes: 


 Criminal Offense Investigations 


 Sexual Harassment Investigations 


 Investigations Associated With Serious Violations of University Policy 


 Any Other Legitimate Reason 


This policy is in addition to background check requirements under applicable federal and state 


laws, regulations, and policies governing certain positions at the University, including, but not 


limited to:  


 Residence life/housing 


 Child care  


 Clinical affiliation related positions.  


This policy shall not, at this time, apply to individuals hired to serve as adjunct faculty members. 


 


REQUIRED CHECKS 


Except as provided above, all applicants for positions at Tennessee State University shall be 


subject to a criminal background check. Individuals may be subject to other background checks 







based upon the responsibilities of the positions. 


 


PROCEDURE 


The individuals subject to background checks must be made aware of this practice at the earliest 


possible stage in the process. All position vacancy announcements for the positions in the areas 


identified above shall include a statement indicating that applicants may be subject to 


background checks. Appointment to a position shall be contingent upon successful completion of 


a background check. Background investigations can only be completed after the selection of the 


preferred candidate. However, should a check be initiated after an employment offer and/or 


employment has begun, the results shall be used to assess the employee’s suitability for 


continued employment. Background checks shall be initiated within the first sixty (60) days for 


new employees. 


 


The Director of Human Resources has been designated as the University official responsible for 


conducting background checks in compliance with applicable laws for all employees. Individual 


departments, Colleges, or units are not authorized to conduct their own background checks 


unless authorized by the Director of Human Resources. The Director of Human Resources must 


ensure that the Disclosure and Authorization Form required by the Fair Credit Reporting Act 


(FCRA) and other authorization forms are completed before a background check is conducted. 


The third party vendor conducting the background check is required to provide all necessary 


forms to be used in the process. If the candidate/employee refuses to sign the Disclosure and 


Authorization Form, no further consideration will be given to this candidate/employee.   


 


Once received, the Director of Human Resources will review and evaluate the information in the 


background investigation. If the background investigation report contains information upon 


which it is determined that further review is necessary, the Director of Human Resources will 


forward the information to the University Counsel for review. The University Counsel may also 


confer with other appropriate University officials as he deems appropriate. An offer of 


employment or continued employment may be withdrawn based on a determination that the 


candidate or employee does not meet the necessary qualifications or characteristics for the 


position.  


 


Criminal convictions or pleas of nolo contendre will be considered in determining a candidate’s 


or employee’s suitability for employment or continued employment. In determining suitability 


for employment where there is a record of criminal conviction, consideration shall be given to 


such issues as the specific duties of the position, the number of offenses and circumstances of 


each, the nature and seriousness of the offense, how long ago the conviction occurred, whether 


the circumstances arose out of an employment situation, and the accuracy of the information on 


the application. 


 







If adverse action is to be taken based in whole or in part on the information obtained from the 


background check, additional provisions of the FCRA must be followed. Prior to taking adverse 


action, the Director of Human Resources must provide the candidate or employee with a copy of 


the background check report, along with a summary of rights. After the adverse action is taken, 


the candidate or employee must be given a written notice of the adverse action. If the job offer or 


an employee is recommended for termination, appropriate notice in accordance with other 


policies is required. The President of the University has final authority on the disposition for an 


adverse personnel action. 


 


REFERENCE 


TBR Central Office Policy to Conduct Background Investigations 


 


Updated 4/2014 


 







 


Certified Administrative Professional Examination (6.7) 


 


PURPOSE 


The purpose of this policy is to encourage high standards of professionalism, service and 


productivity among clerical and support staff.  


 


POLICY 


Please refer to TBR Policy P-115 for the most recent information. 


 


PROCEDURE 


It is the employee's responsibility to provide the appropriate verification to the Office of Human 


Resources. Employees may contact the Office of Human Resources with questions regarding 


eligibility for the increase. 


The policy applies to employees who pass the exam sponsored by the International Association 


of Administrative Professionals. 


 


REFERENCE 


TBR Policy P-115 


 


Updated 4/2014 


 



https://policies.tbr.edu/guidelines/certified-administrative-professional-examination

https://policies.tbr.edu/guidelines/certified-administrative-professional-examination





 


Children in the Workplace (6.8.1) 
 


 


PURPOSE 


Tennessee State University is a state-supported university committed to developing student 


excellence and promoting an educational environment conducive to learning. To achieve these 


objectives, university policy prohibits the presence of children in the workplace for other than 


official university activities involving children.  Employees with dependent children are expected 


to make regular arrangements for proper care of their children while at work.  


POLICY 


This policy is established to avoid disruptions in job duties of the employee and co-workers, 


reduce personal and property liability, and help to promote the learning environment of the 


university. The University does not accept any liability for injuries to children who are on 


campus in violation of this policy.   


PROCEDURE 


A. Employees and supervisors must consider issues of safety, confidentiality, disruption of 


operations, disruption of services, disruption to other employees, appropriateness, and 


legal liability, as well as sudden emergencies posed by the presence of children in the 


workplace.  Therefore, university employees are prohibited from bringing minor 


children on campus during working hours. 


 


B. It is the responsibility of managers and supervisors to ensure that the work of the campus 


is accomplished in an environment that promotes employee health and safety and 


minimizes work-related disruptions. 


 


C. It is inappropriate to allow workplace visits by children, whether supervised or 


unsupervised. 


 


D. Supervisors may grant exception for a temporary, unforeseen emergency, but no parent or 


relative can have a child in the workplace without the supervisor’s permission or use the 







workplace as an alternative to childcare or for any other purpose.  When authorized, the 


accompanying adult must supervise the children at all times. 


 


E. Supervisors may direct an employee to remove a child from the workplace.  In this event, 


the employee will be charged with leave for any time that he or she is absent from his/her 


assigned station.  Supervisors may make exceptions for holiday parties and “Take Your 


Child to Work Day.”  


 


F. No minor may ever be allowed into an area that is potentially hazardous (i.e., where 


hazardous equipment, human-derived materials, radioactive materials, etc., are located); 


such prohibited areas include workshops and laboratories, areas where chemicals are 


stored, and plant rooms. 


 


G. Children exhibiting symptoms of potentially contagious illnesses should not be brought 


into the workplace. Provision for sick children should be made within the context of 


various forms of leave available to staff:   


 


a. leave relating to caring for a sick family member (sick leave) 


b. annual leave 


c. unpaid leave 


  


No child can be left unaccompanied by an adult in the work place, and any employee 


who brings a child to the work place and leaves him or her unattended in an office, room, 


hall, lounge, restroom, lunch area or elsewhere will be subject to discipline, up to and 


including termination.  


 


H. Institutional computers are university property and vital equipment, intended for use only 


by employees in the course and scope of assigned duties.  Computers are not to be used 


as a toy or entertainment for visiting children.  


As used in this policy, the terms “minor” and “children” are defined as any individual who 


has not reached the age of 18.  For purposes of this policy, difficulty or inability in arranging 


childcare does not constitute an emergency. 


 


REFERENCE 
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Clearance Procedure for Terminating Employees (6.8) 


 


PURPOSE 


The purpose of the employee clearance policy is to establish and maintain procedures for 


terminating personnel to satisfy pending non-financial and financial obligations. Clearance forms 


are used to control this process:  


Supervisor Clearance Form 


Benefits Clearance Checklist (Human Resources Use Only)  


Termination can be defined as Dismissal, Resignation or Retirement. 


  


POLICY 


It is the policy of Tennessee State University that persons leaving the University shall relinquish 


and/or return all University property and satisfy any and all financial obligations. 


 


PROCEDURE 


A. Each terminating employee shall submit a resignation in the form of a letter to his/her 


immediate supervisor. The resignation letter will be uploaded into PeopleAdmin with the 


necessary paperwork to the Office of Human Resources. 


 


B. The supervisor will initiate the processing of the Supervisor Clearance Form. Signatures 


from the listed departments are required for clearance or the supervisor may confirm with 


the listed departments as to whether there is an outstanding obligation and sign the form. 


This form must be completed before the employee schedules a meeting with Human 


Resources and before the employee’s final paycheck is issued. 


 


C. When it is determined that an employee is terminating (retirement, resignation or 


dismissal), the department is responsible for contacting Human Resources with the name 


or the employee. The employee must contact Human Resources to schedule a Clearance 



http://www.tnstate.edu/hr/documents/formspage/generalhrforms/Supervisor%20Checkout%20Form.pdf

https://jobs.tnstate.edu/userfiles/jsp/shared/frameset/Frameset.jsp?time=1372886643518





Meeting.  Employees should be advised to bring identification card, keys, credit/gas 


cards, etc., to be turned into the Human Resources representative. 


 


D. Final paychecks will be direct deposited. If the determination is made that the employee 


is not clear on his/her accounts, the check can be distributed to Payroll for proper 


distribution. 


 


 


REFERENCE 


Supersedes "Check-Out Procedures for Terminating Employee" Policy No. 5:16 in the 


University-Wide Policy Manual 


 


Updated 4/2014 


 







 


Code of Ethical Conduct (6.9)  


 


PURPOSE  


The purpose of Tennessee State University’s Code of Ethical Conduct is to establish realistic 


expectations of behavior for all Tennessee State University employees.  


POLICY  


It is the policy of Tennessee State University that all employees are expected to not only conduct 


themselves in a professional manner but to facilitate a highly professional academic and 


professional business environment which epitomizes the standards of professionalism and 


academic achievement as set forth by these policies.  


STANDARDS OF CONDUCT  


1. Tennessee State University policies create a positive work environment in which all 


employees, regardless of race, color, national origin, sex, age, physical disability, 


religious affiliation or sexual orientation can enjoy equal opportunities in their 


employment relationship with the University.  


 


2. Tennessee State University employees are expected to demonstrate and maintain the 


highest standards of decency, personal integrity, truthfulness and honesty and shall, 


through personal conduct, inspire public trust and confidence in the University. Any 


employee’s conduct which has the purpose or effect of unreasonably interfering with an 


individual’s work performance or creating any intimidating, hostile, or offensive work 


environment, based on any of the protected classes mentioned above, is also unlawful and 


will not be tolerated. 


 


3. Tennessee State University has established a strict policy prohibiting unlawful 


harassment of employees including implied or expressed forms of sexual and racial 


harassment, to which all employees are expected to adhere. 


  







Bullying is distinguishable from supervisory activities in that bullying is a habitual 


pattern of intentional, intimidating, socially damaging behavior designed to negatively 


impact a person’s career or reputation.  Behaviors that are not workplace bullying 


includes but are not limited to: 


• Occasional conflict or disagreement. 


 


• Being a demanding supervisor.  


 


• Withholding resources for a legitimate reason. 


 


• Holding staff accountable for clearly communicated job expectations. 


 


• Consistent, appropriate and documented disciplinary action. 


4. Tennessee State University employees shall be fit for duty and strive to meet the highest 


standards of professional performance and to make the most effective use of University 


resources.  


 


 


5. Tennessee State University employees shall refrain from accepting preferential benefits 


based solely on public employment and shall refrain from giving preferential benefits to 


employees, relatives and citizens of the state.  


 


6. Tennessee State University employees shall not accept fees, gifts, payment for experience 


or any other thing of monetary value which will give rise to: (1) the preferential treatment 


of any student, employee and/or citizen (2) the loss of impartiality in decision making.  


 


7. Tennessee State University employees shall not disclose, use or allow others to use 


confidential information acquired by virtue of employment with Tennessee State 


University or other confidential sources except as provided by law.  


 


8. Tennessee State University employees are expected to avoid any situation that will have 


the effect of compromising the integrity of the University, or creating a conflict of 


interest regarding use of state property, equipment, facilities, time or investments for 


private gain.  


 


9. Tennessee State University employees are expected to maintain the public trust by 


exposing corruption and legal violations in any area.  


 


10. Tennessee State University employees are expected to conform to all federal, state and 


local government legal responsibilities that are normally expected of a citizen of the state.  


 


 







REPORTING VIOLATIONS OF THE CODE OF CONDUCT 


Anyone with information regarding an employee engaging in any activity is expected to report 


such violations to their immediate superior, except when it appears the supervisor is involved. If 


the immediate supervisor is involved, the problem should be presented initially to the next higher 


managerial or administrative level. Immediate supervisors should consult with Human Resources 


and one or more of the following shall be involved; Immediate Supervisor, Director, Applicable 


Vice President, and/or Internal Audit.  


 


REFERENCES  


TSU Policy 6.6.1 "Affirmative Action and Equal Employment Opportunity"  


TSU Policy 6.6.2 "Sexual Harassment"  


TSU Faculty Handbook  


TSU Student Handbook 
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Complaint Form 


(Print or Type) 


Complaint – A complaint is a concern which an employee wants to discuss with supervisory 


personnel in an effort to resolve the matter. Personnel actions such as performance evaluations, 


rates of pay, position re-classifications, or position terminations due to reduction in force do not 


fall under the definition of complaint. 


Name __________________________________________________________________ 


Position ____________________________ Department ________________________ 


Phone ____________________________ Email ______________________________ 


Step 1 


Has this matter been discussed with your immediate supervisor? Yes No 


Name of immediate supervisor ________________________________________________ 


Date complaint initially discussed with immediate supervisor ________________________ 


If answered “No”, you must seek resolution with your immediate supervisor before proceeding. 


Step 2 (if necessary) 
Has this matter been discussed with your next higher level supervisor? Yes  No 


Name of next higher level supervisor ________________________________________________ 


Date complaint initially discussed with next higher level supervisor  __________________ 


If not satisfied with the result of Step 1, you must notify your next higher level supervisor for 


further review. 


Please explain the nature of your complaint (a separate sheet may be attached if necessary): 


______________________________________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________  


How would you like for this matter to be resolved?  


______________________________________________________________________________ 


______________________________________________________________________________ 


___________________________________ ______________________________ 


Employee's Signature Date 







 


Complaint Procedures (6.10)  


 
 


PURPOSE 


 


The purpose of this guideline is to establish the process regarding employee Complaints at 


Tennessee State University. 


 


Complaint Form 


 


DEFINITIONS 


 


 Complaint (Committee review not available) – A complaint is a concern which an 


employee wants to discuss with supervisory personnel in an effort to resolve the matter. 


Personnel actions such as performance evaluations, rates of pay, position re-


classifications, or position terminations due to reduction in force do not fall under the 


definition of complaint. 


 


 Employee - For purposes of the grievance and complaint procedures, an employee is 


defined as faculty (though not including faculty on adjunct contracts), executive, 


administrative, professional staff, clerical staff, and support personnel. Probationary 


employees, student workers and graduate assistants are not included in the definition of 


employee. 


 


 Employment Action – Employment action is the demotion, suspension without pay, 


termination of an employee, or work assignments or conditions of work which violate 


statute or policy. 


 


 


 


PROCEDURES 


 


I. Complaint Procedure 


 


A. The complaint must be presented in writing to the employee’s immediate 


supervisor within ten (10) working days after the occurrence of the incident.  


 



http://www.tnstate.edu/hr/forms/Complaint%20Form%208%2014.pdf





1. If the complaint arises from a repeated or continuing occurrence, the time 


limit begins from the date of the last such occurrence. 


 


2. Any complaint not presented within ten days (10) is waived and shall not 


be considered. 


 


3. Once a final determination is made, the employee may not later present 


the same complaint in an attempt to gain a more favorable outcome. 


 


B. Resolution of complaints at a minimum requires Tennessee State University to: 


 


1. Allow the employee to present facts and/or materials; 


 


2. Investigate the dispute; and 


 


3. Attempt to find a solution. 


 


a. The President or her designee shall be the final decision maker. 


 


b. Complaints do not include a right to any type of hearing, 


adversarial proceeding, nor the right to appeal to the TBR. 


 


C. Testimony, Witnesses and Representation 


 


1. At every step, the employee may testify and present witnesses and 


materials in support of his/her position. 


 


a. The testimony of an employee, given either on his/her own behalf 


or as a witness for another employee, will not subject an employee 


to retaliatory action. 


 


D. Steps of Review 


 


1. Step 1-- Supervisor or Administrator Instituting Employment Action: 


 


a. Within ten (10) workdays after the employee receives notice or 


becomes aware of the action which is the basis for the complaint, 


the employee completes a Complaint Form (which may be 


obtained from the Human Resources website), submits it to Human 


Resources and provides a copy to his/her supervisor or the 


administrator instituting employment action. While a particular 


form is not required to file a complaint, the employee must make it 


clear that she/he intends to utilize the complaint procedures for 


resolution of the employment action. 


 







b. Within ten (10) workdays after receipt of the complaint, the 


supervisor or administrator initiating employment action and the 


employee meet and discuss the complaint in a face-to-face 


meeting. 


 


c. If the supervisor or administrator was not the one who 


recommended the original employment action, or is recommending 


a change from the original employment action, the supervisor or 


administrator will make a recommendation to the administrator 


who made the original employment action. 


 


d. Any changes from the original employment action must be 


approved by the President, as appropriate, before being 


communicated to the employee. 


 


e. Within ten (10) workdays after the face-to-face meeting, the 


supervisor or administrator must communicate the decision in 


writing to the complainant with specific reasons stated for the 


decision. 


 


f. If the supervisor or administrator fails to respond or if the decision 


is not satisfactory to the employee, the employee may carry the 


grievance forward to Step 2. 


 


2. Step 2--Next Higher Level of Management: 


 


a. Within ten (10) workdays after receiving the written decision at 


Step 1, if the employee is not satisfied with the result of Step 1, the 


employee must notify their next higher level of management that 


he/she wants further review. 


 


1. The next higher level of management schedules a face-to-


face meeting to occur within ten (10) workdays after 


receiving notice that the employee wants further review of 


the next level administrator. 


 


b. Within ten (10) workdays after the face-to-face meeting, the next 


higher level of management issues a written decision that includes 


specific reasons for the decision. 


 


c. Any changes from the original employment action must be 


approved by the President or Director, as appropriate, before being 


communicated to the employee. 


 


3. Step 3—Office of Human Resources Review: 


 







a. Within ten (10) workdays after receiving the written decision at 


Step 2, if the employee is not satisfied with the result of Step 2, the 


employee must notify Human Resources that he/she wants further 


review. 


 


1. Human Resources schedules a face-to-face meeting to 


occur within ten (10) workdays after receiving notice that 


the employee wants further review of the next level 


administrator. 


 


b. Within ten (10) workdays after the face-to-face meeting, the Office 


of Human Resources issues a written decision that includes 


specific reasons for the decision. 


 


c. Any changes from the original employment action must be 


approved by the President, as appropriate, before being 


communicated to the employee. 


 


4. Step 4–Review by the President or her designee, as appropriate: 


 


a. The written recommendation of the Office of Human Resources 


will be forwarded to the President or her designee, as appropriate. 


 


b. Within ten (10) work days, if practicable, the President or a 


designee will notify the complainant of the final decision. 


 


 


II. Non-Retaliation 


 


A. No employee shall retaliate or discriminate against another employee because of 


the latter employee’s filing of a complaint. 


 


B. In addition, no employee shall coerce another employee or interfere with the 


action of another employee in the latter employee’s attempt to file a complaint. 


 


C. Administrative, academic and supervisory personnel should also be informed that 


they are responsible for ensuring that the employee is free from retaliation, 


coercion and/or discrimination arising from the employee’s filing of or intent to 


file a complaint. 


 


III. Responsibility for Implementation 


 


A. The President, as appropriate or her designee of the institution has ultimate 


responsibility for implementation of the complaint procedures. 


 







B. Administrative, academic, and supervisory personnel are responsible for insuring 


that they inform and make available to all employees information concerning their 


right to file a complaint and their right to be protected from retaliation. 


 


IV. Maintenance of Records 


 


A. Copies of written complaints, and accompanying responses and documentation 


should be maintained at a specified location(s) at the institution for at least two 


years after the date of the employment decision. 


 


B. If a finding adverse to the complainant is made, the finding shall be maintained in 


the complainant’s personnel file.  


 


 


REFERENCES 


 


Complaint Form 


TBR Employee Grievance-Complaint Guideline P-110 


TBR Support Staff Grievance P-111 


TBR Policy No. 1:02:11:00 


 


Updated 8/2014 



http://www.tnstate.edu/hr/forms/Complaint%20Form%208%2014.pdf

https://policies.tbr.edu/guidelines/employee-grievance-complaint-guideline

https://policies.tbr.edu/guidelines/support-staff-grievance

https://policies.tbr.edu/policies/appeals-and-appearances-board





 


Conversions (6.11)  


 


PURPOSE  


The purpose of this policy is to outline standards that apply to the modifications of an employee's 
type of appointment and/or the receipt of an administration stipend. 


POLICY 


The Personnel Action Request Form (PARF) must clearly indicate the amount of an 
administrative stipend associated with additional administrative duties and must state that the 
stipend, along with any subsequent increase based on the stipend, will be removed upon 
relinquishing of the additional administrative duties. An administrative stipend may be awarded 
to an employee, a faculty member, who moves from a nine month-status (academic) to a twelve-
month status (fiscal). The stipend or award would be removed when an employee or faculty 
member moves from a twelve-month status to a nine-month status. 


PROCEDURE 


Academic Year Conversion 
 
Conversion of an academic year (9-month appointment) to a fiscal year (12-month appointment) 
shall involve the following salary computation. The standard academic to fiscal conversion 
factor shall be 1.25 times the academic year base salary. Any additional monetary stipend to be 
awarded with the assumption of administrative duties associated with the change in status shall 
be added subsequent to the conversion. Such stipend shall be removed upon relinquish of 
administrative duties. 
 
Example (no administrative stipend included): 


Academic Base Salary - $30,000  
Standard Academic to Fiscal Conversion Factor – x 1.25  
Fiscal Base Salary = $37,500  


Example (administrative stipend included): 


Academic Base Salary - $30,000  
Standard Academic-to-Fiscal Conversion Factor – x 1.25  







Fiscal Base Salary = $37,500  
Administrative Stipend - + $3,000  
Total Fiscal Salary = $40,500  
 
When an administrative stipend is added for additional duties for an academic 
appointment, the amount of the administrative stipend should be added after the 
computation outlined. 


Fiscal Year Conversion 
 
Conversion of a fiscal year appointment to an academic year appointment shall involve the 
following salary computation. The standard fiscal to academic conversion factor shall be 80 
percent of the fiscal year base salary. Any monetary stipend which may have been awarded with 
the assumption of administrative duties associated with the fiscal year position shall be removed 
prior to the conversion, provided that such administrative duties are being relinquished. 
 
Example (no administrative stipend to be removed): 


Fiscal Base Salary - $37,500  
Standard Fiscal to Academic Conversion Factor – x 0.80  
Academic Base Salary = $30,000  


Example (administrative stipend to be removed): 


Fiscal Salary - $40,500  
Minus Administrative Stipend - -$3,000  
Fiscal Base Salary = $37,500  
Standard Fiscal to Academic Conversion Factor – x 0.80  
Academic Base Salary = $30,000  


When the additional administrative duties are relinquished, the amount of the administrative 
stipend stated on the original PARF, plus any increase applied to the stipend should be removed 
from the 12-month salary before applying the 80 percent conversion factor to return to an 
academic-year salary if applicable. 
 
All salary conversions shall reflect appropriate State legislated, Tennessee Board of Regents-
approved increases for the fiscal or academic year. 


 


REFERENCE 


TBR 5.01.00.00 


 
 


Updated 4/2014 


	  







 


Disciplinary Procedures (Non-Faculty) (6.12) 


 


PURPOSE 


The purpose of this policy is to establish a disciplinary process which will provide consistency in 


application and equitable treatment of all non-faculty employees. 


POLICY 


Whenever disciplinary action is taken against an employee, the immediate supervisor is 


responsible for advising the offending employee of his/her right to the University's 


Complaint/Grievance Procedures (No.6.10), if applicable. 


PROCEDURE 


Upon hire, new employees are given a six (6) month probation period. If during this period there 


is cause for disciplinary action, it may result in dismissal. 


The reason for taking disciplinary action is to communicate and correct an individual's 


misconduct and to express that repetition of similar behavior can result in discharge.  


No disciplinary action involving demotion, suspension or dismissal is to be taken against any 


regular, fulltime employee until such disciplinary action has been discussed with the Director of 


Human Resources or a designated representative, except when, in the judgment of the 


employee's supervisor, immediate suspension is necessary to protect the safety of persons or 


property or for similar grave reasons. In addition, dismissal requires the concurrence of the 


appropriate Vice President and the President or a designee.  


Conditions leading to the need for discipline at Tennessee State University include but are not 


limited to the following: 


 Performing below job standards in terms of work quantity, quality, method, timeliness or 


cost. These should be performance measurements upon which all employees are 


evaluated for overall effectiveness, and they should be measured in precise terms 


 


 Violation of prescribed rules of conduct, behavior or general performance 


 







 Interfering with the performance of others or engages in a behavior that is damaging to 


the reputation or welfare of the University, other employees, and students or to the 


employee's own credibility. 


Disciplinary action is the result of performance related conditions or conduct on the job or on 


university property. The cause of discipline must be directly (and reasonably) related to the 


employee's job, the effect upon students or other employees or the reputation and welfare of the 


employee. 


Tennessee State University adheres to the philosophy that most problems can and should be 


resolved at the lowest institutional level if they are addressed promptly and fairly.  


Although involuntary separation is an option under the procedures set forth, Tennessee State 


University believes that when problems occur requiring disciplinary action it is preferable to 


salvage the relationship with the employee, except in instances of gross misconduct when such 


conduct is determined to constitute a danger to the students, staff or to the employee. 


Tennessee State University encourages the principle of progressive discipline if discipline is to 


bear a reasonable relationship to the offense and to serve as an appropriate modifier of behavior. 


Progressive discipline means:  


 The single occurrence of a minor or moderate infraction might incur minor discipline 


(counseling, verbal warning, written warning).  


 


 A repeat or continuation of the same minor or moderate infraction or the single 


occurrence of a more serious infraction might incur more formal discipline (written 


reprimand, suspension without pay). 


 


 The single occurrence of a very serious infraction or the repeat of the same moderately 


serious infraction might incur the most formal discipline that is reasonably related to the 


offense (demotion, pay reduction, discharge). 


Whenever there is doubt as to the applicability of a disciplinary procedure or to the 


appropriateness of a disciplinary procedure, the Office of Human Resources should be consulted. 


Each disciplinary situation is considered on a case-by-case basis, and disciplinary remedies may 


or may not be applied in the order in which they appear in these procedures. 


