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AMERICAN UNIVERSITY
OF HEALTH SCIENCES

Dear Faculty:

Thank you for being part of the American University of Health Sciences (AUHS). While the focus
of any great university is its students, for us at AUHS the foundation is our faith in God and
ultimately the work you as its faculty carry out to achieve theilbv er si t y6s mi s si
Without your belief in our mission, your character, intellect, and commitment to teaching,
learning, researcliiscovery,and outreach, very little can be accomplished.

Please know that we sincerely value all you do, and everything you bring to our campus.

The policies, practices and procedures set forth in this Faculty Handbook will acquaint you with
the administration expectations and governance of AUHS. As yolidard yourself with the
university, we encourage you to pursue a relationship with Christ, academic excellence,
community engagement and develop a sense elolifg learning for your own local and global
purpose through participation in university gawance.

Faculty leadership is indispensable to maintaining and improving the academic quality and rigor
of this institution, and we hope you will share in that responsibility. We depend on your informed
input and look forward to working with you to neakhis the best academic institution with the
mission of serving students. We also look forward to hearing from you.

Once again, let me thank you for all you do as we strive to deliver academic excellence to our
students,

Sincerely,

e f_

President and CEO

The purpose of the handbook is to try to gather information of importance for faculty into one location. Not all qudshersaivered in
this document andnay be referenced to additional documents such as the Universitp@ataStudent Handbook(s), Faculty Bylaws and
other similar documents, which guide you in the right direction for additional information. If you notice additionaltapivstild be

helpful to be included in future versions of this handbptidase contact the Provost/Chief Academic Officer with your idea The

Faculty Handbook should in no way be construed as an employment contract.
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The American University of Health Sciences is a community of scholars and educators whose relationships are
based upon the premise of respect and trust and who are committed to the highest levels of evidenced based teachin
and integrity in their scholarly and academic work. This Faculty Handbook is written to inform and provide needed
guidance related to Univetg policy and practices and is not intended to be a contract between the faculty and the
University. Therefore, the language in this Handbook does not supersede, supplement, alter or in any way change
the interpretation of the language of any of thecfiUniversity documents such as departmental Faculty Bylaws
documents, Universitataloguesor other University publications. Specific questions regarding the rights and
responsibilities of University administration, staff and faculty members canbenigsolved by reference to the
appropriate official document.

While efforts will be made to update this Handbook, it should be remembered that changes in policies, practices
and procedures and other information are effective as of the date ofadtisnance by the appropriate University
body although such changes may not have been distributed or published in this Handbook.

BACKGROUND OF AUHS

The American University of Health Sciences (AUHS) was originally founded in 1994 msstaecondary
educational institution to educate and equip students for life careers in the field of health education and to produce
quality health care professionals for the community and the country. AUHS was founded by Dr. Kim Dang (hon.)
and Pastor Ggory Johnson, who serves as mersléthe Board of Trustees. AUHS is the first, Private for Profit,
Minority-owned, Minorityserving, Christastb ased Uni versity offering a bac
history of California. AUHS is a privately lietorporation in the state of California.

AUHS exists to educate students from ethnic and culturally diverse groups who are prepared to make a positive
impact on the health care needs of vulnerable populations through the provision of evirbegerkbgactice

AUHS promotes its mission through a combination of creating a strong and caring academic environment where
excellence, diversity, and the development of the entire person including mind, body, and spirit is addressed; and
where teaching and leanyj, research, service, and scholargrgy al ued and supported.
values are inspired by a strong belief in God and the Christian values of love and caring for humankind, of justice
and respect for all humankind, and include a haolegiproach to education, promotion of the intellectual, analytical,

and critical thinking abilities of its students, evidetased knowledge, service to our fellow man, and a
commitment to lifedlong learning.

AUHS currently offerdive (5) programs of study leading to a degree. The University dfierfollowing degree
programs: Doctor of Pharmadylaster of Science in Nursinlylaster of Sciencin Clinical ResearctBachelor of
Sciencein Nursing, and Bachel of Science Degree in Pharmaceutical Scisnce |l n addi ti on
Extension Program offeiBostGraduate APRN €xtificateProgram and Certificai@ Pharmacy Technician.

AUHS is a vibrant community of learners, scholars, researchers, antigmacs, working with public, private,
and ot her institutions and agenci es t hat advanc
scholarship/research, and public service within the confines of a God Centered foundation.

AUHS sits on six§) acres ad is situated in a mixed industrial residential environment located at 1600 East Hill
Street, Signal Hill, California. The University occupies a 72,000 square foot complex comprising three separate

buildings, with parking that accommodates over 250 VeficThe buildings are well configured for an academic
campus environment.
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SECTION | T VISION, MISSION, PHILOSOPHY, GOALS

VISION OF AUHS

There is a dream that each of us has inside. It speaks of a better time, of a better life, of a better world.

There is a voice that comes from God iadned 6shows t o each
There is a need that cries, must be satisfied, requires of us to care, to help, to give, set self aside.

That all might have the chance to believe, to learn, to create, to succeed.

MISSION OF AUHS

The American University of la#h Sciences, a private Christidrased minorityserving university of higher education,

welcomes students of diverse backgrounds and prepares them to make a positive impact on society through the provision
of exceptional quality patiergentered care wiitin the context of a global perspective of the human condition. This mission

is accomplished through the creation of a strong and caring academic environment where excellence, diversity, and the
development of the entire peréomind, body, and spiridis addressed and where teaching/learning,
research/scholarship and serviaee valued and supported. Inspired by a strong belief in God and the Christian values

of love and caring for humankind he Uni ver sity6s core val udéam,piomatidnofthe a hol
intellectual,analytical,and critical thinking abilities of its students, evide#imsed knowledge, service to our fellow man,

and a commitment to |fl®ng learning.

As a Christiarbased, MinorityServing and Minority Owned Unarsity, AUHS is dedicated to providing high quality

education to prepare underrepresented groups and others as competent and compassionate health care professionals and
researchers. Through this outreach, the University harnesses the talents andadipiétissns currently underrepresented

in healthcare and research while improving the dissemination of culturally appropriate care. The University also supports

the faculty in their service and research endeavors and believes that the faculty is ouirpadieving our missions

and goals. As we strive as a University to grow and give back to the communities we serve, we realize that our success is
based upon a sacred promise to God and a partnership trust with the community in building relatf@idteéfsus grow

and flourish.

AUHS FULFILLS ITS MISSION AND GOALS BY:

1. Recruiting and enrolling students of diverse backgrounds and underrepresented groups.

2. Inspiring a strong belief in God and the Christian values of love and caring for humankind, and of justice and
respect.

3. Creating a strong and caring academic environment where excellence, diversity, and the development of the

entire person, including md, body, and spirit, are instilled.

4, Preparing students to provide exceptional quality and compassionate health care to make a positive impact on
society.

5. Providing evidencethased health care training in professional practices.

6. Preparing a profetonal and culturally diverse workforce for the pharmauy;sing,and clinical research

sectors within healthcare

7. Harnessing a dynamic, enriching environment where students can freely interact with faculty who embrace
and exemplify the values of thumiversity.

11
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STATEMENT OF FAITH

American University of Health Sciences recognizes that there is a body of knowledge with which the humanities, the natural
sciences, the social sciences, theology, and professional studies are to be differently but compatibly concerned.

We pursue truttin order to glorify the God and Father of our Lord Jesus Christ: praying for the coming of the Spirit;
remembering the promise of Scripture and tradition; keeping our hearts faithfully attuned to the voice of God; and being
thoughtfully, acutely, and critally engaged.

American University of Health Sciences affirms a statement of faith that defines its doctrinal convictions as follows:

1. We believe in one God, Creator of all things, holy, infinitely perfect, and eternally existing in a loving uhitgeof
equally divine Persons: The Father, 8@n,and the Holy Spirit. Having limitless knowledge and sovereign power,
God has graciously purposed from eternity to redeem a people for Himself and to make all things new for His own
glory.

2. We believe thathe Old Testament and the New Testament Scriptures, given by plenary inspiration, contain all truth
necessary to faith and Christian living.

3. We believe that God created Adam and Eve in His image, but they sinned when tempted by Satan. In union with
Adam, human beings are sinners by nature and by choice, alienated from God, and under His wrath. Only through
Godds saving work in Jmemnckdatdrenewed. can we be rescued,

4. We believe that Jesus Christ is Godbés incardhseaelfdas |y
promised Messiah was conceived through the Holy Spirit and born of the Virgin Mary. He lived a sinless life, was
crucified under Pontius Rite, arose bodily from the dead, ascended into heaven and sits at the right hand of God the
Father as our High Priest and Advocate.

5. We believe that Jesus Christ, as our representative and substitute, shed His blood on the cross as thé perfect,
sufficientsacrifice for our sins. His atoning death and victorious resurrection constitute the only ground for salvation.

6. We believe that the Holy Spirit, in all that He does, glorifies the Lord Jesus Christ. He convicts the world of its guilt.
He regenerats sinners, and in Him they are baptized into union with Christ and adopted as heirs in the family of God.
He also indwells, illuminates, guidesqjuips,and empowers believers for Chrlite living and service.

7. We believe that Gstdobbe sepanaset from Kis sargtifying pwweeandrpurpose. God commands
us to love Him supremely and others sacrificially, and to live out our faith with care for one another, compassion
toward the poor and justice fSprnrihésoppwessedndWiftelr véo
name, we are to combat the spiritual forces of evil. I
among all people, always bearing witness to the gospel in word and deed.

8. We believe in thgersonalpodily, and glorious return of our Lord Jesus Christ with His holy angels when He will
bring His kingdom to fulfillment and exercise His role as Judge of all. This coming of Christ, at a time known only to
God, demands constant expectancy as@ua blessed hope, motivates the believer to godly living, sacriiigice,
and energetic mission.

9. We believe that God commands everyone everywhere to believe the gospel by turning to Him in repentance and
receiving the Lord Jesus Christ. We believe that God will raise the dead bodily and judge the world, assigning the
unbeliever to condemnation andrei@ conscious punishment and the believer to eternal blessedness and joy with the
Lord in the new heaven and the earth, to the praise of his glorious grace.

10.We believe that from the beginning of G o deétien andehise | at i o1
purpose in creating man and woman. God ordain that traditional family is between a man and a woman.
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PHILOSOPHY OF THE AMERICAN UNIVERSITY OF HEALTH SCIENCES

The objective of the University is to prepare a professional and culturally diverse workforce for the pharmaceutical, nursing
and clinical research sectors within healthtareorkforce who will utilize research and evideth@sed practice to guide
healthare delivery. These professionals will understand the application and translation of research, display competencies to
apply evidencéased practice in various settings and be imbued with a desire to continue their education toward the aim of
becoming pretice professional leaders, future research scientists and faculty within their professional domain.

To this end, the University upholds the following as its guiding principles and philosophies:

A

The University adopts a holistic approach to educatiod promotes total development of mind, body, and spirit,
while promoting the intellectuadnalytical,and critical abilities of its students, complemented with solid values such
as service and commitment to lifeng learning.

All students must apire the fundamental knowledge and understanding of science and how it relates to their
individual domai® pharmacy, nursing, medicideand appreciate how these disciplines have evolved, are integrally
related, and are individually and collectively contityiahanging human life. The knowledge that students gain will

not be limited to theories but instead will extend to actual clinical application, which will include
clinical/laboratory/practice experiencesternshipsand community service.

The University thrives in an intimate and quality learning environment, a place for creative individual expression as
well as fruitful social interaction. The University harnesses a dynamic, enriching environment where students can
freely interact with acamplished and dedicated faculty, who embrace and exemplify the values of the university,
and utilize a rich array of library, internet, and interactive learning tools.

The University recognizes its critical role in community development and sociah leealtice. It is aware that
institutional success lies behind what its students and graduates give back to society. The University seeks to impress
upon all its graduates the higher mission and noble privilege of community service and improving theofjualit
healthcare through both provision of care and scholarly study of the impact of that care.

The University commits to continually develop and upgrade curricula and courseware to enable students and
practitioners to stay ufp-date and conversant gumevailing practices and technologies affecting the health care
industry.

All graduates of the University will have an accurate understanding of how they, as practitioners in the field, fit into
the larger and realiorld community that they serve. Gliates will possess the competencies necessary to provide
excellent care and service within their domain with a thorough foundation in science, social/behavioral, leadership,
and interpersonal/interactional knowledge and skills.

The University upholdshe core values of belief in God, the Father, the Son and the Holy Spirit and through Him
oneb6s |l earning and onef6s commitment and service to o
both faculty and students.

INSTITUTIONAL LEARNING OUTCOMES (-GQADS) S

The AUHS student learning outcomes (goals) are as follows:

1. Performance (Academic Excellence/ Research/ Scholarship)
Graduates will demonstrate social, philosophical knowledge of their profession/career pathway (i.e., nursing, pharmacy,
pharmacy technician, clinical research, etc.).

