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1. PURPOSE/PREAMBLE
The University of Louisiana at Monroe (ULM) always seeks to be in compliance with all relevant federal, state, Board of Regents, University of Louisiana System, and University policies.  Implementation of this policy will help ensure this compliance.

2. DEFINITIONS/BACKGROUND

Employee Classification

•
Classified Staff Member – a University employee governed by the state’s Civil Service Rules.

•
Faculty Member – an unclassified staff member whose assigned, primary duties are teaching, scholarly activities, and/or service and whose rank is instructor or above.

•
Unclassified Staff Member – a University employee not governed by the state’s Civil Service Rules.
Employee Handbook

· Faculty Handbook - a guide for faculty that provides clarifications on policies, procedures, and services.
· Unclassified Staff Handbook – a guide for unclassified staff that provides general information and guidelines relative to privileges and obligations of unclassified staff.
· Classified Employee Handbook – a guide for classified employees that provides information on policies relative to classified employees.
· Student Policy Manual – a guide for students on University policies relative to students.
Student Catalog
· Undergraduate Catalog – a guide for students that provides the policies, procedures, regulations, and degree requirements for undergraduate students.
· Graduate Catalog – a guide for students that provides the policies, procedures, regulations, and degree requirements for graduate students.
Policies and Procedures

· ULM Policy Database – an assemblage of policies and procedures for various ULM departments and offices.
· University of Louisiana System Board of Supervisors Rules, Policies and Procedures - the bylaws and rules that govern the operations of the Board of Supervisors.  
· Louisiana Board of Regents Academic Affairs Policies and Procedures – the policies and procedures that govern the operations of the Board of Regents Division of Academic Affairs.
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· College, School/Department, Office Policies and Procedures – the policies and procedures for the college, school/department, or office.  The direct supervisor will provide such policies, if applicable.
3. ITEMS
A. Employees in the Division of Academic Affairs are responsible for reading the policies and procedures relevant to their position.

B. Employees in the Division of Academic Affairs are responsible for understanding the policies and procedures and, when uncertain about the meaning or application, seek clarification from the source of the policy/procedures or from the direct supervisor; 

C. Employees in the Division of Academic Affairs are responsible for reviewing the policies and procedures at least annually.
D. Employees in the Division of Academic Affairs are responsible for following the policies and procedures.
E. Employees in the Division of Academic Affairs are responsible for ensuring that any individuals supervised by them will do the above.
F. The policy applies to all full-time and part-time classified staff, unclassified staff, and faculty in the Division of Academic Affairs.

G. The guide for source of relevant policies and procedures * to be reviewed are:
	*Policy Source
	Faculty
	Unclassified Staff
	Classified Staff
	Academic Administrators **

	Faculty Handbook (http://www.ulm.edu/facultysenate/handbook.html) 
	X
	
	
	X

	Unclassified Staff Handbook (http://www.ulm.edu/staffsenate/handbook.html) 
	
	X
	
	X

	Classified Employee Handbook (http://www.ulm.edu/hr/documents/classifiedemployeehandbook.pdf) 
	
	
	X
	X

	Student Policy Manual (http://catalog.ulm.edu/index.php?catoid=30)
	X
	X
	X
	X

	Undergraduate Catalog (http://catalog.ulm.edu/index.php?catoid=28)
	X
	
	
	X

	Graduate Catalog (http://catalog.ulm.edu/index.php?catoid=29) 
	X
	
	
	X

	ULM Policy Database (https://webservices.ulm.edu/policies/index.php) 
	X
	X
	X
	X

	University of Louisiana System Board of Supervisors Rules, Policies and Procedures (https://www.ulsystem.edu/board-rules-policies-procedures/)
	
	
	
	X

	Louisiana Board of Regents Academic Affairs Policies and Procedures 
(https://regents.la.gov/divisions/planning-research-and-academic-affairs/academic-affairs/academic-affairs-policies-and-procedures/)
	
	
	
	X


   * May not be exhaustive; consult with direct supervisor for adjustment.

** Vice President for Academic Affairs, Deans, Assistant/Associate Deans, School Directors, Assistant/Associate School Directors

4. PROCEDURES
A. By September 1 annually, an employee in the Division of Academic Affairs must complete and submit to their direct supervisor an “Attestation of Policy Review” form.
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B. Within 60 days of the start date of employment, an employee in the Division of Academic Affairs must complete and submit to their direct supervisor an “Attestation of Policy Review” form.
C. The “Attestation of Policy Review” form can be found on the ULM forms page under Academic Affairs - https://webservices.ulm.edu/forms/officesdepartments/academic-affairs.
Policy Sources:
	· Faculty Handbook (http://www.ulm.edu/facultysenate/handbook.html) 

	· Unclassified Staff Handbook (http://www.ulm.edu/staffsenate/handbook.html) 

	· Classified Employee Handbook (http://www.ulm.edu/hr/documents/classifiedemployeehandbook.pdf) 

	· Student Policy Manual (http://catalog.ulm.edu/index.php?catoid=30)

	· Undergraduate Catalog (http://catalog.ulm.edu/index.php?catoid=28)

	· Graduate Catalog (http://catalog.ulm.edu/index.php?catoid=29) 

	· ULM Policy Database (https://webservices.ulm.edu/policies/index.php) 

	· University of Louisiana System Board of Supervisors Rules, Policies and Procedures (https://www.ulsystem.edu/board-rules-policies-procedures/)

	· Louisiana Board of Regents Academic Affairs Policies and Procedures 

· (https://regents.la.gov/divisions/planning-research-and-academic-affairs/academic-affairs/academic-affairs-policies-and-procedures/)
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Academic Affairs
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Deans Council

Academic Affairs Directors

Faculty Senate
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Human Resources


