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	[bookmark: _Toc112946325][bookmark: _Toc112946541][bookmark: _Toc113095062]FACULTY HANDBOOK


The Faculty Handbook is a resource that contains information relevant to the faculty and academic administrators including the vision and mission statements of the university, organization, structure, and academic policies and procedures.  The Faculty Handbook, henceforth referred to as The Handbook, is not a comprehensive compilation of all policies and documents that apply to faculty, nor is it a repository of all information that could potentially be useful to faculty. Rather, it is intended to be a helpful collection of materials most commonly of interest to faculty and academic administrators. The Handbook is compiled from several sources and is jointly maintained by HR and the Office of the Vice President for Academic Affairs.

[bookmark: _Toc112946327][bookmark: _Toc112946543][bookmark: _Toc113095063]VISION AND MISSION

At American International University, our vision is to be a leading institution of higher education in Kuwait that promotes career and personal success, as well as cultural, social, economic, and human development.  At the core of the vision is a commitment to building AIU’s academic profile as a differentiated, high-quality university known for its cutting-edge programs, research, and support services.  
The mission of American International University is to improve and enrich lives by meeting the higher education, training, partnership, and economic development needs of the State of Kuwait and the Gulf region.  
The university provides high-quality, innovative, and responsive programs centered on the intellectual, cultural, and personal growth of all learners.  In pursuit of its mission, AIU puts student success first. We will become a student-centered university, academically rigorous and focused on learning outcomes, with strong, integrated support services, including English Foundation Programs, advising, and career services. 
[bookmark: _Toc112946328][bookmark: _Toc112946544][bookmark: _Toc113095064]VALUES AND GOALS

American International University will structure its programs around core values of accountability, inclusion, excellence, responsibility, communication, collaboration, and sustainability.  
· Accountability, both personal and professional, as we continuously evaluate and improve our systems and policies, as well as establish and articulate clearly defined goals and objectives. 
· Inclusion, as we build a campus culture that welcomes and advances talented individuals from diverse backgrounds. 
· Excellence, as we strive to develop and pursue the highest standards in staffing, facilities, programs, research, and services.  We will promote continuous improvement, encourage creativity and innovation, and utilize systems and processes that promote student success.    
· Responsibility, as students who assume personal responsibility for their education will reach their goals and make positive contributions to their communities. 
· Communication is an essential competency for living and working in the information age.  Strong communication, along with analytic, quantitative, and information skills, are all important for personal and professional success. 
· Collaboration, by developing internal and external partnerships, we will enhance teamwork across disciplines, departments, and divisions.   
· Sustainability, through education, research, and outreach, students will gain the knowledge, skills, and awareness of environmental stewardship and sustainability. Opportunities include internships, research, volunteering, and participation in student organizations. American International University’s commitment to the economic and social vitality of the State of Kuwait and the Gulf region is intertwined with our educational mission.  We will achieve prominence by investing in the following goals: 
· Goal 1: Student Success 
Provide students with a dynamic learning environment through curricula, instruction, policies, and support services that are responsive to their needs and focused on programs that prepare them for success in post-secondary, career, and lifelong educational opportunities. 
· Goal 2: Attract Talent 
Attract talented students from Kuwait and the region through a student-centered of success.  
· Goal 3: Academic Quality 
	Offer high-quality, leading-edge academic programs and community engagement initiatives that meet Kuwait’s and the region’s needs and generate high-impact research.   
· Goal 4: Workforce Development  
Promote economic growth and entrepreneurship through educational partnerships, in business and industry, that provide students with the skills necessary for success in a transformational and diversified economy envisioned in Kuwait’s National Development Plan: New Kuwait 2035.  
· Goal 5: Lifelong Learning  
Provide education and training that produces graduates with the competencies to meet the needs of Kuwait’s national development plans thereby promoting global career preparedness in a changing economic environment.   
· Goal 6: Resources  
Secure the necessary resources including faculty and staff hires international partnerships, infrastructure, technology, and equipment to fulfill the mission and vision of the university. 
· Goal 7: Technology 
	Ensure that our learning spaces are highly conducive to collaborative, technology-enabled, and globally networked approaches. Our information technology functions will also partner with faculty and staff who run our state-of-the-art teaching and research facilities.  
· Goal 8: Global Engagement 
Support the United Nations Sustainable Development Goals (SDG) outlined in Kuwait’s National Development Plan to guide our global engagement.  The SDGs will orient students’ academic experiences to help them become critically engaged citizens dedicated to solving world challenges and contributing to their communities.  

	[bookmark: _Toc112946329][bookmark: _Toc112946545][bookmark: _Toc113095065][bookmark: _Toc18588989]FACULTY RANKS AND TITLES


Ranks are designated to full-time or part-time teaching faculty in the assigned area of teaching. The following are the standard ranks for teaching faculty based on their scholarly qualifications. 