2. Cultural competence (Diversity). Graduates will deliver culturally competent, sersittaring that is evidendmased in
the appropriate health career (i.e., nursing, pharmacy, pharmacy technician, clinical research, etc.) service area.

3. Critical Thinking (Academic Preparation or Excellence/Education). Graduates will apply critical thking as the
theoretical and scientific underpinnings to the appropriate health career occupation (i.e., nursing, pharmacy, pharmacy
technician, clinical research, etc.) to build a solid foundation to drive the profession forward.
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4. Social Responsibility Service). Graduates will develop social and personal responsibility for ongoing professional
growth and development including higher education in the appropriate health career profession (i.e., nursing, pharmacy,
pharmacy technician, clinical researcts, et

5. Christian Values. Upon completion of the appropriate health science career program (i.e., nursing, pharmacy, pharmacy
technician, clinical research, etc.) , graduates should be able to affect positivepaigris outcomes by sharing their
Christian Values of love, camj, justice and respect, as an advocate of gliatient needs and rights.

AUHS recognizes its critical role in community development and social health service. It is aware that institutionaksuccess
defined in large part by what students givekbtzsociety, and how students make a difference beyond the four walls of the
classroom. The University impresses upon all graduates the higher mission and noble privilege of community service and
improving the quality of healthcare through both provisibeare and scholarly study of the impact of that care.

FIVE PILLARS

The University has selected five pillars, also termed hallmarks, upon which to build all academic programs, which include:
A Performance (Research/ Scholarship)
A Cultural competence Diversity)
A Critical thinking (Academic Preparation/ Education)
A Social Reponsibility (Service)
A Christian Values

ACCREDITATION AND APPROVALS

WASC Senior College and University CommissiofW SCUC)

American University of Health Sciences is accredited by the WASC Senior College and University Commission (WSCUC),
985 AtlanticAvenue, Suite 100, Alameda, CA 94501, 510.748.9001. WSCUC is a regional accrediting body recognized by the
U.S Department of Education (USDOE) and the Council on Higher Education Accreditation (CHEA).

WWw.wascsenior.org

Approval Disclosure Statement Bureau of Private Postsecondary Education (BPPE)

American University of Health Sciences is a private institution and is approved to operate by the Bureau of Private
Postsecondary Education which means compliance with state standards ath $ettfer California Education Code. The
Bureauds approval means compliance with minimum state st
by the state or superintendent. Institutional approval mustaemeved every three years asdubject to continuing review.

Transnational Association of Christian Colleges and Schools (TRACS)

American University of Health Sciences has completed the application process for the Transnational Association of Christian
Colleges and Schools (TRAY and has attained Applicant Status, defined as an institution which has an application approved
by the Applicant Review Committee (ARC) after hosting a successful staff visit and responding positively to the staff report
and recommendations. TRACS is agaized by both United States Department of Education (USDOE) and the Council for
Higher Education Accreditation (CHEA) as a national institutional accrediting agency for Christian postsecondary institutions
colleges, universities, and seminaries. Thisdsa formal status, nor does it ensure eventual accreditation. Questions about
Applicant Status may be directed to: The Transnational Association of Christian Colleges and Schools (TRACS), 15935 Forest
Road, Forest, VA 24551; Tel: 4&P59539; Email: nfo@tracs.org.

Commission on Collegiate Nursing Education (CCNE)

The BSN Program at American University of Health Sciences is accredited by the Commission on Collegiate Nursing Education
(CCNE) through June 30, 2027 and is approved by the Califooaed®f Registered Nursing. CCNE is officially recognized

by the U.S. Secretary of Education as a national accreditation agency. CCNE is located at 655 K Street NW, Washington DC
20001, (202) 886791, fttp://ccneaccreditation.oyg

Please see attachment |: Master of Science in Nursing andsPaitate APRN Certificate Program Public Disclosure as
required by CCNE.
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California Board of Registered Nursing (CA BRN)

American University of Health Sciences (AUHS) is approved by California Board of Registarsing (BRN). The

BRN has the authority to approve registered nursing and advanced practice nursing programs in California. The purpose
of approval is to ensure the programbs c dicepsuré mursioge wi t h
programs must be approved by the BRN, 1747 N. Market Blvd., Suite 150, Sacramento, CA 95834, Tel:

916.322.3350, 916.574.7698ww.rn.ca.gov.

Accreditation Council for Pharmacy Education (ACPE)

American University of Health Sciences School of Pharmacy, Doctor of Pharmacy program has been authorized by
the ACPE Board of Directors for an -@ite evaluation to be scheduled Novembe}, 2018 for consideration of
Precandidate atus. Authorization of an esite evaluation for consideration of Precandidate status does not carry
with it nor imply an accreditation status. The-gite evaluation is authorized solely for purposes of gathering
additional information in furtherance of accreditation decision. The Board will consider Precandidate status at the
regularly scheduled meeting, which occur in January and June of each year, followingsiteeemaluation. For an
explanation of the ACPE accreditation process, consult theeOfif the Dean or the Accreditation Council for
Pharmacy Education, 190 South LaSalle Street, Suite 2850, Chicago, lllinois 606@31438%75; FAX 866228
2631;acpeaccredit.org

This University voluntarily undergoes periodic accrediting evaluations by teams of qualified examiners including subject
experts and specialists in specified fields of education and school administration.
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SECTION Il - ORGANIZATION & GOVERNANCE

OVERVIEW

The American University of Health Sciences is a PrifateProfit, Minority Owned, and Minority Serving, Christian Based
University originally founded in 1994 by Dr. Kim Dang (hon.) and Pastor Gregory Johnson. AUHS is a privately held
California Corpoation and was formed as a postsecondary educational institution to educate and equip students for life careers
in the field of health education and to produce quality allied health professionals for the community and the country.

The American University of Health Sciences (AUHS), Signal Hill, CA was granted degree institutional approval from the
Bureau for Private Postsecondary & Education (BPPE) wunde

FOUNDER

Ms. Kim Dang founded American University of Health Sciences (AUHS), originally known as the American Institute of Health
Sciences, in 1994. During her tenure as President/CEO, Ms. Dang developed, managed and established AUHS operational
processes in the areas ofdsuat affairs, registrar, admissions, financial aid, career services, institutional publications, and
finance. Under her leadership, AUHS obtained State of California Approval through what is now called the Bureau of Private
Postsecondary Education (BPPHEgccrediting Bureau of Health Education Schools (ABHES) a DOE Recognized
Accreditation in 1997, Degree Granting Institution status from BPPE in 2001, Accrediting CoumcddpendenColleges

and Schools (ACICS) Department of Education (DOE) recogmiaddnal accreditation in 2003, Board of Registered Nursing

(BRN) approval in 2006, and Commission on Collegiate Nursing Education (CCNE) programmatic accreditation in 2011.

Ms. Dang served as Executive Director from 1:99@3 for a nofprofit Society for Educational and Economic Development
(S.E.E.D.) collaborating with public schools in the city of Santa Ana to create pathways for inner city High School youths to
complete tleir education thru afterschool program in the Arts and Entrepreneurship. Ms. Dang established at S.E.E.D the
AUnderground Art Galleryodo in the historic Santora Buil di
display, and promotes tisale ofartwork created by the innegity youths. Ms. Dang also established network of donors to
develop scholarships for inner city youths to assist them with their pursuit of higher education.

In 2002, Ms. Dang was given an Honorary Doctorate inibé&d&Education by St. Luke school of Medicine in Liberia. In 2016,
Ms. Dang was honored with Humanitarian Award by the Council of Black Nurses for her many works with the underserved

communities in the U.S. and abroad. Ms. Dang collaborated with CHIP®2 015, in the devel opmen
Par ko, a free health fair promoting health and well ness
community.

BOARD OF TRUSTEES

The American University of Health Sciences (AUHS) leatablished a Board of Trustees to address issues of policy and
implementation practices consistent with expectations in higher education. The statement of mission for this Board includes
oversight responsibility for ensuring fiscal sustainability as a®lbther committee charges, and assurance that the University
mission is being achieved. The Board of Trustees of AUHS consists of 7 members, the majority of which are not employed by
the University and are valued members of the community. There are i6 pubhbers, one shareholder and one internal
member of the University. The Board of Trustees is responsible for the quality and integrity of the University and tmenitors t
duties and responsibilities of the President/CEO, as those duties relate tatlteaahme nt of t he uni ver si.t
objectives.
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BOARD MEMBERS, BOARD STATUS & AFFILIATION

Board Members

SMR Healthcare Management, Inc.,

Suzanne Richards, MSN Chair Founder/CEO

Song Tan, M.D., FAAP Member Prlva_lte Practice, GOwner/Karing Pediatrics
Medical Group

Thi Dang, Pharm. D. Member San Gabriel Medical Pharmacy
Founding Dean, American University of Heal

Betty Williams, DrPH, RN, FAAN Member Sciences; Professor Emeritus, Dept. of Nursi
CsuULB

Pastor Gregory Johnson Vice Chair Founder AUHS and AUHS Foundation

. Member
Kim Dang Shareholder & Founder AUHS
Jeff Davis Member CEO, Brand New Day

Bylaws of the Board of Trustees. The bylaws are the framework on the rules of procedures for the Board of Trustees. It
consists of the following four parts: Boardirectors; Rules of Order; Meetings; and Amendment of Bylaws.

Certification and Stipulation Agreement. The Amer i can
Conflict of InterestStatements in order to serve as evidence of comglitrat the Board of Trustees does not have a majority
of members with employment, family, or personal interest to the University. Board of Trustees members also sign aStipulatio
Letter which to serves as evidence of compliance that all informationcandhéntation presented to interested parties and the
public is accurate. The Stipulation letter also confirms that the University will comply with the Standards, Policies and

Procedures of its accreditation bodies.

University of Health
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ORGANIZATIONAL CHART

Sole Shareholder
AMERICAN UNIVERSITY OF HEALTH SCIENCES

Board of Trustees
ORGANIZATIONAL CHART

Quality Assurance and Compliance Officer
Executive Assistant

(ESL}
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UNIVERSITY COUNCILS AND COMMITTEES

At the University level, there are 3 main council ssAtvisay ar
Council, 2) Strategic Planning Council, 3) Faculty Senate. There are two University commaitiey: 1) University Systematic
Evaluation and Assessment Committee (SEAC), 2) University Advisory Board.

Presidentds Advisory Counci l

The President Advisory Council (PAC) consists of members of University administration, program administrati@tectad s
department leaders. The PAC exists to disseminate information among the various programs and University, to assigtithe Unive
with achievement of its goals, and to act as a venue for collaborative decision making. One of its respoirsihiliteeprogram

and departments updates, the sharing of knowledge on University functions (such as student projects and commencem
establishing and nurturing important linkages between programs and the University, and discussion and promotistarhtie Sy
Evaluation Assessment Plan (SEAP). Finally, because curriculum chdetgnspr additions, as well as new program offerings
normally establish a fiduciary obligation for the University, this Council also exists to review such changesfritglkiniversities
fiduciary obligations. The AUHS Presidentds Executive Col

Strategic Planning Council

The Strategic Planning Coun€¢BPC)meets quarterly and has the responsibility for bugdime strategic plan with collaborative

i nput from stakeholders consisting of the Board of T,rust
Alumni, administrationand Staff. The Strategic Plan is composed of a process thatwiifrgathering facts, conducting a SWOT
Analysis, reviewing inputs, creating a strategic matric, defining strategigsying,and adjusting the plan.

Faculty Senate

The Faculty Senate consists of all faculty of each program. Neither suppa@mmedraor students are members of this council,
however, they may, from time to time, be invited to participate. This is a University academic council and serves afoa forum
discussion and dissemination of information of interest to all programssahd aenue for the implementation of policy, practices,
and procedures that support the mission, vision, and student outcomes for the University. The Program and Faculty $#nate Co!
meets biannually or as necessary to conduct business.

University Systematic Evaluation and Assessment Committee (SEAC)

This Council consists of members of the AUHS PAC, program administrators, selected department leaders, and elected membe
the faculty. Its main obligation is to receive and review feanh school and department at AUHS all evaluation data relative to a
particular program or a department and meets biannually or more frequently if needed in order to conduct businessa These
include but are not exhaustive of data such as graduati&s) edhnic/race, course evaluations, student satisfaction inventory results
and similar data.

University and Program Advisory Board

The University has an overarching University Advisory Board, which meets as an overall advisory unit to thaetyJas/ars

whole. In addition, each program has its own advisory committees where interested members of the profession and community
advise the individual programs related to program needs and the specific industry. These groups meet minimally once per year
Meetings may be held in conjunctions with each other (University Advisory Council then program break out groups) ott@s separ:
groups at different times.