 


Supervisory Responsibility 


The supervisor is responsible for maintaining proper conduct and discipline of university 


employees under his/her supervision. When disciplinary action appears to be necessary, the 


supervisor will meet with the subject employee: 


 To set clear goals and expectations for performance and/or behavior 


 







 To discuss the requirements that have not been met or why conduct has been 


unacceptable 


 


 To give the employee an opportunity to account for his/her performance 


 


 To take disciplinary action if the situation warrants. All disciplinary discussions should 


take place in a climate conducive to mutual understanding and reasonable discussion. 


There are circumstances and instances of misconduct requiring disciplinary action which may 


result in immediate discharge. Some examples are: 


 Possession or use of liquor on University property 


 Buying, selling, using, possessing or being under the influence of any illegal narcotic 


 Theft (including removal of discarded items) 


 Fighting on University property 


 Possession of unauthorized weapons on university property 


 Falsification of records or fraud 


 Willful violation of safety rules 


 Willful damage to university property 


 Gross insubordination or willful disregard of instructions  


There are many instances of misconduct which normally do not warrant immediate discharge for 


the first offense but which should result in disciplinary action being taken. While not all 


inclusive, some examples are: 


 Ineffective use of university time 


 Improper use of equipment 


 Carelessness resulting in damaged equipment 


 Repeated or unreported absenteeism or tardiness 


 Disregard for general university rules 


 Failure to report an accident to a person or damage to equipment  


 


Forms of Disciplinary Action  


Oral Warning: If the problem was caused by inattention or neglect of minor significance and 


the employee has not been reprimanded for a similar offense during the previous six months, an 


oral warning is suggested. The basic cause of the incident should be clearly pointed out, 


suggestions made for its correction and the employee told what consequences to expect should 


similar incidents continue to occur. The supervisor may administer an oral warning without prior 


approval and record the date and other pertinent information for future reference.  


 


Written Warning: If the problem was caused by a disregard of instructions, written warning or 


other disciplinary measures including discharge may be necessary. When it is the employee's 


first offense of this degree of seriousness and the supervisor has reason to believe the action was 


impulsive or occurred under mitigating circumstances, as opposed to premeditation, the written 


warning may be appropriate. A written warning shall also be given if it becomes necessary to 







reprimand an employee orally more than once within a six month period. If a written warning is 


decided upon, a record of the facts shall be made by the supervisor. The supervisor must have the 


concurrence of the department head before issuing the written warning. The written warning will 


be issued to the employee by his/her supervisor and a copy should be sent to the Office of 


Human Resources to be placed in the employee's personnel file. 


Suspension (without pay): This action may be taken to impress upon the employee the serious 


nature of his/her act or offense. This should be considered as a notice that the employee is facing 


possible termination if the performance or behavior does not improve. The supervisor will 


consult the department head and the Director of Human Resources and, if time off without pay is 


decided upon, the duration of the time off period will be determined through such consultation. 


In addition to the time off without pay, a letter of warning will be issued to the employee and a 


copy placed in the employees personnel file. When it becomes necessary to suspend an employee 


without pay, a probationary period may be warranted upon the employees return.  


Termination: When an employee is recommended for termination for disciplinary reasons, the 


following occurs: 


1. The employee's supervisor will discuss the facts and records of the case with his/her 


department head or director and a written summary will be prepared, including a written 


recommendation.  


 


2. The department head or director will review the case with the Personnel Director or 


his/her designated representative. 


 


3. The Director of Human Resources will review the case, and the department head's 


recommendation with, the appropriate Vice President. 


 


4. When a decision has been reached as to whether the employee shall be terminated and 


whether with or without further notice or pay, the supervisor will notify the employee of 


the decision.  


When, in the judgment of the supervisor, immediate suspension of an employee is necessary to 


protect the safety of persons or property or for similarly grave reasons: 


1. The supervisor will direct the employee to leave the university premises at once and 


either (a) to report back to the supervisor the following day or (b) to remain away until 


further notice 


 


2. The procedures in D, 1 - 4 above will then be promptly followed.  


 


Gross Misconduct 


Termination for gross misconduct, under Tennessee Board of Regents policies specifies that the 


terminated employee will forfeit vacation accruals. In order to insure clarity and consistency in 


applying gross misconduct to a terminated employee the following procedure applies: In 


instances when gross misconduct is alleged the Personnel Director, in consultation with the 


President, must make the final determination. 







Gross misconduct may include, but is not necessarily limited to:  


 Any act or omission which may seriously disrupt or disturb the normal operation of the 


University  


 Any work related conduct which would subject the employee to criminal conviction  


 Theft or dishonesty  


 Gross insubordination  


 Destruction of University property  


 Falsification of records 


 Acts of moral turpitude  


 Reporting for duty under the influence of intoxicants 


 The illegal use, manufacture, possession, distribution, or dispensing of controlled 


substances or alcohol  


 Disorderly conduct 


 Provoking a fight 


 Other similar acts involving intolerable behavior by the employee 


In determining eligibility for unemployment compensation benefits, the definition of gross 


misconduct utilized by Tennessee Employment Security is not affected by the definition outlined 


in this paragraph.  


Whenever an employee is terminated under the terms and conditions of a contract, the employee 


will be given a 14 day notice if possible. Even with a 14-day notice, circumstances may dictate 


that the employee not return to the work place. In such instances, the Director of Human 


Resources should be consulted. 


Under ideal circumstances, the following employee categories shall be afforded the listed 


amount of notice:  


 Nonexempt employees, e.g., 1300 category shall be provided a fourteen (14) day notice 


of separation 


 Exempt employees, e.g., 1100 category, shall be provided a thirty (30) day notice of 


separation  


 


Resignation in Lieu of Termination  


At times it might be in the best interest of the University and the affected employee if the 


affected employee is offered an opportunity to resign in lieu of termination. In such instances the 


following shall apply. 


1. The Vice President or Director will consult with the Director of Human Resources to 


insure the appropriateness of the action 


 


2. Upon agreement by the Vice President and the Director of Human Resources, the 


affected employee may be orally advised of the option to resign or be terminated 


 







3. If the affected employee offers to resign the employee must submit her/her resignation in 


writing within 24 hours. If the employee fails to submit a resignation after indicating 


he/she would, immediate termination is warranted 


 


4. The employee's written resignation must include an effective date that is acceptable to the 


appropriate Vice President. 


 


Voluntary resignations in these instances are not subject to the University's Complaint and 


Grievance Procedures for Employees, No. 6.10. 


 


REFERENCE 


TBR Policy 5:01:00:00 defines Gross Misconduct. 


 


 


Updated 4/2014 


 







 


Drug-Free Workplace (6.13) 


 


 


PURPOSE 


 


The purpose of this policy is to ensure that Tennessee State University maintains a drug free 


environment.  


 


POLICY 


 


It is the policy of Tennessee State University that a drug free work-place be maintained. The 


unlawful manufacture, distribution, possession or use of any controlled substance (including 


prescription drugs) is banned in the workplace. Controlled substances are defined in 21 USCA 


812 and include such things as opium, hallucinogens (marijuana, mescaline, etc.), cocaine, 


amphetamines, heroine and morphine. This policy does not prohibit the lawful use of prescribed 


drugs which are taken under a doctor's care. 


 


PROCEDURE 


 


Any employee violating this policy will be subject to discipline up to and including termination 


in accordance with disciplinary procedures. 


 


Additionally, employees are required to notify the institution of any drug convictions resulting 


from a violation in the work-place no later than five (5) days after the conviction. Conviction is 


defined as a finding of guilt, pleas of nolo contendere or imposition of a sentence by any state or 


federal judicial body. 


 


Tennessee State University will impose the appropriate sanction(s) on any employee or student 


who fails to comply with the terms of this policy. 


 


 


Employees 
As a condition of employment, each employee, including student employees, must abide by the 


terms of this policy and must notify their department head/supervisor of any criminal drug statute 


conviction for a violation occurring in the work-place no later than five (5) days after such 


conviction. A conviction includes a finding of guilt, a plea of nolo contendere, or imposition of a 


sentence by any state or federal judicial body. Possible disciplinary sanctions for failure to 



http://www.deadiversion.usdoj.gov/21cfr/21usc/812.htm

http://www.deadiversion.usdoj.gov/21cfr/21usc/812.htm





comply with this policy, including failure to notify of conviction, may include one or more of the 


following:  


 Termination 


 Suspension 


 Mandatory participation in, and satisfactory completion of, a drug/alcohol abuse program 


or rehabilitation program 


 Recommendation for professional counseling 


 Referral for prosecution 


 Letter of warning 


 Probation 


Students 
Possible disciplinary sanctions for failure to comply with the terms of this policy may include 


one or more of the following:  


 Expulsion 


 Suspension 


 Mandatory participation in, and satisfactory completion of, a drug/alcohol abuse program 


or rehabilitation program 


 Referral for prosecution 


 Probation 


 Warning 


 Reprimand 


Available Drug and Alcohol Counseling, Treatment, Rehabilitation Programs and Employee 


Assistance Programs 


 


Tennessee State University employees have available to them the Statewide Employee 


Assistance Program that provides confidential assistance for assessment and short-term 


counseling. Four visits are provided free of charge. Additionally, treatment for chemical 


dependencies on both an inpatient and outpatient bases are generally covered expenses under the 


State Group health insurance plan. Please refer to your health insurance brochures for specific 


coverage and limitations. 


 


REFERENCE 


TBR Drug-Free Workplace Policy 


Supersedes "Drug Free Work-Place" Policy No. 5:13 in the University Wide Policy Manual 


 


Updated 4/2014 


 







 


Educational Assistance Programs (6.14) 


 


PURPOSE 


Tennessee State University recognizes the need to provide for continuous growth and 


development of employees. The purpose of this policy is to identify Support for Educational 


Assistance Programs through TBR and TSU educational assistance programs.  


 


POLICY 


 


Please refer to TBR Policy P-130 for the most recent information. 


 


PROCEDURE 


Applications and forms for Educational Assistance may be obtained from The Office of Human 


Resources. There are ten (10) programs through which regular full-time employees may pursue 


their formal education: 


1. Faculty or Administrative/Professional Staff Grant-in-Aid Program  


 


2. Faculty or Administrative/Professional Staff tuition or Maintenance Fee Reimbursement 


Program 


 


3. Employee Audit Program 


 


4. Clerical and Support Staff Maintenance Fee Payment Program  


 


5. Fee Waiver for TBR/UT System Employees  


 


6. Desegregation Development Programs 


 


7. Fee Discount for Spouse and/or Dependent Children 


 


8. Public Higher Education Fee Waiver for State Employees 


 



https://policies.tbr.edu/guidelines/educational-assistance-tbr-system-employees





9. Fee Discount for Dependent Children of Licensed Public School Teachers or State 


Employees  


 


10. Staff Development Program (TSU retirees may participate in programs II, III, IV. 


Guidelines and/or restrictions that may apply are listed in each program.) 


 


Forms: 


State Employee Fee Waiver (formerly PC 191) and/or Audit/Non-Credit Program 


Request for Tuition Reimbursement 


Request for Fee Discount for Spouse and/or Dependent 


 


REFERENCE 


TBR Policy P-130 


Updated 5/2014 



http://www.tnstate.edu/hr/forms/Request%20for%20Educational%20Assistance.pdf

http://www.tnstate.edu/hr/forms/Request%20for%20Tuition%20Reimbursement1.pdf

http://www.tnstate.edu/hr/Request%20for%20Fee%20Discount%20for%20Spouse%20Dependent.pdf





 


Employment Classification (6.15) 


 


PURPOSE 


 


The purpose of this policy is to provide guidelines on employee classifications. 


 


POLICY 


 


It is the policy of Tennessee State University to establish and maintain a system through which 


all employees are classified in compliance with the Tennessee Board of Regents requirements.  


 


PROCEDURE 


 


The following procedures apply for the classification of Tennessee State University employees:  


 


1. Academic Personnel (Faculty):  All faculty members who hold academic rank and who are 


directly engaged in instruction, departmental research or public service will be classified as 


academic personnel. Academic personnel may be employed either on a nine-month service basis 


(academic year) compensated over a twelve-month period (referred to as nine-month academic 


personnel); or employed on a twelve-month period (referred to as twelve-month academic 


personnel). 


 


2. Executive, Administrative and Professional (Exempt): All personnel other than personnel 


primarily employed in instruction, research or public service who primarily have executive, 


administrative or professional responsibilities, and whose positions require recognized 


professional achievement acquired by formal training or equivalent experience will be classified 


as executive administrative or professional employees. These classifications include all non-


academic personnel who are exempt from the provisions of the Federal Wage and Hour Law. 


 


3. Clerical and Support Personnel (Non-Exempt):  All personnel other than academic, 


executive and administrative or professional personnel will be classified as clerical or support 


staff. This classification includes all personnel who are covered by the provisions of the Federal 


Wage and Hour Law. 


 


4. Student Employees: All personnel whose primary purpose at the University is to be enrolled 


in an academic program of the institution will be classified as student employees. Student 


employees are temporary employees. 







 


 


Each employee shall be assigned one of the following designations:  
 


1. Regular Full-time Employees:  All personnel executive, administrative, professional, 


academic, clerical and support who are employed on a continuing basis, expected to exceed six 


(6) months and who have a regular work week of 37.5 hours or who are scheduled to carry a full 


teaching load or its equivalent, including fulltime MODFY (modified fiscal year) employees, 


will be designated as regular fulltime employees. 


 


2. Regular Part-time Employees:  All personnel executive, administrative, professional, 


academic, clerical and support who are employed on a continuing basis, expected to exceed six 


(6) months and who have a regular work week of less than 37.5 hours or who are scheduled to 


carry less than a full teaching load or its equivalent, including part-time MODFY (modified 


fiscal year) employees, will be designated as regular part-time employees. 


 


3. Temporary: All personnel whose period of appointment or expected service is less than six 


(6) months will be designated as temporary employees. This definition shall not be confused 


with employees who are designated as probationary employees who may be regular full-time or 


part-time employees and who are entitled to all leave benefits. 


 


4. MODFY (Modified Fiscal Year) Employees: All regular, full and part-time, non-teaching 


personnel, whose service period coincides with the nine month academic year, will be designated 


as MODFY employees. 


 


In compliance with federal requirements for reporting statistical information to federal, state and 


local government agencies, university employees shall be classified by the following EEO-6 and 


race/ethnic categories. 


 


 


Breaks In Service: 


An employee who has worked as a temporary for the maximum time of one calendar year must 


be completely separated and off the payroll for fourteen calendar days before becoming eligible 


for re-employment in a temporary position. 


1. After one year of employment as a temporary employee, the campus should consider 


adding a position with benefits if the assignment is needed on a regular basis. 


 


2. The process for filling the position will follow TBR Guideline P-010, Personnel 


Transactions and Recommended Forms. 


 


EEO6 Classification: 


 


1. EEO1  Executive/Administrative/Managerial  
 


All persons whose assignments require primary (and major) responsibility for management of the 


institution or a customarily recognized department or subdivision thereof. Assignments require 







the performance of work directly related to management of policies or general business 


operations of the institution, department, subdivision, etc. It is assumed that assignments in this 


category customarily and regularly require the incumbent to exercise discretion and independent 


judgment and to direct the work of others. This category shall include all officers holding such 


titles as President, Vice President, Dean, Director or the equivalent, as well as officers 


subordinate to any of these administrators with such titles as Associate Dean, Assistant Dean, 


executive officer of academic departments (department heads, or the equivalent) if their principal 


activity is administrative. 


 


2. EEO2  Faculty 
 


All persons whose specific assignments include instruction, research or public service as a 


principal activity and who hold academic rank titles of professor, associate professor, assistant 


professor, instructor, lecturer or the equivalent of any one of these academic ranks. This category 


shall include Deans, Directors or the equivalents, as well as Associate Deans, Assistant Deans, 


and executive officers of academic departments (chairpersons, heads, or the equivalent) if their 


principal activity is instructional. The category shall not include student teaching or research 


assistants. 


 


3. EEO3  Professional (Non-faculty) 
 


All persons whose assignments would require either college graduation or experience of such 


kind and amount as to provide assignments requiring specialized professional training who are 


not reported under the category of Executive/Administrative/Managerial and who are not 


classified under any of the four "non-professional" categories. 


 


4. EEO4  Clerical/Secretarial 
 


All persons whose assignments typically are associated with clerical activities or are specifically 


of a secretarial nature. This category includes personnel who are responsible for internal and 


external communications, recording and retrieval of data (other than computer programmers) 


and/or information and other paper work required in an office, such as bookkeepers, 


stenographers, clerk typists, office machine operators, statistical clerks, payroll clerks, etc. 


Included also are sales clerks, such as those employed full time in the bookstore, and library 


clerks who are not recognized as librarians. 


 


5. EEO5  Technical or Paraprofessional 
 


All persons whose assignments require specialized knowledge or skills which may be acquired 


through experience or academic work, such as is offered in many two-year technical institutes, 


junior colleges or through equivalent on-the-job training. This category includes computer 


programmers and operators, drafters, engineering aides, junior engineers, mathematical aides, 


licensed, practical or vocational nurses, dietitians, photographers, radio operators, scientific 


assistants, technical illustrators, technicians (medical, dental, electronic, physical sciences) and 


similar occupational activity categories but which are institutionally defined as technical 


assignments. 


 


6. EEO6  Skilled Crafts 
 


All persons whose assignments typically require special manual skills and a thorough and 







comprehensive knowledge of the processes involved in the work, acquired through on-the-job 


training and experience or through apprenticeship or other formal training programs. This 


category includes mechanics and repairers, electricians, stationery engineers, skilled machinists, 


carpenters, compositors and typesetters. 


 


7. EEO7  Service Maintenance 
 


All persons whose assignments require limited degrees of previously acquired skills and 


knowledge to perform duties which result in or contribute to the comfort, convenience and 


hygiene of personnel and the student body or which contribute to the upkeep and care of 


buildings, facilities or grounds of the institutional property. This category includes  


chauffeurs, laundry and dry cleaning operators, cafeteria and restaurant workers, truck drivers, 


bus drivers, garage laborers, custodial personnel, gardeners and groundskeepers, refuse 


collectors, construction laborers and security personnel. 


 


 


Race/Ethnic Classification: 


 


American Indian or Alaskan Native: A person having origins in any of the original people of 


North America and who maintains cultural identification through tribal affiliation or community 


recognition. 


 


Asian or Pacific Islander: A person having origins in any of the original peoples of the Far 


East, Southeast Asia, and Indian Subcontinent, or the Pacific islands. The area include, for 


example, China, Japan, Korea, the Philippine Islands, and Samoa. 


 


Black (Not of Hispanic Origin): A person having origins in any of the Black racial groups of 


Africa. 


 


Hispanic:  A person of Mexican, Puerto Rican, Cuban, Central or South American or other 


Spanish culture or origin, regardless of race. 


 


White (Not of Hispanic Origin): A person having origins in any of the original people of 


Europe, North Africa, or the Middle East. 


 


RACE CODES 


 


1  White, Non-Hispanic 


2  Black, Non-Hispanic 


3  Asian or Pacific Islander 


4  Hispanic 


5  American Indian or Alaskan Native 


 


REFERENCE 


TBR Personnel Policy 5:01:01:00 


 


Updated 4/2014 



https://policies.tbr.edu/policies/employment-classification





 


Extra Compensation (6.16) 


 


PURPOSE 


 


The purpose of this policy is to describe the process for payment of extra compensation. 


 


POLICY 


 


It is the policy of Tennessee State University to provide extra compensation pay in accordance 


with TBR policy. 


 


PROCEDURE 


1. All requests for extra compensation must be approved in advance by the Dean or Director 


of the department requesting the services, the appropriate Vice President and the 


President. 


 


2. No extra compensation may be paid to any employee without prior approval from the 


President. 


 


3. No employee classified as administrative (object code 1100) with a title of Dean of 


Director or equivalent or a higher-level title is eligible for extra compensation. 


 


4. If services of an administrator (object code 1100) with a title of Dean/Director or 


equivalent or a higher level title is essential to a particular program, funds may be 


transferred from the department requesting the service to the operating budget of the 


person providing the service with appropriate approvals as outlined in item #1 above; 


however, no payment may be made to the individual providing the service. 


 


5. No nonexempt employee is eligible for extra compensation under TBR policy number 


5:01:05:00. 


 


6. The effective date of these procedures is July 1, 1993. 


 


REFERENCE 







TBR Personnel Policy 5:02:04:00 


 


Updated 4/2014 


 



https://policies.tbr.edu/policies/faculty-compensation-during-summer-session-and-inter-sessions





 


Financial Exigency (6.17)  


 


PURPOSE 


The following policy has been designed to comply with and incorporate all the provisions of 


Board policy No. 5:02:06:00. It is the intent of this policy to provide emergency guidelines, 


including reduction-in-force, should the University experience a condition of financial exigency.  


POLICY 


It shall be the policy of Tennessee State University that, in the event of emergency conditions as 


a result of financial exigency, the University will explore all available methods to effectively 


resolve the condition. A reduction-in-force will be considered as a viable alternative to resolve 


the condition.  


PROCEDURE 


Definitions:  


Financial Exigency is a formal declaration by the Tennessee Board of Regents that Tennessee 


State University faces an imminent financial crisis due to a current or projected absence of 


sufficient funds (appropriated or non-appropriated) for the campus as a whole. The lack of such 


funds creates an inability to maintain current programs and activities at a level sufficient to fulfill 


its educational goals and priorities and the budget can only be balanced by extraordinary means 


which include the termination of existing and continuing academic and nonacademic 


appointments. 


The following are general definitions of words and terms used in this policy. These words and 


terms are subject to further qualification and definition in the previous sections of this policy. 


I. ACTION REQUIRED PRIOR TO THE DECLARATION OF FINANCIAL  


EXIGENCY 


Financial exigency results from an imminent fiscal crisis characterizing the entire University; 


thus, the condition of financial exigency may not be declared at a level below that of the 


institution (i.e., it may not be declared at the level of an academic or administrative unit such as a 







school, department, or similar account-level unit). In light of the gravity of consequences 


resulting from a declaration of financial exigency, the process leading to a recommendation to 


the Tennessee Board of Regents that financial exigency be declared must be cautious, fair, well 


informed and as responsive as possible to the interests of various segments of the University. 


1. The responsibility for initiating a proposal for declaration of financial exigency resides 


with the President. Since recommending the declaration of financial exigency is an 


extreme measure, that responsibility requires the President to provide all appropriate 


assurances and documentation that available and reasonable procedures to reduce the 


expenditure levels of Tennessee State University are exhausted and no efforts have been 


spared to enhance revenues.  


 


2. Prior to proposing the declaration of financial exigency, the President shall share with the 


entire faculty or its representative body and with representatives of other campus 


personnel constituencies all pertinent analysis and documentation that, in his or her 


opinion, demonstrates an imminent fiscal crisis for the entire University. That analysis 


and documentation should be shared promptly and with sufficient notice to all personnel 


constituencies (including the representative faculty body); and opportunities should be 


provided for discussions with and advice from those bodies, answers to appropriate 


questions and general deliberations befitting the University. 


 


3. After discussion and review of any advice from various personnel constituencies, the 


President shall, if he or she remains convinced conditions warrant a recommendation for 


declaration of financial exigency, present the recommendation with full documentation to 


the Chancellor.  


 


4. In addition to providing the Tennessee Board of Regents with a recommendation to 


declare financial exigency, the Chancellor, in consultation with the campus President, 


shall also submit a statement of findings and conclusions which shall include at least the 


following: 


 


a) A description of the current fiscal condition of Tennessee State University, including 


the projected amount of deficit that would result from failure to declare financial 


exigency. 


 


b) A projection of the fiscal condition that would result, in the opinion of the President 


and the Chancellor, from general types of action anticipated to be taken subsequent to 


a declaration of financial exigency. 


 


c) An analysis of the reason for the current imminent fiscal crisis characterizing the 


entire University, specifying, with appropriate documentation, those identifiable 


factors contributing to the crisis. 


 


d) A statement of assurance, with supporting evidence, that available and reasonable 


procedures to reduce expenditure levels of the University are exhausted, further 


retrenchment within existing policies is not compatible with the objective of assuring 


maximum protection for the academic programs of TSU and the educational needs of 


students and efforts to enhance revenues have been carried out in a responsible 


manner. 


  







e) A transmittal of any advice, alternatives or information in writing by any University 


personnel constituencies (including the representative faculty body).  


II. ACTIONS REQUIRED SUBSEQUENT TO THE DECLARATION OF FINANCIAL 


EXIGENCY 


A. Should the Tennessee Board of Regents formally declare a state of financial exigency at 


Tennessee State University, the President shall, in a reasonable time and with appropriate 


documentation, initiate a proposed plan to allocate necessary funding reductions among the 


primary budgetary sub-units (e.g., academic affairs, student affairs, fiscal affairs, etc.) within 


the University. The following procedures shall be followed:  


 


1. The President shall convene the University's Financial Exigency Committee, the 


composition of which shall be broadly representative of all personnel constituencies 


(including the representative faculty body) and shall be defined in this policy. 


 


2. The President's proposed plan for allocating necessary funding reductions to primary 


budgetary sub-units shall be reviewed by the Financial Exigency Committee.  


 


a) Budgetary sub-units shall be reviewed by the Financial Exigency Committee. The 


Committee shall review the amounts of proposed reductions, evaluate proposed 


reductions in light of University priorities and consider administrative organization 


and academic priorities. It shall also consider the magnitude of proposed reductions in 


each primary budgetary sub-unit in light of factors prescribed by applicable state or 


federal laws regarding fair employment practices.  


 


b) The Committee shall submit to the President in writing within thirty days its response 


to the President's plan, which shall include either an endorsement or a 


recommendation of alternatives.  


 


c) The President shall consider any alternatives recommended by the Committee and, 


within thirty days, shall indicate to the Committee a final decision relative to the 


internal allocation of necessary funding reductions. This final plan should be 


communicated broadly to all personnel constituencies including the representative 


faculty body. 


 


3. Heads of primary budgetary sub-units, with broad and clearly defined faculty and staff 


consultation, shall recommend to the President plans for effecting their designated budget 


reductions. Those recommendations from heads of primary budgetary sub-units shall 


include proposed reductions in programs or personnel, shall achieve the designated 


reductions and shall respond to any inquiries the President or the Financial Exigency 


Committee may direct.  