[bookmark: _Toc112946330][bookmark: _Toc112946546][bookmark: _Toc113095066][bookmark: _Toc18588991]REGULAR FACULTY
[bookmark: _Toc112946331][bookmark: _Toc112946547][bookmark: _Toc113095067]Professor
[bookmark: _Toc18588992]The rank of Professor requires a doctoral degree from a recognized and accredited institution with a minimum of ten years of successful full-time teaching experience in the field of study and an internationally esteemed research/scholarship profile.
[bookmark: _Toc112946332][bookmark: _Toc112946548][bookmark: _Toc113095068]Associate Professor
The rank of Associate Professor requires a doctoral degree from an accredited institution and at least five years of successful full-time teaching and research/scholarship experience at the rank of assistant professor. 
[bookmark: _Toc18588993][bookmark: _Toc112946333][bookmark: _Toc112946549][bookmark: _Toc113095069]Assistant Professor
The rank of Assistant Professor requires a doctoral degree from an accredited institution, and at least one year of teaching and professional experience.
[bookmark: _Toc18588994][bookmark: _Toc112946334][bookmark: _Toc112946550][bookmark: _Toc113095070]Instructor
The rank of Instructor requires a master's degree or its equivalent from a regionally accredited institution Previous teaching experience is not required.

[bookmark: _Toc112946335][bookmark: _Toc112946551][bookmark: _Toc113095071]OTHER FACULTY
[bookmark: _Toc112946336][bookmark: _Toc112946552][bookmark: _Toc113095072]Visiting Faculty
A visiting faculty who holds the rank of assistant professor or higher at another university and is appointed to teach at the university for a limited period.
[bookmark: _Toc112946337][bookmark: _Toc112946553][bookmark: _Toc113095073]Adjunct Faculty 
Adjunct professors are hired by the university on a contractual, part-time basis.
	[bookmark: _Toc112946338][bookmark: _Toc112946554][bookmark: _Toc113095074]FACULTY EMPLOYMENT AND PROMOTION


[bookmark: _Toc112946339][bookmark: _Toc112946555][bookmark: _Toc113095075]EMPLOYMENT
As an institution for higher education, American International University ensures that there is an adequate number of full-time faculty to deliver its academic programs. AIU is committed to the highest standards of teaching, research, and service.  AIU shall ensure an adequate number of full-time faculty is hired to develop and deliver its academic programs. To protect the quality of its academic programs, AIU ensures that hired faculty shall meet the credentials required to teach in the discipline.
Faculty members at AIU shall be hired at the rank of full professor, associate professor, assistant professor, or instructor. Faculty members should hold a terminal degree as appropriate to their academic discipline or a closely related discipline.
If at the initial appointment, the rank held by the faculty member at their previous institution does not meet the expectations of faculty in that rank at AIU, such faculty may be considered for appointment at a lower rank. 
Adjunct faculty are expected to hold the same credentials as full-time faculty, appropriate to the courses they are assigned to teach. Adjunct faculty may hold the academic rank appropriate to their credentials.

[bookmark: _Toc112946340][bookmark: _Toc112946556][bookmark: _Toc113095076]SELECTION PROCESS
The procedure for hiring full-time faculty, including instructors, is as follows:
[bookmark: _Toc112946341][bookmark: _Toc112946557][bookmark: _Toc113095077]Stage One: Approval
· The department administrative assistant or designee submits a Resource Request Form (RRF) to the Dean.
· The Dean submits the RRF with his signature to the VPAA for approval.
· The VPAA forwards the request to the President for approval.
· Only after the request has been approved by the President may the search process begin.

[bookmark: _Toc112946342][bookmark: _Toc112946558][bookmark: _Toc113095078]Stage Two: Search Process
The appropriate campus administrator will work with the Dean to prepare a position description and an advertisement, both of which are submitted to the VPAA.
· The VPAA submits the proposed advertisement to HR along with the RRF. HR will undertake to advertise the position in appropriate media outlets in Kuwait and internationally.
· HR will receive all applications, ensure that they are complete, and after the deadline, forwards completed applications, along with a list of candidates, to the Dean.
· The Dean or his/her designee(s) will review the applications.
· The Dean or his/her designee(s)will identify a group of semi‐finalists (3-10), with whom it may then undertake interviews.
· After the interviews, the Dean or his/her designee(s)will identify 2‐3 finalists for the position.
· At that point, the Dean will discuss the finalists with the VPAA, and a decision is made about whether a second interview is required. If so, these will be arranged by HR. 
· The HR Department organizes the candidates’ schedules for the interviews.
· When the interviews and reviews are completed, the Dean recommends a single finalist to hire by the VPAA and HR Department. 
· Before a final candidate is hired, the candidate must complete an English proficiency written exam, as well as deliver an oral presentation in English. The oral presentation can be included in the second interview process and may be conducted using remote technology. 
The HR Department should conduct at least three reference checks on the final candidate at this point in the process if not previously done. The results of these checks should be documented, and copies should be included as part of the candidate’s file.

[bookmark: _Toc112946343][bookmark: _Toc112946559][bookmark: _Toc113095079]Stage Three: Offer
The HR Department contacts the candidate to discuss the details of the position and the compensation package. If the candidate agrees a formal offer is prepared by the HR Department, including:

a. The recommendation of the Dean or his/her designee(s)
b.  A copy of the transcript(s)
c. The academic rank at which the candidate will be appointed.

HR prepares the documents for the formal offer and sends the offer to the candidate. The candidate has one week to accept or decline, after which time the offer is withdrawn unless another arrangement has been made. The VPAA will keep the President’s Office informed throughout the process, and the President may participate at any point. 