PROGRAM LEVEL COMMITTEES

Each academic program and general education (GE) have their ¢awsljocuments. Program Committees typically meet at least
once each quarter to discuss departmental business and interests. Each Program Committee (Pharmacy, Nursing, suliGE) hax
standingcommittees related to the following areas: curriculum; assest and evaluation; faculty affairs and resources; and admission,
progressionand students6 affairs. Each program has a designated

20



Revised: July 2020
Curriculum Committee

The SON and SOP Curriculum Committees are charged with maintaining the quality of the curriculum, ensuring that thencurricult
adequately prepares students for their chosen careers. This committee is responsible for ongoing curriculum developm
implemenation, evaluation, revision, and ensures compliance with all program regulatory and accreditation educational standar
Members review program philosophy, purposes, objectives, and review program learning outcomes for alignment among ot
related topicsin addition, another focus of this committee is to assure that individual course syllabi and textbooks/journals me
AUHS standards. The Curriculum Committee reports its recommendations to the regular scheduled Nursing Program Committ

Assessment ad Evaluation Committees

These committees are responsible for ensuring that there is a plan in place for the systematic evaluation of stugtealisi¢atult
agencies, facilities, resources, adequacy of library and technologies, and any other ratgiireander to meet the regulatory and
accreditation needs of the program. The responsibilities of the SON and SOP committees include reviewing all existiog evaluat
methods and procedures for appropriateness and make recommendations for revisiessasynateveloping new evaluation
methods and procedures, if needed, or recommending the addition of other significant evaluation programs needed fatehe adec
assessment and evaluation of outcomes.

These committees consist of at least three faculty members. The SON and SOP Assessment and Evaluation Committees wc
collaboration with the Director of Institutional Research as well as internal assessment personnel dedicated to tasksthpecifi
individual School. The Director of Institutional Research helps the committees with managing data and attends this meeting ¢
nonvoting exofficio member.

Faculty Affairs, Selection & Resources Committees

The Faculty Affairs, Selection & Resources Guittees of the SON and SOP direct the process of reviewing policies, practices
and procedures affecting faculty and issues of concern to the faculty along with assessing and making recommendatigns regat
the resources necessary to operate the educhfimgrams. Committee members also participate in the faculty hiring process.
Members of these committee collaborate with the University regarding the faculty role and responsibilities related ¢ teachir
scholarship, and service and make suggestion®deia faculty interests. This committee works to formulate plans to help faculty
members achieve program goals related to teaching, service, scholarship and research.

Additionally, recommendations related to program library and technology resourcesspoasibilities of the committee. The
University Librarian or a library representative advises the committee as needed and attends this meetirgoting eveofficio
member.

Admission, Progression and Student Affairs Committee

The Admission, Prgression and Student Affairs Committees of SON and SOP direct the process of reviewing policies an
procedures affecting student admission and progression and collateral matriculation issues. The committees are responsibls
recommending undergraduatedagraduate student (future) admission criteria, progression, retention, advisement policies, an
professional standards policigsacticesand due process procedures. These are shared with students through the student handbo
In addition, matters peilitsing to student interests and activities are the responsibility of this committee. Student awards
scholarships, and ceremonies such as pinning and white coat ceremonies (future) and service outcome data are speific acti
assigned to these committeelhese committees are chaired by a faculty memberSiient Services DirectoAdmissions
Director or an Admissions Department representative acts as a resource to the committee and servegotisg easfficio
member of this committee. For S@ Senior Associate Dean of Academic Affairs serves as-aatong exofficio member of

the committee.

Advisory Board Committee (Subgroup of University Advisory Board)

Advisory Board consists of communities of interest members who represent nursing, pharmacy, medicine, allied health, clini
partners, healtigare agencies, clinical administrators and staff, former graduates, employers and other vested partiespete partic
and advise the university on multiple matters related to its programs. The Advisory Board meets annually.
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AMERICAN UNIVERSITY OF HEAIL TH SCIENCES
DECISION MAKING FLOW CHART

PROGRAM LEVEL COMMITTEES (SON, SOP, GE)

CURRICULUM COMMITTEE
Ensures the guality of the curriculum

FACULTY AFFAIRS COMMITTEE
Formulates plans to achieve program goals
related to teaching, service, scholarship, and
research.

through ongoing development,
implementation, evaluation, and revision.

ASSESSMENT & EVALUATION

ADHOC: PROGRAM OVERVIEW

Reviews outcome resulting from systematic
evaluation of academic and students’

ADMISSION, PROGRESSION &
STUDENT AFFAIRS COMMITTEE
Reviews policies and procedures affecting
student admission, progression, and
matriculation issues.

COMMITTEE

performance, including program review.

UNIVERSITY LEVEL

UNIVERSITY ADVISORY BOARD
es advice and guidance to program leadership based on
student performa earning outcomes, job market
demands, and other information required for enhancement
and revision of the curricula.

Prowi

SYSTEMATIC EVALUATION & ASSESSMENT
COMMITTEE (SEAC)

sible for review, revision, implementation, and
yring of the 3EAP data. Disseminates data outr :
students, program, and university leaders and pr
guidance to developing plans of actions

FACULTY SENATE

nizsiom of the Univ
to the President of AUHS throug
principle that the faculty and the adminis

major decisions affect

=ity and serve 3z an advisory body

red governa

tion shall co

academic welfare of the Univ

its supparting schiools.

PRESIDENT'S EXECUTIVE COUNCIL

Comprised of institutional leadership that

Consideration
for strategic
planning

provide advice and counsel to the President
oward
achievement of the University goals.

and ensures timely progre

STRATEGIC PLANNING COUNCIL
Manitors and guides that all phases of
planning and resource allocation are driven
by assessment data to ensure that AUHS

mission is ac
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DECISION MAKING AND APPROVAL FLOW CHART

BOARD OF TRUSTEE LEVEL

Required
President/CEO and President’s Executive kbl

President submits items and materials for
) approval
Council

Board of Trustees approval.
from Board

of Trustees

Items

approved

With vested powers and duties as
Iltems need prescribed by the Board of Trustees, the
annual President/CEO disseminates, approved
evieviand items, and directs the President’s
approval.

Executive Council to lead implementation.
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OTHER GOVERNANCE STRUCTURE

Institutional Review Board (IRB)

The Institutional Review Board (IRB) is an administrative body established to protect the rights and welfare of humhn researc
subjects recruited to participate in research activities conducted under the auspices of the intuition with whictafeds affil

All  IRB committees are governed by Title 45 Part 46 of the Code of Federal Regulations (CFR)
(https://www.govinfo.gov/content/pkg/CFRO16title45-voll/pdf/CFR2016title45-voll-part46.pdf and are regulated by the

Food and Drug Administrain and the National Institutes of Health's (NIH) Office for Human Research Protections (OHRP)
within the U.S. Department of Health and Human Services (DHH8p:{www.hhs.gov/ohrp The DHHS requires
institutions, who receive federal funding (ex.: federal financial aid to students), to have an IRB committee as do afnumber o
other agencies. The IRB must follow the regulations, laws, and policies set down in the Belmont Report
(https://www.hhs.gov/ohrp/regulatio@d policy/belmontreport/reaethe-belmontreport/index.htm)l and the Nuremberg
Code(https://history.nih.gov/display/history/Nuremberg+Chde

The purpose of the American University of Health Sciences Institutional Review Board is to:

Ensure the protection and rights of human research subjects

Review research involving human subjects

Reviewfederal mandates and policies regarding ethical standards for research

Update guidelines and procedures according to these federal guidelines

Disseminate policies and procedures for conducting ethical research to faculty and students
Generate reports faculty and administration regarding activities of the IRB committee

ok whNpE
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SECTION Il T UNIVERSITY ADMINISTRATION

FACULTY RECRUITMENT AND ORIENTATION

Faculty Recruitment

The recruitment process i s i nintcdllaboraiah withtHuman Bdsourctiegemalkes o g r a |
his/her need for a new faculty member known to the President/CEQ, Provas®iégident of Operations and Development
Human Resousesis responsible for ensuring placement of advertisements. Searches are performed to recruit a highly qualified
cadre of candidates. AUHS recruit faculty from a variety of sources. Faculty meanbgenerally recruited from a local or

national pool but on occasion, a global recruitment process is utilized. A national search can be accomplished inyseveral wa
including placing ads on appropriate job boards, in journals, bulletin boards, etc.

Qualified candidates are preliminarily reviewed by the program dean, University President, Vice President of Operations and
Development, and the Provost to ensure that candidates 1) can support the mission of the University; 2) understand the
requirement®f the position; 3) are highly qualified; and 4) are committed to the students and the Mission of the University.
These interviews can take place in person or by video confer@mce potential final candidates have been identified, the
candidate is braght into the University for a Teaching Presentation and meeting with a specially selected panel for the School
or office for which they are applying. The applicant makes a presentation to faculty and administration panel during which
they are asked appdate questions. Feedback is sought from the panel.

The selected candidate is contacted by University Administration who offers an initiatarfteactand a start date is set.

Faculty Orientation

Each School of the University holds anentation for new faculty members. Orientation to the University as well as orientation

to the School (program) is covered in oveFadkculty Orientation GuideOrientation is geared towards helping an individual
successfully meet what is requiredafé ul t y member 6s specific and specialized
selected University documents such as the Faculty Handbook and the University Catalogue among others. The new faculty
member is provided with a mentor for the firgtay of employment and can ask questions of their mentor and be provided
guidance on either the answer to the question or the contact who can answer the question for the faculty member. More
information on this topic is found in th&aculty OrientationGuide

AUHS FACULTY PERFORMANCE REVIEW

Faculty Evaluation & Annual Review Process

All faculty of the University receive yearly reviews. The Annual Review requirements include elements required of all person
employed by the University such as the AnRerformance Evaluation; and some specific to faculty such &3uhéripartite
(Teaching, Scholarship/Resear@grvice, Practicepnnual Faculty Evaluation. Annual faculty reviews are scheduled in the
fall quarter for most faculty members regardleésheir start date. Annual bonuses, raises, or contract extensions will be
contingent on the outcome of the review process (Evaluation) also referred to as review performance, especidiiméor full
faculty. This review process is mandatory.

Review Performance

Reviews will occur in the department in which the faculty member has the p@maoyntmentand it will be the responsibility

of the Dean, Associate Dean, Program Director or Chair to assure that reviews are completed timelyudoontieeod the

review is shared with the faculty. The Dean/Associate Dean/Program Director/Chair shall notify faculty in advance of faculty
anniversary date regarding this process and provide any needed documents. Annual review complete packagésadre submi
to the Provost within 7 days of completion. The original review package will then be given to HR by the Provost after review
and evaluation for completeness. Copiediscussion of faculty performanskall be provided to the PresidéPHO andshal

be maintained by the program. Faculty are entitled to copies of formal review documents.
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Timeframes of the Review

Newly appointed faculty members in their first year of employment who are initially appointed-Byeat in their first year

of empdoyment will have preliminary assessments at 90 dagmitths,and annual review at 1 year by program administrators.
Furthermore, faculty may also receive warning at any point in time when their performance does not meet acceptable standards.
The firstyear of the employment period will be considered probationary regardless of employment contract. New faculty
members, who demonstrate a need for assistance in keeping pace with their desired need to be an effective teacher, will be
given as much suppaas they require to be successful inclusiveraon-onementoring, and any additional training required

to improve their performance. Howeyafter the first year, new faculty members and continuing faculty members who do not
have satisfactory assessrtenat any point in a given year and whaseformance igonsidered beyond the scope of further
remediation, will be given an amended contract with argixth termination date. During the amended contract period, close
supervision will be provided to tHaculty. There is no opportunity for this amended contract to-oalled.

Faculty members who have not met expectations will be given the opportunity to improve unless the issues noted are judged
egregious. Faculty members who have successfoligpteted the first year of employment satisfactorily will have one
classroom assessmefiadulty classroom observation forjrand one lab/clinical (if applicable) assessment yearly plus and
annual evaluation thereafter. Faculty will meet with their dean/dean/chair/supervisor as assigned once per quarter to
review faculty course evaluations; research/scholarship, clinical evaluations progress (if applicable); faculty devdimsment p

as well as addressing other concerns.