 


4. As a primary component of his or her review of plans submitted by heads of primary 


budgetary sub-units, the President shall  prior to accepting them  submit the plans for 


review by the Financial Exigency Committee. 


 


B. This policy shall indicate general principles that the Committee will consider in reviewing 


plans submitted by heads of primary budgetary sub-units. While policies may include other 


principles, the Committee must consider at least the following general principles:  







1. Retrenchment other than reduction-in-force should reflect as its major priority maximum 


protection for the academic programs of the institution and the educational needs of 


students.  


 


2. When an academic or administrative unit undergoes reduction-in-force, the principal 


consideration in determining which persons to retain and which to terminate should be 


the maintenance of viable academic or support programs within that unit. 


 


3. Personnel of affected academic or administrative units should have clearly defined 


advisory involvement relative to determining specific persons and minimal personnel 


needs or areas of specialization essential to a unit's viability.  


 


4. To avoid the possibility of compromising the quality of highly productive programs 


within the University and to recognize the best interests of continued academic 


excellence, reduction-in-force cannot normally be accomplished on a strictly across-the-


board basis.  


 


5. Affirmative action plans should be carefully considered in all personnel decisions. 


 


6. Unless an exception is made to maintain a viable academic or support program (see #2 


above) or for the reasons of affirmative action (see #5 above), decisions as to the order of 


personnel terminations in academic or administrative units should be made in light of 


factors clearly defined in Tennessee State University policies. 


 


7. The financial exigency plan should specify clearly and in rank order the role of defined 


factors in determining order of personnel terminations in academic or administrative units 


under conditions of financial exigency. Those factors shall include  but are not limited to  


tenure status, rank, seniority within rank, local seniority within rank, length of service, 


performance evaluations. 


 


C. The Financial Exigency Committee shall submit in writing to the President its response to the 


plans for recommended reductions submitted by heads of primary budgetary sub-units. That 


response shall include either an endorsement or a recommendation of alternatives.  


 


1. After appropriate review of response by the Financial Exigency Committee, the President 


shall indicate his or her acceptance, rejection or amendments to reduction plans submitted 


by heads of primary budgetary sub-units.  


 


D. The President shall communicate his composite plan for reducing expenditures to the entire 


campus community. 


 


1. The President shall submit for approval by the Chancellor his composite plan for 


effecting budgetary reductions as required by the fiscal condition of the University. That 


transmittal must include the written response by the Financial Exigency Committee to 


both (1) the President's plan for allocating necessary funding reductions to primary 


budgetary sub-units and (2) plans for the primary budgetary sub-units for effecting their 


designated budget reductions.  


 


E. If the Chancellor approves the plan for implementation, he or she shall submit it as 


information at the next meeting of the Tennessee Board of Regents. 







III. PROCEDURES FOR TERMINATION OF PERSONNEL UNDER CONDITIONS OF 


FINANCIAL EXIGENCY 


Following declaration of the Tennessee Board of Regents that a condition of financial exigency 


exists at Tennessee State University, the President of Tennessee State University, having 


complied with those actions required subsequent to the declaration of financial exigency (see 


Section IV.), is authorized to carry out those actions including reduction-in-force, which are 


included in the plan approved by the Chancellor. Reduction-in-force under this policy may 


include any personnel classification, including tenured faculty members or probationary faculty 


members prior to the end of their terms of appointment. 


A. The procedures for termination described in this policy are in force only during a period in 


which the Tennessee Board of Regents has declared Tennessee State University is in a 


condition of financial exigency. 


 


B. An individual selected for termination shall receive prompt written notification from the 


President. That notification shall include the following: 


 


1. A statement of the basis on which the individual was selected for termination  


 


2. An indication of the data or reasons supporting the choice if it is not a clearly defined 


factor such as rank or tenure status  


 


3. A statement of the date on which the termination is to become effective 


 


4. A copy of the declaration of financial exigency adopted by the Tennessee Board of 


Regents 


  


5. Such other information as the President may deem appropriate.  


 


C. An individual who receives notice of termination, as described in Section b above, may 


appeal the decision as specified in Tennessee Board of Regents Policy No. 5:06:06:00. 


 


D. Tennessee State University shall provide in its policy on Financial Exigency procedural 


provisions for a Faculty Hearing Committee and for a Staff Hearing Committee. The Faculty 


Hearing Committee and the Staff Hearing Committee shall ensure prompt hearings are 


thorough and fair but need not be judicial in nature. Strict rules of procedure (e.g., 


confrontation, cross-examination, and formal rules of evidence) need not be required.  


 


E. The following conditions constitute grounds for appeal by an individual on notice of 


termination:  


 


1. Established institutional procedures or provisions of Board Policy 5:02:06:00 were not 


followed.  


 


2. Appropriate criteria were not applied, including but not limited to the allegation his or her 


selection constituted a violation of the individual's academic freedom or unfounded or 


arbitrary assumptions of fact were made.  


 







F. The Hearing Committees shall not review the decision concerning the declaration of financial 


exigency or the president's plan for the amount of reduction to be assumed by each primary 


budgetary sub-unit. 


 


G. A recommendation will be sent from the Faculty or Staff Hearing Committee to the President 


recommending he uphold or reverse the action of termination, and the President will inform 


the appropriate Hearing Committee and the individual of his final decision. 


 


H. The final decision of the President may be appealed to the Chancellor and, upon reaching a 


decision, to the Tennessee Board of Regents.  


IV. CONTINUING RIGHTS OF PERSONS TERMINATED UNDER  


CONDITIONS OF FINANCIAL EXIGENCY  


No vacancy caused by a termination under conditions of financial exigency shall be filled for a 


period of three years from the time of notice of termination without first offering the position to 


the person terminated (academic or nonacademic), provided the person terminated keeps the 


institution informed of his or her current mailing address. If the person previously terminated is 


offered and accepts the same or closely similar position in the same department from which 


he/she left, he or she will be returned with the same rank and tenure status and salary level.  


V. TERMINATION OF DECLARATION OF FINANCIAL EXIGENCY 


If the financial health of the institution improves sufficiently, the President shall initiate a 


proposal for the termination of a declared state of financial exigency. The policies and 


procedures established by this policy shall continue in effect during the period of a state of 


financial exigency. At the termination of a declared state, action by the Tennessee Board of 


Regents shall cause all policies, procedures and bodies created in this policy for the sole purpose 


of making and implementing exigency decisions cease to exist.  


 


REFERENCE 


TBR Policy No. 5:02:06:00  


Updated 4/2014 


 



https://policies.tbr.edu/policies/financial-exigency





 


Leave – Family, Medical & Servicemember (6.22.12) 


 


PURPOSE  


In compliance with the Family and Medical Leave Act of 1993, as amended, (“FMLA” or “the Act”) it is the 
policy of Tennessee State University to provide eligible employees up to 12 workweeks of leave during a 12-
month period for family or medical leave, or for a qualifying exigency; or, up to 26 workweeks of leave for 
military caregiver leave during a 12-month period for reasons specified in this Policy, to provide continued 
health insurance coverage during the leave period and to insure employee reinstatement to the same or an 
equivalent position following the leave period. 


POLICY 


Please refer to TBR Policy 5:01:01:14, Family, Medical & Servicemember Leave, for the most recent 
information.  
 
PROCEDURE 


Form – WH-380-E Certification of Health Care Provider for Employee’s Serious Health Condition (PDF) 


Form – WH-380-F Certification of Health Care Provider for Family Member’s Serious Health Condition (PDF) 


Form – WH-381 Notice of Eligibility and Rights and Responsibilities (PDF) 


Form – WH-382 Designation Notice (PDF) 


Form – WH-384 Certification of Qualifying Exigency for Military Family Leave (PDF) 


Form – WH-385 Certification for Serious Injury or Illness of Current Servicemember – for Military Family 
Leave (PDF)  


Form – WH-385-V Certification for Serious Injury or Illness of a Veteran for Military Caregive Leave (PDF) 


 


REFERENCE 


TBR Policy 5:01:01:14 
Updated 6/2015	  







Grievance Form 


(Print or Type) 


Name __________________________________________________________________ 


Position ____________________________ Department ________________________ 


Phone ____________________________ Email ______________________________ 


Please see page 2 for definition of “Grievance”. 


Step 1 


Has this matter been discussed with your immediate supervisor? Yes No 


Name of immediate supervisor ________________________________________________ 


Date grievance initially discussed with immediate supervisor ________________________ 


If answered “No”, you must seek resolution with your immediate supervisor before proceeding. 


Step 2 (if necessary) 


Has this matter been discussed with your next higher level supervisor? Yes  No 


Name of next higher level supervisor ________________________________________________ 


Date grievance initially discussed with next higher level supervisor  __________________ 


If not satisfied with the result of Step 1, you must notify your next higher level supervisor for 


further review. 


Please explain the nature of your grievance (must include specific University or TBR Policy 


violated): 


______________________________________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________ 


______________________________________________________________________________  


______________________________________________________________________________ 


______________________________________________________________________________  


______________________________________________________________________________ 


How would you like for this matter to be resolved?  


______________________________________________________________________________ 


______________________________________________________________________________ 


___________________________________ ______________________________ 


Employee's Signature Date 







 


 


 
Grievance (Committee review available) – An employee may only grieve actions the 


institution has taken against the employee which: 


 


o Violates institution or TBR policy, or involves an inconsistent application of these 


same policies; 


 


o Violates any constitutional right. The most likely areas of concern are the First, 


Fourth or Fourteenth Amendment of the federal constitution when that action 


hampers free speech, freedom of religion, the right to association, provides for 


improper search and seizure, or denies constitutionally required notice or 


procedures; or 


 


o Violates a federal or state statute not covered by TBR Guideline P-080. 







 


Grievance Procedures (6.10.1)  


 
 


PURPOSE 


 


The purpose of this guideline is to establish the process regarding employee Grievances 


Tennessee State University. 


 


Grievance Form 


 


 


DEFINITIONS 


 


 Grievance (Committee review available) – An employee may only grieve actions the 


institution has taken against the employee which: 


 


o Violates institution or TBR policy, or involves an inconsistent application of these 


same policies; 


 


o Violates any constitutional right. The most likely areas of concern are the First, 


Fourth or Fourteenth Amendment of the federal constitution when that action 


hampers free speech, freedom of religion, the right to association, provides for 


improper search and seizure, or denies constitutionally required notice or 


procedures; or 


 


o Violates a federal or state statute not covered by TBR Guideline P-080. 


 


 Employee - For purposes of the grievance procedures, an employee is defined as faculty 


(though not including faculty on adjunct contracts), executive, administrative, 


professional staff, clerical staff, and support personnel. Probationary employees, student 


workers and graduate assistants are not included in the definition of employee. 


 


 Employment Action – Employment action is the demotion, suspension without pay, 


termination of an employee, or work assignments or conditions of work which violate 


statute or policy. 


 


 



http://www.tnstate.edu/hr/forms/Grievance%20Form%208%2014.pdf





 


PROCEDURES 


 


I. Grievance Procedure 


 


A. A grievance must be initiated within ten (10) workdays after the employee 


receives notice or becomes aware of the action which is the basis for the 


grievance. 


 


1. The administrator considering the grievance at each step shall issue a 


written decision with specific reasons stated for the decision. 


 


2. If the employee is not satisfied with the decision at any step, he/she must 


carry the grievance forward to the next step within ten (10) workdays after 


receiving the written decision. 


 


3. If the employee does not carry the grievance forward within ten (10) 


workdays, the grievance procedure shall be terminated and the grievance 


disposed of in accordance with the last written decision. 


 


a. For purposes of this procedure, the term “workdays” refers to 


Monday through Friday. 


 


4. The President may grant reasonable extension of the applicable time limit 


at each stage of the procedure upon the timely showing of good cause. The 


request for an extension must be in writing. The approval or denial of the 


request shall also be in writing. 


 


5. Once a grievance is initiated, the grievant may not later present the same 


grievance again in an attempt to gain a more favorable outcome. 


 


6. Employees shall be given the opportunity to pursue grievances during 


their assigned work time. Access to procedures under this policy shall not 


interfere with the normal work flow of Tennessee State University 


 


B. Testimony, Witnesses and Representation 


 


1. At every step, the employee may testify and present witnesses and 


materials in support of his/her position. 


 


a. The testimony of an employee, given either on his/her own behalf 


or as a witness for another employee, will not subject an employee 


to retaliatory action. 


 


2. At every step, the employee may be accompanied by a representative as 


defined by the institution which may also specify the parameters of 







participation by the representative during the hearing process. 


 


a. At the discretion of the panel chair, additional employees from the 


unit may be allowed to attend the employee panel hearing 


conducted as the final step. 


 


 


C. Steps of Review 


 


1. Step 1-- Supervisor or Administrator Instituting Employment Action: 


 


a. Within ten (10) workdays after the employee receives notice or 


becomes aware of the action which is the basis for the grievance, 


the employee completes a Grievance Form (which may be 


obtained from Human Resources), submits it to Human Resources 


and provides a copy to his/her supervisor or the administrator 


instituting employment action. While a particular form is not 


required to file a grievance, the employee must make it clear that 


she/he intends to utilize the grievance procedures for resolution of 


the employment action. 


 


b. Within ten (10) workdays after receipt of the grievance, the 


supervisor or administrator initiating employment action and the 


employee meet and discuss the grievance in a face-to-face meeting. 


 


c. If the supervisor or administrator was not the one who 


recommended the original employment action, or is recommending 


a change from the original employment action, the supervisor or 


administrator will make a recommendation to the administrator 


who made the original employment action. 


 


d. Any changes from the original employment action must be 


approved by the President or Director, as appropriate, before being 


communicated to the employee. 


 


e. Within ten (10) workdays after the face-to-face meeting, the 


supervisor or administrator must communicate the decision in 


writing to the grievant with specific reasons stated for the decision. 


 


f. If the supervisor or administrator fails to respond or if the decision 


is not satisfactory to the employee, the employee may carry the 


grievance forward to Step 2. 


 


2. Step 2--Next Higher Level of Management: 


 







a. Within ten (10) workdays after receiving the written decision at 


Step 1, if the employee is not satisfied with the result of Step 1, the 


employee must notify Human Resources that he/she wants further 


review. 


 


1. Human Resources schedules a face-to-face meeting to 


occur within ten (10) workdays after receiving notice that 


the employee wants further review of the next level 


administrator. 


 


b. Within ten (10) workdays after the face-to-face meeting, the next 


level administrator issues a written decision that includes specific 


reasons for the decision. 


 


c. Any changes from the original employment action must be 


approved by the President or Director, as appropriate, before being 


communicated to the employee. 


 


3. Step 3--Hearing: 


| 


a. Within ten (10) workdays after receiving the written decision at 


Step 2, the employee can request a grievance hearing before a 


panel of employees. 


 


b. The employee must notify Human Resources in writing whether 


he/she wants a hearing before an employee panel. 


 


c. Alternatively, the employee may request a hearing under TBR 


Policy No. 1:06:00:05 (Cases Subject to TUAPA), if applicable. 


 


d. If the employee requests a hearing before an employee panel, 


Human Resources or the appropriate institutional person as defined 


by the institution policy selects the panel members, convenes the 


hearing and arranges for the grievance to be heard. 


 


e. The employee grievance panel may include non-exempt staff 


employees, exempt staff employees, or a combination of both 


exempt and non-exempt employees. 


 


f. The panel members representing the unit where the employee 


works may not serve on the grievance panel. 


 


g. Every effort should be made to include minorities, i.e. ethnic 


minorities and women, in the composition of the committee. 


 







h. The grievance panel shall hear the grievance within ten (10) 


workdays, if practicable, after the date on which the employee 


submits his/her written request to Human Resources. 


 


i. The written recommendation of the institutional panel or 


commission is subject to review by the President. 


 


4. Step 4–Review by the President, as appropriate: 


 


a. The written recommendation of the grievance panel will be 


forwarded to the President, as appropriate. 


 


b. Within ten (10) work days, if practicable, the President, as 


appropriate, or a designee will notify the grievant of the final 


decision. 


 


D. Grievances which are processed through the grievance committee and upon which 


the President has made a decision are appealable to the Chancellor only where the 


grievance falls within the parameters set out in TBR Policy 1:02:11:00. 


 


II. Non-Retaliation 


 


A. No employee shall retaliate or discriminate against another employee because of 


the latter employee’s filing of a grievance. 


 


B. In addition, no employee shall coerce another employee or interfere with the 


action of another employee in the latter employee’s attempt to file a grievance. 


 


C. Administrative, academic and supervisory personnel should also be informed that 


they are responsible for ensuring that the employee is free from retaliation, 


coercion and/or discrimination arising from the employee’s filing of or intent to 


file a grievance. 


 


III. Responsibility for Implementation 


 


A. The President, as appropriate or her designee of the institution has ultimate 


responsibility for implementation of the grievance procedures. 


 


B. Administrative, academic, and supervisory personnel are responsible for insuring 


that they inform and make available to all employees information concerning their 


right to file a grievance and their right to be protected from retaliation. 


 


IV. Maintenance of Records 


 


A. Copies of written grievances, and accompanying responses and documentation 


should be maintained at a specified location(s) at TSU for at least two years after 







the date of the employment decision. 


 


B. If a finding adverse to the grievant is made, the finding shall be maintained in the 


grievant personnel file.  


 


 


REFERENCES 


 


Grievance Form 


TBR Employee Grievance-Complaint Guideline P-110 


TBR Support Staff Grievance P-111 


TBR Policy No. 1:02:11:00 


 


Updated 8/2014 



http://www.tnstate.edu/hr/forms/Grievance%20Form%208%2014.pdf

https://policies.tbr.edu/guidelines/employee-grievance-complaint-guideline

https://policies.tbr.edu/guidelines/support-staff-grievance

https://policies.tbr.edu/policies/appeals-and-appearances-board





 


Immigration Reform and Control Act (6.18) 


 


PURPOSE 


 


The Immigration Reform and Control Act of 1986, Section of Public Law 99603, requires 


employers to refrain from knowingly hiring unauthorized aliens. The Employment Verification 


System, Section 274A(b) further requires that employers attest to having verified 


applicants/employees are not unauthorized aliens. 


 


POLICY 


 


To comply with the Immigration Reform and Control Act of 1986, and amendments thereto, 


Tennessee State University shall verify that an applicant/employee is not an unauthorized alien 


by examining a document described in Subparagraph 1 or a document described in Subparagraph 


2 and a document described in Subparagraph 3.  


 


PROCEDURE 


1. A document establishing both employment authorization and identity, such as: 


 


a. United States Passport 


 


b. Certificate of United State citizenship 


 


c. Certificate of naturalization  


 


d. Unexpired foreign passport which bears an appropriate, unexpired endorsement of the 


Attorney General authorizing the individual's employment in the United States; resident 


alien card or other alien registration card, if the card contains a photograph or other 


personal identifying information and shows evidence of employment in the United States. 


 


2. A document which evidences employment authorization, such as:  


 


a. Social security account number card (other than one which does not specify authorized 


employment in the United States)  


 







b. Certificate of birth in the United States or evidence of United States nationality at birth 


which the Attorney General finds, by regulation, to be acceptable 


 


c. Other documentation evidencing authorization of employment in the United States which 


the Attorney General finds, by regulation, to be acceptable. 


 


3. A document which establishes the identity of an individual, such as: 


 


a.   Driver's license or similar document issued by a State for the purpose of identification, if  


it contains a photograph or other identifying information.  


b.  In the case of individuals under the age of 16 or in a state which does not issue an     


identification document other than a driver's license, such other documentation of personal 


identity that the Attorney General deems reliable.  


The Office of Human Resources and the supervisor have joint responsibility for obtaining 


documented evidence of employability under the Immigration reform and control Act 


Requirements and ensuring unauthorized aliens are not employed at the University. 


 


REFERENCE 


 


Immigration Reform and Control Act of 1986, Section of Public Law 99603. 


Supersedes "Immigration Reform and Control Act Requirements" Policy No. 5:01 in the 


University Wide Policy Manual. 


 


Updated 4/2014 


 







 


Implementation of 37.5 Hour Work-Week (6.19)  


 


PURPOSE 


 


This policy is established according to provisions of the Fair Labor Standards Act and Tennessee 


Board of Regents policies and guidelines. 


 


POLICY 


 


It shall be the policy of Tennessee State University that regular work days, periods and times be 


established for all employees.  


 


PROCEDURE 


 


All regular full-time employees of the university, including faculty, shall work a minimum of 


37.5 hours per week throughout the year. The definition of "full-time teaching load" has not been 


altered as a result of the 37.5-hour work week. Pursuant to the establishment of the 37.5-hour 


work week which became effective January 1, 1982, the normal fiscal year shall be 1,950 hours. 


The 37.5-hour work week does not affect longevity payments, anniversary dates or 


computations. 


 


The work schedule shall include a one-hour lunch/meal break and, work-schedule permitting, 


two 15 minute miscellaneous breaks during each work day. For purposes of calculating the hours 


worked each week, lunch/meal breaks shall not be counted as time worked but miscellaneous 


breaks shall be counted. If an employee chooses not to take advantage of the 15-minute breaks, 


such time shall not be accumulated or added to lunch periods or any type of leave.  


 


It is recognized that in some instances the nature of the work requires a 40-hour work week be 


followed. Examples are Security and Boiler Operator positions where round-the-clock duty 


requirements necessitate three 8-hour shifts. Any employee working a 40-hour work week must 


accrue 8 hours of sick leave each month, an appropriate amount of annual leave based upon an 


8-hour day and length of service and 8 hours of pay for holidays.  


 


Computation of time for Attendance and Leave 
 


Because the official workday is 7.5 hours long, all attendance and leave records shall be kept in 


hours and tenths of hours, reflecting the actual hours worked each day and week. The following 







schedule of tenths of hours shall be followed in the documentation of time worked per day:  


 


.1 hour  =  1 - 6 minutes  


.2 hours =  7 - 12 minutes  


.3 hours =  13 - 18 minutes  


.4 hours  =  19 - 24 minutes  


.5 hours  =  25 - 30 minutes  


.6 hours =  31 - 36 minutes 


.7 hours =  37 - 42 minutes 


.8 hours =  43 - 48 minutes 


.9 hours =  49 - 54 minutes 


1.0 hour =  55 - 60 minutes 


The accrual of annual leave shall be recorded in hours and tenths of hours according to the 


following schedule for regular clerical and support personnel who work fulltime: 


Years of 


Service 


Accrual Rate 


Per Month 


Max Annual 


Accumulation 


Max 


Accumulation 


within FY 


Max 


Accumulation 


Carried 


Forward to 


Next FY 


0 – less than 5 7.5 hours 90.0 hours 315.0 hours 225.0 hours 


5 – less than 10 11.3 hours 135.6 hours 405.6 hours 270.0 hours 


10 – less than 20 13.2 hours 158.4 hours 450.9 hours 292.5 hours 


20 or more 15.0 hours 180.0 hours 495.0 hours 315.0 hours 


 


The accrual of sick leave shall also be recorded in hours and tenths of hours. All regular fulltime 


employees shall accrue 7.5 hours of sick leave per month with no maximum accumulation level. 


 


Only clerical and support employees (non-exempt) are eligible for overtime and compensatory 


time off. Overtime and compensatory time off shall be computed in accordance with the 


provisions of the Fair Labor Standards Act. 


 


Maintenance of Attendance and Leave Records 
 


The University Payroll Office shall maintain an individual, official record of attendance and 


leave on each university employee. The immediate supervisor and the hiring authority shall have 


joint responsibility for maintaining and submitting to the Payroll Office official attendance and 


leave records on monthly paid and semi-monthly paid employees. 


 


Semi-monthly attendance and leave records shall be forwarded to the Payroll Office by the 1st of 


the month for payment on the 15th; the 16th of the month for payment on the last business day of 


the month. Monthly attendance and leave records shall be submitted to the Payroll Department 


on the 16th of each month. Failure to comply with scheduled submission times may result in 


delay of paycheck. Each paycheck stub provides information on the type of leave taken during 


the month, holidays, year-to-date leave totals, and accumulated leave balances. Forms for 


certification of attendance and leave are available in The Office of Human Resources. 


 







The University shall maintain all other records necessary to comply with the provisions of the 


Fair Labor Standards Act. All attendance and leave records shall be subject to review and audit 


at any time by the Comptroller of the Treasury or his/her designee and/or the State Department 


of Human Resources.  


 


REFERENCES 


 


Fair Labor Standards Act 


TBR Guideline No. P-020 


Supersedes "Implementation of 37.5 Hour Workweek" Policy No. 5:04 in the University Wide 


Policy Manual 


Updated 4/2014 


 



https://policies.tbr.edu/guidelines/procedures-implementation-375-hour-work-week





 


Inclement Weather (6.42) 


 


PURPOSE 


The purpose of this policy is to outline the inclement weather policy for Tennessee State 


University. 


POLICY 


In accordance with TBR Policy No. 5:01:01:11 on Administrative Closing, the President may 


declare specific hours of emergency closing as the result of inclement weather. In such cases, 


regular full-time and part-time employees on the active payroll who are scheduled to work 


during the declared times of closing will be granted time off from work with pay. This time off 


will be "Administrative Leave." Employees who are not scheduled to work will not be paid for 


the emergency closing. 


If an emergency closing has not been declared due to inclement weather and an employee is 


prevented from reporting to work for his/her normally scheduled working hours, annual leave or 


leave without pay will be charged. Regular part-time employees will be affected on a pro rata 


basis. 


PROCEDURE 


In the event of inclement weather, the President will direct the Executive Director of Emergency 


Management to disseminate appropriate information regarding any significant departure from the 


official operating schedule of the University. Information to University employees and the 


general public will be communicated via 


 Local television 


 TSU Homepage 


 Emergency Text Alerts.  


The announcement will state that (A) "Classes have been canceled" or (B) "The University 


has been/will be closed.” (C) Opening of the University has been delayed ___ hours". (D) 


“Non-essential Departments/Personnel are/are not required to report/open…”  



https://policies.tbr.edu/policies/days-administrative-closing





(A) An announcement that "Classes have been canceled" means that classes and exams 


scheduled for that day and/or evening have been canceled. Administrative offices of the 


University will be open. The announcement may include one or more of the following sample 


statements.  


1. Day classes and scheduled exams have been canceled; or 


Day and evening classes and scheduled exams have been canceled; or 


Evening classes and scheduled exams have been canceled.  