Faculty Responsibility to Meet Degree Verification/Attestation Requirements
Before finalizing an employment agreement, all faculty members are expected to satisfy all relevant documentation requirements.
Official Transcripts
Incoming faculty members are required to arrange for official transcripts of all graduate degrees to be sent directly from the degree‐granting university's registrar(s) to AIU's HR.  Faculty members whose institutions do not generate transcripts must provide an acceptable alternative such as an official letter sent to AIU's HR from the degree-granting institution's registrar or a functional equivalent. This letter should confirm the degree and the content of the degree program. AIU's HR can advise on appropriate alternative documentation.  Part‐time faculty members are required to submit a copy of their official transcripts of all graduate degrees to AIU’s HR.

Attestation of Diplomas for Kuwait Permission to Hire
Incoming faculty must have the diploma, representing the highest earned degree, attested by the authorities where the degree was obtained and the appropriate Kuwait authorities to receive permission to hire. 

	[bookmark: _Toc112946344][bookmark: _Toc112946560][bookmark: _Toc113095080]FACULTY EVALUATION 


[bookmark: _Toc112946345][bookmark: _Toc112946561][bookmark: _Toc113095081]POLICY SUMMARY
The Evaluation Policy aims to promote excellence and encourage creativity in AIU’s faculty members’ range of University and related endeavors.  This policy describes the criteria by which faculty are evaluated. The policy applies to all full-time and adjunct faculty.

[bookmark: _Toc112946346][bookmark: _Toc112946562][bookmark: _Toc113095082]POLICY STATEMENT
Faculty are evaluated to ascertain their effectiveness in all their responsibilities. Faculty will begin setting their goals in September of each year for the upcoming academic year. In mid-January, faculty will be reviewed based on the progress they have made toward the goals they set in September. Faculty will also be evaluated based on meeting the objectives listed in their job description. The performance of all faculty members at AIU is evaluated bi-annually, with the last review occurring by May of the spring semester by the VPAA using the self-evaluation form. Faculty annual evaluations are based upon assigned duties and responsibilities considering the nature of assignments and the quality of performance. The evaluation criteria consist of the following elements:
· Teaching.
· Research. 
· Service to AIU and the community at large.
· Demonstration of ethical teaching and professional behaviors

[bookmark: _Toc112946347][bookmark: _Toc112946563][bookmark: _Toc113095083]Teaching
Excellence in teaching is one of the most important attributes of a faculty member. Teaching excellence can be demonstrated in several ways:
· Knowledge of the discipline.
· Knowledge of current developments in the discipline and its relationship to general education and the promotion of general education skills in the discipline.
· Communication skills.
· Ability to utilize various teaching methods and strategies including, but not limited to, using technology where appropriate.
· Knowledge and use of current pedagogy.
· Application of research findings to classroom activity.

The evaluation of performance in teaching includes:
· Student evaluations.
· Pedagogical publication or presentation in peer‐reviewed conferences.
· Engagement in new curriculum and course development.
· Mentoring student groups.
· Teaching awards.

[bookmark: _Toc112946348][bookmark: _Toc112946564][bookmark: _Toc113095084]Research
Research is a critical component in the success of any institution. Research involves the creation of new approaches to understanding and explaining phenomena and the application of knowledge and expertise to address needs in society and the profession. These activities may result in any of the following:
· Publishing articles or chapters of significant substance in international, peer-reviewed scholarly journals, books, or conference proceedings. 
· Publishing peer-reviewed monographs in one’s discipline.
· Publishing translations of books or articles in one’s discipline.
· Publishing textbooks or similarly extensive course materials that advance pedagogical understanding and methods generally or in one’s discipline.
· Creation of artistic works that reach an audience beyond the university, through publication, performance, or exhibition.
· Writing and submitting successful external research grant proposals.
· Receiving patents.

[bookmark: _Toc112946349][bookmark: _Toc112946565][bookmark: _Toc113095085]Service
Service activities involve working for the benefit of society and the profession. These activities include service to the university and region and at national and international levels. Supporting documentation for the evaluation of performance in service might include:
· Advising students.
· Serving on departmental committees.
· Serving on university committees.
· Representing department faculty on the Faculty Senate.
· Contributing to department-level activities related to quality assurance.
· Contributing to new program development and revision of existing programs.
· Participating in activities that bring to bear the faculty member’s expertise and experience to benefit of the community, the nation, and the region.
· Contributing to the faculty member’s field or profession. Such contributions include reviewing scholarly articles for leading international academic journals, reviewing scholarly papers for international conferences, serving as editor or editorial board member of important scholarly journals, developing pedagogical software or software applications specific to the discipline or profession, serving as an officer of professional associations, delivering workshops, seminars, or other faculty development programs.


[bookmark: _Toc112946350][bookmark: _Toc112946566][bookmark: _Toc113095086]EVALUATION POLICY STATEMENT
The criteria for evaluation of faculty for promotion in the three components: teaching, research, and service are described below:

[bookmark: _Toc112946351][bookmark: _Toc112946567][bookmark: _Toc113095087]Teaching
Excellence in teaching is one of the most important attributes of a faculty member. Teaching accomplishments worthy of promotion are to be demonstrated through:
a. A narrative that includes a statement of the faculty member’s teaching philosophy, a description of ways in which the faculty member’s approach to teaching has been modified or adjusted based on feedback from students and peer observers, and professional development activities related specifically to teaching. Summary of how knowledge of current developments in the discipline has been incorporated into the faculty member’s teaching. Summary of evidence that modifications of pedagogical approaches have resulted in improved learning by students. Summary of leadership in the course/curriculum development at AIU.
b. A table showing student course evaluation results for three critical questions from the survey by course by semester.
c. Teaching awards received.

