
Page 1 of 27 
 

 

 

 

 

Department of Natural Sciences 
Department of Nursing 

Department of Respiratory Therapy 
Department of Rehabilitation Science 

 

 

 

School of Health & Natural Sciences 

Faculty Handbook 

2023-2026 

 

 

 

 

 

 

 

 

 



Page 2 of 27 
 

I. I s612 79

https://www.usg.edu/academic_affairs_handbook/section4/
https://www.usg.edu/academic_affairs_handbook/section4/
https://www.usg.edu/academic_affairs_handbook/section4/
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/human-resources/docs/New_Employee_Training_Booklet.pdf
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/human-resources/docs/FERPA_Form_for_New_Employees.pdf
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About the School 

 

School of Health and Natural Sciences Governance 

Vision:   
The School of Health and Natural Sciences Vision is serving Middle Georgia as the destination for STEM 

and Health Education while graduating adaptable, engaged, lifelong learners who are good stewards of 

their communities. 

 Mission 
The mission of the School of Health and Natural Sciences is to deliver quality curricula and programs 

which incorporate evidence-based practice and real-life application which prepare students to be 

competent professionals and leaders within our community and beyond.  

Unit Goals: 
 

The goals of the School of Health & Natural Sciences and its programs are to: 

1. Offer benchmarked curricula that support the workforce needs of the region while meeting 

program certification and accreditation standards. 

2. Attract and retain academically qualified students into our affordable, accessible, and 

challenging degree programs and produce competent graduates prepared to assume entry 

level positions in a dynamic healthcare environment. 

3. Develop, cultivate, and utilize relationships with alumni, the practitioner community, and 

the healthcare industry to provide practical feedback to inform program development. 

4. Collaborate with the profession, college, and community in service and research to further 

the health outcomes of the community and contribute to the discipline. 

5. Effectively and efficiently manage the resources of the institution. 

6. Strategically operate the school in a manner attuned to the mission and initiatives of the 

School, university, and the University System of Georgia. 

School of Health and Natural Sciences response to the MGA Strategic Plan Initiatives 2018-2023 
https://www.mga.edu/about/docs/FY19_Annual_Action_Items-Academic_Affairs.pdf 

1) Grow Enrollment with Purpose 



/about/docs/FY19_Annual_Action_Items-Academic_Affairs.pdf


Page 6 of 27 
 

 The SoHNS intentionally recruits individuals from diverse backgrounds that will “sustain 

a diverse culture of physical, mental, emotional, and social well-being for all the MGA 

community” as stated in the MGA 





https://inside.mga.edu/?_gl=1*8rsrlr*_ga*MzA5ODE2NTA0LjE1MDYzNjU5MjQ.*_ga_P6Y26KSFHG*MTY4MTIyNTA3Mi4xNTUuMS4xNjgxMjI1MTQwLjAuMC4w
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he or she would for any other electronic platform directly related to University activities in or outside of 
the classroom.  
 
In further instances where technology allows instantaneous commentary, faculty members should be 
extremely careful, as such technology lends itself to off-hand remarks that could later be read in terms 
of professional reputation, accuracy, and liability. The University strongly recommends that all of its 
professionals exercise their best professional judgment in the use of all social media. 
 

Facebook Pages 

Natural Sciences - @MGA Natural Sciences  
Occupational Therapy Assistant Program - “Middle Georgia State University OTA Program”  
Nursing Program - @mganursingstudents  
Respiratory Therapy Program - https://www.facebook.com/MidGaRespiratoryTherapy/  
Respiratory Therapy Program Alumni page - https://www.facebook.com/mgreatalumni/  
 

Instagram Pages 

School of Health and Natural Sciences – Instagram.com/schoolhealthandnatsciences/ 
Department of Natural Sciences – Instagram.com/mga_natsci/ 
Department of Nursing – Instagram.com/mganursing/ 
 

VII. Policy Guidance on Political Activity  
 
Employee Expression of Political Opinions – (refer to USG policy 6.0 and Memorandum from USG 
Office of Legal Affairs, January 14, 2020)  
 
The USG respects the free expression rights of USG employees to share their own views on political 
issues. Sharing these views should be done only in employees’ personal capacities and in a manner that 
does not interfere with work, does not involve improper use of state resources, and does not create the 

https://www.facebook.com/MidGaRespiratoryTherapy/
https://www.facebook.com/mgreatalumni/
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Employees are also prohibited from managing or taking an active part in political campaigns during work 
hours or where such involvement would otherwise interfere with work responsibilities. Under no 
circumstances may employees use any state property, resources, or materials in conjunction with any 
political campaigning.  
 
VIII. Outside Activities  
 
Refer to MGA Handbook Policy 6.18.01 “Faculty Outside Work and Outside Consulting” concerning 
policies related to occupational and consulting). 
 