2. All offices of the University are/will be open.  


3. Staff is to report at __________a.m.  


4. Women's and men's basketball games scheduled for _____________ this evening will be 


canceled.  


5. Insurance test scheduled for _____________this evening has been canceled.  


If cancellation is for less than a full day, a specific time period will be included in the 


announcement. The announcement will include information regarding day and/or evening 


classes, faculty reporting, sports events and non-instructional activities scheduled for that day or 


evening. Staff is to report to work areas. If a delay in staff reporting time will be in effect, the 


announcement will include time staff is to report to work. Staff who chooses not to report will 


charge time off to accrued compensatory or annual leave time. 


(B) An announcement that "the University is closed" means that classes and exams 


scheduled for that day and evening are canceled and administrative offices of the 


University are closed. The announcement may include one or more of the following statements.  


1. All classes and non-instructional activities are canceled.  


2. Administrative offices of the University are closed.  


3. Essential inclement weather employees are to report.  


Each Vice President has developed a "calling tree" process to be implemented, when necessary, 


to notify key staff during inclement weather or other emergency situation that impacts the 


official operating schedule of the University.  


(C) An announcement that “Opening of the University has been delayed” means that 


classes scheduled after the delay for that day and evening will proceed as normal. Classes 


scheduled during the span of delay are the only ones affected. 


(D)An announcement mentioning ““Non-essential Departments/Personnel” means that 


certain employees (Safety/Security/Some Facilities Management) must still report to work 


to maintain the safety and functionality of the University.  


 


REFERENCE 


TBR Policy No. 5:01:01:11 


Updated 10/2014 



https://policies.tbr.edu/policies/days-administrative-closing





 







 


Inspecting and Copying Public Records (6.20)  


 


PURPOSE 


The Tennessee Public Records Act, codified at Tenn. Code Ann. § 10-7-503 et seq., grants 


Tennessee citizens the right to inspect public records.  


The law allows records custodians to charge fees to supply copies of public records. Under Tenn. 


Code Ann. § 8-4-601 et seq., in 2008, the General Assembly created the Office of Open Records 


Counsel (OORC) and directed the OORC to develop a schedule of charges that may be used as a 


guideline to charge Tennessee citizens who request copies of public records. These guidelines 


create a safe harbor for institutions and records custodians who adhere to the policies and 


guidelines established by the OORC.  


The Tennessee Board of Regents policy 4:07:10:00, Charges for Producing Copies of Public 


Records, incorporating the OORC guidelines as they may be from time to time amended. 


Tennessee State University (TSU) has adopted this policy and the OORC guidelines, as follows. 


DEFINITIONS 


1. Labor - the time reasonably necessary to produce requested records, including time spent 


locating, retrieving, reviewing, redacting, and reproducing the records.  


 


2. Labor threshold - the labor of the employee(s) reasonably necessary to produce 


requested records for the first hour incurred by the institution in producing the records. 


  


3. Production costs - all reasonable costs the institution incurred to produce the public 


records requested by the requesting party.  Production costs include copying costs, labor 


costs, and delivery costs, as described in this policy. 


  


4. Public record - any record of the institution that is required to be open to inspection 


under the provisions of Tennessee and United States laws. 


  


5. Public Records Designee (PRD) - the person(s) at each campus, department or unit who 


receives/receive and coordinates /coordinate public records requests and 


maintains/maintain documentation of public records requests, responses, and charges. 


 







6. Requesting party - a Tennessee citizen who requests to inspect or copy public 


records.   To have access to public records, a requesting party must be a citizen of the 


State of Tennessee and provide a photo ID issued by a governmental entity containing the 


requestor’s Tennessee address. 


COPYING COSTS 


TSU adopts the rates for charges for making copies of public records by photographic or other 


means established by the OORC as they may be from time to time amended. Per-page fees for 


copying are as follows:  


Copy Charges  


1. Fifteen (15) cents per page for each standard 8 ½ x11 or 8 ½ x14 black and white copy 


produced. An amount equivalent to the charge for two (2) separate copies (thirty (30) 


cents per page) will be charged for duplex copies. 


  


2. If a public record is maintained in color, color copies may be produced if the custodian’s 


department has color copying equipment/capabilities. If color copies can be produced, the 


records custodian shall advise the requestor that the record can be produced in color if the 


requestor is willing to pay a charge higher than the fifteen (15) cents per page charge for 


black and white copies. If the requestor requests a color copy, a charge of fifty (50) cents 


per page will be assessed for each 8 ½ x 11 or 8 ½ x14 color copy produced. 


  


3. If actual costs are higher than those listed above or if the requested records are produced 


in a medium other than 8 ½ x11 or 8 ½ x 14 paper, the records custodian may assess 


higher charges based on actual cost. If higher charges based on actual cost are charged, 


they will be based on a schedule of charges documenting the University’s actual cost and 


stating the calculation and reasoning for the charges. 


 


4. These fees do not include costs for labor. Labor costs for copies shall be in addition to 


the cost for copies and assessed as follows: 


 


a. There will be no charge for the first hour of labor incurred in producing material for 


copying.  


 


b. After the first hour, the requestor shall be charged the hourly wage of the employee(s) 


reasonably necessary to produce the requested records. The hourly wage shall be based 


upon the base salary of the employee(s) and does not include benefits. If an employee is 


not paid on an hourly basis, the hourly wage shall be determined by dividing the 


employee’s annual salary by the required hours to be worked per year.  


 


c. The records custodian shall utilize the most cost efficient method of producing the 


requested records. 


 


5. If the requested records exist electronically, but not in the format requested or a new or 


modified computer program or application is necessary to convert or put the records in a 


readable and reproducible format or it is necessary to access backup files, the PRD shall 


charge the requesting party the actual costs incurred in producing the records in the 


format requested or in creating or modifying a computer program or application 







necessary to put the records in a readable and reproducible format or in accessing backup 


files. 


 


6. Electronic records will be produced only in a read-only format. 


PROCESS FOR CALCULATING LABOR COSTS 


The following process shall be used to calculate the labor costs to be charged to the requesting 


party: 


1. First, determine the number of hours each employee spent producing the requested public 


records.  


 


2. Second, subtract one (1) hour from the number of hours the highest paid employee spent 


producing the request.  


 


3. Third, multiply the total number of hours to be charged for the labor of each employee by 


that employee's hourly wage; and  


 


4. Fourth, add together the totals for all the employees involved in the request to determine 


the total amount of the labor costs to be charged to the requesting party. 


DELIVERY COSTS 


The requesting party will be assessed the cost(s) incurred by the University in delivering records 


to the requesting party in addition to any other charge permitted by rules promulgated by the 


OORC or existing law. 


1. There is no delivery charge for copies of records if the requestor picks the records up 


(i.e., receives them by hand delivery). 


  


2. At the discretion of the records custodian, copies of public records may be delivered 


through other means, including electronically, by U.S. Postal Service, or, if requested, by 


commercial carrier. If records are delivered using the U.S. Postal service or a commercial 


carrier, the requestor shall be assessed any labor costs incurred by the University related 


to preparing the records for this mode of delivery. 


  


3. It is anticipated that most requestors will pick the records up (i.e., receive them by hand 


delivery) and will not be assessed a delivery charge.  


PAYMENT 


If the requesting party requests copies of public records, the following provisions concerning 


payment of production costs shall apply: 


1. The PRD shall provide the requesting party an estimate of the production costs before 


initiating the production of copies of the requested public records.  


 







2. Payment of all production costs must be made in full before copies of public records are 


delivered or otherwise made available to the requesting party. 


  


3. Production costs must be paid by cash or check. Cash payments must be for the exact 


amount of the publication costs. 


  


4. The PRD will provide a receipt to the requesting party upon receipt of payment of the 


productions costs. 


REQUESTS FOR INSPECTION ONLY 


1. TSU shall not assess a charge to inspect public records unless otherwise required by law. 


 


2. When public records are requested for inspection only, the custodian will track the 


number of hours each employee spends producing the records in order to accurately 


assess costs in the event that the requestor converts a request for inspection into a request 


for copies.  


REQUESTS FOR COPIES FOLLOWING INSPECTION 


1. If a requesting party, after requesting to inspect public records, then requests copies, the 


requesting party shall be charged for all production (labor and copying) costs.  


 


2. Copying costs for inspection requests that are converted into requests for copies shall be 


computed and assessed as set forth in sections (III) (1) - (3), above. 


 


3. Labor costs for inspection requests that are converted into requests for copies shall be 


computed and assessed as set forth in sections (III) (4) (a) - (c), above. 


 


4. Delivery costs for inspection requests that are converted into requests for copies shall be 


computed and assessed as set forth in sections (V) (1) - (3), above. 


FREQUENT AND MULTIPLE REQUESTS FOR PUBLIC RECORDS 


1. TSU will assess a fee for all labor reasonably necessary to produce copies of requested 


records after the records custodian or a designee spends one (1) hour producing the 


requested records. 


  


2. During each calendar month, records custodians shall aggregate the number of requests 


for copies made per requestor. 


 


3. When the total number of requests made by a requester during a calendar month exceeds 


four (4), the requestor shall be charged a fee for all labor that is reasonably necessary to 


produce copies of the requested records. The requestor shall not be entitled to one (1) free 


hour of labor before additional costs are assessed. 


 


a. When the total number of requests made by a requester during any calendar 


month exceeds four (4), the requestor must be notified that a fee will be charged 


for all labor reasonably necessary to produce additional materials for copying. 


 







b. Labor costs shall be computed and assessed as set forth in sections (III) (4) (a) - 


(c), above. 


 


4. Requests for items that are routinely released and readily accessible, such as agendas for 


current calendar month meetings and approved minutes from meetings held during the 


previous calendar month, are exempt from this Frequent and Multiple Requests for 


Public Records policy provision.  


 


5. The total number of public record requests made by a requestor and by any other 


individual will be aggregated if the records custodian reasonably believes the requestor to 


be acting in concert with or as the agent of another person, entity or organization. When 


aggregating the labor of multiple requestors, the records custodian must file a Notice of 


Aggregation of Multiple Requestors (see appendix) with the Office of Open Records 


Counsel. 


 


6. If a records custodian aggregates requests by multiple requestors, in addition to filing a 


Notice of Aggregation of Multiple Requestors (see appendix) with the OORC, he or she 


must inform the requestors (1) of the determination to aggregate, and (1) that each has the 


right to appeal the decision to aggregate to the State if Tennessee Office of Open Records 


Counsel.  


 


REFERENCE 


TBR Policy 4:07:10:00 


 


Inspection/Duplication of Records Request 


Updated 4/2014 


 



https://policies.tbr.edu/policies/charges-producing-copies-public-records

http://www.tnstate.edu/hr/documents/formspage/generalhrforms/Inspection-Duplication%20of%20Records%20Request.pdf





 


Insurance (6.21)  


 


PURPOSE 


The purpose of this policy is to highlight the benefits of the State Group Insurance Program, and 


other optional benefits approved by the Tennessee Board of Regents (TBR) and the State 


Insurance Committee. 


POLICY 


Regular, full-time Tennessee State University employees who are scheduled to work at least 30 


hours a week are eligible to participate in all State and TBR sponsored insurance programs. Part-


time employees (as defined under Chapter 1004 of Public Acts of 1990) may be eligible to 


participate under the 1450 rule: The employee must have a total of 24 months of service and be 


scheduled to work 1450 hours or more during the fiscal year. Employees whose status changes 


so that they meet the eligibility requirements as outlined may be insured if the necessary 


enrollment form(s) is completed within thirty-one (31) days of the status change.  


Participating employees will be provided at least thirty (30) days’ notice when changes to 


insurance programs take effect (i.e., premium increase or decrease, reduction to or addition of 


benefits, and other modifications to current provisions). More information may be obtained in 


the State Group Insurance Program 2014 Eligibility & Enrollment Guide or reference to the State 


Plan Document.  


Available State of Tennessee programs include: 


 Medical Insurance/Pharmacy 


 Dental Insurance 


 Vision Insurance 


 Employee Assistance Program 


 ParTNers for Health Wellness Program 


 Life Insurance 


 Long-Term Care 


Available Tennessee Board of Regents programs include: 


 Vision Insurance 



http://www.tn.gov/finance/ins/pdf/2014_guide_st.pdf





 AFLAC Supplemental Insurance 


 Flexible Benefits Reimbursement Accounts 


 Long-Term Disability 


PROCEDURE 


ENROLLMENT/ELIGIBILITY PERIOD 


As a new employee, your eligibility date is your hire date. You must complete enrollment within 


31 days after your hire date.  Coverage starts on the first day of the month after your hire date. 


State Plan employees in the 1,450 hour category must apply within one full calendar month after 


meeting the 24-month requirement. 


If you are a part-time employee and gain full-time status, your coverage will start the first day of 


the month after gaining full-time status or you may choose the next month for coverage to start. 


You must complete one full calendar month of employment. Application must be made within 


one full calendar month after becoming eligible. 


You must be in a positive pay status on the day your coverage begins.  If you do not enroll in 


health coverage by the end of your enrollment period you must wait for the annual enrollment 


period, unless you have a qualifying event under the special enrollment provisions during the 


year.  Refer to the special enrollment provisions section of this guide for more information. 


A dependent’s coverage starts on the same date as yours unless newly acquired. Application to 


add a newly acquired dependent must be submitted within 60 days of the acquire date.  Family 


coverage based on enrolling newly acquired dependent children due to birth, adoption or legal 


custody must begin on the first day of the month in which the event occurred and the children 


shall be eligible for coverage on the date they were acquired. Coverage for an adopted child 


begins when the child has been adopted or has been placed for adoption.  If enrolled in single 


coverage and adding a newly-acquired spouse, you may choose to begin family coverage on the 


first day of the month in which your spouse was acquired or the first day of the following month. 


Depending on the date you choose, your newly-acquired spouse will be covered beginning with 


the acquire date (date of marriage) or the first day of the following month. 


 


There are four premium levels for health, dental and vision coverage to choose from depending 


on the size of your family: 


 Employee Only 


 Employee + Child(ren) 


 Employee + Spouse 


 Employee + Spouse + Child(ren) 


If you enroll as a family in the second, third or fourth premium level, all of you must enroll in the 


same health, dental and vision options. However, if you are married to an employee who is also  


member of the State, Local Education or Local Government Plan, you can each enroll in 


employee only coverage if you are not covering dependent children.  If you have children, one of 


you can choose employee only and the other can choose employee + child(ren). Then you can 


each choose your own  benefit option and carrier. 







If you are in the state plan and your spouse is also in the state plan, you both may want to think 


about choosing coverage as the head of contract. State plan employees can get a higher level of 


life insurance coverage as the head of contract.  Refer to the available benefits section of this 


guide for more information. 


ANNUAL ENROLLMENT TRANSFER PERIOD 


The enrollment period gives you another chance to enroll in health, dental, vision and optional 


accidental death coverage and apply for optional term life coverage. You can also make changes 


to your existing coverage, like increasing or decreasing optional term insurance, transferring 


between health, dental and vision options and canceling coverage. 


Benefit enrollments remain in  effect for a full plan year (January 1 through December 31). You 


may not cancel coverage outside of the enrollment period unless eligibility is lost or there is a 


qualifying change or event. 


EMPLOYEE ASSISTANCE PROGRAM (EAP) 


This program combines employee assistance, mental health and substance abuse benefits for all 


State of Tennessee employees. Employees can utilize the program for access to a network of 


EAP specialists who are experienced in dealing with marital, family, emotional, financial, and 


legal issues. 


All employees and dependents can receive up to six (6) free EAP counseling sessions per 


problem. The EAP network also includes community-based resources which may be free or 


available at special discounted rates. 


 


REFERENCE 


State Group Insurance Program 2014 Eligibility & Enrollment Guide  


State Plan Document 


 


Updated 4/2014 


 



http://www.tn.gov/finance/ins/pdf/2014_guide_st.pdf





 
 


 


Introduction (6.0)  


 


PURPOSE 


The purpose of Tennessee State University Personnel Policies and Procedures is to establish 


uniform and consistent guidelines that govern the University's work environment and to establish 


an appropriate service-oriented role for Human Resources as the customers' consultants and 


agents. Typically, this means bringing together people with expertise and addressing problems as 


part of the University quality management team. 


POLICY 


It is the policy of Tennessee State University to establish and periodically review a system of 


Personnel Policies and Procedures that support the University's mission and goals. The Office of 


Human Resources shall focus on strengthening the department's service orientation, thereby 


establishing a mutually advantageous partnership with faculty and staff. 


PROCEDURE 


The best communications are face-to-face or person-to-person, but it isn't always possible to 


personally interact with employees without the advantage of clear and consistently applied 


guidelines. The procedures established herein are alphabetical and reference Tennessee Board of 


Regent policies. Whenever there is a need to reference a policy or procedure, the Table of 


Contents should be used to identify the appropriate policy and section number. Whenever there 


is a doubt as to the applicability of a policy or procedure, the Director of Human Resources 


should be consulted.  


 


REFERENCE 


None  


 







 


Leave – Annual (6.22.2) 


 


PURPOSE  


The purpose of this policy is to establish the criteria and process regarding accrual of annual 


leave for employees at Tennessee State University. 


 


POLICY 


Please refer to TBR Policy 5:01:01:01, Annual Leave, for the most recent information.  


 


 


PROCEDURE 


The appropriate approving authority may require key administrative personnel to take a certain 


number of consecutive days of annual leave each year.  


All personnel entitled to accrue annual leave may request use of annual leave at any time. Such 


requests are subject to the discretion of the approving authority who is responsible for planning 


the work under his or her control and should be approved only at such times as the employee can 


best be spared. 


 


REFERENCE 


TBR Policy 5:01:01:01 


 


Updated 7/2014 


 



https://policies.tbr.edu/policies/annual-leave

https://policies.tbr.edu/policies/annual-leave





 


Leave - Bereavement (6.22.3) 


 


PURPOSE 


It is the policy of Tennessee State University to provide all regular, full-time and part-time 


employees time off without loss of pay due to the death of an immediate family member as 


defined below, consistent with T.C.A. § 8-50-113. 


Definitions 


 


Immediate family - shall be deemed to include:  


 Spouse  


 Child, Stepchild 


 Parent, Stepparent, Foster Parent, Parent-In-Law  


 Sibling(s)  


 Grandparents and Grandchildren  


 Other members of the family who reside within the home 


POLICY 


Please refer to TBR Policy 5:01:01:09, Bereavement Leave, for the most recent information. 


 


REFERENCE 


TBR Policy 5.01.01.09, Bereavement Leave 


 


Updated 7/2014 


 



https://policies.tbr.edu/policies/bereavement-leave

https://policies.tbr.edu/policies/bereavement-leave





 


Leave – Civil (6.22.4) 


 


PURPOSE  


The purpose of this policy is to establish the criteria and process regarding civil leave for 


employees at Tennessee State University. 


 


POLICY 


Please refer to TBR Policy 5:01:01:05, Civil Leave, for the most recent information.  


 


 


PROCEDURE 


All personnel requiring Civil Leave should provide their supervisor with timely notification and 


proper documentation of such leave for the necessary payroll processing and recordkeeping. 


 


REFERENCE 


TBR Policy 5:01:01:05 


 


Updated 7/2014 


 



https://policies.tbr.edu/policies/civil-leave

https://policies.tbr.edu/policies/civil-leave





 


Leave – Educational (6.22.14) 


 


PURPOSE  


The purpose of this policy is to establish the criteria and process regarding educational leave for 


employees at Tennessee State University. 


 


POLICY 


Please refer to TBR Policy 5:01:01:13, Educational Leave, for the most recent information.  


 


 


PROCEDURE 


Requests for educational leave for regular employees must be approved in advance by the 


President. Such approval must specify the length of the leave which normally should not exceed 


twelve (12) months. 


Each request for leave will be evaluated on its own merits and approval will depend upon the 


evidence provided as to the enhancement of the employee's value to Tennessee State University 


resulting from the leave. 


Form – Leave of Absence (non-FMLA) 


 


REFERENCE 


TBR Policy 5:01:01:13 


 


Updated 7/2014 


 



https://policies.tbr.edu/policies/educational-leave

http://www.tnstate.edu/hr/documents/formspage/parfs/Leave%20of%20Absence.xls

https://policies.tbr.edu/policies/educational-leave





 


Leave – Holiday (6.22.6) 


 


PURPOSE  


The purpose of this policy is to establish the criteria and process regarding holiday observance 


for employees at Tennessee State University. 


 


POLICY 


Please refer to TBR Policy 5:01:01:10, Holidays, for the most recent information.  


 


 


PROCEDURE 


When a holiday falls on Saturday, the Friday preceding the holiday may be substituted. When it 


falls on Sunday, the Monday following the holiday may be substituted. Where work schedules or 


duties make it necessary for an employee to work on a holiday, a corresponding amount of time 


off may be granted. 


 


 


REFERENCE 


TBR Policy 5:01:01:10 


 


Updated 7/2014 


 



https://policies.tbr.edu/policies/holidays

https://policies.tbr.edu/policies/holidays





 


Job Protection & Working During Leaves of Absence (6.22.01) 


 


PURPOSE  


Job protection during leaves of absence - Prohibition against secondary employment, working a 


second job, or moonlighting while on light duty, on leave or during a Leave of Absence. 


 


POLICY 


A leave of absence may be granted for a limited or specified period of time. The following types 


of leave may be granted if an employee has completed the probationary period and is otherwise 


eligible: 


• Bereavement Leave  


• Educational Leave  


• Civil Leave  


• Family, Medical & Servicemember Leave  


• Military Leave  


• Sick Leave  


• Worker’s Compensation Leave or Light Duty 


• Leave of Absence or intermittent leave under the ADA  


• Leave of Absence or intermittent leave under the FMLA 


• Leave to compete as a member of a United States team for athletic competition, on the world, 


Pan-American or Olympic level 


 


PROCEDURE 


An employee who is approved for one or more of the above types of leave shall have job 


protection for the duration of the employee’s approved period of leave. “Job protection” as used 


herein means a return to the employee’s position or an equivalent position unless otherwise 


provided by law. An employee who fails to report to work upon the expiration of an approved 


leave will be terminated per the provisions of TBR Policy 5:01:00:00. 


An employee who is approved for one or more of the above types of leave, or who is approved 


for limited duty, is prohibited from engaging in secondary employment. Employees who engage 


other employment or in self-employment while on authorized leave of absence or light duty will 



https://policies.tbr.edu/policies/general-personnel-policy





be terminated unless written authorization has been granted prior to commencement of the leave 


of absence. 


An employee who engages in other employment or engages in business for himself or herself 


while on leave of absence shall be discharged unless the employee and his or her supervisor 


have, prior to the commencement of such leave of absence, agreed in writing that it could be 


done. 


Absent written authorization prior to the commencement of any planned period of leave, or 


immediately following the commencement of any unplanned period of leave or any period of 


light duty, an employee who engages in other employment or engages in business for himself or 


herself shall be considered to have resigned, without recourse and not in good standing. 


The above limitations specifically do not apply to an employee’s use of annual leave, vacation 


leave, or absences resulting from a temporary reduction in force. 


 


 


REFERENCE 


TBR Policy 5:01:01:00 


 


Updated 7/2014 


 



https://policies.tbr.edu/policies/general-personnel-policy





 


Leave – Military (6.22.9) 


 


PURPOSE  


The purpose of this policy is to establish the criteria and process regarding military leave for 


employees at Tennessee State University. 


 


POLICY 


Please refer to TBR Policy 5:01:01:04, Military Leave, for the most recent information.  


 


 


DEFINITIONS 


Military Duty means training and service performed by an inductee, enlistee, or reservist or any 


entrant into a temporary component of the armed forces for the United States; and time spent in 


reporting for and returning from such training and service, or if a rejection occurs, from the place 


of reporting for such training and service. 


Military Duty also includes active duty training as a reservist in the armed forces of the United 


States or as a member of the national guard of the United States when the call is for training 


only. 


Qualified means that the employee has the ability to perform the essential tasks of the position. 


The employee’s inability to perform one or more non-essential tasks of a position does not make 


him or her unqualified. 


 


REFERENCE 


TBR Policy 5:01:01:04 


 


Updated 7/2014 



https://policies.tbr.edu/policies/military-leave-policy

https://policies.tbr.edu/policies/military-leave-policy





 


Leave of Absence (6.22.7) 


 


PURPOSE  


The purpose of this policy is to establish the criteria and process regarding leaves of absence for 


employees at Tennessee State University. 


 


POLICY & PROCEDURE 


Please refer to TBR Policy 5:01:01:03, Leave of Absence, for the most recent information.  


 


 


 


REFERENCE 


TBR Policy 5:01:01:03 


 


Updated 7/2014 


 



https://policies.tbr.edu/policies/leave-absence

https://policies.tbr.edu/policies/leave-absence





 


Parental Leave (6.22.1) 


 


PURPOSE  


It is the policy of Tennessee State University to provide a period of up to four (4) months of 


leave to eligible employees for adoption, pregnancy, childbirth and nursing the infant, where 


applicable, in accordance with T.C.A. § 4-21-408.  With regard to adoption, the four (4) month 


period shall begin at the time the employee receives custody of the child. 


POLICY 


Please refer to TBR Policy 5:01:01:08 for the most recent information. 


 


REFERENCE 


TBR Policy No. 5:01:01:08 


 


Updated 4/2014 


 



https://policies.tbr.edu/policies/parental-leave





 


Leave Policies (6.22.0) 


 


PURPOSE 


 


The purpose of policies contained in this section is to establish and clarify University Leave 


programs in compliance with Tennessee Board of Regents Guidelines. 


 


POLICY 


 


Please refer to TBR Policy 5:01:02:00 for the most recent information.  


 


PROCEDURE 


 


Procedures to be followed under each respective leave category are included in each leave 


policy, as follows:  


 


6.22.2 Leave - Annual  


6.22.3 Leave - Bereavement 


6.22.4 Leave - Civil  


6.22.6 Leave - Holiday  


6.22.7 Leave of Absence  


6.22.8 Leave – Transfers, State University & Community College System & State Agencies 


6.22.9 Leave - Military 


6.22.10 Leave - Sick  


6.22.11 Leave - Parental  


6.22.12 Leave - Family, Medical and Service Member 


6.22.13 Leave – Voting 


6.22.14 Leave - Educational 


 


REFERENCE 


 


None 


Updated 7/2014 







 


Leave – Sick (6.22.10) 


 


PURPOSE  


It is the policy of Tennessee State University to protect all regular full-time and part-time 


employees against loss of earnings due to illness, injury, or incapacity to work including illness 


or incapacity to work due to pregnancy, and to provide the time off to employees in the event of 


illness or death of certain family members. 