[bookmark: _Toc112946352][bookmark: _Toc112946568][bookmark: _Toc113095088]Research And Scholarship
Faculty are expected to be actively engaged in their academic fields. AIU insists on the rigor and seriousness of the research conducted by its faculty, as evidenced by such factors as publication in international, indexed journals and with academically reputable publishers, a strong citation index/impact factor, a growing reputation in one’s field, and others. Faculty evaluation for promotion expects research, scholarly, and creative works as indicated in the specific criteria described below, and drawn from the following list:
· Publishing articles or chapters of significant substance in international, peer-reviewed scholarly journals, books, or conference proceedings indexed in Thomson ISI or Scopus. 
· Publishing peer-reviewed monographs in one’s discipline (indexed in Thomson ISI or Scopus).
· Publishing translations of books or articles in one’s discipline (indexed in Thomson ISI or Scopus).
· Publishing textbooks or similarly extensive course materials that advance pedagogical understanding and methods generally or in one’s discipline (indexed in Thomson ISI or Scopus).
· Creating artistic works that reach an audience beyond the university, through publication, performance, or exhibition.
· Writing and submitting successful external research grant proposals.
· Receiving patents (indexed in Thomson ISI or Scopus).

[bookmark: _Toc112946353][bookmark: _Toc112946569][bookmark: _Toc113095089]Service
All full-time faculty members are expected to provide service to their departments, disciplines or professions, the university, and the community. Faculty need to demonstrate excellence in service though providing a narrative about their service, which may take the following forms:
· Advising students.
· Serving on departmental committees.
· Serving on university committees.
· Representing department faculty on the Faculty Senate.
· Contributing to department-level activities related to quality assurance.
· Contributing to new program development and revision of existing programs.
· Participating in activities that bring to bear the faculty member’s expertise and experience to the benefit of the community, the nation, and the region.
· Contributing to the faculty member’s field or profession. Such contributions include reviewing scholarly articles for leading international academic journals, reviewing scholarly papers for international conferences, serving as editor or editorial board member of higher-tier scholarly journals, developing pedagogical software or software applications specific to the discipline or profession, serving as an officer of professional associations, delivering workshops, seminars, or other faculty development programs.
[bookmark: _Toc112946354][bookmark: _Toc112946570][bookmark: _Toc113095090]TIME AND ATTENDANCE
To allow faculty more flexible time to pursue scholarship, the faculty time and attendance policy for the 2022-2023 Academic Year is outlined below.

· For faculty with a 12-credit hour course load: minimum 32 hours a week on campus
· Basis for the on-campus hour determination: 12 in-class hours + 12x1.5 hours for course preparation/office hours/tutoring + 2 hours for school and other meetings = 32 hours
· These 32 hours must comprise at least 4 days per work week (Sunday-Thursday) on campus.
· IT to provide an application to generate both weekly and monthly reports of faculty attendance.
· Academic Affairs (AA): weekly check to see that attendance meets or exceeds 32 hours threshold.  If less than 32 hours are logged, AA will notify HR and Payroll.  HR will issue a warning letter.  Payroll will apply the financial sanction.
· Less than 32 hours results in an automatic financial sanction: Loss of a day’s pay will be followed by loss of a week’s pay for multiple violations.
· Faculty must still clock in and clock out.  However, lateness will be determined by checks on classroom and office/tutoring hour attendance.
· The checks (conducted by Academic Affairs admin assistants and Deans) will be performed to verify class attendance, office hours, tutoring hours.  A faculty member is expected to be on campus 30 minutes prior to class.  If a faculty member is late or absent, financial sanctions are possible and will be determined by the severity of the offense.  
· Red flags: working 12 hours on a Thursday and other such anomalies.  Financial sanctions are possible for such abuses.
· As per existing policy, faculty are not permitted to engage in additional employment.  
· Note: PD days, RFO, and any other critical events as designated by leadership are mandatory 8 AM to 4:30 PM attendance.

[bookmark: _Toc112946355][bookmark: _Toc112946571][bookmark: _Toc113095091]PROMOTION
Higher education institutions achieve their highest stature with excellent qualified faculty.  For faculty, the recognition and acknowledgment of success are evident through the academic ranks. The American International University values and recognizes the work of its faculty through academic promotion.
[bookmark: _Toc18588999]The Faculty Promotion Policy is designed to lay out the rules and regulations under which faculty can advance from one rank to the other. The evaluation of faculty for promotion is based on their responsibilities in teaching and research, and on the service, they provide to the institution and the community. 

[bookmark: _Toc112946356][bookmark: _Toc112946572][bookmark: _Toc113095092]Procedure
1. AIU senior academic leadership and the university President will consider all applications for promotion and will include relevant Senior Managers and Deans. It is the expectation that all faculty at first discuss with their Dean before making an application.  
A faculty member seeking promotion shall submit a completed application for promotion to their Dean by mid-September each academic year. The application must include a self-narrative addressing accomplishments in teaching, research-scholarship-creative endeavors, and service, including all the elements described in the Faculty Promotion Policy (along with required supporting documentation described in the policy). 
2. If an application for promotion is unsuccessful, the applicant shall be eligible to re-apply after two calendar years following the receipt of a negative application decision, in the September cycle.