Reasons for Immediate Ternmnation

For egregious behaviors, unethical violations, gross misconduct, and gross insubordination, faculty members may be
immediately terminated, including those faculty members with initial contracts. The following list is not inclusive, but may

include:

A Gross insubordination (failure to accept an assignn

A Gross misconduct (includes unavailability to students either in the classroom, laboratory, or clinical setting, and/or
directing the students inapgpriately to cause gross negligence with clients/patients)

A Drinking or taking drugs in the classroom or clinical setting which is visibly noticeable to others

A Inappropriate sexual conduct tantamount to sexual harassment with students or others

A Inappropriate or unacceptable behavior that demeans or subverts the integrity, philosophical or moral values of
the University

A Any behavior, gross misconduct or malicious actions that disrupts or injures tHeewgjlof the University

Term Tenure

Faculty is employed by the University on a contractual basis. American University of Health Sciences does not offer a
traditional tenure track for faculty at this time. Currently contracts are given for an irtigedr period, followed by asond

1-3-year contract after evaluations. After the initial six years, the faculty may be grantedyadiveontract, which is
considered by the Uni v-gearsontragts far Sernd Tlerurernan be ranewee da. collabérationeand
agrement with the faculty member during year 4 of thge&r contract based on an aggregate of the annual reviews. Further
information on this area can be found in Section IV.

PleasenoteeThe University wild/ 0 b s e r vsavork at any poiatinttimedfar angreagon.r e v al u a

A Adjunct Faculty
1. Adjunctiinstructors must follow the same guidelines for regular faculty members.
2. Data from the assessments may be used to determine if the adjuniotipai@culty will be rehired for
subsequent quarters.
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Elements of the Review

ToToPo  DoTo  Po Do To Do o To Do To Do To Do To Do Io Do Io Do I Do I

Satisfactory completion of the Annual Performance Evaluation

Satisfactory completion of Data Sheetsimilar document

Satisfactory completion of Faculty Development Plan or similar document

Faculty Classroom Observation Form

Clinical/lab Observation Report (if applicable)

Current Health/Immunization data (nursing/ clinical faculty only)

Current CIR (nursing/clinical faculty only)

Current copy of malpractice insurance (if applicable)

Course/clinical /lab evaluations

Continuing education certificates

Transcripts for continuing formal education

Professional resume and bio updated (located ifrdicelty Orientation Packet)

Peefreviews by aleast two colleagues

All course syllabus approved, received and filed (timely) presented in Course Portfolio

Evidence to support that course grades uploadé€thtovasand documentation posted in SIS andmitted to
Student Affairs/ Services

University Inservice Training

Records summaries of minimum perarter meetings with Dean/Associate Dean/Director/Chair
Documentation of memberships in professional organizations

Lists of any contributions to professional journals, newspaper articles, books and/or any related media
contributions to profession

Updates (Faculty Update Form required) for any research profgapecially for those who are principle
investigators); applications for extramural research funding and/or funded research projects

Updates (Faculty Update Form required) for any community service activities

Updates (Faculty Update Form required) fol applications for extramural funding and/or funded research
projects

Updates on scholarly publications

Updates (Faculty Update Form required) for any faculty service activities

Other (as notified).

Course Portfolio
Below are the elements nasary for inclusion in the course portfolio

To T To T To I

Copy of each syllabus taught during the year in binder(s) (binders should be kept for calendar each year)
Course evaluations matched with each syllabus

ATI student cohort resultBrelicensure BSN Progra(BON only)

Summary of 1) what went well; 2) what needs improvement; and 3) plan for improvement for each course taught
Class demographic of 1) total student number for class; 2) breakdown of grades by numbers

Evaluation of required textbooks for class

Faculty Update Form

An update form outlines faculty service; applications for extramural funding to support scholarly/research projects;
publications; community service; professional development and research is required for annual reviesirfar full
faculty. See form for further information.
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HUMAN RESOURCES POLICIES AND PROCEDURES

90-Day Faculty Review (probationary 90day period)

All new AUHS faculty members are subject to ad#y probationary period. No benefits accrue during this time.
The faculty memberdés i mmediate supervisor wi || be ¢
employment assessing their ability, quality of work, aptitude, job understanding, etc. during this probationary period.
Near the conclusion dhis period a meeting will take place between the faculty member and his/her supervisor in
which the 9@Day Faculty Review (evaluation and assessment will be discussed with the faculty member). Also
discussed in this period, may be any course evaluatmmsleted along with any anecdotal notes, or other applicable

and relevant materials or documents. This assessment occurs for btithdidhd partime faculty. For pediem

faculty (only) the initial assessment will occur at or near the end ofrigtiarter of teaching.

6-Month Faculty Review

All new AUHS faculty members are subjectto an initah® nt h f aculty member revi ew.
immediate supervisor (or higher level) will be conducting the initial review of theirdix months of employment
assessing your abilities, quality of work, aptitude, job understanding, etc. during this period of employment. Near the
conclusion of this period (or before) a meeting will take place between the faculty member and hisfvéscstip

which the 98Day Faculty Review evaluation and assessment will be compared withntlomtd Faculty Review
document. Also discussed in this period, may be any course evaluations completed along with any anecdotal notes,
or other applicable ancklevant materials or documents. This assessment occurs for betiméubnd partime

faculty. Perdiem faculty will be reviewed annually if the initial review is deemed satisfactory otherwise periodic
perdiem faculty reviews will be performed asatatined needed by administration until such point the assessments

are determined satisfactory.

Official Start Date

The faculty start date for all purposes, including benefit determination, is considered the first day of actual
employment. The University benefit program is only available for designatedifmel Faculty members working
a minimum of 40 hours ehaveek.

Transcripts

Faculty need to provide official copies of ALL transcripts in which he/she earned a degree. Copies must be sent
directly to the University Office of Human Resources from the school they attended.

Mandatory In -service

All faculty members are required to attend a minimum of 4 University sponsessihiites each year. Additional
in-service trainings may be offered by the University for Professional Development.

Student Information Systems (SIS)

All faculty membes must complete SIS training {service) within the first 30 days of employment, $1Service
training is available every quarter. All Full Time Faculty must complete the SIS training prior to teaching. All part
time Faculty who are scheduled to tetfobory courses must complete the SIS training prior to teaching.

Visitors at Work

AUHS expects that the faculty member be fully engaged in his/her work while at the University during assigned work
hours. Therefore, personal visitors, family membectuding children, and friends who come to the University to

visit or otherwise spend time with the faculty member are strongly discouraged. A visitor who meets the faculty
member for the purpose of going out to lunch or other similar limited activétycisptable. Emergency situations on

a caseby-case basis may be allowed depending upon the circumstance. Please check with supervisor if an emergency
situation occurs.
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Security Codes and Computer Access

Faculty members are given keys, computerized access cards and codes to computers and copiers. These codes ar
keys are never to be shared with anyone other than a supervisor or University administrator.

Criminal Arrests, Charges and Convictions

Arrests for criminal activity, charges and convictions may be grounds for dismissal depending upon the severity of
the crime. A Faculty Member must advise the HR Off{belinfo@auhs.edlito report any pending criminal charges

or convictions. Noteminor traffic violations are excluded from this natification unless a faculty member drives an
official University vehicle, and thus is responsible for reporting any traffic violations.

Employment Categoriesby Series

Regular Academic Series FacultyFull-time faculty membersr(structors orranked who hol d at | ea:
or a doctoral degree in an area appropriate to their expertise and have had professional and/or academic experience:
suitable for appointment at this level. These employees genemlkya minimum of 40 hours per week and must
maintain reasonable office hours. These faculty members ateekiployees where taxes and social security are
withheld from their paychecks. Regular ftilhe faculty members are the only employee classiticagiligible for

University benefits. Undergraduate faculty ftithe workload is 482 units in a calendar year and of which 4 units

can be applied towards grant or publications. Regulatifu# faculty roles are described in their contract as well as
expectations outlines in this publication.

Clinical Series Faculty. Full-time faculty membersir{structor9 who hol d at |l east a mast
degree in an area in area appropriate to their expertise. These individuals generallyinicaleegperiences
appropriate to their area of expertise. This group consists of faculty members who work primarily in the
clinical/experiential setting Clinical Series instructordéds jobs are
personnel files.

Clinical Series Faculty Adjunct faculty membersr(structorg who hol d at |l east a mast
degree in an area in area appropriate to their expertise. These individuals generally have clinical experiences
appropriate to their areaf expertise. These individuals can be gamnte or even pediem. They could work any

number of hours irregularly based on a contracted hourly rate aropese rate. This group consists of faculty
members who work in the clinical/experiential setti®yl i ni ¢ al Series instructoroés |
and put in their personnel files.

Permanent Parttime Series Faculty memberdr{structors\wh o hol d at | east a master 6s
area appropriate to their expertise. These individuals should have both academic and clinical or other professional
experiences appropriate to their expertise. These individuals routinely workdes3(t hours per week and have

met the 96day probation requirements. Permanent-par¢ employees are not eligible for University benefits.

Permanent pattime instructors may teach in the experiential/clinical setting, in the classrooms and/or labs or both.

Adjunct Faculty Series Faculty memberdr{structorsorrankel who hol d at | east a mast
in an area approjate to their expertise and have professional and/or academic experiences. These individuals
typically teach once class per quarter or as needed.

Teaching Assistants Assistants to faculty members. These individuals are assigned to assist the FaRattgrd
who has class sizes greater than 50 students. Faculty members of Record may request in writing a teaching assistan
if the class assigned meets the following requirements.

1. Greater than 50 students

2. Heavily laden in writing requirements
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Teachim Assistants may do the following to assist the Faculty of Record

1. Assist with the preparation of course packets as appropriate.

2. Grade paper, term papers, and examinations under the direction of the faculty of record.
3. Proctor examinations appropriate.

4. Tutor students as appropriate under the directions of the Faculty of Record.

5. Lead discussion groups as assigned by the Faculty of Record.

Teaching Assistants may not file the final grade because this responsibility is left to thedaoattyrd pursuant to
University policy.

Payroll

Forregularfult i me and adjunct faculty members, AUHS® payrol
day of the month for hours worked or not worked. Paychecks will be issued on the 8tk a86th of each month. If
these pay dates fall on a weekend or holiday the paychecks will be issued the next business day.

Mileage & Car

A faculty member using his/her own car must submit an accurate mileage account and record of toll agd parkin
expenses. Such expenses must apply solely to the University business for which the car was used. Both Administration
and your immediate supervisor should-ppprove mileage allowances and expenses. Approved mileage expenses
need to be submitted monghlExpenses, auto or otherwise, submitted 45 days after the date of the actual expense

can be grounds for denial of that reimbursement.

AUHS will reimburse the faculty member using the IRS standard mileage rate. It is the responsibility of the faculty
member to maintain accurate travel logs and submit them to Accounts Payable in a timely manner.

Traffic fines will not bereimbursed. AUHS will not reimburse mileage for regular visits to clinical sites by
Faculty. Please consult with the Provost for additional guidance on this policy.

Special Compensation for Extra Coverage

Faculty whoworks over and above their assigned workload providing coverage in an emergency for faculty who
become ill, or are unexpectedly absent for any number of reasons, may be provided additional compensation for
extended work periods on a casgecase basis. Speci@lompensation pay will be negotiated by their immediate
supervisor with the University Administration and the faculty member.

Emergency Pay Advance

In case of a serious personal financial emergency, the Company may advance a limited amousyaigainst a
faculty memberdés future pay based on their |l ength of
Faculty members who need such assistance should consult their immediate supervisor who will direct them.

Dress Code

AUHS maingins a dress code for all faculty members. Faculty members are expected to dress in business attire or
clinical attire with a lab coat during clinical days. AUHS believes a professional look encourages a professional
approach and sets a good examplestadents. All faculty members are expected to be neat andywelined to

present a positive and professional image at AUHS. To this end, open foot attire such as sarfttads, dlippther

similar footwear is unacceptable along with revealing clgtton similar unprofessional appearance dress. Male
instructors are required to wear a tie and dress shirt.
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Attendance

Attendance is a critical factor in helping AUHS reach its educational goals. The hours of the University vary from 7
am in the morning to 10 pm at night. At the beginning of your employment, and at the assignment of each quarter,
your hours will be agrekupon. Once set, (with the occasional variance), the faculty member is expected to maintain
consistent work hours. Faculty Office hours (schedu!
office door.

Erratic attendance and latess are not acceptable in the classroom, clinical, meetings,adailgl, or any other
expected times. Calling in at the lasinute due to illness is unacceptable unless it is a true emergency. If one is
unavoidably detained, one must notify theiniediate supervisor, or in the case of being late to a class and unable to
reach your supervisor, a University Official so that students may be notified of your situation. Notification of absence
is expected to take place before your scheduled time whaotigal. If you are unable to reach your immediate
supervisor you may call the HR Offi¢&62-988-2278ext. 2030

Unacceptably high occurrences of tardiness or absences may be grounds for a written warning and possible
termination.

AUHS views tardiness beyond your scheduled time as an occurrence. On the third occurrence within 90 days, your
manager or supervisor may issue a verbal warning. Subsequent occurrences after a written warning may accompany
an unpaid suspension or termination.