 


POLICY 


Please refer to TBR Policy 5:01:01:07, Sick Leave, for the most recent information.  


 


 


PROCEDURES 


Regular full-time personnel and full-time academic personnel, whether employed on a twelve-


month or nine-month service basis, shall accrue sick leave at the rate of 7.5 hours (1 day) for 


each month of actual service. Under no circumstances may a regular full-time employee earn 


more than 90 hours (12 days) of sick leave per year. 


 


 


REFERENCE 


TBR Policy 5:01:01:07 


 


Updated 7/2014 



https://policies.tbr.edu/policies/sick-leave

https://policies.tbr.edu/policies/sick-leave





 


 


Leave Transfer Between the State University & Community College System & State 


Agencies (6.22.8) 


 


PURPOSE  


The purpose of this policy is to establish the criteria and process regarding leave transfer 


between Tennessee State University, other TBR Institutions, the Community College System and 


other State Agencies. 


 


POLICY/GUIDELINE 


Please refer to TBR Policy 5:01:01:06, Leave Transfer Between the State…, for the most recent 


information.  


 


 


 


REFERENCE 


TBR Policy 5:01:01:06 


 


Updated 7/2014 


 



https://policies.tbr.edu/policies/leave-transfer-between-state-university-community-college-system-state-agencies

https://policies.tbr.edu/policies/leave-transfer-between-state-university-community-college-system-state-agencies





 


Leave – Voting (6.22.13) 


 


PURPOSE  


It is the policy of Tennessee State University to provide employees time off to vote in state, 


national, and local elections and to establish a procedure for reporting the time missed from 


work. 


POLICY 


Please refer to TBR Policy 5:01:01:12, Voting Leave, for the most recent information.  


 


 


PROCEDURE 


Requests for reasonable time off to vote must be received before 12:00 noon the day before the 


election. 


 


REFERENCE 


TBR Policy 5:01:01:12 


 


Updated 7/2014 


 



https://policies.tbr.edu/policies/voting-leave

https://policies.tbr.edu/policies/voting-leave





 


Nepotism (6.23) 


 


PURPOSE  


The purpose of this policy is to facilitate the consistent application of Tennessee State 


University’s prohibition of employees within the same line of supervision where one relative is 


responsible for supervising the job performance or work activities of another relative. 


DEFINITION 


Relative is defined as "a parent, foster parent, parent-in-law, child, spouse, brother, foster 


brother, sister, foster sister, grandparent, grandchild, son-in-law, brother-in-law, daughter-in-law, 


sister-in-law, or other family member who resides in the same household". (T.C.A. § 8-31-102) 


 


POLICY 


Please refer to TBR Personnel Policy P-090, Nepotism, for the most recent information. 


 


REFERENCE 


State of Tennessee T.C.A. § 8-31-102 


TBR Personnel Policy P-090, Nepotism 


 


Updated 8/2014 


 



https://policies.tbr.edu/guidelines/nepotism

http://www.tn.gov/attorneygeneral/op/2012/op12-61.pdf

https://policies.tbr.edu/guidelines/nepotism





 


New Hire Orientation (6.24)  


 


PURPOSE 


The purpose of this policy is to provide new employees with an overview of university policies, 


benefits and operating procedures.   


POLICY 


It is the intent of Tennessee State University to facilitate a positive and lasting employment 


relationship with new employees. This shall be accomplished in part through an online new 


employee orientation session facilitated by the Office of Human Resources. 


 


PROCEDURE 


New Hire Orientation is structured to provide valuable, standardized information through an easy 


to use online format. Orientation is self-directed and can be found at:  


http://www.tnstate.edu/hr/orientation.aspx 


Orientation Letters are distributed by the Office of Human Resources at the time the new 


employee signs their employment contract.  


 


Supervisors shall be responsible for welcoming new employees and communicating with them 


regarding University policies, procedures, rules and regulations unique to the office or work area. 


 


REFERENCE 


Supersedes "New Employee Orientation" Policy No. 5:07 in the University Wide Policy Manual 


 


Updated 9/2014 


 



http://www.tnstate.edu/hr/orientation.aspx





 


Nondiscrimination on Basis of Sex in Education (6.25) 


 


PURPOSE 


 


It is the intent of Tennessee State University to fully comply with Title IX of the Education 


Amendments of 1972, Sections 799A and 845 of the Public Health Service Act and Regulations 


issued pursuant thereto (45 C.F.R. Parts 83 and 86). The following policy and procedures are 


adopted by the university to assist in compliance.  


 


POLICY 


 


It is the policy of Tennessee State University, pursuant to Title IX of the Education Amendments 


of 1972, Section 799A and 845 of the Public Health Service Act and Regulations adopted 


pursuant thereto, not to discriminate on the basis of sex in the education programs or activities of 


the University, including health related training programs. The University shall ensure equal 


opportunity and nondiscrimination exist on the basis of sex for students in all education 


programs and activities, including but not limited to the following:  


1. Recruitment and admission 


2. Academic, extracurricular, research, occupational training, health related training, and 


other education programs 


3. 3. Rules on student life activities 


4. Housing 


5. Facilities 


6. Access to course offerings 


7. Counseling 


8. Financial assistance 


9. Employment assistance 


10. Health and insurance benefits and services 


11. Rules on marital or parental status 


12. Athletics 


In addition, in conjunction with TBR Policy No. 5:01:02:00, the University shall ensure no 


person, on the basis of sex, is excluded from participation, denied the benefits of or subjected to 


discrimination in employment under any education program or activity. Nondiscrimination in 


employment on the basis of sex shall include, but not be limited to, the following areas: 



https://policies.tbr.edu/policies/equal-employment-opportunity-and-affirmative-action





1. Employment criteria 


2. Recruitment and hiring 


3. Promotion, tenure, demotion, transfer, layoff, termination, nepotism policies, and 


rehearing 


4. Compensation 


5. Job assignments, classifications and descriptions, lines of progression and seniority lists 


6. Leave 


7. Fringe benefits 


8. All other terms, conditions, and privileges of employment.  


PROCEDURE 


 


A. A complaint may be filed by any present employee, former employee, and applicant for 


employment, student applicant for admissions or former student of the University. A 


complaint is considered filed only after it has been submitted in writing to the EEO/AA 


Office. The written complaint must be as specific and detailed as possible. Once a 


complaint is filed, documentation relating to the case will be housed in the EEO/AA 


Office of the University.  


 


B. A complaint may be filed (a) subsequent to an alleged act of discrimination or alleged 


violation of Title IX policy which has affected a person (b) to halt current practices in 


violation of person’s rights under Title IX or (c) to prevent contemplated action which, if 


initiated, could result in a violation of a person's rights under Title IX. 


 


C. After a complaint is filed, the EEO/AA Office will attempt to resolve the complaint. 


Parties charged will be provided a copy of the complaint and requested to make an 


official, written response.  


 


D. Within ten work days after the written charge is filed, the complaint officer will forward a 


written report on the status of the case to the complainant. If the case has not been 


resolved, an additional ten work days will be allowed in which the EEO/AA Office will 


continue efforts to resolve the complaint. If resolution is unsuccessful within that period, 


the complainant will be informed through written notification of the right to a formal 


hearing.  


 


E. The complainant must notify the EEO/AA Office within five work days from date of 


receipt of notification that a formal hearing is desired. If a formal hearing is requested, 


the EEO/AA Office will within fifteen days notify the complainant in writing of a hearing 


date and time. 


 


F. Findings of the investigation to this stage and all documentation on the complaint will be 


provided to the Committee and the President. The committee may request additional 


evidence/information from any or all parties to the charge. 


 


G. The committee will hear the case and hold the case under its jurisdiction until it arrives at 


a decision within twenty days of the initial hearing date. The written decision is 


forwarded to the EEO/AA Office, the President and parties to the charge. The President 


will either accept or reject the findings of the committee. 


 







H. If the complaint is not resolved and the complainant desires further consideration be 


given, a written request for appeal may be filed with the General Counsel of the 


Tennessee Board of Regents.  


 


I. Procedural due process will be observed during the processing of all grievances. 


 


J. The Fair Employment Practices Committee (FEPC) serves as the official University 


grievance committee for Title IX complaints. Information regarding the FEPC's function, 


membership, hearing procedures, etc., may be obtained from the EEO/AA Office. 


 


REFERENCE 


Title IX of the Education Amendments of 1972, Sections 799A and 845 of the Public Health 


Service Act 


TBR Policy No. 5:01:02:00 


TSU EO/AA Office 


Updated 9/2014 


 


 



https://policies.tbr.edu/policies/equal-employment-opportunity-and-affirmative-action

http://www.tnstate.edu/eeoaa/titleix.aspx





 


Outside Employment (6.26)  


 


PURPOSE 


The purpose of this policy is to outline the University's position on outside employment. 


POLICY 


Tennessee State University regards off-duty activities of employees to be their own personal 


matter. However, because an employee's conduct or particular life style, outside employment 


can, and sometimes does, reflect upon the University, or upon the employee’s job performance 


or credibility. TSU has established reasonable guidelines concerning the effect of certain types of 


behavior. These guidelines consider the influence of unusual behavior upon the University's 


reputation, public trust, the welfare of other employees and the employee's ability to perform in a 


certain capacity and the necessary credibility of an employee who does sometime notably 


unacceptable while off duty. 


Tennessee State University recognizes the value to its students, personnel and to the citizens of 


the State arising from the many types of consulting and other external experiences in which 


members of the faculty and professional staff may engage. Such activities can contribute to the 


quality of instruction, enhance the professional competency of the individual and bring credit to 


the University. These activities also provide valuable service to business, industry, professional 


groups, public and private organizations, local, state and federal governments, as well as provide 


important links between the University and the community. 


As defined herein this policy does not apply: (a) to normal, short-term professional activities 


such as participation in symposia, accreditation visits, speaking engagements, exhibitions or 


recitals, even though honoraria may be received for such participation (b) when the individual is 


not within the term of his or her contract period, or is on leave. 


The minimum guidelines pertaining to the outside employment of full-time faculty, 


administrators, and professional staff are as follows: 


 


Prior to engaging in outside professional employment or continuing business activity, the faculty, 


professional staff member, or administrator shall notify the President or his designee, of the 


nature of the employment and the expected commitment of time. The President or his designee 


shall determine whether the proposed employment is consistent with University procedures and 







Code of Ethics Conduct. In the event it is determined the employment is inconsistent with such 


procedures, the President or his designee shall notify the individual to that effect. The faculty or 


staff member may appeal such a decision through the normal channels for handling grievances. 


PROCEDURE 


The proposed outside professional employment or continuing business activity: 


1. Must not interfere with assigned duties and responsibilities.  


2. Must not constitute a conflict of interest or compete with the education, research or 


public service programs of the University.  


3. Must not be undertaken with the claim that the individual is an official representative of 


Tennessee State University.  


4. …if involving the use of University equipment, facilities or services must have 


University approval and provide for compensating the University at the rates established 


by the University. 


Off-Duty Conduct 


A. Employees who engage in or are associated with illegal, immoral or inimical conduct, the 


nature of which adversely affects the University or their own ability or credibility to carry 


out their employment responsibilities, may be subject to disciplinary action including 


termination. 


 


B. Employees may engage in off-duty employment provided: 


1. Written approval is granted in advance by the employee's supervisor and the 


President or his designee. 


  


2. The employment does not conflict with the employee's work schedules, duties and 


responsibilities. 


 


3. The employment does not create a conflict of interest. 


 


4. The employment does not create a detrimental effect upon the employee’s work 


performance with the university. 


  


5. The employment does not involve conducting business during hours of employment 


with the University unless expressly authorized.  


Self-employment is considered off-duty employment and falls under the same conditions 


as other off-duty employment, with the addition of the restriction that employment does 


not involve ownership of a private business that is incompatible with an employee's 


position at the University. 


C. Employees wishing to engage in off-duty employment are required to submit a written 


request explaining pertinent details to their supervisor. If approved by the supervisor and 


the President or his designee, copies of the request will be given to the employee and the 


supervisor and entered in to the employee's personnel file.  







Upon any subsequent change in off-duty employment, including the employer, type of work 


performed, modification of work schedule or work location, the employee will be required to 


submit a new or revised written request for off-duty employment and it will be processed as 


described above. 


D. An employee who sustains an injury or illness in connection with off-duty employment 


will: 


1. Not be entitled to receive workers' compensation benefits provided by the University. 


 


2. Not accrue credit for vacation, sick leave or any other discretionary employment 


benefits during a period of absence resulting from such injury or illness. 


 


3. Not be entitled to the normal contribution by the University toward health care 


benefit premiums during a period of absence resulting from such injury or illness.  


In those cases where an off-duty, employment-related injury or illness results in an 


employee's temporary disability, the employee must either request and obtain a leave of 


absence without pay, request and use accrued paid time off whereby items 3 and 4 above 


would not apply or be subject to termination by the University due to lack of availability 


for work. 


E. An employee's authorization to engage in off-duty employment may be revoked at any 


time and at the sole discretion of the University. Such revocations will generally be based 


upon finding the conditions set forth herein have not been met. 


 


REFERENCE 


TBR Policy No. 5:01:05:00 


 


Updated 9/2014 


 



https://policies.tbr.edu/policies/outside-employment-and-extra-compensation





 


Overtime Approval (6.27) 


 


PURPOSE  


 


The purpose of the Overtime Approval Policy is to establish campus wide budgetary control for 


the cost of overtime.  


 


POLICY  


 


1. Compensatory time and overtime payments shall be available to clerical and support 


employees only.  


 


2. Tennessee State University has a 37.5 hour work week.  


 


3. Both compensatory time and overtime pay shall be granted at the straight time rate for hours 


worked up to 40 in a work week and at time and one-half for any hours in excess of 40 in a work 


week.  


 


4. All overtime pay must be approved by the President before the hours are worked by the 


employee.  


 


5. Employees shall receive compensatory time for overtime hours worked without prior 


approval, unless otherwise provided as an emergency exception to these policies.  


 


PROCEDURE  


 


1. The immediate Supervisor of the employee(s) requiring overtime must initiate an Overtime 


Authorization Form (See attachment #1).  


 


2. The Director or the Department Head must approve the overtime and forward to the 


appropriate Vice President for approval.  


 


3. The Vice President must approve the overtime and forward to the Budget Office for approval. 


 


4. The Budget Office will forward the approved Overtime Authorization Form to the President 


for approval.  







5. After all approvals have been received; the copies of the Overtime Authorization form will be 


distributed as follows:  


 


a. Office of Human Resources  


b. Budget Office 


c. Department Head/Director  


d. Immediate Supervisor  


 


 


REFERENCE 


 


Updated 9/2014 


 







 


Overtime Compensation (6.28) 


 


PURPOSE  
 


The purpose of this policy is to comply with applicable local, state and federal laws, and to 


provide equitable consideration for work performed beyond the normal work week.  


 


POLICY  


 


It is the policy of Tennessee State University to require any employee to work overtime hours in 


order to meet the needs of the University and students. However, exempt employees are not 


eligible for overtime compensation. It is the intent of this policy to specify the terms and 


conditions by which overtime compensation will be paid to applicable employees and under 


what conditions overtime compensation is not payable.  


 


It is the expressed policy of Tennessee State University that Clerical and Support Employees 


who are subject to the Fair Labor Standards Act, as amended, shall agree, as a condition of 


employment with the University to accept Compensatory time off for all overtime hours worked, 


in lieu of overtime pay, except under the following conditions:  


 


The President of Tennessee State University shall approve all overtime pay.  


 


Any overtime hours worked will be compensated through the application of compensatory time, 


unless the overtime hours have been approved by the President prior to their being worked.  


 


This policy shall suffice as an understanding between TSU and employees in permitting the use 


of compensatory time.  


 


Employees in exempt classifications are not subject to these overtime or compensatory time 


provisions.  


 


PROCEDURE 


A. Compensatory Time (Comp Time)  


Definition: Compensatory Time is the accepted form of compensation for clerical and 


support employees who are subject to overtime provisions of the Fair Labor Standards 







Act.  


 


Compensatory time will generally be awarded to eligible employees for all hours worked 


beyond 40 in one work week. Compensatory time earned by an employee constitutes a 


legal liability for the University. Eligible employees may generally accrue a maximum of 


240 hours of compensatory time. Compensatory time will be awarded at the rate of time 


and one half for each hour worked beyond 40 in any work week.  


 


Public Safety and Security employees may accrue a maximum of 480 hours of 


compensatory time. The 480 hours accrual limit for public safety and security personnel 


does not apply to office or support personnel or other civilian employees who perform 


public safety activities in emergency situations, even if they spend substantially all of this 


time during a particular work week on public safety activities.  


 


Employees who transfer from a public safety/security position to a position subject to the 


240 hour limit may carry over to the new position any accrued compensatory time. 


However, the employee must be compensated in cash wages for any subsequent overtime 


hours worked until the number of accrued hours of compensatory time falls below the 


240 hour limit.  


 


An employee, who has accrued compensatory time and requests use of the time, must be 


permitted to use the time off within a reasonable period after making the request if it does 


not unduly disrupt the operations of the University or its business.  


B. Payment for Unused Compensatory Time Separation of Employment 


 


Employees eligible for compensatory time shall receive payments (cash) for accrued 


unused compensatory time, upon separation from the University.  


 


Upon termination of employment, an employee must be paid for unused compensatory 


time figured at:  


 


1. the average wages regular rate received by the employee during the last three years of  


employment or 


2. the final regular rate received by the employee, whichever is higher.  


 


(The phase "last 3 years of employment" means the 3-year period immediately prior 


to termination). 


  


C. Compensatory Time  Volunteer Work  


 


Under these procedures and in compliance with the Fair Labor Standards Act, the 


following shall apply:  


 


1.  an employee who volunteers to work overtime must be paid for that time because the 


employee is being permitted or suffered to work for the benefit of the University.  


 


NOTE: Department Heads and Supervisory personnel who permit clerical/support 


personnel to come in early and leave late must pay such employees overtime or 


compensatory time as provided in these policies.  







 


2. Department Heads and Supervisory personnel must instruct employees, subject to the 


Fair Labor Standards Act, not to work overtime and, if necessary, take steps to discipline 


employees who work unauthorized overtime hours. 


  


D. Compensatory Time  Record Keeping  


 


In addition to the general record keeping requirements of the Fair Labor Standards Act 


and TSU, special record keeping procedures must be followed for all TSU employees 


who are subject to these compensatory time provisions. Immediate supervisors must 


maintain and record the following: 


 


1. The number of compensatory hours earned each work week by employee.  


2. The number of compensatory hours used each week by each employee.  


3. The number of compensatory hours paid in cash. The total amount paid and the date of 


payment.  


 


Department heads or their designee shall be held responsible for documenting, 


maintaining and reporting required compensatory time information to Personnel. 


Compensatory time must be appropriately documented on the University's established 


time sheet.  


 


REFERENCE  


None 


 


Updated 10/2014 


 







 


Performance Evaluation (6.29)  


 


PURPOSE 


Tennessee State University recognizes employees have a need and expectation to be 


continuously advised of how their performance is perceived by their supervisors. The 


performance review process is used for that purpose. 


The performance review process is not a disciplinary process. It is a developmental process. 


Although Tennessee State University's performance review process is designed to measure an 


employee's overall job performance during the performance year, the evaluation should be 


directed towards goal planning and goal attainment.  


POLICY 


It is the policy of Tennessee State University that regularly scheduled performance 


measurements (evaluations) be conducted for administrative, professional and support staff 


annually, usually in May or June of each fiscal year. The evaluations should effectively measure 


the competence, efficiency, conduct, merit and other job related functions of each employee. 


It is the responsibility of the Director of Human Resources to assist deans, directors and 


department heads in the development of performance standards, methods and procedures and to 


assume overall responsibility for the University's performance evaluation system. 


Tennessee State University maintains a policy of evaluating the job performance of its 


employees as a means of measuring operational efficiency and effectiveness, providing 


employees with meaningful information about their work and aiding the University in making 


personnel decisions related to such areas as training, compensation, promotion, job assignments, 


retention and long-range planning of its operations. Evaluation of employees is intended to be 


participatory in nature, involving the employee's input as much as the rating supervisor, thereby 


helping employees to contribute to the progress of the University.  


PROCEDURE 


Administrative/Professional Employees  







The performance evaluation process for administrative and professional class employees should 


focus on specific goals and developmental training needs of the employee. Performance goals 


should be realistic, measurable in time, quantity and/or quality and challenging. 


Support Staff 


The performance evaluation process for this class of employees should also focus on specific 


goals. Employees in this class may routinely perform similar duties and in such cases may have 


similar organizational goals. Performance evaluations for support staff should measure 


employees' contribution to overall departmental goal achievement. The Office of Human 


Resources provides guidance in the development and measurement of specific and team- 


oriented goals. 


During the initial year of employment, employees will be evaluated at least twice: once within 


the 6-month probationary period and at the conclusion of their first year. Thereafter, evaluations 


will be conducted annually or more frequently as deemed appropriate by supervisory personnel. 


Among the factors evaluated during formal performance reviews are the employee's quality and 


quantity of work, work habits, interpersonal relations and adaptability to job conditions. Each 


employee is to be given an opportunity to meet with the evaluating supervisor to openly and 


candidly discuss the evaluation before it is finalized, whereupon the employee will be given a 


copy of the completed form. Where an employee has received deficient ratings in any category 


or aspect of work that represents a significant area of job responsibility, the evaluating supervisor 


should recommend specific corrective action to the appropriate dean, director or department head 


and notify the employee accordingly. Specific performance goals must be in writing. It is the 


responsibility of all supervisory and management personnel to provide reasonable training of 


employees, to initiate efforts to assist employee's in correcting deficient performance behavior, 


and to evaluate employees objectively. 


Probationary Evaluations 


Employees at Tennessee State University are hired with the expectation they will contribute to 


the success of the University. It is therefore reasonable to initiate certain measures during the 


employee's initial probationary period to maximize their potential for success. The initial 


probationary period for all non-faculty employees is six months.  


Each employee shall receive a formal performance evaluation during the initial probationary 


period as a means of determining such job characteristics as adjustment to employment 


conditions, integration into the University's work force, job learning process, attendance and any 


other feature of the individual's job success. During this period of initial employment, each 


employee is to receive close supervision, instruction, review of work, training and any other 


guidance that is supportive of the employee's opportunity for success on the job. 


Discretionary Performance Evaluations  


Tennessee State University retains the right to conduct performance evaluations at other than 


regularly scheduled times. 


This provides deans, directors and department heads a means of documenting specific 


performance deficiencies and a process in which to correct them. Further, should the particular 







performance deficiency not be corrected or correctable within acceptable limits, the discretionary 


evaluation can serve as important documentation when it becomes necessary to terminate the 


services of such an employee. The primary intent is to bring to the employee's attention a 


performance decline and the ways and means to correct it. It is hoped the problem will be 


resolved in this way and disciplinary measures, including termination, will not have to be 


considered.  


Review with Employee 


Each formal performance evaluation will be thoroughly discussed with the applicable employee 


to point out areas that need improvement or are unacceptable. Employees are encouraged to 


comment about their work performance, in writing or verbally, and to discuss working 


conditions and offer suggestions for improving business operations. 


The employee should sign the performance report to acknowledge awareness of its contents and 


discussion with the rating supervisor. The employee's signature does not necessarily mean the 


employee fully agrees with the contents of the report and the employee may so state on the form 


before signing.  


In situations when an employee has reason to disagree with the performance evaluation, the 


employee may respond to the content or conduct of the performance evaluation in writing within 


30 days following the employee's discussion of the performance evaluation with the evaluating 


supervisor.  


If an employee chooses this option, the employee's response should be forwarded to the 


evaluating supervisor and a copy should be submitted to the Personnel Director for inclusion into 


the employee's file with the original evaluation document. Employees are encouraged to request, 


in writing to their supervisor, their annual performance evaluation be conducted in a timely 


manner.  


Effects of Substandard Rating 


A substandard rating, as applied to performance evaluations, means any rating below the rating 


level of satisfactory/average/standard. Employees receiving a substandard rating or ratings may 


have their employment conditions modified in the following manner: 


 Ineligibility for promotional consideration until the deficiency is corrected. 


 Demotion to lower level of responsibility with a corresponding 6% decrease in salary.  


 Disciplinary probation with specific performance goals for improvement.  


 Termination. 


Specific action taken as the result of a substandard rating(s) will depend on, but not be limited to, 


such considerations as the weight or significance of the evaluation category compared to the 


importance of other aspects of job performance and the length of time pertinent job factors have 


been observed by the rating supervisor. 


Employees receiving substandard ratings will be reevaluated within three months to document 


progress in deficient categories unless the rating has resulted in a transfer, demotion or 


termination. If the employee's performance in the deficient category/categories has improved to 







at least a satisfactory/average/standard rating, while maintaining acceptable performance in other 


performance categories, the dean, director or department head may recommend the reversal of 


any demotion or restoration of promotional considerations. 


 


 


REFERENCE 


 


Updated 10/2014 


 







 


Position Announcements (6.30)  


 


PURPOSE 


 


The purpose of this policy is to describe required standards for all position announcements issued 


by Tennessee State University.  


 


POLICY 


 


It is the policy of Tennessee State University that the University's Position Announcement Form 


shall be used to announce appropriate vacant positions. 


 


PROCEDURE 


 


At such times when vacant positions are to be announced, the University's official Position 


Announcement Form must be used. A separate form is used for:  


(1) Faculty or Administrative/Professional and  


(2) Clerical and Support. (See Appendix B for copies of the forms). 


 


The appropriate Position Announcement Form must be prepared and submitted in accordance 


with TSU Policy No. 6.33 Recruitment and Employment of Personnel. 


 


The following guidelines should be followed when preparing the Position Announcement:  


 


 Terms such as "equivalent" and "preferred" must not be used. 


 An entry level salary must be shown for clerical and support positions. 


 A salary range must be shown for faculty or administrative positions. The term 


"negotiable" must not be used.  


 See the attached informational sheet for additional instructions regarding the completion 


of a Position Announcement.  


 


 







REFERENCE 


 


Policy No. 6.33 Recruitment and Employment of personnel, Personnel Section of the Business 


and Finance Policy and Procedure Manual.  