[bookmark: _Toc112946357][bookmark: _Toc112946573][bookmark: _Toc113095093]Promotion From Assistant to Associate Professor
A faculty member must have been an Assistant Professor for a minimum period of five years, one of which was at AIU, before the promotion is considered. Faculty members with five years as Assistant Professor are entitled to apply for promotion six months before the completion of the fifth year. For promotion to Associate Professor, a faculty member must demonstrate excellence in teaching, research, and service.
Teaching
To demonstrate excellence in teaching worthy of promotion to Associate Professor, Assistant Professors must prepare and submit a teaching narrative as described above in the Evaluation Policy Statement.
Research And Scholarship
Faculty members must submit a research narrative in which they provide an overview of the faculty member’s program of research, explicitly identifying the major themes or strands in the body of works and explaining how the program of research has evolved.
To be eligible for promotion to Associate Professor, the candidate’s application should contain a minimum of six (6) significant scholarly activities from the list given above (no more than one of which can be an article published in an indexed, peer-reviewed conference proceedings). At least two of these activities must be accomplished while the candidate is on the faculty at AIU. The research submitted in the application for promotion must be original work completed during the appointment at the assistant professor rank. If the submitted research is directly related to the applicant’s master’s thesis or a doctoral dissertation, the applicant must demonstrate in the research narrative that this work is an extension of the thesis or dissertation work and not simply the publication of research as it appeared in the thesis or dissertation.
For research products that have multiple authors, faculty members should provide a table in which they indicate the role that they played in the research and explain how the order of authorship on the publication was determined.   To qualify for the promotion, the Assistant Professor candidate must be the first author or creator of at least two of the scholarly works being presented as part of the portfolio of scholarship. 
Service
To demonstrate excellence in service, faculty members must provide a service narrative in which they provide an overview of service provided to AIU, the profession or discipline, or the community, evidence of how the service has resulted in specific accomplishments that have benefitted AIU, the profession or discipline, or the community and demonstrate for activities involving the faculty member’s service on committees or in other group assignments the faculty member’s contributions to the work of the committees or groups.
External Review
Following a review of a faculty member’s application for promotion to Associate Professor by the senior academic leadership team and the school’s Dean, the school’s Dean shall make a preliminary judgment as to whether the applicant has demonstrated excellence in all three areas of evaluation as described in the policy. If that preliminary judgment is positive, then the applicant’s research portfolio will be sent to three external reviewers for additional validation of the candidate’s excellence in research. Positive reviews by two of the three reviewers must be received for the candidates’ promotion application to be further considered. Even if a candidate’s record of excellence in teaching and service meets or exceeds the criteria for promotion, failure to obtain two positive external reviews of the candidate’s research will result in a rejection of the application for promotion.

[bookmark: _Toc112946358][bookmark: _Toc112946574][bookmark: _Toc113095094]Promotion From Associate To Full Professor
A faculty member must have been an Associate Professor for a minimum period of five years, one of which was at AIU, before the promotion is considered. Faculty members with five years as Associate Professor are entitled to apply for promotion six months before the completion of the fifth year. For promotion to Full Professor, a faculty member must demonstrate excellence in teaching, research, and service. 
Teaching
a. To demonstrate excellence in teaching worthy of promotion to Full Professor, Associate Professors must present in their teaching narrative a teaching philosophy that demonstrates critical reflection on past teaching experiences and the influence of professional development activities during the period of appointment at the Associate Professor rank related to effective pedagogy, specific examples of how their approach to teaching has been modified or adjusted during the period of appointment at the Associate Professor rank based on feedback from students and peer observers and professional development activities related specifically to teaching, multiple specific examples of how knowledge of current developments in the discipline have been incorporated into their teaching during appointment at the rank of Associate Professor, and examples from every course taught during appointment at the rank of Associate Professor of pedagogical techniques used to encourage active learning by students, including the use of specific high-impact educational practices.
b. A table showing student course evaluation results for three critical questions from the AIU survey by course by semester for the period of appointment as Associate Professor, with a brief commentary on how the results support the claim of excellence in teaching.
c. Teaching awards received.
Research And Scholarship
Faculty need to demonstrate their excellence in research and scholarship through a research narrative in which they provide an overview of the faculty member’s program of research, explicitly identifying the major themes or strands in the body of works and explaining how the program of research has continued to evolve during the period of appointment as Associate Professor.
To be eligible for promotion to Professor, the candidate’s application should contain a minimum of twelve (12) significant scholarly activities from the list given above (no more than one of which can be an article published in an indexed, peer-reviewed conference proceedings). At least four of these activities must be accomplished while the candidate is on the faculty at AIU. The research submitted in the application for promotion must be original work completed during the appointment at the Associate Professor rank. If the submitted research is directly related to the applicant’s master’s thesis or a doctoral dissertation, the applicant must demonstrate in the research narrative that this work is an extension of the thesis or dissertation work and not simply the publication of research as it appeared in the thesis or dissertation.
For research or creative products which have multiple authors, faculty members should provide a table in which they indicate the role that they played in the research and explain how the order of authorship on the publication was determined. To qualify for the promotion, the Associate Professor candidate must be the first or primary author or creator for at least four of the scholarly works being presented as part of the portfolio of scholarship. 
Service
To demonstrate excellence in service, faculty members must provide a service narrative in which they provide an overview of service provided to AIU, the profession or discipline, or the community, evidence of how the service has resulted in specific accomplishments that have benefitted AIU, the profession or discipline, or the community and demonstrate for activities involving the faculty member’s service on committees or in other group assignments the faculty member’s contributions to the work of the committees or groups.
External Review
Following a review of a faculty member’s application for promotion to Full Professor by the senior academic leadership team and the school’s Dean, the school’s Dean shall make a preliminary judgment as to whether the applicant has demonstrated excellence in all three areas of evaluation as described in the policy. If that preliminary judgment is positive, then the applicant’s research portfolio will be sent to three external reviewers for additional validation of the candidate’s excellence in research. Positive reviews by all three of the reviewers must be received for the candidates’ promotion application to be further considered. 
[bookmark: _Toc18589000]Even if a candidate’s record of excellence in teaching and service meets or exceeds the criteria for promotion, failure to obtain three positive external reviews of the candidate’s research will result in a rejection of the application for promotion.
	[bookmark: _Toc112946359][bookmark: _Toc112946575][bookmark: _Toc113095095]FACULTY RIGHTS AND RESPONSIBILITIES