Members of the faculty are expected to report for work either to the AUHS campus, research site, or to their clinical
lab sites during regular work hours. Regular work hours may vary depending on teaching schedules. For example, one
schedule might be 830am to 5:00 pm or 12 pm to 9:00 pm. Another might be 7:00 am to 4:00 pm for faculty whose
clinical obligations begins at 7:00 am. At the beginning of the Quarter, each member of the faculty shall submit their
planned weekly schedule for the Quartertolsd e nt Af fairs/ Student Services Dir
If a faculty member must be off campus for a professional activity (e.g. meeting with personnel at a clinical agency,
giving a professional presentation, attending a meeting ofap es si onal group, etc. ), t
Campus Formo must be completed and submitted to the
the business day prior to the absence which will be forwarded to HR.

Smoking Policy

AUHS is a norsmoking environment. Smoking is not permitted in the University anywhere or on the front of the
School grounds. There is a designated area for smoking at the far end of the campus parking lot.

Use of Company Property

Computers and other equipment on the premises of AUHS are considered company property. This includes software,
email, and access to the Internet. Faculty members are prohibited from using company computers for personal use.
Access for the purposes ofsearch, teaching, or other academic reasons are fully justified and therefore acceptable
and desirable. Personal emails and outside software are prohibited from being loaded on University property and used
without the Uni ver si temiduse opseftwane os emaibisngroundsifon tarmipatiom.p r i a

Cellular Phones

Cell phone use during work hours must be limited to reasonable light usage while at work. Extensive use of cell phone
must be reserved for personal time such as breaks aod periods. Cell phone use for business purposes is
acceptable during office time. Cell phones should never be utilized during class time.
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Equal Opportunity Employer

AUHS is an equal opportunity employer who is committed to equal employment aipgradfirmative action, and
eliminating discrimination. This commitment is consistent with an intellectual community that celebrates individual
differences and diversity, as well as a matter of law.

Discrimination against any individual based upootected status, which is defined as age, disability, gender, national
origin, race, religion, sexual orientation, or veteran status, is prohibited. The university will provide equal opportunity
to all faculty members concerning salaries, promotions, lerefd working conditions and will monitor these areas

to ensure that any differences, which may exist, are the result of bona fide policies and procedures and are not the
result of illegal discrimination.

Personal Mail

Mail addressed to Faculty member at AUHS wusing the companyés address
presumed to be School business unless otherwise stated.

Confidential Information

All faculty members are required to sign a confidentiality agreement with the University upon hire. Faculty members
are exposed daily to a great deal of confidential information. None of this information, including the strategic plans
for the University,its teachingmaterials,or unigue methods for ensuring success, inclusive of those methods or
procedures used for handling a specific case, should be repeated or discussed with relatives, friends outside the
University or other students. Discussing cdafitial information displays poor judgment and undermines the
confidence the University has placed in a faculty member. The ability to keep confidential information is one of the
criteria by which a faculty member is measured when opportunities for adgwantare considered.

Student information is considered oneedto-know basis. Faculty is reminded to follow Federal FERPA guidelines
and regulations outlined in the New Faculty Orientation and Mentoring Program Guide.

Faculty Development
The supervisor assists his/her faculty member to work out a plan for falevéppment and ongoing improvement.
The Faculty Devel opment Plan is a combination of bott
which includes University directives for ongoing continuing education and work improvement strategieky Fac
development plans are required to be updated on a continuous basis. See section IV for further details on faculty
development.

Professional Development, Scholarship, and Research

American University for Health Sciences (AUHS) encourages itdtfafmiengage in professional development,
scholarship, research, and creative activities and has created the following policy to support such activities. All
activities must be prapproved by AUHS in order to qualify for reimbursement as described below

Classification Professional Development Presentation at
Professional Conference
Full-time Faculty Up to $300/year Up to $700/year
Part-time Faculty Up to $100/year Up to $500/year
Adjunct Faculty Up to $100/year Up to $300/year

The following conditions apply:

A The professional development activity must beawproved, be related to the faculty position at AUHS, and be listed
on the faculty membero6s annual development pl an.
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A Faculty members will receive thaisual pay for the day if the activity occurs on a regularly schedutekiday. |f
the event occurs on an unschedukaatkday, such as a Sunday, the employee will not be provided extra pay for this
time.

A The reimbursement amount allotted above includés@irred expenses for travel, accommodation, associated fees,
conference registration fees and meals.

A Presentations at professional conferences require the following for approval:

o A copy of the power point slides/handouts must be provided to AUHS in advance in order to receive
preapproval for the conference reimbursement

0 A copy of the letter from the speoring professional organization indicating invitation and acceptance of the
presentation.

A Receipts and other documentation of expenses must be provided when requesting reimbursement.

A The Professional Development form must be completed and approveddtize event in order to qualify for
reimbursement.

Faculty Mentoring Plan

Faculty will have one@n-one mentoring of junior faculty (Assistant Professors) by senior faculty (Professors). All of these
mentoring responsibilities are completely discretionary, in that either the senior or junior partner in the mentorshghgelati
can choose to reassign to another primary mentor.

The mentor will have the primary responsibility for helping junior faculty plan for development of their academic prdfessiona
career with respect to both teaching and research/scholarship actiVitisswill not be exclusive, in the sense that there will

be various workshops on teaching methodologies and assessment led by internal and external guides that will be arranged or
an ongoing basis to ensure both junior and senior faculty are famitacwirent thought leaders in the area of education.

Clinical faculty will benefit not only from the experience of senior clinical faculty but will have the opportunity taintéia
members of the SOP Advisory Board and with clinical preceptors frarious institutions.

All faculty will be strongly encouraged to participate in local, national, and international professional meetings iegbeaif a
professional and scholarly interest. All faculty, in clinidministrative,and basic seinces will have the opportunity to
devote 25% of their time to scholarly pursuits that can also involve collaborations with researchers and/or faculty at other
institutions.

Promotion

Promotion is defined as advancement in a rank or job gradéaofily member from one position to that of a higher

job grade. Included are positions of the same grade that offer the faculty members and opportunity to pursue an area
of interest. AUHS is committed to building a diverse faculty and staff for emplayamehpromotion to ensure the

highest quality of work force and to foster an environment that embraces the broad range of human diversity.
university encourages promotions within the university and departments are encouraged to fill job vacancies by
internal promotion of qualified faculty and/or staff members. All administrators, professional and managerial,
clerical, technical and service and maintenance staff are encouraged to apply for promotions when they meet the
qualifications of the positiorThe university maintains this policy to develop and provide effective incentives to staff
members and to aid departments in obtaining skitraghed,and experienced administrators, faculty and staff.

To be eligible for a promotion, a faculty membeusn
A Be classified as a regular status employee.
A Have satisfactorily completed the probationary period.
A Meet the qualifications of the position.
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A Have a satisfactory performance and attendance record.
A Met all the criteria at the rank or step preseh#jd and begin to satisfy those at the rank or desired
A When the above criteria are met, the staff member will be eligible to apply for the position.

Faculty members are encouraged to discuss promotions with their department heads.

Faculty desiring to be promoted to the next rank/step must submit their application to their school Dean by June 30th
of the year in which they desire to be considered. The application consists of: Curriculum Vitaeyalsatfon,
appropriate documéation of work related to articles, grants, etc. A table for mean scores for teacher evaluation for
the past academic years since the last promotion or appointment and before the consideration should also be included;
optional would be two peer review®fn a colleague holding the rank desired or above. For SOP the faculty member
should also provide a list of three names of individuals at the desired rank or above, who are experts in the same area
as that faculty member 6rhahdoaregusmlified top@avidé anmnbjestivenertérralreviewi p / r
of the applicantés qualifications. All of the indivi
than AUHS. The applicant should also receive a letter from theiir gIrogram supervisor, or Dean recommending
promotion and summari zing the criteria for promotion.
when it goes out for external review. The letter and evaluation letters from external reviélivee considered by

the applicantdés peers in their home department, SOP F
promotion is submitted to the Board of Trustees for final ratification.

Further information on promotion spdcifor faculty members is detailed in Sectidfr FACULTY POLICIES.

Grievances

A grievance is defined as an alleged misapplication of institutional policies or procedures by an employee. Procedures
for the resolution of grievances provide a routepydesl through administrative channels. A grievance may be filed

for a violation of rights provided by law, or by established University policies including those contained in the Faculty
Handbook, or by the faculty memberés contract.

The faculty membeshould first discuss his/her grievance with their direct supervisor. If for any reason this proves
unsatisfactory or inadequate, he/she may take the concern to the Provost and then, if necessaryeim&iRosia

Human Resourcdw.info@auhs.edulf there still seems to be no hope of adjusting the grievance, and the faculty
member still feels that he/she has not been given satisfactory answers as to why it cannot be adjusted, he/she is
always at liberty to request an appointment with the HR dtamgu Appointment can be made thru
hr.info@auhs.eduShould none of these steps prove successful they can then request a meeting with the University
President. Records of all such grievances are maintained in the office of the Provost.

PersonnelRecords

It is important that personnel records contain accurate arid-dgte information for every faculty member. Any
change in marital status, number of children, or other dependents in the immediate family should be reported promptly
to ensure comehensive benefit coverage within 14 calendar days to Human Resourcesmad ®
hr.info@auhs.edu This information has a direct bearing on t
federal withholding tax and the amount of insurance pramiand benefits.

Any change in home or cell phone number or address should be reported prorhptiyfd@auhs.edu

If a faculty member has furthered his/her education in any way, it should be recorded in his/her personnel folder. This
is helpful in determining qualifications for promotion or transfer within the School.

The University also requires up to date comiEcenses and in some cases health records such as immunization and
titer data.
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Supervisor/Faculty Member Relations

Frequent contacts between a faculty member and his/her supervisor enable the supervisor to provide guidance and
advising regarding he f acultyds assignments and the progress h
benefit, greatly, by making it a habit to keep in constant communication with his/her supervisor. He/she should be
encouraged to discuss any questions he/shehmayregarding School policies and programs with his/her supervisor.
Such contacts will help to promote mutual understanding and respect between faculty member and supervisor.

AUHS Drug-Free Policy

As a condition of receiving funds or any othernfoof financial assistance under any federal program, Federal
regulations require that an institution of higher education must certify that it has adopted and implemented a program
to prevent the unlawful possession, use, or distribution of illicit drugskohol by students and employees.

AUHS is a drug free work environment. Accordingly, al
reasonable expectation to maintain such an environment the following policies are adopted: Alcohol or
Drug Usage

There is a distinction between social drinking and alcoholism, which should be recognized by all faculty members.
AUHS has no objection to the former, if it does not take place on the School premises or during working hours or
moderately at a Universitgponsored event. In no way, however, should faculty indulge in a manner that affects the
work of a faculty member adversely.

Alcoholism, however, is another matter. It is an illness and is generally recognized as such. A faculty member who
is subjecto this form of illness and whose work is unsatisfactory because of it may be discharged unless he/she agrees
to undergo proper medical treatment. In any case, the School is under no obligation to continue employment of an
unsatisfactory faculty memberhw is an alcoholic or who is suspected of being intoxicated and declines medical
treatment.

In addition, faculty members who are suspected of being under the influence of illegal drugs while at work or who
may exhibit signs of being under the influenafebehavior or moodltering drugs in access (psychiatric drugs
excluded), even if legally prescribed, may be required to be drug tested. Strong pain drugs, which affect an
individual 6s behavior at wor k, s h oasek, dhe faculty mémder shautde n i
remain home.

Drug Possession

A faculty member under the influence of, or in the possession of, or in the act of selling or distributing illegal or
addictive drugs, will be subject to immediate suspension and possible discharge, pending due process. Faculty
Members who are approachby anyone on School premises about the purchase of illegal or addictive drugs must
report this fact to the management. Human Resources will be responsible for effective training programs from outside
sources that emphasize the dangers of drug abuseeaddtdttion of drug abusers.

Spiritual Development

AUHS provides opportunities for faculty spiritual development throughout the year. There are two opportunities each
week in the Monday Morning Dew and Wednesday Noonday Prayer.

Community Service

Community service opportunities are provided quarterly. As part afubdripartiteevaluation, faculty are required
to participate in at least four events per year.
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Sexual Harassment

In accordance with applicable law, AUHS prolélsexual harassment and harassment because of race, color, national
origin, ancestry, religion, creed, physical or mental disability, marital status, medical condition, sexual orientation,
age, or any other basis.

Definition

Applicable stateand federal law defines sexual harassment as unwanted sexual advances, requests for sexual favors,
or visual, verbal, or physical conduct of a sexual nature when: (1) submission to the conduct is made a term or
condition of employment; or (2) submissionaorejection of the conduct is used as basis for employment decisions
affecting the individual; or (3) the conduct has the purpose or effect of unreasonably interfering with the faculty
member's work performance or creating an intimidating, hostile fensife working environment.

Sexual harassment on the job is unlawful whether it involvesarker harassment, harassment by a supervisor or
harassment by persons doing business with or for AUHS.