 


 


ATTACHMENT #1 


 


GUIDELINES FOR COMPLETING POSITION ANNOUNCEMENT FORM 


 


 


1. When Position Title is shown, indicate the specific position for which you are recruiting. You 


will be able to staff only the position that is shown on the announcement form. 


 


2. Where Department is shown; care should be taken in indicating the correct department. 


 


3. In the section entitled Position Summary, you should limit your summary to essential duties 


and responsibilities. An announcement is not a position description and cannot be all inclusive. 


 


4. Qualifications and Experience should list minimum qualifications and experience required to 


perform the responsibilities. This will not restrict you from selecting a person whose 


qualifications may exceed entry level. Generally, if the minimum qualification requires a 


bachelor's degree, several applicants will apply with a Master’s degree or better. 


 


5. Entry salary should be in accordance with the Classifications and Compensation plan for 


clerical and support positions. Exceptions to entry salaries can only be granted by the President. 


 


6. Since most 1100 positions are budgeted at a specific level, care should be taken in assigning 


the top of the salary range. The top of the range should not exceed the budgeted amount. 


 


 


Copies of each announcement form are available in the Office of Human Resources. 


 


Updated 10/2014 


 







 


Probationary Period (Non-Instructional) (6.31)  


 


PURPOSE  


 


The purpose of this policy is to provide on-the-job training orientation for newly appointed and 


transfer employees and to determine whether these employees and supervisors find the job 


and/or job performance satisfactory.  


 


POLICY 


 


All new, regular fulltime administrative and staff employees (exempt and nonexempt), whose 


appointments are expected to last longer than six months, shall be required to serve in a 


probationary (trial) status for six months.  


 


PROCEDURE  


 


During the probationary period, the supervisor shall schedule periodic conferences to apprise the 


employee of progress and to make sure work responsibility and job requirements are clearly 


communicated and understood. The supervisor shall maintain written documentation of each 


supervisor/employee conference. The process allows for coordinated monitoring efforts between 


the supervisor and the employee and for greater objectivity in the evaluation process. Prior to the 


close of the probationary period (last week of the fifth month), the supervisor shall 


conscientiously and objectively evaluate the employee's performance over the probationary 


period, discuss the performance evaluation with the employee and forward the final (written) 


evaluation to the Office of Human Resources. Human Resources shall review the evaluation for 


proper execution and documentation and take appropriate action to retain or dismiss the 


employee.  


 


DISMISSAL OF PROBATIONARY EMPLOYEES  


 


Probationary employees may be dismissed at any time during the probationary period without 


notice. Subsequent to separation a probationary employee will not be prohibited from applying 


for other positions at the University for which he/she may qualify.  


At the supervisor's discretion, a request may be made through the Office of Human Resources 


for the initiation of a probationary period for any regular fulltime employee when deemed 


necessary and appropriate, e.g., unsatisfactory job performance and/or conduct.  







 


Probationary periods shall in no way affect fringe benefits, e.g., the accumulation of sick and 


annual leave time.  


 


REFERENCE  


 


Supersedes "Probationary Period (Non-Instructional Personnel)" Policy No. 5:10 in the 


University Wide Policy Manual  


 


 


Updated 10/2014 


 







 


Promotions (6.32)  


 


PURPOSE  
 


The purpose of this policy is to provide promotional opportunities for employees. A promotion is 


defined as movement from one position to a higher position with a comparable increase in 


responsibility and pay.  


 


POLICY  


 


It is the policy of Tennessee State University to promote employees into vacant or new higher 


level positions when qualified employees are available and it is determined to be in the best 


interests of the University. 


 


PROCEDURE  
 


An employee who is promoted to a higher level position will be required to serve a probationary 


period not to exceed six months unless otherwise determined by the head of the department in 


which the employee is promoted.  


 


Employees promoted to higher positions will be evaluated at the end of the third and sixth 


month. Prior to the expiration of any probationary period the supervisor or department head has 


the discretion of extending the probationary period for disciplinary purposes or for purposes of 


further adjustment to job expectations and performance. 


 


Probationary evaluation will carefully consider the nature, scope and detail of the promotional 


position and in what manner and circumstance the employee is adapting to all conditions of the 


position. As with any evaluation process, a promoted employee's performance should be 


measured against specific performance goals and objectives. 


 


Tennessee State University recognizes in order for a promoted employee to have a high potential 


for success they should receive support, guidance, encouragement, training, direction and 


supervision intended to assure the successful adaptation to the new position. Occasionally the 


responsibilities and requirements of higher level positions may not prove suitable to a particular 


promoted employee or to the department in which the promotion took place, as determined by 


performance expectations. In the event a promotional 


assignment is unsatisfactory, for either the employee or Tennessee State University, the 







promoted employee may be allowed to return to a former position, if available, within the initial 


six month probationary period, at a pay level comparable to the former position. The opportunity 


to return to the former position is at the discretion of the hiring Department. The fact the former 


position is vacant does not guarantee return to the position. If the former position or a 


comparable position is not available, the returning employee may be terminated with the 


opportunity to reapply at a later date for a position which the employee qualifies.  


 


In situations such as those described above, the Director of Human Resources should be 


consulted prior to terminating a promoted employee.  


 


REFERENCE 


 


None 


Updated 10/2014 


 







 


Purpose and Principles of this Policy Manual (6.2) 


 


 


PURPOSE  


It is the purpose of this manual to establish and maintain a uniform system for managing 


personnel matters; to comply with applicable employment laws; and to provide for the standards, 


terms and conditions of employment with Tennessee State University. 


POLICY 


It is intended, by adoption and periodic amendment of these policies and procedures, to provide a 


guide for employees of the University in their routine work activities and relationships to the 


extent that the objectives of both Tennessee State University and individual employees can be 


achieved.  


PROCEDURE 


Tennessee State University believes the success of the University is largely due to the quality of 


its employees, the development of each employee's full potential and the University's ability to 


provide timely and satisfying rewards. Tennessee State University also recognizes employees 


differ in their skills, goals, perceptions and values; and it is basic to human nature that conditions 


may arise that are either insufficiently addressed in these procedures, or result in conflicts. In 


such cases, the University will endeavor to make personnel decisions that are fair and equitable, 


while at all times assuring the best interests of the University are served.  


Tennessee State University hereby asserts it has the right to employ the best qualified persons 


available; the continuation of employment is based on the need for work to be performed, 


availability of revenues, faithful and effective performance, proper personal conduct and 


continuing fitness of employees; and all employees are terminable at will unless otherwise 


specified in writing as a prescribed employment term. 


 


Therefore, the procedures set forth in this manual prescribe the terms, conditions, and standards 


of personnel operations for Tennessee State University, the content of which is neither 


contractually binding upon the University nor restrictive in terms of amendment or interpretation 







by the University. Employees are expected to acquaint themselves fully with the contents of this 


manual in order to establish an employment relationship based on a complete understanding of 


Tennessee State University personnel requirements, expectations and methods of conducting 


personnel matters. Since it is the policy of the University to encourage employee participation in 


all matters that affect their work, employees are encouraged to offer suggestions for 


improvement to these policies, employment practices or working conditions. 


Where there may be instances when these policies and procedures conflict with policies and 


procedures promulgated by the Tennessee Board of Regents, the Tennessee Board of Regents 


policy shall apply. 


 


REFERENCE 


None 


 


 







 


Recruitment and Employment (6.33 


 


PURPOSE 


The purpose of this policy is to ensure compliance with Tennessee Board of Regents (TBR) 


General Personnel Policy No. 5:0l:00:00 and Tennessee Board of Regents Guideline No. P-010 


as they relate to procedures for personnel appointments and transactions.  This procedure applies 


to all personnel appointments, regardless of EEO classification, although some specific 


provisions within these procedures do distinguish among the EEO classifications. EEO 


classifications are: 


  


                                    EEO-1   Executive/Administrative/Managerial 


                                    EEO-2   Faculty 


                                    EEO-3   Professional (Non Faculty) 


                                    EEO-4   Clerical/Support 


                                    EEO-5   Technical/Paraprofessional 


                                    EEO-6   Skilled Crafts 


                                    EEO-7   Service Maintenance 


  


POLICY 


It shall be the policy of Tennessee State University that all personnel recruitment and 


employment procedures are uniformly and consistently applied. 


PROCEDURE 


I. General Information 







The President is the final hiring authority at the University, and no offer of employment 


may be made until the hiring recommendation has been approved by the President and 


the President has signed the appropriate forms.  As described below, certain appointments 


must also be approved by the Chancellor. 


 


A. Appointments Requiring Approval by the Chancellor 


No offer of employment can be made for a position requiring the Chancellor’s 


approval until written or verbal approval has been given by the Chancellor or 


his/her designee.  


Tennessee State University must submit the following appointments and 


terminations to the Chancellor for approval: 


1. Pursuant to Section A. of TBR Policy No. 5:0l:00:00, appointments, 


promotions, and transfers to positions with salaries in excess of $75,000 


per year regardless of the position;   


 


2. Vice Presidents, including all interim appointments; and 


 


3. Academic deans, academic department and/or division heads, Directors of 


the Center of Excellence, and those who, with varying titles, have line 


responsibility for administration of academic faculty or staff at the 


academic disciplinary unit level, including interim appointments. 


 


B. Appointments Not Requiring Approval by the Chancellor 


 


All appointments not listed in I. A. above may be approved by the President, but 


the same hiring procedures outlined in the following sections will be followed 


with the records being maintained at TSU. 


 


1. The President is responsible for assuring compliance with Board policy 


and guidelines.  


 


2. The Director of Equal Opportunity & Affirmative Action is responsible 


for monitoring the recruiting and employment process to assure 


compliance with the guideline (Tennessee Board of Regents Guideline No. 


P-010) and the institution’s Affirmative Action program and objectives. 


 


3. For affirmative action purposes, institutional records will be reviewed 


periodically by the Affirmative Action Officer. 


 


C. Types of Appointments 


 


1. Interim appointments - The department or person directing a hire may appoint 


a person to fill a vacant EEO 1-3 position on an interim basis.  Interim 


appointments are filled with internal candidates and normally continue for a 


period no longer than six months. The person/department recommending 


approval for the interim appointment must initiate a University Position 


Requisition and a University Recruitment Plan within one month from the 







beginning of the interim appointment. A written request seeking the extension 


of the interim appointment must include a rational as to why a search for a 


regular appointment cannot be made during the six-month period. This request 


must be approved by the appropriate Vice President and the Affirmative 


Action Officer.  During the interim period, a stipend will be added to the 


appointee’s salary. 


 


2. Regular appointments - The department or person directing a hire may make a 


recommendation to fill a vacant position. Regular appointments are filled with 


internal or external candidates. Regular appointments must follow the process 


outlined in Section II. 


 


3. Temporary appointments - The department or person directing a hire may 


appoint a person who meets the minimum qualifications of a position to fill a 


vacant position on a temporary basis. Temporary appointments may be filled 


with internal or external candidates. Temporary appointments may be made 


for a maximum of six months. There must be a one day break in service 


between each six month appointment period. The person or department 


recommending approval for the temporary appointment must initiate a 


University Position Requisition which contains the Recruitment Plan within 


one month from the beginning of the temporary appointment. A written 


request seeking the extension of the temporary appointment must include a 


rational as to why a search for a regular appointment cannot be made during 


the six-month period. Requests for reappointment must be reviewed by the 


Human Resources Director, who will make a recommendation to the area vice 


president regarding whether the circumstances warrant reappointment. 


 


D. Minimum Requirements for All Appointments 


 


The following actions or procedures are mandatory and are reflected in the 


procedures that follow:  


 


1. Establish an Affirmative Action Plan, which sets goals for all categories of 


employment; 


 


2. Develop appropriate recruitment and selection procedures to ensure 


fairness in employment; 


 


3. Determine in a discussion with the Affirmative Action Officer whether the 


University has met the affirmative action goal for the area or department 


(job group in which the vacant position occurs). Even if the University has 


met the overall institutional goal in an employment category, (i.e., 


executive/administrative/managerial; faculty; professional non-faculty; 


secretarial/clerical; technical and paraprofessional; skilled crafts; 


service/maintenance), there may be a goal for the area or department (job 


group) in which the vacant position is located which has not been met. 


 


4. All appointees must meet the minimum qualifications for a position. 


 


E. Additional Efforts Required by Institutions Covered by the 2001 Geier Consent                           







The Geier Consent Decree requires compliance with employment goals set in the 


institutional Affirmative Action Plan. Certain additional efforts to recruit and hire 


other-race individuals must be demonstrated.  Other-race is defined as White at 


Tennessee State University.  


 


In order to recruit and hire other-race individuals, TSU will follow the minimum 


requirements outlined above in Section D plus make these additional efforts: 


 


1. Solicit nominations from institutions, discipline-related groups, 


organizations devoted to leadership training in the field and/or individuals 


likely to generate other-race applicants; 


 


2. Provide documented evidence that direct contacts (telephone 


conversations, electronic messages, facsimile messages, meetings, 


correspondence, etc. with potential applicants) have been made with 


qualified other-race individuals to encourage their application for the 


vacancy; 


 


3. Provide assurance by the Affirmative Action Officer that an approved 


process has been followed and that qualified other-race applicants have 


been contacted and fully considered is mandatory. 


 


F. Searches 


 


External Searches  


 


External searches may be conducted on a national, regional, or local scope and the 


appropriate level of recruitment depends upon the level of the position being 


advertised. Procedures for external searches provide the standard method for the 


advertisement and recruitment of applicants.  Position vacancies for external 


searches in EEO categories 1, 2, and 3 need only be advertised for 14 calendar 


days. Position vacancies for external searches in EEO categories 4, 5, 6, and 7 


need only be advertised for 10 calendar days. The external search process is 


outlined in Section II. 


 


Any exceptions to the search procedures will be granted by the Affirmative 


Action Officer only in limited circumstances on a case-by-case basis.  A written 


request for exception must be submitted by the hiring department or person to the 


Affirmative Action Officer. 


 


Searches for Coaches   


 


Requirements to fill coaching vacancies will generally follow the requirements as 


set forth in section II.  Due to the unique nature of coaching positions and because 


vacancies may occur suddenly and require immediate action, an expedited search 


process may be necessary. The Athletics Director will consult with the 


Affirmative Action Officer to determine the process to be followed in lieu of the 


standard search process.  The Athletics Director must submit a written request 


justifying the deviation from the standard search process. 


 







II. Procedures for Recruitment and Appointment 


 


A. University Position Requisition Form 


The purpose of this form is to ensure that funds for a regular (i.e. non-temporary) 


position to be filled has been allocated and funded.  It serves as an approval to 


proceed with recruitment to fill the position.  The form is approved and signed, in 


order, by the following: budgetary head, dean or director, area vice president, grants 


officer (if applicable), budget director, Human Resources, EO/AA. 


B. Recruitment Plan 


 


1. The University Position Requisition contains the Recruitment Plan for the 


position. The Recruitment Plan has to be  approved prior to taking any 


recruitment action, the person directing the hire or the search committee must 


submit a written Recruitment Plan to the Affirmative Action Officer for approval. 


There is a standardized plan for EEO categories 4, 5, 6, and 7. There may be a 


need for occasional modification of this standard plan, depending on the nature of 


the position and the availability data.  The Recruitment Plan includes, but is not 


limited to, the following: 


 


a. The proposed job description, which has been reviewed by the Affirmative 


Action Officer. The job description establishes the criteria for advertising and 


screening of the candidates. Experience requirements should indicate whether 


student or graduate level work is applicable. 


 


b. Method of directing the hire (i.e., individual supervisor, search committee, 


etc.) 


 


c. Composition of the search committee and responsibilities of the members 


(i.e., direct contacts, references, interviews, etc.) 


 


d. An advertising plan which provides the following: 


 


i. Advertisement of the position on bulletin boards and/or in appropriate 


publications, and/or newspapers, and/or professional discipline-


specific journals, and/or professional discipline-specific Internet sites, 


and the Tennessee Employment Security Office.  For all advertising 


sources requiring payment, a purchase requisition and advertising copy 


appropriate for the publication must be attached.  The minimum 


posting period for EEO 1, 2, and 3 positions is 14 calendar days; for 


EEO 4-7, 10 calendar days.; 


 


ii. Requests for nominations from professional organizations, discipline-


related groups, and organizations devoted to leadership training (e.g., 


the ACE Office for Leadership Development) if applicable for the 


position; 


 







iii. Participation by other-race and/or minority members on all search, 


selection, or advisory committees, when practicable;  


 


iv. Direct contacts to assure that qualified minorities are aware of the 


vacancy and are encouraged to apply. 


 


v. All advertisements should duplicate the minimum qualifications stated 


in the job announcement, which accompanies the Recruitment Plan 


which is contained in the Position Requisition. 


 


vi. The appointing authority or search committee shall maintain a contact 


log to indicate all direct contacts made (telephone, e-mails, letters, 


etc.) 


 


2. Approval of the Recruitment Plan must be granted by the Affirmative Action 


Officer prior to the commencement of the recruitment process. 


 


a. The Affirmative Action Officer will approve the Recruitment Plan for EEO 


categories 1, 2, and 3 using the electronic recruitment system. 


 


b. The Position Requisition will be forwarded to the Human Resources Office 


for advertising.  The Affirmative Action Officer will review revised job 


requirements when a position is re-advertised. 


  


3. In the case of appointments of adjunct faculty, equal employment    opportunity 


efforts must include advertisement to establish and build diverse pools from 


which adjunct employees are chosen.  Thus, at least once each year, the Office of 


Academic Affairs will advertise the areas in which adjunct faculty are generally 


employed and/or in which specific needs for adjunct faculty have been identified. 


 


4. Approval of the recruitment plan must be granted by the Affirmative Action 


Officer for EEO categories 1, 2, and 3.  Recruitment plans for EEO categories 4, 


5, 6, and 7 do not require the specific approval of the Affirmative Action Officer, 


if the recruitment will proceed as specified in the Standardized Recruitment Plan 


for EEO categories 4, 5, 6, and 7. 


 


a. In such cases, the Human Resources Director shall work directly with the 


requesting department once the University Position Requisition Form has 


been approved. 


 


b. Any variation or exception to the standardized plan as outlined must be 


approved in writing by the Affirmative Action Officer.  


 


5. Recruitment plans for temporary appointment do not require the approval of the 


Affirmative Action Officer.  The Human Resources Director shall work with the 


requesting department. 


 


6. The Human Resources Office will publish open positions on the University’s 


website. 







Important:  If TSU has met its affirmative action goals, equal employment opportunity is 


required.  Race or sex cannot be used as a plus factor in hiring.  However, affirmative 


action efforts are appropriate in the recruitment process to assure a representative pool.  


Discrimination on the basis of sex, race, religion, color, national origin, age, disability, 


veteran status, or other illegal basis is a violation of law and University policy. 


III. Application Process 


 


A. An application consists of a resume, and cover letter, and/or application.  A Tennessee 


State University Application for Employment form should be submitted to the Human 


Resources Office by each applicant for employment using the electronic recruitment 


system.  Applicants for EEO categories 1, 2, and 3 may also be required to submit 


resumes/vitae, transcripts, or other documentation either at the time of application or at 


some other stage in the process. 


 


B. The Human Resources Office will maintain a log of applications received for each 


position. Upon expiration of the application deadline, the Human Resources Office will 


forward all applications to the person directing the hire.  A log of applicants will be 


maintained in the electronic recruitment system for review by the Affirmative Action 


Officer. (In the case of an open application period, applicants will be forwarded as they 


are received, and the log will be forwarded as requested.) 


 


C. The applicant pool must generally reflect the availability data for the defined vacancy in 


the discipline or field as determined by the appropriate job group in the institutional 


affirmative action plan.  Direct contacts will be required to assure the inclusion of 


persons from protected groups in the applicant pool. 


 


D. Screening and Interviewing 


 


1. All applications must be screened in compliance with the approved recruitment plan. 


The hiring authority/department or search committee will screen applicant pools for 


EEO categories 1-7 to ensure applicants interviewed for the position meet the 


requirements as posted in the University job announcement.  The Office of Academic 


Affairs or the unit head of an academic subunit will screen applicant pools for EEO 


category 2. Stated minimum qualifications cannot be waived without re-advertising 


the position and inviting all former applicants to reapply. 


 


2. The Affirmative Action Officer must review all applicant pools and approve their 


composition and the number and names of candidates to be interviewed prior to the 


scheduling of interviews (with the exception of temporary appointments). 


 


a. For EEO categories 1, 2, and 3, approval of the Affirmative Action Officer is 


solicited by the completing of Form A-1, Certification of Search Pool. 


 


i. For upper-level hires as defined in Section I.A.2, the Affirmative Action 


Officer forwards the form to TBR offices for further approval. 


 


ii. For other EEO 1, 2, and 3 hires, the Affirmative Action Officer’s approval 


is final. 







 


b. For EEO categories 4, 5, 6, and 7, the Affirmative Action Officer’s approval to 


interview is implicit if the Standardized Recruitment Plan for EEO categories4, 5, 


6 and 7 is utilized. 


 


3. Once approval to interview is granted, interviews must be conducted without 


discrimination and in compliance with applicable laws and statutes (e.g., EEO 


guidelines). 


 


a. Approval to Hire 


No decision may be communicated to an applicant nor may an offer of employment 


be made until the President has signed the Notice of Employment and Agreement of 


Employment.  The requisitioning department will be notified by the Human 


Resources Office when all approvals have been finalized. 


i. For positions defined in Section I.A., Form A-2, and Approval of 


Appointment, must first be submitted to and approved by the Affirmative 


Action Officer, who will also complete Section 5.C of the form.  The form 


must then be approved by the President and is forwarded by the EDC Office 


to the designated TBR staff person for approval. 


 


ii. Once approval has been granted, the process proceeds as outlined below. The 


area vice president will generate the following: 


 


 An Appointment Recommendation Form accompanied by an executed  


Job Applicant Flow Record Form which lists each applicant in rank 


order and which, based on the announced criteria, provides a well-


documented and objective reason for selection or non-selection; 


 


 A legible and complete Application for Employment, a resume/vitae 


(for EEO categories 1, 2, and 3), and other pertinent credentials for 


each candidates, including copies of pertinent licenses and 


certifications where applicable; 


 


 Unofficial transcripts; official transcripts of the selected candidate 


should be presented the first day of employment (for faculty 


appointments and for administrative and/or professional appointments 


with faculty rank; and for any position which requires a specific 


degree); 


 


 relevant test scores and/or evaluation instruments; 


 


 relevant screening instruments and scores; 


 


 a copy of the Position Announcement and any published 


advertisement, the University Position Requisition Form, and the 


Recruitment Plan (for categories 1, 2, and 3); 


 







 for retired State of Tennessee employees, a pre-approved TCRS 


Temporary Employment Form; 


 


 for current employees of other State of Tennessee agencies or 


institutions, dual services contract. 


 


4. The Human Resources Office will check employment and personal references for the 


selected candidate for non-faculty positions.  Academic deans and directors will 


check employment and personal references for a selected faculty candidate prior to 


recommending the candidate to the Vice President for Academic Affairs. 


 


5. The hiring authority must prepare an appointment recommendation form for 


approval. After the appointment has been approved by the area vice president, the 


Budget Office, the Human Resources Office, and the Affirmative Action Officer, a 


contract will be prepared by the Human Resources Office and forwarded to the 


Affirmative Action Office with the materials from Section II.E.2. for presentation to 


the President. 


 


6. For EEO Codes 4-7, and all adjunct faculty positions, telephone notification of 


candidates will be coordinated by the Human Resources Office.  The new employee 


will report to the Human Resources Office on or before the first day of work to sign 


the Notice of Appointment.  No employee may be allowed to begin work until he or 


she has signed the contract. 


 


IV. Absence from duty 


 


Absence from Duty An employee who is absent from duty for more than three (3) 


consecutive business days without giving notice to the appointing authority or 


appropriate manager concerning the reason for such absence and without securing 


permission to be on leave or who fails to report for duty or to the immediate supervisor or 


the appointing authority within two (2) business days after the expiration of any 


authorized leave of absence, absent unusual circumstances causing the employee's 


absence or preventing the employee's return, is considered as having resigned not in good 


standing. 


 


V. Academic Credentials to comply with T.C.A §49-7-133 


 


It is a Class A misdemeanor to misrepresent academic credentials. A person commits the 


offense of misrepresentation of academic credentials who, knowing that the statement is 


false and with the intent to secure employment at or admission to an institution of higher 


education in Tennessee, represents, orally or in writing that such person: 


 


Has successfully completed the required course work for and has been awarded one (1) or 


more degrees or diplomas from an accredited institution of higher education; Has 


successfully completed the required course work for and has been awarded one (1) or 


more degrees for diplomas from a particular institution of higher education; or Has 


successfully completed the required course work for and has been awarded one (1) or 


more degrees or diplomas in a particular field or specialty from an accredited institution 


of higher education. 







REFERENCE 
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Religion (6.34)  


 


PURPOSE 


 


The purpose of this policy is to establish guidelines in compliance with applicable state and 


federal laws. 


 


POLICY 


 


It shall be the policy of Tennessee State University to provide equal employment opportunities to 


individuals regardless of religious beliefs. Further, it shall be the University's policy to provide 


reasonable efforts to accommodate religious beliefs or practices to the extent that the University's 


operations are not compromised.  


 


PROCEDURE 


 


The definition of religious practices is not confined to theistic concepts or to traditional religious 


beliefs but also includes moral and ethical beliefs. Under the guidelines, a belief is religious not 


because a religious group professes that belief but because the individual sincerely holds that 


belief with the strength of traditional religious views. This definition is based on the Supreme 


Court decision in Seegar and Welsh and on the standards applied in Equal Employment 


Opportunity Commission Decisions. The obligation to accommodate begins when an employee 


notifies the employer of the need for an accommodation. Once notified, the employer shall 


consider the alternatives available for accommodating the religious practices of the individual 


involved. If there is more than one alternative available which would not cause undue hardship, 


the employer must offer the alternative which will least disadvantage the employment 


opportunities of the individual requiring the accommodation. When considering alternatives, 


guidelines suggest the use of voluntary substitutes and swaps, flexible scheduling, lateral transfer 


and change of job assignment. 


 


Tennessee State University shall justify refusal to accommodate an employee's religious 


practices by demonstrating that undue hardship in fact results from each available alternative. 