[bookmark: _Toc112946360][bookmark: _Toc112946576][bookmark: _Toc113095096]RIGHTS: ACADEMIC FREEDOM
Academic freedom is essential and applies to both teaching and research.  It carries with it duties correlative with rights.  Faculty should remember that the public may judge their profession and their institution by their words.  Hence, they should strive to be accurate, exercise appropriate restraint, show respect for the opinions of others, and make every effort to indicate that they are not speaking for the institution.  The tenets of academic freedom include: 

A. To teach and discuss in his or her classes any aspect of a topic pertinent to the understanding of the subject matter of the course being taught. 
[bookmark: _Toc18589002]B. To carry on research and publish the results subject to the adequate performance of his or her other academic duties. 

[bookmark: _Toc112946361][bookmark: _Toc112946577][bookmark: _Toc113095097]RESPONSIBILITIES: TEACHING, RESEARCH, AND SERVICE
Research includes the responsibility to keep up to date with developing knowledge in their academic disciplines through familiarity with recent publications and journals and participation in local or national professional societies and conferences where appropriate.  Educational service may include proctoring exams for other departments, contributing to curriculum development at both the departmental and university levels, and participating in university committees.
	[bookmark: _Toc112946362][bookmark: _Toc112946578][bookmark: _Toc113095098]FACULTY RESPONSIBILITIES CONCERNING STUDENTS


[bookmark: _Toc112946363][bookmark: _Toc112946579][bookmark: _Toc113095099]GENERAL RESPONSIBILITIES
· AIU faculty takes its teaching very seriously. Members of the faculty expect AIU students to meet high standards of performance and behavior. Faculty are expected to teach courses in their school in accordance with the needs, requirements, and expectations of the unit and the general requirements concerning the conduct of classes specified in various University regulations. A professor is expected to treat students with professional courtesy and to respect their rights. All members of the unit must share in the work necessary for the effective functioning of the unit. Thus, each faculty member has the responsibility to participate regularly and fully in that unit.
· Service to the School and the University. Faculty members are expected to serve on school and University committees.
· Service to the Profession. Faculty members are expected to be active in their professional fields. This includes belonging to and taking part in the professional activities of their field on the local, regional, national, or international levels, as appropriate to the discipline.
In addition to the responsibilities listed above, faculty members shall:
· Be aware of Kuwaiti law, Board of Trustees, and University policies and regulations and comply with them.
· Respect the confidential relationship between the University and its students by preserving the privacy of all records relating to students and protecting student information from improper disclosure.
· Refrain from the use of campus mail and campus electronic communications devices for political or commercial purposes.
· Use technology in a responsible manner in accordance with guidelines and policies.
· Not furnish false information to the University, or forging, altering, or misusing University documents or instruments of identification.
· Respect the rights of students, staff, and faculty members.
· Refrain from engaging in the behavior in the discharge of duties that violates commonly accepted standards of professional ethics. Abusive or unprofessional treatment of students, faculty or other members of the University falls within this category. Also proscribed is any form of sexual harassment as per university policy.
· Not engage in plagiarism, misrepresentation, and fraud in the performance of responsibilities.
· Refrain from committing an act that involves such moral turpitude as to render the faculty member unfit for his/her position. As used in this section, conduct involving moral turpitude means intentional conduct, prohibited by law, which is injurious to another person or society, and which constitutes a substantial deviation from the accepted standards of duty owed by a person to other persons and society
[bookmark: _Toc112946364][bookmark: _Toc112946580][bookmark: _Toc113095100]Class Attendance  
Teaching duties of a professor include planning the classroom as appropriate to the method of course delivery; preparing course syllabi; designing assignments and/or examinations; holding regular office hours or being available for consultation; supervising independent work undertaken by students; directing theses; evaluating students: assessing and documenting student learning; advising and developing and assessing curricula. 
[bookmark: _Toc112946365][bookmark: _Toc112946581][bookmark: _Toc113095101]Course Content  
Good teaching requires continual application and effort. Faculty are expected to keep abreast of new developments in their fields and must maintain credentials as scholars. A teacher should be engaged with his/her discipline and should be able to convey to the students the value of the subject. 
[bookmark: _Toc112946366][bookmark: _Toc112946582][bookmark: _Toc113095102]Grading 
Instructors will make clear on their syllabi, at the outset, how grades will be determined, what work in the course will be graded, and what standards will be applied. 
[bookmark: _Toc112946367][bookmark: _Toc112946583][bookmark: _Toc113095103]Office Hours 
Faculty members, including part-time faculty, will be available in their offices five hours per week. Academic tutoring and mentoring are a part of the teaching responsibility of the faculty
[bookmark: _Toc112946368][bookmark: _Toc112946584][bookmark: _Toc113095104]Scheduling of Field Trips 
Faculty may not schedule required field trips on days that other classes are in session.  The dates and times of any field trips, whether required or optional, should be published in the course syllabus and made known to students on the first day of class. 
[bookmark: _Toc112946369][bookmark: _Toc112946585][bookmark: _Toc113095105]Scheduling of Examinations, Papers, and Other Exercises 
Examination schedules and deadlines for term papers will be established early in the semester and kept.  Ideally, these should be published in the course syllabus. 