Other Types of Harassment

Prohibited harassment based on race, color, national origin, ancestry, religion, physical or mental disability, marital
status, medical condition, sexual orientation, age, or any other protected basis, includes behavior such as:

A Verbal or written conductuch as threats, derogatory comments, or slurs;

A Visual conduct such as derogatory posters, photographs, cartoons, drawings, or gestures;

A Physical conduct such as assault, unwanted touching, or blocking normal movement; and

A Retaliation for reportindparassment or threatening to report harassment.

All incidents of prohibited harassment that are reported will be investigated. AUHS will immediately undertake or
direct an effective, thorough, and objective investigation of the harassment allegattensnvestigation will be
completed and a determination regarding the reported harassment will be made and communicated to the employee
or faculty member who complained and to the accused harasser(s).

If AUHS determines that prohibited harassmeag biccurred, AUHS will take effective remedial action commensurate
with the circumstances. Appropriate action will also be taken to deter any future harassment. If a complaint of
prohibited harassment is substantiated, appropriate disciplinary actitmang including discharge, will be taken.
Whatever action is taken against the harasser will be communicated to the employee or faculty member who
complained.

If you believe you have been harassed on the job, or if you are aware of the harasstiens.ofjou should provide
a written or verbal complaint to your Supervisor or Human Resotrde$o@auhs.edas soon as possible. Your
complaint should be as detailed as possible, including the names of individuals involved, the names of any witnesses,
direct quotations when language is relevant, and any documentary evidence (notes, pictures, cartoons, and etcetera).

Applicable law also prohibits retaliation against any employee or faculty member by another employee or faculty
member by AUHS for usp this complaint procedure or for filing, testifying, assisting, or participating in any manner

in any investigation, proceeding, or hearing conducted by a governmental enforcement agency. Additionally, AUHS
will not permit any retaliation against any elayee or faculty member who complains of prohibited harassment or
who participates in an investigation.

Termination

When Termination is the case regardless of cause, faculty members are required to return all Company ID badges, cell
phones, keys, or other AUHS issued equipment, before the final paycheck will be issued.
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ID Cards

Upon hire, faculty is issued an ID card that identifies the individual and is encoded to open doors during normal
working hours. The AUHSD card is required to be worn and visible at all times while on campusThe ID card

is considered company propeegd must be surrendered upon termination. If a card is lost and must be replaced, a
fee will be incurred by the faculty member for the replacement of the card. The following rules pertain to ID Card:

A This ID is nontransferable. This is for the purpokglentification, access, and transaction of school business
ONLY.

A This card should be carried while on the premises of American University of Health Sciences. Upon
termination of employment the ID Card must be surrendered to Human Resources, anpweshaill be
held until AUHS ID card is returned.

A A replacement fee of $25 will be charged for lost, damaged or stolen cards. Please immediately report loss
or theft to Human Resources.

A The Cardholder must not use their ID card to open any doorsufterss, staff, faculty, or guest if they do
not have a visible University ID Card. Cardholder must not loan their ID card.

A The Cardholder access to building will be monitored by Control Security System and cardholder access is
only during normal businedsurs. Business hours are from 7:00 &®:00 pm Mondayi Thursday and
7:00 ami 6:00 pm on Friday.

Office Hours

Full-time faculty members are provided with an offigerkspacearea. Faculty are expected to post weekly office
hours outside their door and be available at least 5 open office hours each week for students.

Adjunct faculty members are to have available office hours while on campus to meet with studentsngequesti
assistance or advising. Adjunct faculty office hours should be noted in the syllabus and/or posted on the faculty
me mb eandascourse page. Adjunct faculty will be given the usage of a private office or a conference room for
the purposes of meetirmnfidentially with students whenever needed.

Attendance at Meetings & Events

Full-time faculty members are expected to attend all University required meetings as assigned and special events (such
as commencement; health fairs, art shows or anyt élwahsupports and encourages students). In an emergency, the
full-time faculty member should notify his/her supervisor as soon as possible.

Adjunct faculty members are welcome to attend meetings. It is expected that faculty will make the affenttas

many meetings and events as possible. In some cases, the University holds mandatory meetings such as faculty
development events and other important events -tiragtfaculty should make every effort to attend these mandatory
meetings or must enge to make up mandatory meetings or special trainings in the case that they have other
commitments and cannot attend the original event.

Outside Employment

Full-time faculty are permitted to engage in outside work, for example, at a clinic, hospitad o ct or 6 s o f f i «
center or other such facility, subject to the restrictions belowQaidY with advance approval from the
University. SOP site development and work at the Atid8horized/assigned practice site is excluded from this
provisionand is handled separately by agreements/contracts between AUHS and the practice site. Also excluded is
any research work conducted at AUHS research partners such as Charles Drew University orajipeoyed
sites for clinical, educational, or reseasdtiivities. Other outside work cannot exceed more than 8.0 hours per
month and must fall within the confines of the below:
(1) Any outside employment or other activity must not compete or conflict with University interests, their full
time schedule, or adversely affect job performance at the University. Employees are not permitted to use
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any University resources or any confidahinformation of the University in any outside activities or
employment. Employees are not to solicit or conduct any outside business during normal working hours for
the University without prior authorization. Outside employment, whether authorizeat,owiti not be
considered an excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel or
work different or longer hours.

2) Any outside employment must be approved in dadvanc
the Provost. The request for gapproval must state whether and the extent to which any outside work will
be performed during normal working hours.

(3) Any outside employment that occurs during normal working hours will only be approved when the outside
employer agrees to pay AUHS for the services or other such arrangement has been made by the Provost that
financially benefits the University. Employees must use any available PTO time when engaging in outside
work during normal working hours, butonlyWwit pr i or approval from the empl

This policy is subject to change without prior notice.

Textbook and Course Materials

The University via its Librarian assists the faculty member in obtaining required textbooks and otbencaterials.
Ample time as outlined below should be given for assistance in this area, as often textbooks are out of print or not
available for several reasons from the publisher.

The following rules govern selection of textbooks and other curricodderials:

1. A faculty member may not receive financial compensation or any other form of remuneration, excluding
supporting educational matesdbr teaching, from a publisher or an agent of the publisher for the purpose of
selecting or assigning tébooks

2. A faculty member must give ample notice when he/she wishes to change a required textbook. Faculty must
request any change in textbook or course materials by meansTittimok Request Formvailable from the
librarian. All textbook changes require prior approval from the Dean and Provost with justification for change
(see Faculty Orientation Handbook).

3. Students are notified week 8 of the required textbooks for the upcoming quarter.

4. The Li brary is responsible for obtaining and orderi
Please contact the library staff when you want to review a textbook.

Every effort is made to assist a faculty to change a textbook to trenecktextbook or teaching material however
faculty are notified that due to unforeseen circumstances and circumstances beyond the Universities control,
sometimes a textbook cannot be changed in the requested time frame and the decision to changer timatewizi

may need to be delayed.

Workload

Undergraduate

Faculty members are assigned to classes by the progra
works closely with the faculty member in assigning the workload to meékriversity, program, student and faculty

needs. Whenever possible, efforts are made to have faculty members teach repeating courses, but this is not always
possible. While the primary responsibility of faculty members is dedicated to teaching studeetstammther, the
University expects that faculty members will spend part of their work time on other activities such as service, grants,
publication, presentation, and projects. Fue workload is 4&2 units in a calendar year and of which 4 units ca

be applied towards grant or publications.
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Graduate

A general workload model has been developed for faculty. The model delineate®thge% time expected for
fulfillment of teaching, scholarly activities, and service and may be adjusted as needed at the discretion of the Dean
and Department Chairs.

Table I. SampleFaculty Workload

Faculty Workload
Area Percentage
Hours per week g
per week
Teaching (includes didactic and experientis 24 60%
Scholarly Activities/Research/Practice 10 25%
Service 6 15%
Practice Varies Varies
Total 40 + 100%

Copyright Policy

The Copyright Act 1968 grants exclusive rights to copyright owners to use copyrighted material, including the right
to reproduce or copy, publish, perform, communicaslate or adapt material without express permission of the
copyright holder. It i®ssential to the University's continued success and functionality that every individual involved
in the use of copyrighted material in connection with the University complies with copyright law, and that the
University as an institution can demonstratetiighest level of compliance within this framework. Therefore, faculty
members are to be mindful of US copyright laws including use of information available on the Internet are to be used
in accordance with these laws.

Faculty members are reminded that it is unlawful and unethical to copy textbooks, journal articles or other materials
to give out to students without express consent. Faculty members who wish to provide such materials to students need
to check with the Uiwersity librarian who will assist with seeking the required permissions. Strict adherence from
every individual associated with the University is expected.

AUHS BENEFIT PROGRAM

Benefit Program for Faculty Members

Eligibility - Full-time faculty merbers are eligible for a range of benefits offered, including Health Insurance, 401K Retirement
Plan, Vacation, and Holidays. Eligibility is based on working continuously for 90 days.

A. Vacation Policy - Full time faculty accrue 20 days of Paid Time @#TQO) per year to cover vacation/personal
time off (17 days) and sick leave (3 days). Faculty accrues PTO at the rate of 13.33 hours per month.

B. Christmas Break Vacation- AUHS provides for vacation periods annually during the Christmas holidays when
the school is closed. The days beginning just before Christmas and extending through January 1st when the
campus is closed will be used for, at least 4 and up to 8 of the PTO days (depending upon which day of the week
Christmas falls). PTO days will be anmzed, annually. Faculty will typically schedule their remaining PTO
time during quarter breaks. Note: The week after final exams (week 12) in the summer and fall semester is
reserved for faculty retreats and meetings and should not be used for vioagion
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C. Paid Time Off (PTO) - If a faculty member wishes to schedule PTO during the time when a Quarter is in session,
a request for an exception to the PTO policy must be submitted to the Dean or supervisor uSiyTtHe
Ex cept i onfori attpast38 days prior to the firstydoff requested. Approval of the Provost is required.
Only on a rare occasion will such time be granted.

A Christmas Break
PTO must be taken during extended breaks such as Christmas break because of the automatic closing of the
school . There are at | east three (Christmas Eve
Christmas time. It essential to understand @taistmas Break or closing does not begin until around
December 20 or thereabouts and although the Fall Quarter may end around Decéimadministrative is
just three days, Monday, Tuesday, and Wednesday and other time off is from PTO. For eké#nigple,
time accounts for 14 real time days, approximately eight out of 11 days must be taken as PTO.

A Breaks during Other Quarters
Breaks between Quarters other than Christmas are taken from PTO time alone if it extends beyond the
administrative/acagmic allowances. If you chose to come to work during these breaks and not take the
specified administrative/academic days, you must have a viable outcome related assignment approved by
your Dean and the Provost and the related assignment(s) must be edrbgl¢he end of the breakVork
relatedassignments can include:

Peer Reviewed journal articles

Grant application(s) for extramural funding.

A prospectus for a book

Pick up needed hours to renew advanced practice licensure (Note: This wortotloegd to be
done at AUHS campus if prearranged with the Dean/ProvoS§giool related projects.

oow»

However, if a faculty desires to reserve this time, it must be approved by the Dean, Provost, and Vice President
of Operations and Development. Timeyraly be accrued up to 66.65 hours (which is 13.33 hours or 8.3
days).

AUHS recognized the academic nature of teaching and thus has allocated administrative/academic time off
during academic breaks in the following manner:

A Winter Quarter Break (Imme diately after winter Quarter)
Three (3) Administrative/Academic Days are allowed which are Monday, Tuesday, and Wednesday. Time
beyond these days must be taken from available PTO. To reiterate, although, there are 5 days in this break,
time beyond theithe described above must be taken from available PTO or activities must be accomplished
from the listed activities upon approval of the appropriate Dean and the Provost.

A Spring Quarter Break (Immediately after Spring Quarter)
There three (3) Adminigative/Academic Days which are allowed and include Monday, Tuesday, and
Wednesday for Spring Break. Time beyond this prescribed time must be taken from available PTO or a
request must be made for allowance for the activities listed above. To reitkthategla, there are 10 days
in this break, time beyond the time described above must be taken from available PTO or activities must be
accomplished from the listed activities upon approval of the appropriate Dean and the Provost.

A Summer Quarter Break (Immediately after Summer Quarter)
Three (3) Administrative/Academic Days are allowed which are Monday, Tuesday, and Wednesday. Time
beyond these days must be taken from available PTO. To reiterate, although, there are 10iddyredk th
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time beyond the time described above must be taken from available PTO or activities must be accomplished
from the listed activities upon approval of the appropriate Dean and the Provost.