The use of pre-selection inquiries which determine an applicant's availability has an exclusionary 


effect on persons whose religious practices conflict with an employer's working hours. The 


University shall, therefore, justify the use of pre-selection inquiries by business necessity. Prior 







to denial by a University supervisor to accommodate the religious practices of an employee, the 


supervisor shall contact the Office of Human Resources for assistance. 


 


REFERENCE 


 


Updated 10/2014 


 







P- 130 Exhibit 1 


 
Request for Educational Assistance 


 
Name: ___________________________________  Employee ID #:__________________ 


 


Department: ________________________ Job Title: ________________   Office phone: ____________________ 


 


Index/Account Number: _________________________________________________ 


 


Alternate work scheduled requested:  [ ] Yes [ ] No If yes, attach schedule 


 
Audit/Non-Credit Program 


 
Institution: ____________________________ Term: ____________________  


 


Course Title Hours/CEUs Class period (time/days) 
(Ex: T TH 9-10) 


    


    


    
 Classes will be taken for:  (  ) audit   (  ) non-credit 


 
Fee Waiver – One for-credit course per term 


  
Institution: ____________________________ Term: ____________________  


 


Course Title Hours/CEUs Class period (time/days) 
(Ex: T TH 9-10) 


    


(  ) Undergraduate   (  ) Graduate 
 
I have read and fully understand the requirements (as detailed in the appropriate section of TBR Guideline P-130) related to my above stated 
request for educational assistance, including stipulations related to future use of the program, proof of satisfactory course completion, provision 


of receipts for reimbursement requests, and stipulations related to payback provisions.   


 


________________________________________________________ ______________________  


Applicant’s signature            Date 


 


I approve the above request and have addressed scheduling issues related to the employee’s attendance in the classes 


detailed in the above request. 


 


_________________________________________________________  ____________________ 


Supervisor’s signature       Date 


 


I attest that the employee meets the program requirements for the above stated request 


 


_________________________________________________________  ______________________ 


Office of Human Resources      Date 


 







Rev. 1/09 (HR) 


Tennessee Board of Regents 
Request for Fee Discount for Spouse/Dependent 


Tennessee State University 
 


This is to request approval for a fee discount for undergraduate courses in accordance with Tennessee Board of Regents 
Guideline P-130, Educational Assistance for Spouses and Dependent Children of Employees. 
 
Instructions:  Please complete Sections I and II below which provide information concerning the employee and 
spouse/dependent for which the fee discount is to be provided.  (Employee refers to current employee, retiree, or 
deceased employee/retiree.)  Upon completion, forward this form to Human Resources ten days prior to registration.  If 
approved, the original and one copy will be returned.  The original and one copy must me presented by the spouse or 
dependent to the cashier at registration at the campus where enrolled. 
 
I.  Employee Information 


            


     Employee Name T# 
 


                               
 


 Department FOP    Telephone 
 


 Spouse/Dependent Information 
 
          
             


 Spouse/Dependent Name        Last 4 Digits of SS# 
 


 Relationship:    Spouse                
     Dependent  Age (of dependent)    
 
  Institution to be attended:         
   
  Semester/Session:  Year:               
 
II. Employee Certification 


 
I hereby certify that the above information is correct and that I currently am an employee at Tennessee State 
University.  I also certify that my spouse or dependent meet the eligibility requirements for a fee discount in 
accordance with TBR Guideline P-130, Fee Discount for Spouses and Dependent Children of Employees.  I 
understand that it is my responsibility to notify the Office of Human Resources of any change in my eligibility for this 
benefit. 


 
I will notify the Financial Aid Office of any Title IV financial aid, as this benefit may require an adjustment of financial 
aid received.  I understand that Title IV Aid includes national direct student loan, college work study, supplemental 
educational opportunity grants, Pell grants, and other student aid programs administered by TBR or UT. 


 
 
  


    Signature-Employee/Retiree/Dependent of Deceased Employee    Date 
 


III. Human Resources Office 
  
  Date of Regular Employment:     % of Employment:  
   
  Date of Retirement/Death:   
 
  Approved:          Date: 
 
IV. Business Office 
  Fee Receipt Number: Amount:   Date:   Initials:   







Rev. 1/09 (HR) 


Student Fee Discount for Spouse and Dependent Children of Employees 


 
The purpose of this policy is to establish the provisions for such fee discounts up to 50 percent of the undergraduate fee and technology access fee for spouses and dependent 


children of regular full-time employees, and to encourage such qualified students to attend the technology centers, TBR and UT institutions. 


 
A. Eligibility 


 The following groups will be eligible under this program: 


 


1. Regular full-time employees and medical residents are eligible for a student fee discount 
for their spouses and dependent children who have been admitted to any of the institutions 


in the TBR or UT system as undergraduate students through standard admission 


procedures. Spouses and dependent children of regular part-time employees who have one 
or more years of continuous service within either system working a minimum of fifty 


percent (50%) time shall receive a pro rata discount based on the percent of effort 


currently worked by the employee. 
2. Spouses of employees having 10 or more years of continuous full-time service within the 


Tennessee Board of Regents system immediately preceding retirement or death are 


eligible for the fee discount for 5 years from the date of death or retirement of the 
employee whichever shall occur first. Dependent children of such employees are eligible 


for the fee discount through age 26. 


3. Spouses and dependent children of employees having less than 10 years of full-time 
continuous service within the Tennessee Board of Regents system immediately preceding 


retirement or death are eligible for the fee discount for two years from the date of death or 


retirement of the employee whichever shall occur first. 
4. Spouses and dependent children of employees who had 10 or more years of regular 


continuous part-time service immediately preceding retirement or death are eligible for the 
fee discount on a pro rata basis for two years from the date of death or retirement of the 


employee. The pro rata discount will be based on the percent of effort worked by the 


employee at the time of retirement or death. 
5. Spouses and dependent children must be admitted to the Tennessee Board of Regents or 


University of Tennessee institutions, or technology centers, through standard admissions 


procedures. 
6. For purposes of this policy, dependent children shall be defined as: 


a. The employee’s natural children 26 years of age or under; 


b. The employee’s stepchildren, provided such children are 26 years of age or 
under: 


c. The employee’s legally adopted children who are 26 years of age or under; or 


d. Any other individuals who are 26 years of age or under and living in a 


parent/child relationship with the employee, such as children of deceased 


parents who are being raised by a grandparent who is a TBR system employee.  


        7.     The status of the employee on the first day of classes for each term shall be used to         
determine eligibility and the amount of the student fee discount for his or her spouse and/ 


or dependent children; a change in employee status after the first day of classes shall not 


affect eligibility for the fee discount for that term. 
        8.      For employees who meet eligibility requirements after the first say of classes, the discount  


                 will be available at the beginning of the subsequent term. 


         9.     Each institution/technology center/central office shall be responsible for certifying  
                 employee eligibility for fee discounts under this policy. 


       10.     Employees who are on leave of absence with pay will retain eligibility under this policy;   


the employee’s percent of effort immediately prior to the effective date of the leave of 


absence shall determine the amount of the student fee discount. 


 


 
 


 


 
11. Employees who are on leave of absence without pay are not eligible under this  


 policy unless the leave of absence (a) is due to an on-the-job injury, (b)     


 complies with the provisions of the Family and Medical Leave Act of 1993, or   
 (c) is approved by the institution /technology center/central office to permit the  


 employees to engage in teaching or other job-related activities intended to  


 increase their regular efficiency as employees. 
          12.     If a regular employee also qualifies under this policy as an employee’s spouse 


   or dependent child, other fee waiver and staff development provisions for  


                                     employees shall take precedence. 
13.  Employees are responsible for notifying the Office of Human Resources of    


           any changes in eligibility. 


B. Fees Paid/Type Course Paid/Number of Hours 


1. This program is applicable to undergraduate courses at Tennessee Board of 


Regents and the University of Tennessee institutions up to and including full 


time study. 
2. Correspondence or non-credit courses are not eligible, except at the 


technology centers.  If the spouse or dependent child is receiving Title IV 


Financial Aid, the employee must notify the Financial Aid Office. 
3. Auditing a course is allowed if the course is a credit course. 


C. Payback Provisions  


Payback provisions do not exist. 


D. When The Participant May Attend 


Does not apply. 


E. Accounting/Budgeting Provisions 


1.     Discounts of 50 percent of the undergraduate maintenance fee and mandatory 


     student fees are available for dependents of full-time employees; discounts    
         for dependent students of full-time employees; discounts for dependent   


         children and spouses of eligible part-time employees are prorated based on  


         percentage of time worked. 
2. The discount shall not be applicable to other fees, i.e. application for 


admission fees, student activity fees, debt service fees, applied music fees, 


lab fees, books and supplies, parking fees, dormitory charges, or meal plans.  


The amount of the discount should be rounded to the nearest dollar. 


3. The request needs to be submitted two weeks prior to enrollment on TBR 


Request for Fee Discount for Spouse and/or Dependent form. 
4. The institution/technology center/central office where the person is an 


employee shall account for the chargeback as an employee benefit to 


indicate to employer (institution/technology center/central office) is paying 
the cost for the benefit of the employee.  The charged institution/technology 


center/central office shall remit the tuition fees to the institution providing 


instruction as maintenance income. 


F. Where The Participant May Attend 


Spouses and dependent children may enroll in undergraduate courses in either the 


Tennessee Board of Regents or the University of Tennessee Systems. 


 


 


 







P-130 Exhibit 2 


 
Request for Tuition Reimbursement  


 
Name: ___________________________________  Employee ID #:__________________ 


 


Department: ________________________ Job Title: ________________   Office phone: __________________ 


 


FOAP #: ___________________________ Monthly Employee: (  ) Semi-Monthly Employee: (  ) 


 


Alternate work scheduled requested:  [ ] Yes [ ] No If yes, attach schedule 


 


Tuition Reimbursement Program – up to 6 additional credit hours per term 
 
Institution: ____________________________ Term: ____________________ 


 
Course Title Hours/CEUs Class period 


(time/days) (Ex: T TH 
9-10) 


    


    


    


 
Employee’s current degree status: _______________________ Degree/Area: ___________________________ 


This course of study enhances the employee’s value to the home institution as defined below (check one): 


 (  ) Support for the pursuit of a terminal degree 


 (  ) Support for an employee pursuing a non-terminal degree in a professional or technical area 


 (  ) Support for an employee training or retraining to enhance expertise needed by the institution 


 ( )  Other (explain):_______________________________________________________________ 


 


 ______________________________________________________________________________ 


 


 ______________________________________________________________________________ 


 


Total reimbursement requested:  _______________________ Reimbursement may not exceed eligible fees for a 


maximum of six credit hours per term.  


 


By requesting support for tuition reimbursement, I agree with the stipulations listed in a-d below: 


 


a. The recipient, unless retired, shall be required to be employed by the institution for not less than one month 


of full-time employment for each month of the term of participation in the reimbursement program. 


b. Satisfactory completion of coursework must be demonstrated to receive reimbursement and to remain 


eligible for continued participation in the reimbursement program.  Institutions may provide reimbursement 


at the time fees are due. 


c. Courses should be scheduled in counsel with supervisors to assure maintenance of optimum job 


performance.  Courses should be scheduled at times other than during regularly scheduled work hours 


unless use of leave or other arrangements have been approved by the supervisor prior to enrolling in the 


course. 


d. I will notify Student Financial Aid Services of this financial assistance. 


 







P-130 Exhibit 2 


Name: ___________________________________  Employee ID #:__________________ 


 


 


I have read and fully understand the requirements (as detailed in the appropriate section of TBR Guideline P-130) 


related to my above stated request for educational assistance, including stipulations related to future use of the 


program, proof of satisfactory course completion, provision of receipts for reimbursement requests, and stipulations 


related to payback provisions.   


 


 


________________________________________________________ ______________________ 


Applicant’s signature            Date 
 


 


I approve the above request and have addressed scheduling issues related to the employee’s attendance in the classes 


detailed in the above request. 


 


 


_________________________________________________________  ______________________ 


Supervisor’s signature       Date 
 


 


I attest that the employee meets the program requirements for the above stated request 


 


 


_________________________________________________________  _____________________ 


Office of Human Resources      Date 


 


 







 


Resignation of Personnel (6.35)  


 


PURPOSE 


 


The purpose of this policy is to establish a procedure for administrative action related to the 


resignation of personnel from approved budget positions. A further purpose is to ensure such 


administrative actions are properly documented in official University files. 


 


POLICY 


 


It shall be the policy of Tennessee State University that existing employees of the University 


who voluntarily resign, shall submit a written resignation in accordance with procedures 


described below. 


 


PROCEDURE 


1. Resigning employees should submit a written resignation to their department head or 


supervisor in accordance with their employment contract. 


 


2. The department has the responsibility for submitting a Personnel Action Request Form to 


the Personnel office for the terminating employee giving the employee's name, budget 


position and the last day the employee worked. Termination forms and copies of 


resignation letters should be forwarded promptly to the Personnel Office in order that 


proper final payment may be made to the separating employee. 


 


3. The resigning employee will be paid for any unused accumulation of annual leave except 


in a dismissal for gross misconduct as defined in TBR Policy 5:01:00:00 or transfer to 


another department of the State of Tennessee as outlined in TBR Policy 5:01:01:06. 


 


4. Resigning employees whose resignation becomes effective in the middle of any period 


should not expect to receive their final check before the next regular pay day. 


 


5. Department Heads and Supervisors should direct resigning employees to the Personnel 


Office for out processing and exit interviewing before leaving the University. Also, at 


this time separation notices will be issued to separating employees as required by the 


Tennessee Unemployment Compensation law


 







REFERENCE 


 


TBR Policy No. 5:01:00:00 


TBR Policy No. 5:01:01:06 


 


Updated 10/2014 


 



https://policies.tbr.edu/policies/general-personnel-policy

https://policies.tbr.edu/policies/nepotism





 


Retirement (6.36 


 


PURPOSE  


The purpose of this policy is to set the standards for a consistent process and treatment of 


employees regarding retirement at Tennessee State University. 


POLICY 


Please refer to TBR Policy 5:01:03:00, Retirement, for the most recent information. 


 


PROCEDURE 


Tennessee Consolidated Retirement Program (TCRS).  


All clerical and support staff shall be enrolled in TCRS upon employment with the University. 


Generally, enrollment will occur during initial orientation. 


Employees who are members of the TCRS are eligible to retire upon attainment of age sixty or 


upon completion of thirty years of creditable service. Employees who are members of TCRS 


become fully vested in retirement benefits in five years. 


Optional Retirement Program  


The State Board of Regents has designated the following vendors as optional retirement 


programs for regular academic, executive, administrative and professional employees (Exempt): 


 TIAA – CREF 


 VALIC)  


 Voya (formerly ING) 


Specific benefits under each plan can be obtained from the Office of Human Resources. 


 


Updated 10/2014 



https://policies.tbr.edu/policies/retirement





 


Tennessee State University Summer Work Week Policy (6.40.01)  


 


OVERVIEW 


In an effort to promote the efficient delivery of services during the summer months and reduce 


energy costs, Tennessee State University has joined a growing number of Universities, 


businesses and other entities by implementing a four-day summer work week schedule for all 


employees, except those deemed essential personnel. Under the summer work schedule, non-


essential employees will still work the required minimum of 37.5 hours in a work week, but will 


do so in a four-day Monday-Thursday compressed work schedule.  


FOUR-DAY SUMMER WORK SCHEDULE, HOURS AND TIME PERIOD 


Summer Work Week Schedule  


Monday – Wednesday: 7:30 a.m. to 6:00 p.m. 


Thursday: 7:30 a.m. to 5:30 p.m.  


A one hour lunch break is included in the work day and employees will continue to be eligible 


for two breaks, in accordance with Tennessee Board of Regents and TSU policy. Employees may 


not skip the lunch hour and leave one hour early.  


EMPLOYEES COVERED 


The summer work week shall apply to all employees (including faculty), except employees 


deemed by the President to be essential personnel.  


Essential Personnel – Definition and Work Schedule  


Authority to Designate Units or Employees as Essential  


The President shall have the sole authority to designate certain units as essential personnel units 


and to designate certain employees as essential personnel.  


Units or Employees Designated as Essential  


Currently, the Police department, Facilities, Residence Life, Summer Programs, and Athletics 


have been deemed to be essential units. The Vice Presidents and supervisors in those areas will 







work with the President’s office to designate certain employees as essential personnel and in 


developing appropriate work schedules to accommodate those units’ unique operations. The 


President shall have the authority to designate other units or employees as essential as deemed 


warranted.  


Work Schedules for Essential Personnel Units/Employees  


The work schedules for units deemed to be essential personnel units may include, but will not be 


limited to, minor alterations of the summer work schedule or working a regular work week 


(Monday through Friday, 8:00 a.m. to 4:30 p.m.), with the same requirement to work a minimum 


of 37.5 hours in a work week.  


OVERTIME HOURS 


For non-exempt employees, overtime hours will be approved and compensated in accordance 


with the regular overtime and compensatory time policy (TBR Guideline P-020 and TSU 


Policies 6.27 and 6.28).  


LEAVE TIME 


Applicable employees will continue to accrue leave in accordance with TBR and TSU policy. 


Employees subject to the summer work week policy will be charged the number of hours 


scheduled to be worked that day if they are absent from work due to leave (Annual and Sick 


Leave).  


HOLIDAYS 


Only one holiday will be affected by the summer work schedule – Independence Day (July 4th). 


The campus will observe a regular work week (Monday thru Friday, 8:00 a.m. to 4:30 p.m.) 


during the week of Independence Day.  


HARDSHIP ISSUES (for informational purposes only)  


Internally, supervisors will be notified that they can exercise some flexibility, subject to the 


approval of the Director of Human Resources and the appropriate Vice President, with respect to 


employees for whom the work week schedule may constitute a hardship. A hardship shall be 


defined to include childcare, elder care, medical, and/or physical limitation issues.  


AUTHORITY 


TBR Policy No. 5:01:00:00 (General Personnel Policy); TBR Guideline P-020 (Procedures for 


Implementation of the 37.5 Hour Workweek and Compliance with the Fair Labor Standards Act 


Overtime Provisions); and TSU Policy 6.40. 


 
 


Updated 10/2014 



https://policies.tbr.edu/policies/general-personnel-policy

https://policies.tbr.edu/guidelines/procedures-implementation-375-hour-work-week





TENNESSEE  STATE  UNIVERSITY  
SUPERVISOR  CLEARANCE DOCUMENT 


 


 
Employee Name________________________________________________        Date______________________________ 
 
Department___________________________________________        T#:  _______________________________________ 
 
As the supervisor of the employee named above, you are responsible for contacting the appropriate department and collecting the required 
information as specified below.  A copy of this form should be given to the employee on the date separation is discussed with the employee.  Your 
signature certifies that the various materials/records and/or equipment noted have been returned or satisfactorily filed with appropriate/authorized 
personnel/departments and that all financial obligations involving your area of responsibility have been satisfied. 
    
1. A list of incomplete grades has been filed by faculty member with notations of what is needed to complete the list(s).              


 
Verified by:__________________________________ Date:_________________ 
 
Comments:________________________________________________________________________________________________________ 
 


2. All equipment the employee was responsible for has been accounted for and returned in satisfactory condition.                                      
 
Verified by:___________________________________ Date:__________________ 
 
Comments:________________________________________________________________________________________________________ 
                                                                                                                 


3. All Time/Effort Certification forms are current/signed and submitted to the appropriate department.                                       
 
Verified by:___________________________________ Date:__________________ 
                          Grants Administration (F&A) 
 


4. Notification to CIT of the need for access to central computer facilities (i.e., software programs/data and assigned PIN, and telephone long 
distance cards) have been deleted/terminated/relinquished, has been completed.                    
 
Verified by:___________________________________ Date:__________________ 


                                                                                                                
5. All travel reports have been verified as completed and processed with the travel office and accounts payable.  


 
Verified by: __________________________________ Date:___________________ 
 
Comments:________________________________________________________________________________________________________ 
 


6. All financial obligations to the university have been paid or cleared.                    
 
Verified by: __________________________________ Date:___________________                                                                                                           


Bursar’s Office            
Comments:________________________________________________________________________________________________________ 


 
7. All university keys and gas cards assigned to you have been returned or otherwise appropriately accounted.   


 
Verified by:  _________________________________ Date:___________________ 


                                                Facilities Mgt.                                                  
Comments:________________________________________________________________________________________________________ 


 
8.  Library books/materials borrowed have been returned or otherwise appropriately accounted. 


 
Verified by:  _________________________________ Date:___________________ 


                               Library Circulation                                                  
 
  


I certify that I have contacted the appropriate office as described above and noted any outstanding obligations by the employee on this form.  I 
have also given a copy of this form to the employee and advised him/her to contact the Office of Human Resources at 963-5281 to complete the 
separation process.   


 
Signed: ______________________________________________ 
              Supervisor Signature                                        Date 
 


I am in receipt of a copy of this form. 
 
Signed: ______________________________________________ 
               Employee Signature                                        Date 
- - - - --- - - - - - - - - - - - - - - - - - - - - - ------ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -------------------                 
                                                                                                                              
 Original – HR                            Copy – Employee                              Copy – Supervisor     Personnel File 
 
Rev:  HR  01/05   Rev. 2/11                                                                                                                                                                         







 


Tobacco-Free Policy (6.43) 


 
 


PURPOSE  


The purpose of this policy is to outline Tennessee State’s University’s commitment to a tobacco-


free environment and its commitment to minimizing the hazards associated with the effects of 


second-hand smoke. 


POLICY 


This policy applies to all employees, students, vendors, and visitors at Tennessee State University 


and is in effect 24 hours a day and year-round. This policy applies to all forms of tobacco products, 


including but not limited to cigarettes, pipes, cigars, chewing tobacco, and snuff.  


PROCEDURES 


A. Prohibited Areas for Smoking  


Tobacco use is not permitted in or on any property owned or leased by Tennessee State 


University. This includes all grounds, vehicles and buildings owned or leased by the 


University. 


B. Areas and Circumstances in which Smoking is Permitted  


Notwithstanding the above, use of tobacco will be allowed on University property in the 


following circumstances: 


(1)  While inside private vehicles situated on property owned or leased by the 


University; and   


(2) For artistic, educational, or research activities approved at the sole discretion of the 


President. 


   


 







SUPPORT 


Tennessee State University will make every effort to assist those who may wish to stop using 


tobacco products. Students who wish to stop may contact Student Health Services for information 


about smoking cessation programs. Employees who wish to stop may contact Human Resources 


for information about tobacco cessation resources available through the Employee Assistance 


Program or their health insurance plans.  


COMPLIANCE AND ENFORCEMENT OF POLICY  


A. Compliance  


All members of the University community shall be responsible for compliance with this 


policy. It is expected that all faculty, staff, students, and visitors will voluntarily comply 


with the spirit and intent of this policy. Violation of this policy may be regarded as a safety 


violation.  


B. Enforcement of Policy  


The success of this policy will depend on the thoughtfulness, consideration and cooperation 


of both tobacco users and non-users. Fines and citations will not be a part of the basic 


enforcement of this policy. However, the discipline policies applicable to students, faculty, 


and staff will be invoked to secure compliance with this policy.  


IMPLEMENTATION  


A. Signage 


Facilities Management will be responsible for providing appropriate signage and for 


removing all receptacles for discarding smoking materials in previously designated 


smoking areas. 


B. Notice to Contractors 


Procurement will be responsible for ensuring that all current and future contractors 


performing services on property owned or leased by Tennessee State are notified of the 


requirements of this policy.  


C. Notice to Faculty and Staff  


Human Resources will be responsible for ensuring that all current and future employees of 


the University are notified of the requirements of this policy.  


D. Notice to Students 


Student Affairs will ensure that all current and future students are notified of the 


requirements of this policy.  


Approved by Cabinet on December 7, 2011 







 


Transfers - Internal (6.38)  


 


PURPOSE 


The purpose of this policy is to outline procedures for internal transfers. 


POLICY 


Tennessee State University provides opportunities for employees to apply for internal transfers 


for better job opportunities, greater job satisfaction, and better employee/supervisor relationships 


and for reasons of work force reduction and lack of funding. 


Employees desiring to transfer are encouraged to apply for vacant positions within the 


University. All transfer requests shall be processed through the Office of Human Resources. 


When an application is submitted for a transfer, an employee must meet the following 


conditions: 


1. Be a regular full-time or part-time employee 


2. Have completed six months in the current position 


3. Have satisfactory performance evaluations/rating in current position 


4. Possess stated minimum qualifications for the position 


5. Provide an updated employment application 


6. Notify current supervisor of intent to apply 


Transfers are normally described as lateral moves from one level of responsibility to another 


similar level of responsibility with no resulting increase in pay. 


It shall be the policy of Tennessee State University that employees who are transferred must 


serve a designated probationary period, not to exceed six months. 


The supervisor shall acknowledge awareness of the employee's intention by submitting a "letter 


of evaluation" to the Office of Human Resources. The supervisor may not forbid, terminate or 


penalize the employee in any way for applying for a transfer. 


When a transfer is requested due to a strained supervisor/employee work relationship, the letter 


of evaluation shall be prepared by the Director of Human Resources, taking into consideration 


previous evaluations, to provide as much objectivity as possible. In instances of strained 


supervisor/employee work relationships, the Director of Human Resources may transfer an 







employee into another position at the University with waiver of position advertisement. On 


determination by the Director of Human Resources that an employee is eligible for transfer and 


qualified for the position, the letter of evaluation and an updated employment application shall 


be forwarded to the hiring department for interview scheduling and consideration along with 


other applicants. 


Involuntary transfers are those necessary due to a reduction in the work force or lack of funds. 


Under these conditions, employees who have been in a position less than six months and who 


meet all other conditions as outlined above may be transferred to another position with waiver of 


position advertisement. When involuntary transfers are necessary, the department head shall 


submit a written request to the Office of Human Resources for possible transfer outside the 


affected department. The request must be approved by the area Vice President. 


Administrative transfers are those deemed to be in the best interest of the University. 


All transfers, other than involuntary transfers, transfers requested under strained 


supervisor/employee work relationships and administrative transfers, shall be subject to the 


University-established recruitment process for filling vacant positions.  


 


REFERENCE 


 


Updated 10/2014 


 







 


Work Schedules/Timekeeping/Classified Employees (6.40)  


 


PURPOSE 


 


The purpose of this policy is to establish uniform guidelines for the scheduling of work hours 


and maintaining time records.  