[bookmark: _Toc112946370][bookmark: _Toc112946586][bookmark: _Toc113095106]Syllabi 
At the beginning of each semester, faculty members will distribute course syllabi to their classes to provide students with a clear prospectus on their attendance and grading policies, and their schedules and deadlines.  All syllabi are uploaded to SharePoint and Canvas every semester. 
[bookmark: _Toc112946371][bookmark: _Toc112946587][bookmark: _Toc113095107]Academic Integrity 
Faculty members have a responsibility to promote a climate of academic integrity.  This includes talking with students about the importance of academic integrity, role modeling for students, creating an environment that promotes trust, and making clear expectations for the class, including appropriate attribution and the extent to which collaboration is permitted.
[bookmark: _Toc112946372][bookmark: _Toc112946588][bookmark: _Toc113095108]Exclusion of Disruptive Students 
The successful conduct of courses depends upon a basic spirit of mutual respect and cooperation among the participants.  If a student disrupts a class in such a way that it seriously compromises the educational experience of the course for the students and/or prevents the instructor from accomplishing the goals of the course as outlined in the syllabus, the instructor may require the student to leave the class meeting.  The Office of Student Conduct and the relevant Dean will be notified of this action.  After this action, as necessary, the following process will be implemented. 
[bookmark: _Toc112946373][bookmark: _Toc112946589][bookmark: _Toc113095109]Scheduling of Classes and Attendance Regulations 
No class time changes can be made after students are enrolled in the course (except religious or national holidays, and always with the expressed permission of the VPAA and AIU President. 
[bookmark: _Toc112946374][bookmark: _Toc112946590][bookmark: _Toc113095110]Instructors' Absences 
Teaching responsibilities include prompt and regular presence during scheduled class hours. Except for acute illness or emergency, a faculty member must make satisfactory advance arrangements and obtain his/her dean’s approval if he/she will be absent from classes the event, that an instructor will be absent, they must notify the HR Department (by phone or in-person), the Dean, and the students as early as possible.
[bookmark: _Toc112946375][bookmark: _Toc112946591][bookmark: _Toc113095111]Student Absences 
The university places the responsibility for class attendance upon the student. Students are expected to attend classes regularly and punctually, and to recognize and accept the consequences of failure to attend per the AIU Student Class Attendance Policy. 

[bookmark: _Toc112946376][bookmark: _Toc112946592][bookmark: _Toc113095112]SEXUAL HARASSMENT STATEMENT
AIU believes that you should be allowed to work in an environment free of sexual harassment.  Sexual harassment is a form of misconduct that undermines the employment relationship.  No employee, either male or female, should be subjected verbally or physically to unsolicited and unwelcomed sexual overtures or conduct.  Sexual harassment refers to:
· Behavior that is not welcome, that is personally offensive, that debilitates morale, and, therefore, interferes with work effectiveness.    
· Behavior that amounts to sexual harassment may result in disciplinary action, up to and including dismissal, as well as referral to the appropriate authorities.    
· AIU defines sexual harassment as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:    
· Submission to such conduct is made either explicitly or implicitly a term or condition of your employment. 
· Submission to or rejection of such conduct by you is used as the basis for employment decisions affecting you. 
· Such conduct has the purpose or effect of unreasonably interfering with your work performance or creating an intimidating, hostile, or offensive working environment.  
· AIU wants all employees to have a work environment free of sexual harassment.  Therefore, sexual harassment is specifically prohibited and is a violation of AIU policy.  AIU will not tolerate sexual harassment behavior in the workplace and will act to prevent or eliminate this behavior. 
· If any employee experiences or observes sexual harassment behavior in the workplace, he/she must report it immediately to the Human Resources Director, President, or his/her supervisor.  Employees may also report sexual harassment behavior to a member of AIU management or ownership.  To the extent possible, strict confidentiality will be maintained for employees affected by complaints of sexual harassment.      
· AIU will not tolerate employment-based retaliation against anyone who makes a complaint of sexual harassment or who speaks as a witness in the investigation of such an allegation.  Retaliatory actions by any AIU employee against another AIU employee, when related to issues of sexual harassment or illegal discrimination, are specifically prohibited.  
· Disciplinary action, up to and including termination of employment, will be taken against any employee found in violation of the AIU sexual harassment policy.