A Fall Quarter Break (Immediately after Fall Quarter)
Three (3) Administrative/Academic Days are allowed which are Monday, Tuesday, and Wednesday. Time
beyond these days must be taken from available PTO. To reiterate, although, there are 15 days in this break,
time beyond the time described above must be thkem available PTO or activities must be accomplished
from the listed activities upon approval of the appropriate Dean and the Provost.

Examples of Break & Administrative Times
2021 FACULTY PTO DAYS SCHEDULED

WINTER 2021 5 3 March 22-24, 2021 2 March 25-26, 2020 0 N/A
17. 2021 6 June 18, 2021

SPRING 2021 10 3 June 14-16, 2021 1 June 17, June 21 -25, 2021

S ber 16, 2021 6 September 17, 2021
SUMMER 2021 10 3 September 13-15, 2021 1 aptember 16, September 20-24, 2021

December 16-17, 2021 December 23, 2021
FALL 2021 13 3 December 13-15, 2021 5 December 20-22, 2021 5 December 27-30, 2021
TOTAL 38 12 9 17
Total PTO Days 17
Total Sick Days 3
Total: 20

Note: December 19, 20, & 23ick Days may be appliedatailable, otherwise the 3 days are unpaid time off

D. Sick Time - When a faculty member takes a sick day,ihe T O R e q u e should Beosubmiited to the
program administrative assistant no later than 2 business days following the return to work. Sick time is counted
as PTO time. Three (3) sick days per year is allotted from PTO time.

E. Termination Pay Due- If employment termiates with AUHS for any reason, personal time earned, but not used,
will be paid out except for sick time. All Company property must be returned before the final paycheck will be
issued. Any and all academic requirements related to student evaluatides(gveojects, papers, etc.) and
University projects assigned and due prior to the separation date are to be completed and submitted before final
payment is issued.

F. Holidays
Regular fulltime faculty members are eligible for paid holidays after 30 days of employment. AUHS provides a
total of eleven holidays that include:
New Year ds Day
Martin Luther King Holiday
Presidents Day
Good Friday
Memaial Day
Independence Day
Labor Day
Veterans Day
Thanksgiving Day
Day after Thanksgiving
Christmas Eve
Christmas Day

T>o J> T J> o J> To I To I To I
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Leaves of Absence

A Family and Medical Leave
AUHS grants family and medical leave in accordance with the requirements of applicable state and federal
law in effect at the time the leave is granted. No greater or lesser leave benefits will be granted than those set
forth in the relevant state or fadélaws. In certain situations, the federal law requires that provisions of state
law apply. In any case, faculty members will be eligible for the most generous benefits available under either
law.

Please contact your Supervisor as soon as you bemware of the need for a family and medical leave. The
following is a summary of the relevant provisions currently applicable, which may be changed without notice
as laws change.

State and federal family and medical leave laws provide up to 12 work wieghpaid family/medical leave
within a 12month period, under the following conditions:

=

The faculty member has more than 12 months of service
2. The faculty member has worked at least 1,250 hours during the previousniR period before the
need forleave; and
3. The faculty member is employed at a work site where there are 50 or more employees within a 75mile
radius.

Eligible faculty members may receive up to twelve workweeks of unpaid leave during a taaitie period.

A twelve-month periodbegins on the date of the faculty member's first use of federal family and medical
leave. Successive twehmonth periods commence on the date of a faculty member's first use of family and
medical leave after the preceding twelmenth period has ended.

Leave may be taken for one or more of the following reasons:
1. The birth of the faculty membero6s child, or pl
or foster care (known as fAbaby bonding | eaveo
2. To care for the f, egiseret gomente parteer, 6hdd, os parent s/ko has a
serious health condition;
3. For a serious health condition that makes the faculty member unable to perform his or her job;
4, For any fiqgualifying emer gency 0 udethefachlty mambdri ned
is the spouse, son, daughter, or parent of an individual on active military duty (or has been notified
of an impending call or order to active duty) in the Armed Forces in support of a contingency
operation; or
5. A faculty member whas the spouse, son, daughter, parent, or next of kin of a covered service
member shall be entitled to a total of 26 workweeks of leave duringnaohh period to care for
the service member.
Certain restrictions on these benefits may apiplyou needfamily and medical leave, you may be required
to provide:

=

Thirty-day advance notice when the need for the leaf@éseeable;

2. Atleast twebusinesglay advance notice that a spouse will be on leave from deployment, with certifying
documentation;

3. Medical certification from a health care provider (both prior to the leave and prior to reinstatement)
within fifteen (15) days of ragest;

4. Periodic recertification; 5.Periodic reports during the leave.

When leave is needed to care for an immediate family member or your own serious health condition, and is for
planned medical treatment, you must try to schedule treatment sbtasumduly disrupt AUHS operations.
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Please note: Family and medical leave is for the most part unpaid unless you have PTO time available. AUHS
may require you to use paid time off to cover some or all of the family and medical leave time. ThET®e of
will not extend the length allotted of a family and medical leave.

A cCalifornia Paid Family Leave

Faculty members are eligible to receive Paid Family Leave benefits through the State when they need to miss
work to take care of family members wha aeriously ill or unable to take care of themselves. Family member

is defined as a parent, child, or spouse. Contact Human Resources to obtain more information about this benefit.

Please note:lt is unlawful for the University to interfere with, restrain, or deny the exercise of any right provided
by state or federal family and medical leave law. It is also unlawful for AUHS to refuse to hire or to discharge or
discriminate against any indiwidl for being involved in any proceedings related to family and medical leave.

A cCalifornia Pregnancy Disability Leave

In addition to baby bonding leave afforded under California and federal Family and Medical Leave laws, AUHS
adheres to the California Pregnancy Disability Leave (PDL) regulations. PDL provides up to four months (122
days or 1/3 of a year) disability lea¥or a faculty member who is disabled due to pregnancy, childbirth, or a
related medical condition as determined by her health care provider. This may include but is not limited to
conditions such as severe morning sickness, prenatal or postnataheareed for bed rest, gestational diabetes,
preeclampsia, loss or end of pregnancy, andpadtim depression.

Pregnancy Disability Leave will be granted for pregnaredgited disabilities upon the submission of a medical
certification fromthefacaly member 6s heal th care provider. The me
member is disabled by her pregnancy, a childbirth or a related medical condition and requires pregnancy disability
leave because she is unable to perform the fursttioties of her position. The health care provider's written
certification must also state when the disability will begin and when the faculty member is expected to be able to
return to work. Employees are asked to provide at |e38tday advanced notie before the leave is expected to

begin, if practicable or as soon as is practicable in the case of emergency or unexpected situations. PDL may be
taken.

Prior to returning to work, faculty members are required to provide a medical certificatiorafhealth care
provider that the faculty member is able to return to work. In most circumstances, the faculty member will be
offered the same position held at the time of the leave or an equivalent position.

A Funeral Leave
Should a death occur in a faculty memberdés i mmedi at
funeral leaves comes from the PTO account for each faculty member. The following PTO for immediate leave
for death is as follows:
1. For members of thenmediate family (father, mother, brother, sister, spouse, and child): Time of from
the day of death through the day of the funeral. If this period is to exceed three days, approval must be
obtained from Management.
2. For near relatives (grandparents, les¢aunts, etc.,): Time off for the funeral only (day) is allowed.

A Small Necessities Leave of Absence

Any regular fulttime faculty member of the School may be granted an unpaid leave of absence, provided it does
not interfere with work schedules, participate in school or licenseHildcareprovider activities of themployee

p a r echild érgrandchild. A written request for a leave of absence must be presented to the supervisor and
approved prior to any absence. Faculty are allowed up to 43 Iper year of small necessities leave, not to
exceed 8 hours in a single month.

A Military Leave (Active and Reserve Service)
Leave without pay is provided to you when you enter military service of the Armed Forces of the United States
or are in the Amed Forces Reserves. AUHS will adjust your pay considering your military service in accordance
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with applicable state and federal laws. You are afforded reemployment rights and retain full seniority benefits for
all prior service upon reemployment in acamde with the Uniformed Services Employment and Reemployment
Rights Act. You need to provide your military service orders to your Supervisor for review prior to
commencement of the leave.

The Uniformed Services Employment and-&maployment Rights Act (USERRA) mandates that while an
individual is performing military service for the United States, he/she is deemed to be on a furlough or leave of
absence and is entitled to the rights accoadbdr employees on nemilitary leaves of absence. Under USERRA,
faculty members are allowed, but not required, to use accrued PTO or annual leave while performing military
duty. Faculty members performing military duty of more than 30 days may electtioumemployessponsored

health insurance for up to 24 months. For military service of less than 31 days, health insurance coverage is
provided as if the faculty member had remained employed.

Any faculty member called to active military duty must pdava copy of his/her service orders to his/her
Supervisor for review prior to commencement of the leave

A Reinstatement

Returning service members must bereployed in the job that they would have retained had they not been absent
for military servie, with the same seniority, status and pay, as well as other rights and benefits determined by
seniority. The period within which a faculty member must apply for reinstatement is based upon the length of
military service. If the service was less than 3¥sidahe faculty member must return on the next regularly
scheduled workday after release from service (considering travel time and a minimum of eight hours rest time).
If the service was more than 30 days but less than 181 days, the faculty member miisdrsalpplication for
re-employment within 14 days of release from service. For a service longer than 180 days, the faculty member
must submit an application for-eamployment within 90 days of release frgarvice.

A Leave for Victims of Violent Crime

AUHS understands that if a faculty member is the unfortunate victim of a violent crime that faculty member may
need to take time from work to appear in court to obtain relief from such violence. If you need time off for related
judicial proceedings, you nstigive your Supervisor reasonable notice that you need time off for this purpose.
Your time off would be unpaid. If you need time off immediately or for an emergency, advance notice is not
required, but you may be required to provide documentation tificagion of the purpose of your absence within

a reasonable time after your time off.

A Jury Duty/Witness

AUHS provides time off for faculty members to serve as a juror or witness when subpoenaed-ordevad,
including faculty members who are victims of a crime. Such time off is unpaid, however if desired, faculty
members may use available PTO (accrué@culty members who have been subpoenaed or otherwise requested
to testify in court as a witness for the University may receive paid time off for the entire period of withess duty.
Verification from the court clerk of having served as a juror or a witmagsbe required.

A Emergency Duty

Leave for faculty members who volunteer as a firefighter, reserve peace officer or emergency rescue
personnel may take unpaid time off to perform emergency duty when called to action. Faculty members must
notify management in advance wherever possiblepamdde supporting documentation for the leave.

A Voting

If you cannot vote in a statewide public election before or after working hours, then you will be allowed sufficient
time off to go to the polls. Such time off beyond two hours absence frowotelace would be unpaid.

Retirement Programs

AUHS offers a 401K retirement program, currently administered by Mutual of America. Faculty members are eligible to
contribute pretax earnings to this program after the first 90 days of employment with AUHS. The program has two components
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(1) Pretax ddlars that you, as a faculty member contributehtis plan for your future retirement needs; and (2) motfiat

AUHS contributes to your retirement savings to help you build on your retirement savings. After 1 year of continuous service
as a fulltime faalty member, you are eligible for Company Matching Contributions to your personal contributions. See below
for additional information.

Company Matching Contributions

AUHS contributes to the 401k at the rate of .50 cents on the dollar matched epfitsttB% of the faculty members own
contributions. For example, if a faculty member decides to contribute 4% ofrhisrtthly paycheck of $1500 gross, the faculty
member is contributing $60.00 to the retirement plan each paycheck. AUHS will add &2&5%€) to that contribution for a

total of $82.50 to the 401k Program. Per taxable year, a faculty member can contribute up to a maximum amount established
by the IRS ($19,000 in 2019). If the faculty member is aged Sfder, he can contribute up toaadditional $6,000% in a

taxable year. Faculty members are eligible for the company match after one year of continuous service with AUHS.* (*Subject
to change depending on current state and federal laws.)

A Discretionary Contributions
AUHS reserveste right to add additional <contributions to tt
match.

A Vesting
AUHS faculty members are fully vested 100% in contributions they make to the company 401k Plan. Company
Matching Contributions are gted at the rate of 20% per year of continuous service with AUHS. The vesting occurs
once a year at the end of each year and is not prorated. Should a faculty member resign his/her position with AUHS,
they will be entitled to rollover their contributioirgto the retirement plan as well as the vested total of the Company
Matching Contributions earned as of the last vesting date. The faculty member can also request direct distribution of
the total vested balance however the faculty member is warned tfeabtBeSEVERE tax consequences to taking a
direct distribution that isot rolled into another qualified retirement plan. The faculty member is advised to seek Tax
counsel related to such matters.

Questions
Please forward any questions you may have regarding AUHS retirement plansfo@auhs.edu

Healthcare Programs (Vision, Dental, Medical)

The AUHS healthcare programs consist of a cafeteria plan, where the faculty member can opt to carryDéetitagnd
Vision coverage. AUHS will cover 50% of the cost of that coverage up to $200 per month for a sirigteeftdculty member
or $500 per month for Family coverage for the faculty member.