 


POLICY 


 


It is the policy of Tennessee State University that all employees are required to adhere to 


prescribed work schedules as specified within these guidelines. 


 


PROCEDURE 


 


Regular Work Schedules 


A. Regular working hours for most employees are 8:00 a.m. to 4:30 p.m., Monday through 


Friday with one hour for lunch. This schedule provides for 7.5 duty hours per day or 37.5 


hours per week. There are approved exceptions where employees in some areas are hired 


for 40 hours per week and in some instances are on call during their lunch period. A 


grace period of six minutes will be allowed upon arrival or departure from the work site. 


 


B. When an employee is required to work a schedule other than those described in A., the 


employee's work schedule should be revised so as not to exceed the maximum regularly 


scheduled (37.5 or 40.0) hours during the work week. 


 


C. Employees shall perform approved overtime work when such work is scheduled at least 


24 hours in advance. Scheduled overtime will be treated as any other work time with 


regard to unapproved absence. Additionally employees may be asked to extend their 


work days in order to respond to weather related problems or other unforeseen problems 


arising near the end of the work period. 


Special Schedules  Service Areas 


A. The officials designated below will establish work schedules for their departments within 


the framework of 37.5 (or 40.0 hours where approved for exception) per week in order to 


provide services to the public and the University Community:  







1. Director of Physical Plant 


2. Director of Safety and Security 


3. Director of Libraries and Media Resources 


 


B. All employees of service areas must provide their supervisors with telephone contact 


numbers for use in case of emergencies or other scheduling problems. 


Other Special Services 


 


All classified employees are required to conform to the working hours indicated in items above. 


Requests for deviations from these schedules must be submitted in writing to the vice president 


of the area. 


 


Lunch Breaks 


 


A one hour lunch period will be provided in the above schedule at a time established by 


department and activity heads, unless otherwise designated by the department head for specific 


service areas. 


 


Rest Periods 


 


Employees may be given a rest period of fifteen minutes each half day, work load permitting, as 


scheduled by department heads or supervisors. Rest periods are considered work time for pay 


purposes. Employees may not accumulate unused rest periods, nor are rest periods considered as 


employee's right. 


Compensatory Time and Overtime 


A. As a condition of employment, classified personnel agree to accept compensatory time 


off as payment for hours worked in addition to their regularly scheduled hours in lieu of 


overtime pay. 


 


B. Working more than 37.5 hours (or 40.0 hours where approved for exception) per week is 


not authorized without advance approval of the appropriate Vice President and the 


President. 


 


C. The regular work week for calculating pay and overtime begins at 12:01 a.m. on Sunday 


and ends at midnight on Saturday.  


 


D. Compensatory time for hours worked in excess of 37.5 will be handled as follows: 


 


1. Compensatory time granted for hours worked between 37.5 and 40.0 will be at 


straight time (1.0 hour for 1.0 hour). 


 


2. Compensatory time granted for hours worked over 40.0 will be at time and one half 


(1.5 hours for each 1.0 hour). 


 







3. Compensatory time not taken during the pay month in which it was earned will be 


banked, up to a maximum accumulation of 240 hours. Compensatory time hours must 


be recorded on the official University Time Report. 


 


4. Banked compensatory time is to be used before annual leave is used. 


 


5. Banked compensatory time will be paid upon termination of the employee; however, 


an official record of Compensatory Time must be provided as earned and maintained 


by the Office of Human Resources.  


 


E. In approved circumstances payment for overtime work will be made. These payments 


will be made at the straight time rate for hours worked in excess of 37.5 hours and up to 


40.0 hours per week; premium rate overtime (one and one half times the regular rate of 


pay) will be paid from hours worked in excess of 40.0 per week. 


 


F. Hours worked on official holidays will be paid as premium rate overtime (time and one 


half). Employees who are required to work on official University holidays will be granted 


an equal amount of time off without charge to leave. 


 


G. For purposes of calculating compensatory time and overtime, holiday hours will be 


treated as hours worked. Hours taken as annual leave, sick leave, bereavement leave, etc., 


do not count as hours worked. 


Emergency Call Back 


 


A minimum of three hours will be paid to employees who are called back to work for emergency 


reasons (equipment failures, etc.) at times other than their regular work hours. Such emergency 


call back should not be confused with work scheduled in advance for normal non-duty hours or 


days. 


 


In the event that an employee is called back and provided the employee works a 40 hour work 


week, premium rate overtime payment will be made in accordance with overtime provisions. 


 


On-Call Time 


A. Employees may be scheduled for on-call time so that personnel will be available to 


provide repairs and/or services during normal off-duty hours. An employee on call may 


come and go freely but must leave a telephone number where he/she can be reached or 


carry a pager furnished by the University. When reached, the employee is expected to 


report to work. Employees are not paid for on-call time. If called in, the employee will be 


compensated as outlined above. 


 


B. The above does not preclude calling in additional employees who are not on-call. 


 


Work Time Defined 


 


Work time or "hours worked" is all the time an employee "is suffered or permitted to 


work." It is of no consequence where such work takes place (i.e., in the customary 


workplace or at home) so long as the work is officially scheduled and approved and time 







records are approved by the employee's supervisor. Prior approval for work to be done 


outside the customary workplace must be given by the Vice President. 


 


Work time includes most activities related to preparing for and "clean up" after 


performance of the employee's principal duties. Other examples of work time include 


setting up equipment, sharpening or cleaning tools, waiting for instructions, moving 


about the campus to perform assigned duties, attending departmental meetings, receiving 


emergency medical treatment for an on-the-job accident and other similar work related 


activities. 


Controlling Work Time 


A. Department Head 


 


Each department head is responsible for exercising adequate supervision to ensure that 


employees are complying with established work schedules. The mere establishment or 


communication of work schedules does not relieve the department head of responsibility 


for controlling work time. The department head must ascertain and ensure that all 


schedules are followed by the employee. 


 


The department head is responsible for controlling starting and stopping times and all 


work time, whether within or outside the usual work schedule. 


 


B. Employee 


 


It is the employee's duty to comply with departmental work schedules and to avoid 


performing work that is "unscheduled" or "non-directed" outside of such schedules. 


 


It is a violation of the Fair labor Standards Act for employees to work approved overtime 


without being given compensatory time or overtime pay. It is the employee's 


responsibility to immediately report violations of wage and hour laws to the Personnel 


Office.  


Recording Work Time 


A. Work time must be recorded exactly the way it is worked, as to date and amount. 


"Doctoring" or otherwise falsifying time records clearly violates the Fair Labor Standards 


Act and University policy. 


 


B. Some examples of practices which are prohibited include but are not limited to the 


following: 


 


1. Recording only time worked on the premises while permitting the employee to take 


work home for which no work time is recorded 


  


2. Permitting employees to work while presumably taking a meal period and recording 


such time as hours worked. 


 







3. Permitting employees to arrive "early" and perform work or leave "late" and perform 


work without recording it. 


 


4. Permitting an employee to leave early on a day in one work week and permitting the 


employee to report early, stay late or work during meal periods, as "make up" in 


another work week, without recording the "short" work time or the overtime work. 


 


5. Permitting employees to record only as much work time as the departmental budget 


will permit, without respect to the actual time worked. 


 


REFERENCE 


 


Reference to TBR Policy No. 5:01:00:10 


 


Updated 10/2014 


 



https://policies.tbr.edu/policies/personnel-records





 


Workers' Compensation (6.41)  


 


PURPOSE 


 


The purpose of this policy is to conform with applicable state law by providing benefit to 


employees who are injured in job related incidents. 


 


POLICY 


 


It shall be the policy of Tennessee State University to provide benefits to employees who are 


injured as the result of an accident which occurs in the course of employment. 


 


PROCEDURE 


 


When an employee sustains an injury as the result of a job related accident, the employees 


immediate supervisor should be informed. As soon as possible after an accident occurs, the 


employee should complete an Accident Report Form. This form may be obtained from the 


Personnel Office or from the immediate supervisor. 


1. Payment of Medical Expenses - The state, as your employer, is responsible for payment 


of any reasonable medical expenses you incur in seeking medical treatment for your 


compensable injury.  


 


2. Payment of Temporary Disability Benefits - If your doctor, in the course of treating your 


compensable injury, determines you should not return to work, you are eligible for 


temporary disability benefits. These benefits, also called lost time pay, are intended to 


replace part of the income you may lose as a result of your compensable injury. To 


receive temporary disability benefits, you must be on a leave without pay status during 


the time you wish to receive the temporary disability benefits. You may choose to use 


your accumulated sick and annual leave instead of or prior to applying for temporary 


disability benefits since your temporary disability benefits will be less than the amount 


you would receive if you use your sick or annual leave. This is choice to be made by the 


employee. 


 


To qualify for temporary disability benefits, you must be out of work due to your 


compensable injury for seven days. Your temporary disability would then begin to accrue 







on the eighth day of disability. If you are out of work for 14 days or more, then the state 


will provide temporary disability benefits for the full period of your temporary disability.  


The amount of temporary disability benefits you receive is equal to 66 and 2/3 percent of 


your average weekly salary at the time your accident occurred. 


3. Payment of Permanent Disability Benefits - If your compensable injury results in a 


permanent reduction in your ability to perform work for which you are suited by 


education, age and training, then you may be eligible for permanent disability benefits. 


The state's decision on whether to offer you a permanent disability benefit will be 


reached after reviewing the recommendations of your treating physician. In addition, the 


state may require you to be examined by an independent physician whose 


recommendations will also be considered. The benefit payable, if any, is based upon the 


degree to which you are permanently disabled. The degree of your disability (which 


eventually determines the amount of your disability benefit) is subject to negotiation and 


agreement between you and the state. 


 


4. Payment of Death Benefits - If your compensable injury results in your death, the 


workers' compensation law specifies that compensation will be paid to your surviving 


dependents. The amount of this death benefit differs depending upon who your surviving 


dependents are. As with both the temporary and permanent disability benefits, the 


maximum benefit payable is based on the date the compensable injury occurred. Death 


benefits are payable monthly to your surviving spouse until the amount due has been paid 


in full; however, if your spouse remarries, your spouse's benefit ceases to be paid.  


 


A benefit is also payable to any surviving dependents until each dependent reaches 


eighteen years of age (or twenty two years of age if enrolled in a recognized educational 


institution), regardless of whether your spouse remarries. If you have no surviving 


dependents, your estate is eligible for a payment of $10,000 plus reimbursement of up to 


$3,000 for funeral and burial expenses actually incurred. Proof of funeral and burial 


expenses must be submitted for this reimbursement  


 


REFERENCE 
 


Updated 10/2014 
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February 5, 2016 
 
Dear President Glover, 
 
As you requested, I prepared a revision to the “Chair Hiring Policy.”  In consultation with Dr. 
Hardy and Mr. Pendleton, I have prepared a final revision of the “Chair Hiring Policy” which 
was approved by the Faculty Senate at the January 21, 2016 meeting.   
 
This is an important policy revision that impacts all Faculty at Tennessee State University.  It is 
the expressed hope of Faculty Senate that you will approve the revised “Chair Hiring Policy.” 
 
As a means to provide immediate feedback and insight to you and your Administration, the 
Faculty Senate recommends that you instruct the deans of the various colleges to begin the chair 
evaluation process in all departments before spring break 2016.   
 
I wish to thank you in advance for your time and consideration in this matter. 
 
Sincerely, 
 
 
Dr. Michael R. Catanzaro 
Faculty Senate President 
Associate Professor of English 
Department of Languages, Literature and Philosophy 
Tennessee State University 
3500 John A. Merritt Blvd. 
Nashville, TN  37209-1561 
(615) 963-5730                            
mcatanzaro@tnstate.edu 
  







February 5, 2016 
 
Dear President Glover, 
 
As you requested, I prepared a revision to the “Chair Hiring Policy.”  In consultation with Dr. 
Hardy and Mr. Pendleton, I have prepared a final revision of the “Chair Hiring Policy” which 
was approved by the Faculty Senate at the January 21, 2016 meeting.   
 
This is an important policy revision that impacts all Faculty at Tennessee State University.  It is 
the expressed hope of Faculty Senate that you will approve the revised “Chair Hiring Policy.” 
 
On behalf of Faculty Senate, I am requesting that you accept and approve the revised “Chair 
Hiring Policy.” 
 
Respectfully yours, 
 
 
 
Michael R. Catanzaro, Ph.D. 
Faculty Senate Chair 
Tennessee State University 
 
 
Your signature below will indicate your acceptance and approval of the revised “Chair Hiring 
Policy.” 
 
 
 
________________________________  ________________________________ 
Mark G. Hardy      Glenda Baskin Glover     
Vice President for Academic Affairs   President 
Tennessee State University     Tennessee State University  
   







TSU Policy #_______         Name of Policy: Assignment and Term of Department Chairs  
 
 
 Responsibility: TSU Office of Academic Affairs 
 
 
TBR Authority: TBR Policy No. 5-01-00-00 General Personnel Policy  
 
 
Adoption date: July 2011 
 
 
Purpose: The purpose of this policy is to set requirements concerning term limits for department 
heads  
 
 
Policy Statement 
 
The objective of this policy is to state clearly how academic department chairs will be appointed, 
compensated, and developed and detail the functions and expectations of all department heads at 
Tennessee State University.  The goal is to help make chairs more effective leaders of their 
departments. 
 
 
Compensation and Position Structure 
 
Tennessee State University has moved to a governance model in which chairs serve on an annual 
basis with a renewable term. The chair will be reviewed annually, and reappointment is possible 
for an additional academic year upon a satisfactory review. Chair positions will be twelve-month 
assignments that include three months of summer compensation in recognition of the time 
required to discharge the duties of the chair during the summer months. Faculty members 
appointed to the position of chair will be required to assume administrative responsibilities. For 
nine-month faculty, this entails moving from an academic year (nine-month) to a fiscal year 
(twelve-month) assignment with additional teaching and administrative duties.  The chair 
assignment may be made on a long-term or short-term basis, but it is considered a temporary 
appointment under TBR policy #5:01:00:00, General Personnel Policy. TSU may hire 
department chairs from among its faculty or through an external search. 
 
 
A. Duties 
 
Department Chairs must negotiate the needs, desires, and concerns of Faculty, Staff, and 
Students, as well as the resources, opportunities, constraints and demands of their dean, the 
Administration, and corporate and community partners. They must endeavor to do this while 
working daily with the individuals affected by their decisions. 
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The Principal Responsibilities of a Department Chair Are to: 
 
1. Provide leadership for the Faculty, Staff, and Students in the department; 


 
2. Recruit, retain and graduate departmental majors; 
 
3. Ensure that the department meets its obligations to Faculty, Students, Staff, 


community and corporate partners, and the public;  
 
4. Serve as a department liaison and advisor to the dean on academic policies, program 


needs, issues, and accomplishments while facilitating communication between the 
department Faculty and the leadership of the college, including the dean, associate 
deans, and other chairs; 


 
5. Teach between three and six credit hours each term as negotiated and agreed by the 


dean; 
 
6. Manage the fiscal matters of the Unit; 
 
7. Develop strategic plans for the Unit in conjunction with department Faculty and 


assess progress regularly; 
 
8. Perform Faculty and Staff evaluations and actively engage in mentoring and 


professional development that adhere to Department, College, and TSU policies; 
 
9. Assist with alumni relations, communication, and development, and cultivate 


relationships with community partners;  
 
10. Oversee Unit accountability measures, including assessments of student learning 


outcomes and productivity measures used by internal and external agencies; 
 
11. Provide guidance to tenure track Faculty in their preparation for meeting tenure and 


promotion requirements; 
 
12. Oversee and implement procedures for Faculty evaluations, tenure, and  promotion 


that adhere to Department, College, and TSU policies; 
 


13. Listen to Faculty, Staff, and Student issues and broker resolutions to conflicts, when  
possible;  
 


14. Evaluate Staff and make recommendations for hiring and promotion, as well as 
replacement or termination; 
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15. Manage and oversee Faculty responsibilities to the department, including curriculum 
development, course assignments, regularly updating course syllabi, space 
assignments, Faculty hiring, and scheduling that adhere to Department, College, and 
TSU policies;  


	
16. Conduct research activities within his or her discipline;  


 
17. Review all academic year research results and summer research results of all Faculty 


who receive research-based release time, whether for funded or unfunded research;  
	
18. Provide a yearly report to the Dean of the College as well as the department Faculty 


concerning each of the previously described responsibilities 
	
19. Adhere to Department, College, and TSU policies; 
	
20. Perform other duties as assigned.  
   
 


B. Compensation 
 
The job of Department Chair carries responsibilities that are the same, regardless of department, 
years in rank, or base salary.  The compensation rate for the position will be a combination of 
two factors:  base salary and a stipend.  The stipend rate for a Department Chair position is 
$1,000 per month.   
 
Upon return to their nine month faculty position, a salary adjustment will be made.  Then the 
base fiscal faculty salary is reduced to an academic year contract at a rate no less than 80% of the 
fiscal year contract.  At the time a faculty member serving as chair returns to a faculty position, 
the administrative stipend will end.       
 
Salary raises, if assigned as a percentage of existing salary, will be computed on the base, 12-
month salary of the chair, excluding the stipend.  If at any time the chair temporarily ceases to 
perform the duties of the chair, he or she will cease to receive a stipend and will revert to a nine-
month base. 
  
Any absence from work must be compensated using sick or annual leave, unless the university is 
closed and those days had not been previously scheduled for absences. 
 
 
C. Workload 
 
Department Chairs will be required to have a full workload of fifteen (15) credit hours or the 
equivalent per term- fall, spring and summer semesters.  Chairs will be provided a maximum of 
six hours of course release time per semester for the discharge of the responsibilities of the chair. 
Chair release time will be based upon factors such as number of Faculty, programs, departmental 
majors, and graduation numbers.  
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Department Chairs will have a variable workload consisting of at least three hours for teaching, 
at least three and no more than six hours for department head responsibilities, and up to three 
hours for departmental research (i.e., unfunded by grants) and other activities.  Additional release 
time for funded research may be negotiated.   
 
 
D. Term    
 
The Department Chair position is a fiscal year (twelve-month) assignment that is renewable upon 
a satisfactory annual review and with the support of a majority  of the department’s tenured and 
tenure-track faculty, the dean, the chief academic officer, and the candidate.  
 
The effective date to begin in the Department Chair position is August 1 or January 1, unless 
circumstances necessitate otherwise. 
 


• All appointment contracts will state “This is a non-tenured, administrative appointment 
and may be terminated at any time with thirty (30) days’ notice.”  


 
• In the event a Department Chair is not recommended for continued appointment as 


Department Chair after his or her annual review, he or she will be notified at least 30 
days in advance of the contract ending date as stipulated in the department chair’s 
appointment contract. 


 
E. Annual Evaluation 
 


1) The dean will initiate a review of the current chair in the fall of each academic year 
that must be concluded by the last business day in October.  


  
• Faculty assessments of the candidate will be submitted anonymously. 


 
• Reviews may be initiated earlier at the request of the dean or a majority of the 


faculty employed within the department.  
 
2) Similar to the online “Hands Free Course Evaluation” that students complete, 


Tenured and Tenure-track Faculty will be sent an online questionnaire at least seven 
(7) business days before fall break that will allow them to assess anonymously the 
Chair’s strengths and weaknesses as “Strongly Agree,” “Agree,” “Neither Agree nor 
Disagree,” “Disagree,” “Strongly Disagree,” or “Not Applicable.” 


 
• The final assessment marker will ask Faculty to respond to the following 


question: 
 


o Do you recommend that the chair be allowed to continue in his or her 
position? 
 


§ The response options will be “yes” or “no.”  
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• The end of the questionnaire will provide a comment feature to allow Faculty to 
offer additional insights for the ratings they selected. 


 
3) In the spirit of transparency, Faculty in the department will receive the results of the 


annual review within ten (10) business days. 
 


• Similar to the online “Hands Free Course Evaluation” that students complete, the 
Chair’s annual review report will indicate the number of Faculty who selected 
each rating (Strongly Agree, Agree, Neither Agree nor Disagree, Disagree, 
Strongly Disagree, Not Applicable) and the mean score for each assessment 
marker. 


 
• The report will indicate the number of Faculty who selected “yes” and the number 


of Faculty who selected “no” to the question “Do you recommend that the chair 
be allowed to continue in his or her position?” 


 
o The report will also indicate the results to this question as a percentage. 


 
• The report will list all comments submitted by Faculty. 


 
4) At the recommendation of the dean and the chief academic officer, the Department  


Chair may be reassigned back to faculty status at the end of that academic year. 
 


5) At the recommendation of the dean, the chief academic officer, and with the consent 
of the candidate, the incumbent will continue as Department Chair for an additional 
fiscal year (twelve-month) assignment. 


 
F. Appointment 
 


1) Initial Assignment:	
The Department Chair position is a fiscal year (twelve-month) assignment that is 
renewable upon a satisfactory annual review which is conducted by the dean and 
which reflects the department faculty’s annual evaluation of the department chair and 
is subject to approval by the chief academic officer and the candidate.  


 
• The effective date to begin in the Department Chair position is August 1 or 


January 1, unless circumstances necessitate otherwise. 
 
• All appointment contracts will state “This is a non-tenured, administrative 


appointment and may be terminated at any time with thirty (30) days’ notice.” 
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• In the event a department chair is not recommended for continued appointment as 
Department Chair after his or her annual review, he or she will be notified at least 
30 days in advance of the contract ending date as stipulated in the department 
chair’s appointment contract. 


 
2) Renewal: 


In the normal course, the dean of each college will initiate a review of each chair in 
his or her college in the fall of each academic year. If the review is positive and the 
candidate wishes to continue in the post, and a majority of the department’s tenured 
and tenure-track Faculty recommend reappointment, the incumbent may be 
recommended for reappointment by the college dean. Upon approval of this 
recommendation by the Vice President for Academic Affairs and the President, a new 
appointment contract will be developed for an additional fiscal year (twelve-month) 
assignment. Even with positive recommendations, the dean must carefully consider 
whether reassignment is appropriate. 
 


3) Replacement: 
 
If identification of a new Chair is deemed appropriate, the college will begin the 
process outlined below. 


 
A. Internal Search: 


 
The search to fill the Department Chair’s position will be overseen by a search 
committee comprised of:  


 
• the department’s current Faculty Senator (who will serve as Chair)  


 
• the department’s immediate past Faculty Senator (who will serve as Chair) if 


the current Faculty Senator is running for the Chair position or if the 
department has no Senator for that term 


 
• three faculty members (at least one tenure-track and one tenured) to be elected 


by a majority of the department’s tenured and tenure-track faculty who are not 
applying for the position 


 
• an associate dean in the college (or the Chair of the College Tenure and 


Promotion Committee if there is no associate dean) who will serve as an ex 
officio member.     
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• The Process Will Generally Be as Follows: 


 
a) The dean’s office will initiate an announcement of the position. 


 
b) The office will circulate a notice to all members of the department 


notifying them of the opening and soliciting nominations or expressions of 
interest from all members of the department. 


 
c) The dean will consult with each of the nominees on his or her willingness 


to consider the position. 
 


d) The names of the nominees willing to serve will be provided to the search 
committee.  


 
e) If the slate of candidates is deemed inadequate by a majority of the search 


committee, the search committee or a subset of the committee will be 
charged with encouraging additional candidacies from the eligible 
members of the faculty. 


 
• The search committee will identify from those candidates nominated those 


who are appropriate for the position. 
 


• In most cases, it is expected that all nominees willing to serve would be 
considered. This evaluation will consider the candidate’s abilities and the 
opinions of various constituencies in the department in considering the 
appropriateness of the nominations. 
 


• The committee will confirm with the candidates their willingness to consider 
the position. 
 


• Those candidates will meet with the dean to confirm their willingness to 
consider the position, and their names will be circulated to the department.  


 
• The candidates will be invited to an open forum/meeting with the members of 


the department to discuss their view of the position and the issues facing the 
department. 


 
• The open forums must be scheduled as closely together as is practicable.  


 
• The department’s tenured and tenure-track faculty will be provided an 


opportunity to submit anonymous evaluations of the candidates to the 
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committee. (This form is different from the form to vote for a specific 
candidate.) 


• At a minimum, the candidates would meet with the Faculty (tenured and 
tenure track faculty); other Staff (professional faculty, classified staff, and 
part-time instructors); and Students (undergraduate and graduate together or 
separately). Each of those groups will be asked to provide its opinion of each 
candidate with a discussion of strengths and weaknesses to the chair or 
associate dean of the	search committee. (This form is different from the form 
to vote for a specific candidate.) 


 
• Within three (3) business days of the conclusion of this process, the 


committee chair will provide the dean with a summary of the strengths and 
weaknesses of the candidates. 


 
• Within three (3) business days of the last open forum, tenured and tenure-


track Faculty must receive a voting ballot in the form of paper, electronic, or 
some other technological form that protects the identity of the voters that will 
allow them to vote anonymously for the candidate of their choice.  


 
o The ballot must clearly indicate the names of the candidates and 


instructions to vote for only one of the candidates. 
 


• Within seven (7) business days after the voting process has ended, the results 
must be submitted to the Dean, Faculty, and Staff. 
 


• Within seven (7) business days of receiving the results, the dean must make a 
recommendation to the chief academic officer. 


 
• There is a general expectation that the Dean’s recommendation will reflect the 


candidate who received the majority of votes. 
 


o In the event of a tie vote, the Dean will cast the deciding vote. 
 


B. External Search 
 


If no suitable candidate can be identified in that department in the internal search 
process and a vacant position is available, the dean will identify interim 
leadership for the department from the pool of candidates from outside of the 
department. This will generally proceed as follows: 


 
a. The dean will meet with the department to consider the duration of that 


interim leadership and if an external search is warranted.  
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b. Initiation of an external search will depend not only upon the needs of the 
unit, but also on the resources available to the college and the strategic need 
for the position. 


 
c. An external search for a Chair will proceed as would a search for any open 


tenure track position. 
 
If the incumbent Chair resigns from the position before the end of his or her contract, the 
college dean will initiate an internal or external search process as noted above. If 
necessary, interim leadership will be appointed for the department while that process 
proceeds. 


 
 
 
 
 
 
 
Approved 
 
 
 
 
 
President 
 
 
Adopted date: July 2011 
Revised 11/22/12 
Revised 10/27/15 
Revised 2/5/16 
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