IX. Faculty/ Staff Appearance 
 

Refer to HR Policy 8.1.1 Appearance 

As stated in the HR policy manual, “Middle Georgia State University (MGA) employees, including 
temporary employees, student workers and interns, should project a professional image while 
performing their duties comfortably and safely. 

https://policies.mga.edu/policy-manual/section-8-human-resources/8-1-human-resources-general/8-1-1-appearance.php
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information that pertain to travel are located at this link: https://www.mga.edu/finance/travel.php 
 

XIII. Student Attendance Records  
 

Full and part-time faculty at Middle Georgia State University are required to maintain attendance 

records in all face-to-face and distance-education classes per section 5.04.05 of the MGA Faculty 

Handbook. It is critical that faculty keep complete and accurate records. In particular, please note the 

following:  

 After the drop for non-payment by the Office of the Registrar, students may have dropped 

from your class rolls. Please print fresh Banner rosters and identify any students in your 

classroom who are not listed on the roll. These students should be sent to the Bursar to make 

payment before being readmitted to class.  

 Fresh Banner rosters should be pulled for the next two weeks and periodically throughout the 

semester, since students may drop from rolls for a variety of reasons throughout the term.  

 Attendance for online classes is documented via class participation or academic engagement. 

Remember that documenting that a student has logged into an online class is not sufficient to 

demonstrate academic engagement.  

 When submitting final grades in SWORDS, faculty are required to enter the 

/finance/travel.php
/marketing-communications/email-signature-instructions.php
mailto:Amy.Lastname@mga.edu
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XV. Directory Profile  
 
Faculty are expected to keep their MGA directories information up-to-date.  
Profiles can be updated using this link: https://www.mga.edu/directory/me/index.php  
 

XVI. Required Pre-Authorization Actions  
 

The following actions require prior authorization/approval from the Chair (some cases the Associate 

Dean or Dean):  

1. Canceling a class session (if sick, notify the Administrative Assistant and Department Chair).                    

Faculty should observe the MGA Faculty Instructional Policies (see Handbook section 5.04)  

2. Changing the already assigned classrooms - requires authorization from the Chair  

3. Moving students from one section of a class to another either in a face-to-face or online class          Chair (some cases the Associate 

/directory/me/index.php
/faculty-affairs/university-syllabus.php
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5.04.03 Textbook Policy 

5.04.04 Curriculum Development 

5.04.05 Attendance Policy -Student Attendance Policy 

5.04.07 Directions for Admitting a Student to Class 

5.04.08 Change of Schedule (Drop and Add Process) 

5.04.09 No-Show Reporting 

 
MGA Grade Appeal Process 

Student Support Services 

 

XVIII. Faculty Workload Policy 5.03 
 

Teaching Load 

  

https://mga.smartcatalogiq.com/2022-2023/undergraduate-catalog/academic-policy-and-information/course-policies/attendance-policy/
https://mga.smartcatalogiq.com/en/2022-2023/undergraduate-catalog/academic-policy-and-information/grades-and-academic-records/grade-appeal-policy/
https://mga.smartcatalogiq.com/en/2022-2023/undergraduate-catalog/services-for-students/
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https://www.usg.edu/academic_affairs_handbook/section4/C698
https://www.usg.edu/academic_affairs_handbook/section4/C698
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Expectations: Teaching, Advising, Service, Professional Development & Scholarly Activities – (refer to 

MGA Faculty Handbook section 4.06 and 4.07 for details that pertain to Criteria for Promotion and 

Tenure respectively)  

Teaching is the primary focus for faculty at Middle Georgia State University. The activities of advising 

and mentoring students are also vital to the institutional goals of maintaining and increasing retention, 

progression, and graduation rates. Professional development is an essential component to enhancing 

the knowledge, skills, and expertise in a variety of disciplines represented in the School of Health & 

Natural Sciences. Research and scholarly activity can be achieved in a variety of methods in order to 

contribute to the profession, enhance the learning experience of our students, and cultivate a 

community of scholars within our institution. Lastly, service to the departments, School, university, and 

community is a selfless mechanism by which an individual can provide knowledge, volunteerism, 

information, and actions that enhance the recipient of such efforts.  

Based upon the allocation of 100% of the faculty member’s time, the percentage break down of time 

given to each area may vary.  