Full-time faculty members are eligibletoenroldrtU HS6s sponsored health plans after
begin on the first of the month following enrollment. Costs of the medical programs vary and change from time to time,
therefore for the most up to date information, please contadiokHan enroliment package or the Health Plan administrator,
Maniaci Insurance.

You may reach them at:
Maureen Riley, Account Manager
500 Silver Spur Road, Suite 121 A Palos Verdes A CA
(P)866541-4 8 2 4 A377-F( Bww@Ananiaciinsurance.com

Healthcare premiums paid by the faculty member are payroll deductegxpoefore Federal Income Taxes, State Taxes, and
FICA.

Vision and Dental Programs

AUHS also offers Dental Programs through Principal Financial Group and a Vision Plan coverage through MES Vision
Insurance. The cost varies depending on individual or family coverage. For the current costs of benefit programs consult you
benefit packager the health plan administrator noted above, for the exact costs of coverage as it varies depending on the
circumstances.
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Life Insurance

AUHS provides a basic life insurance policy on all eligible fulltime faculty members of $15,000. This is anyopaid
benefit. The total cost is borne 100% by AUHS is not subject to the 5qf@ycoent that the company contributes to Healthcare
related insurance benefits.

Unemployment Benefits

Unemployment benefits are based on combinations of federal ardsthites. Unemployment compensation programs are
administered by the state and normally provide monetary compensation to workers who have been terminated without cause,
through no fault of their own. Faculty members who voluntarily terminate their emplayfor "good cause" may also be

entitled to benefits. In California, the Employment Development Department administers the unemployment insurance
program according to the provisions of the Unemployment Insurance Code and Title 22 of the CaliformnfiRagpldations.

COBRA

Under CaCondolidated Dranibss Budget Reconciliation AcC{CAL-COBRA) faculty members may be allowed to
continue their health insurance benefits, at the faculty member's expense, for up to 18 months after either voluntary or
involuntary termination.

To qualify for CAL-COBRA continuation coverage, a faculty miger must have a qualifying event that causes the faculty
member to lose group health coverage. The following are considered qualifying events:
0 Voluntary or involuntary termination of employment for reasons other than gross misconduct

0 Reduction in numbers of hours worked

For spouses:
A Loss of coverage by the faculty member because of one of the qualifying events listed above
A Covered faulty member becomes eligible for Medicare
A Divorce or legal separation of the covered faculty member
A Death of the covered faculty member

For dependent children:
A Loss of coverage because of any of the qualifying events listed for spouses
A Loss d status as a dependent child under the plan rules

Accidents

An accident occurring during normal working hours irs to &
will notify the Management and HR.

On naotification of an accident, the Human Resources Office will complete an accident form, which must be forwarded, no
|l ater than 48 hours after the accident has occurred, 1in
Wo r k me n 6 s ati@dhdlapAecidents need to be reported to the HR administrator émthfo@auhs.edu

Safety is the responsibility of the head of the department who should make sure that all guards and safety equipmgnt are bein
used and that only authorized persdrare using equipment and machinery, which is under their responsibility.

Paylocity: Security, Safety and Liability

Recent tragedies at various institutions have underscored the importance of ensuring the safety of oufastultigrzisd

staff. The federal Department of Education as well as the University has specific concerns as it applies to thecsatfity,

and liability issues of its students. In line with that policy and as it surrounds students, staff, faculty we deemtivénper

meet and mitigate any concerns while working towards heightened security for all involved by implementing campus security
procedures and practices and to encourage students and employees to be responsible for their own security and the security o
others.
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For security, safety and liability purposes, all administrators, staff and faculty must log IN and log OUT Rékildledy Web

Time system(on site kiosks or via mobile acces#enever they are on the AUHS campus or working offsite (such as at a
clinical facility). This policy is intended both as a security precaution and for liability purposes to keefaatitif,and our
students safe by being aware when staff and faculty are in/out the building or a clinical facility.

Failure to use the Paylocity Web Time systesmpromises the safety, liability and security of all students, faculty and staff
and thus will bereated as a violation of AUHS policy and will be subject to disciplinary action.

Directions:

ONSITE: Faculty/staff must use the Paylocity Web Time kiosks to log IN and OUT of the AUHS facility. If you need any
assistance with the scanner, please ndtiflpfo@auhs.edand IT administration immediately gsuppor@auhs.edu.

OFFSITE: When you are offsitevorking at a clinical or research facility, you must sign IN and OUT wittPdndocity App
on your smartphone. IT department will provide assistance in setting up the app on your smartphone. If you encounter
problem with the App, contact IT departmenniediately for assistant asupport@auhs.edu.
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SECTION IVT FACULTY POLICIES
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SECTION IV - FACULTY POLICIES

OVERVIEW OF AUHS UNIVERSITY & FACULTY RELATIONS

AUHS has developed certain practices, procedures and expectations related to faculty employment. These processes ar
intended to facilitate quality outcomes for tlhasaddhiti ver s
development, and to promote quality outcomes for students who attend the University. In some cases, the processx$ are requir
of us by accreditation agencies and must be strictly adhered to in order for the University to remain in cowighliaritaxions

set for quality as listed by our accreditation bodies and state and federal regulatory agencies. In other cases,ithédamivers
selected certain outcomes it requires of its faculty. These expectations are further explicated addrothimsection.

Intellectual Property

Faculty is reminded that AUHS is a proprietary institution. The University regards work produced as anmegulaofulltime
employment with the University to be AUHS owned intellectual property. Therefore, contents of the course portfolio including
the course syllabi, plus any additional tests, pepa@nts or other handut materials are considered the smeperty of and

owned in its entirety by the University, and thus expected to be surrendered when the faculty member resigns/terminates.
Furthermore, work done on evaluation, assessraentgditationpr other joint work done as a regular faculty membetso

consider owned by the University as are any materials posted on the Website, confidential business secrets, program
descriptions, catalogue or handbook materials or other AUHS work product. This policy is not intended to interfere with the
faculty academic freedoms as described later in this document.

HUMAN RESOURCESEXPECTATIONS FOR FACULTY

Regarding Students

As part of their role here at AUHS, faculty are expected to understand and follow the guidehfweth Sat University
Catalogues, stlent Handbooks, New Faculty OrientatiBfan, and other published documents related to student rights,
student s standards for achievement, student activities
grading and other related ase Although these policies, practices and procedures will not be discussed in detail in this
document, it is an expectation of this University that all faculty members familiarize themselves with the expectations and
policies related to our students. |8& is a brief list of the policies and procedures as outlined in the University Catalogue,
Handbooks, New Faculty Orientati@uide,and other official documents are of special interest to faculty:

Studentds Complaint and Grievance Procedure
Studenb s Ri ght of Appeal
Student Access to Information

Student Attendance Expectation

University Grading System and Progress Evaluation
Satisfactory Academic Progress

Incomplete Grade Procedure

Withdrawal and Unauthorized Withdrawal

Student Warning Proces

Student Failure of Course Process

Academic Honesty

Copyright Policy

Student Conduct Policy

Make-up Work

Student Termination

Student Activities and Student Services

Too To Too Joo Too Too To Joo To o To o To Too To Io
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FERPA Privacy Policy

The Family Educational Rights and Privacy Act of 1974 (FERPA) is a federal law which states that an educational institution
must establish a written institutional policy concerning the confidentiality of student education records and thetizd¢thsit s

must be notified of this statement of policy and their rights under the legislation. Student records are protected by FERPA
policy at the American University of Health Sciences. Please note that this includes release of information to parents if th
stubnt is 18 years or older even if the family member is j

In accordance with FERPA, students at the American University of Health Sciences have the following rights:

1. The right to inspect and review education recomisred by FERPA.

2. The right to challenge (seek correction of) the contents of these records.

3. The right to a formal hearing, if necessary, for a fair consideration of such a challenge.

4. The right to place an explanatory note in the record in the évana challenge of contents is unsuccessful.

5. The right to control, with certain exceptions, the disclosure of the contents of the records.

6. The right to be informed of the existence and availability of the institutional policy covering FERPA rights.

7. The right to report violations of FERPA legislation to the University Student Services Director, the Registrar, the
University Chief Academic Officer/Provost and/or the U.S. Department of Education concerning alleged failures of
the University to comply wih the requirements of FERPA.

The name and address of the Office that administers FERPA is: Family Policy Compliance Office, U.S. Department of
Education, 400 Maryland Avenue SW, Washington, DC, 208815.

Students may waive any of their FERPAhis, including the release of their education records, by providing written consent.
Such consent must be signed and dated by the student and specify the exact purpose of the waiver or release.

Maintenance of Student Records

The University is requéd to keep records for five years related to student grading and how grades were evaluated. This
includes keeping syllabus copies for eadurse,rubrics for grading, copies of tests, students grade reports, etc. Records
related t o s tperfdrmande dvith any rdentifwng doauanéntation shall be kept in locked files by the University.
Faculty are required to keep accurate and comprehetmesi ve |
guarter, then all grades, madds are verified and the handed over to the Registrar at the Student Affairs/ Student Services
Department. The University will provide | ocked storage s
ability. In some cases, samplestfdent work and samples of faculty evaluation of that work will be requested by the program
administrators for accreditatiggurposes.

The following represents the policy and procedures for maintenance of student records:

A All faculty members are regred to post and print their final grades, take roll, print class roster, attendance sheets
post adverse action and counseling, view studentsd pt
faculty member will be assigned a log in ID aras&word by the IT Department.

A Faculty members will be notified via email by the Student Services Department that enrollment is already posted and
accessible in the SIS before each quarter starts.

A All academic counseling/notes must be recorded and posted in the SIS.

A Each faculty memér is required to circulate and collect an official attendance sheets in class at the beginning of
each session. No later than the end of each week, these forms are to be placed in the appropriate mailbox in the
of fice of the Schotwe Assstamtse Ehig eracess is eereqéiréchadbcomesntationgor AUHS.
Attendance sheets are accessible irSig
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Policy on Final Grade Submission:

1. Final Grades must be posted in the Student Information system and submitted in the official gtatte latexethan
Monday of the 19 week of thequarter yeek after the FingExam) Youmay fax it at (562) 988791 or email it to
registrar@auhs.eddND submit the Original Grade sheet with signature to the Registrar either by mail or in person.

2. All Final Grades must also be posted on CANVAS for the students to view.

The following forms are available under the Student Services for Faculty Only section.

Assignment of an Incomplete Grade:

The fAl 0 symbol is a notation on the transcript that r e
portion of the required coursework was not completed by the end of the Quarter. The incomplete grade is NOT to be used
for anyhing other than serious and unavoidable problems that prevented the student from completing all course
requirements on time. Typical reasons for an incomplete grade include serious illness or catastrophic event for the student
or close family member. Sa@rsort of documentation of the reason may be required. The student must have a passing
grade in the completed work at the time of the request and have completed more than 50% or the course work requirements
(pertains to completed workiot attendance) An incomplete cannot be given as a final gratfehe student does not
compl ete the required work within the following quarte
have an incomplete in a prerequisite course will not be ablegister for the next course in the sequence until the
incomplete course is successfully completed.

A Incomplete Grade Form
This form is utilized if a final grade of Incomplete "INC" must be assigned to a student. It is essential for Faculty to
work with the student to remove the incomplete over the next quarter or the grade automatically converts to an F.

A Change of Grade Form
This form is used after the Final Grades for the Quarter have already been submitted to the Registrar and the Faculty
needs to request for a change of grade. Change of Grade form must be submitted no later than 2 weeks from the
Original Submission All Change of Grade Forms must be approved by the Dean.

A Incident-Accident-Injury Form
This form is used to report an incittéaccident or injury in the classroom or clinical rotations if applicable.

A Mid-Term Grade Notification Form
This form is submitted to the Registrar and Student Success Coordinator to notify the Student Services Department of
any students who are falling below B in midterm. The Dean must be given a copy to notify the students of the failure
and to provide approjate academic planning.

All faculty are responsible to post syllabi, lesson plans, handouts, lectures, grades, and rubrics (for written
assignments) on CANVAS.

CANVAS

CANVAS is aweb-based_earningManagemen8ystem(LMS). It is usedby learninginstitutions,educatorsandstudentgo
access and manage online course learning materials and communicate about skill development and learning
achievementPleasevisit our IT departmento receiveassistancandtrainingon learninghow to utilize Canas.

Faculty members are expected to utilize the standardized University Syllabus Model provided to them by their dean or director
Certain designated areas of the Syllabus are not to be changed (university grading scale, etc.), therefore please check with
your supervisor regarding what you can/should change and what you should not change. Any changes done to Syllabus must
be submitted to the Dean prior to implementation for approval. Major changes will require submission to and approval from
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