For example:  

Faculty with a terminal degree teaching 4 courses per semester 

Teaching including student advising, 
student success initiatives and 
mentoring 

80% 

Service to the Department, School, 
University and 



https://www.usg.edu/policymanual/section8/policy/8.3_additional_policies_for_faculty/
https://www.usg.edu/policymanual/section8/policy/8.3_additional_policies_for_faculty/
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Expectations for Online Teaching 

 
Faculty who teach online should ensure the course is an actively engaging experience for the students of 

which they instruct.  Assignments, quizzes, and exams should be returned to students within 48 business 

hours or within a reasonable timeframe that does not exceed a week.  Faculty are highly encouraged to 

utilize the services and expertise of Ms. Kimberly Leinberger, the School of Health & Natural Sciences 

Online Academic Program Coordinator to ensure the course design meets Quality Matters standards.   

Mr. Andrew Lenard, the Learning Management System Administrator, is also another great resource for 

online teaching and D2L inquiries. 

 

Student Success Initiatives 

 

As a part of the USG’s 2024 Goals in the Strategic Plan, a focus has been placed on student success 

initiatives.  A faculty member’s involvement in student success can be assessed in a variety of ways.  

Examples include the following: 

 Student Advising/ Mentorship Actions (document these items) 

 Student/ faculty research and presentation project collaboration 

 

https://www.usg.edu/strategic_plan/strategic_plan_goals/student_success
/student-life/organizations.php
/student-life/organizations.php
/student-life/organizations.php
https://mga.presence.io/organizations
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The four domains of this particular model include the domains of discovery, integration, application, and 

teaching. Examples include the following:  

 The Scholarship of Discovery  

o Search for new knowledge  

o Traditional definition of scholarship o  

o Discovery of new information and new models   

o Sharing discoveries through scholarly publication  

 

 The Scholarship of Integration 

o Integration of knowledge from different sources 

o Presents overview of findings in a resource topic  

o Bringing findings together from different disciplines to discover convergence  

o 
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CITI Training for Researchers 

Prior to engaging in any research involving Human Subjects it is required that you take the 

appropriate training.  

The completion certificate for CITI training will be required as part of your IRB (Institutional Review 

Board) application for research. The CITI training certification expires every 3 years and a refresher 

course will need to be taken if you continue work with human subjects.  

Even if you are not engaging in research, the courses are available for you to take. As faculty it would be 

beneficial to take the training to be able to discuss best practices with students (this is optional).  

Please find the link to the website here: https://about.citiprogram.org/ 

There is a tutorial for setting up an account and registering for courses here: 

https://support.citiprogram.org/s/article/updated-guide-to-getting-started 

And, if you have training completed already, here are instructions for transferring your training: 

https://support.citiprogram.org/s/article/how-to-add-change-your-affiliated-institution-or-transfer-

completions 

Should you have questions please contact the CITI support irb@mga.edu 

Service  
 

Noteworthy professional service to the institution or the community (See USG Section 8.3.6.1 
Minimum for all Institutions in All Professorial Ranks).  
 

Professional Development  
 

Engaging in those activities which enhance relevant professional knowledge and expertise as it relates to 
education or a specific discipline. Examples include:  
 

 continuing formal graduate study  

 attending relevant lectures  

 attending workshops, seminars, and institutes  
 

Faculty Affairs Awards 
 
Faculty are highly encouraged to support each other in collaborative research and other scholarly 
endeavors.  The following awards are given to deserving faculty each academic year: 

 Excellence in Part-Time Teaching 
 Excellence in Full-Time Teaching 
 Excellence in Scholarship 
 Excellence in Service 

https://about.citiprogram.org/
https://support.citiprogram.org/s/article/updated-guide-to-getting-started
https://support.citiprogram.org/s/article/how-to-add-change-your-affiliated-institution-or-transfer-completions
https://support.citiprogram.org/s/article/how-to-add-change-your-affiliated-institution-or-transfer-completions
mailto:irb@mga.edu
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XX. Faculty Teaching Load & Overload Policy  
 

Refer to USG 4.10 Faculty Overloads and Instructional Staff Responsibilities and MGA Faculty Handbook 

section 5.03.0 

Faculty teaching loads are outlined in the faculty handbook. The definition of a terminal degree used for 

faculty workload is an earned doctorate, or currently, an MFA for those teaching in the arts. Although, 

using the MFA as a terminal degree is in transition (https://tinyurl.com/yyzlcex7). As such, faculty 

members with a terminal degree (doctoral degree or MFA) should teach 4 courses or 12 hours per 

semester. Faculty without a terminal degree (doctoral degree or MFA) should teach 5 classes or 15 

hours per semester. Areas (including nursing and aviation) that use clock hours rather than credit hours 

to assign teaching load should document evidence that the hours worked when assigning clock hours 

are similar to the hours worked when using credit hours (as stated in Provost Anderson’s memorandum 

to campus faculty dated June 18, 2019).  

Summer Teaching 
 

Refer to MGA Faculty Handbook 4.11.03 

“Academic year contracts are for 10 months and do not obligate the faculty to teach during the summer. 

Faculty members are not guaranteed summer employment; however, as summer employment 

opportunities are available, selection will be as equitable as possible. Consideration for selection of 

personnel for summer school shall first be given to tenured and tenure-track faculty members who are 

currently teaching at Middle Georgia State University and who plan to return the following year. 

Distribution of course load shall be as equitable as possible. Payment of compensation to faculty 

members for full-time employment during the summer session shall be at a rate not to exceed 33-1/3% 

of their regular ten months compensation for the previous academic year (BR Minutes 1950-51, p.333; 

1984-85, p. 80). The schedule of payments and maximum compensation at Middle Georgia State 

University may vary significantly from year to year and is determined through the offices of Academic 

and Fiscal Affairs.” 

Opportunities to teach in the Summer are contingent upon a variety of factors which include (but are 

not limited to): 

 Course Enrollment 
 Student Need for progression and graduation purposes 
 Other unique circumstances 

 

XXI. Professional Behavior & Conduct/ Etiquette  
 

BOR Policy 8.2.18.1.4 for Code of Conduct specifies that all USG employees will “Treat fellow employees, 

students, and the public with dignity and respect”.  

XXII. Expectations for Labs (Science labs, nursing labs, simulation labs)  
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See Department Chair, Simulation Lab Coordinator, or Lab Coordinator concerning laboratory 

requirements and expectations.  

Communication – All individuals who teach, prepare, or engage in activities that involve laboratory 

spaces should convey information related to supply shortage, security issues, potential hazards, and 

other relevant information to the appropriate Department Chair, Assistant Chair, or Administrative 

personnel.  

Natural Science Biosafety Policy Manual 
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 coordinate and supervise the activities of the various disciplines within the unit, working with 

the Department Chairs, the Program Directors, and Program Coordinators and the faculty within 

the unit, 

 recommend to the Provost measures for implementing, updating, and improving the curriculum 

within the School or division (In this regard, they shall be responsible for leadership in the areas 

of faculty professional development; scholarship; teaching excellence; professional service to 

the community; academic advising, retention, progression, and graduation; and faculty 

recruitment for the School or department; they shall be expected to make recommendations 

concerning new positions, replacements, promotions, and leaves of absence),  

 recommend to the Provost the courses to be taught and the faculty assignments within their 

academic unit each semester, 

 prepare an annual budget for the operation of their academic unit, control the expenditure of 

funds allocated to that unit in accordance with the policies of the institution, process all 

requisitions for equipment or supplies for the academic unit, and approve all requests for use of 

school funds for travel, 

 prepare and submit an annual report of the activities to include assessment of the academic unit 

to the Provost, 

 exercise responsibility for administering all policies of the institution applicable to the personnel 

under their supervision and for the observance of all policies of the institution by the personnel 

in the academic unit, 

 exercise responsibility for the effectiveness of academic advising and of assessment, retention, 

progression, and graduation within the academic unit, 

 oversee the performance evaluation of each faculty member on an annual basis and report the 

outcome of that evaluation to the Provost, 

 provide orientation and supervision of part-time faculty, 

 with the assistance of the Associate Dean, Assistant Dean, Department Chair, or Program 

Director coordinate with individual faculty members a program of professional development to 

include effective teaching, scholarship, and professional service to both the institution and the 

community, 

 plan, direct, and assess academic unit initiatives and activities in support of student success,  

 cooperate both internally and externally to promote the welfare of Middle Georgia State 

University. 

XXIV. RESPONSIBILITIES OF THE ASSOCIATE AND ASSISTANT DEANS (as stated in MGA Faculty 

Handbook 2.08.08) 
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The Associate and the Assistant Dean are expected to teach each year to justify the assignment of 

faculty rank and to earn tenure as a member of the Corps of Instruction unless granted reassigned time 

by the Provost to include responsibilities such as program accreditation, new program development and 

implementation, or other defined purposes.  The Associate or the Assistant Dean will cooperate both 

internally and externally to promote the welfare of Middle Georgia State University. 

 

MAJOR DUTIES OF THE ASSOCIATE OR ASSISTANT DEAN 

 participate in strategic planning for the School of Health & Natural Sciences 

 support policy development and interpret implementation at the School and department level 

 provide leadership for and coordination of all academic programs offered by the college, 

including strategic planning, resource allocation, implementation, evaluation and continuous 

improvement in coordination with the Dean 

 collaborate with the Dean, Department Heads, and Director of Human Resources and 

administration to development and support the enhancement of the faculty human capital 

 represent the School at events and activities when the Dean is unavailable 

 serve on School committees  

 provide training and update sessions to professional advisors in coordination with the Director 

/faculty-staff/faculty-senate/senators.php


https://www.usg.edu/audit/compliance/programs_serving_minors/implementing_procedures
/provost/reserving-academic-space.php
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