[bookmark: _Toc112946377][bookmark: _Toc112946593][bookmark: _Toc113095113]INAPPROPRIATE RELATIONSHIPS BETWEEN AIU EMPLOYEES AND STUDENTS 
AIU is committed to ensuring that our students can study and engage in extracurricular activities within a safe environment. We will take all legal and disciplinary action against any employee that would attempt to violate the trust that students and parents place in us as individuals and AIU as an educational institution.  Any staff member who attempts to, or develops an inappropriate relationship with a student, or minor (any minor, even non-AIU), will be immediately terminated from employment, as well as, immediately reported to local Kuwaiti and international law enforcement agencies. Note that if enough suspicion is present, such action will be taken even without direct evidence. Staff members must stick to a two-person rule and are never alone with any student behind closed doors or out of the close physical presence of another faculty member, even of the same sex if the staff member is a male. Every AIU employee must support this policy and to notify AIU management if a fellow employee is suspected of violating this policy.  
Definitions: 
a.  Minor – A student and/or any individual under 25 years of age. 
b.  Inappropriate relationship  -  A staff member giving his/her mobile number to students/minors, A staff member asking or accepting a student’s/minor’s mobile number, giving or receiving personal gifts, meeting or socializing after-school (either on-campus or off) at a time when no organized school lesson or activity is taking place, sending or receiving non-academic text messages or letters to/from a student or minor, having physical contact with a student or minor, and other such inappropriate contacts. 
 Inappropriate student contact also involves: 
a.  Personal email contact with students. Students are not permitted to email faculty at a private email address, or to discuss anything non-assignment or non-exam related. 
 	b.  IM chatting with students. 
 c.  “Friending or following” students on social media platforms.  It is inappropriate to allow a student to view your personal life online. 
Faculty are expected to have common sense in setting boundaries for the contact between themselves and students. 

[bookmark: _Toc112946378][bookmark: _Toc112946594][bookmark: _Toc113095114]EMPLOYEE INTERACTION WITH AIU STUDENTS
It is strictly forbidden for a staff member to have any physical contact with students.  Care must also be taken with the use of vocabulary, nothing that can be interpreted in any way to be of a sexual nature is to be used.  All employees are to be aware that inappropriate behavior/contact with students (whether intentional or not) will not be tolerated or deemed acceptable by AIU.  Any employee who is found to have violated this policy is subject to the mandatory minimum discipline which is immediate termination of the employment agreement, loss of security deposit, and summer salary. Employees who violate this policy may also be subject to civil damages or criminal penalties.  The following are examples, but not exhaustive, of what can be construed as inappropriate behavior: 
· Physical contact in any form with a student is prohibited (e.g., touching or violating personal space). 
· Use of offensive language or comments about a student’s physical appearance.  
· Innuendo. 
[bookmark: _Toc112946379][bookmark: _Toc112946595][bookmark: _Toc113095115]Use of Profanity with or Around Students 
Vulgar language is completely unacceptable in the classroom or any other location where students are present.  Teachers who curse in the classroom will have only one warning, accompanied by a financial penalty.  Any further occurrence will result in immediate termination of employment. 
[bookmark: _Toc112946380][bookmark: _Toc112946596][bookmark: _Toc113095116]Censoring of Teaching Resources 
When choosing resources to use in teaching lessons, faculty are required to respect the conservative Islamic societal norms and refrain from selecting material or resources containing the following: 
· Nudity. 
· References to Israel or Judaism.  
· Homosexuality. 
· Sexual topics. 
· Human reproduction. 
[bookmark: _Toc112946381][bookmark: _Toc112946597][bookmark: _Toc113095117]Background Check Consent 
A criminal background check will be conducted on all employees to ensure the safety of the students. In addition to the hiring and pre-employment screening process used in hiring new employees, there will be an ongoing evaluation of all employees who are in a position to be in contact with students.  Persons who, as a result of the process, are determined to be at risk with students will not be offered a position at AIU or will have their employment agreement revoked if they are already an employee.
[bookmark: _Toc112946382][bookmark: _Toc112946598][bookmark: _Toc113095118]Inappropriate Media 
Care should be taken when uploading information to social media sites such as Facebook or YouTube.  Anyone who thinks that there is the possibility that inappropriate information may be uploaded onto one of these sites is to make university management aware.  If inappropriate information is discovered, disciplinary action will be taken against the individual concerned. 
[bookmark: _Toc112946383][bookmark: _Toc112946599][bookmark: _Toc113095119]Substance Abuse and Smoking 
AIU strives to provide a safe and healthy work environment, free from the use of illegal drugs and abuse of alcohol.  Violation of this policy is considered a serious offense and may include termination as a possible consequence, even for a first offense. 
The following policies have been implemented to ensure a healthy working environment: 
· Employees may not consume alcoholic beverages or take illegal drugs on campus.
· Employees may not report to work under the influence of drugs or alcohol. 
If any AIU employee is convicted under any criminal drug statute, he or she is required to inform the HR office within five (5) days.  This will constitute grounds for termination. 
AIU maintains a smoke-free environment.  Smoking is not permitted on campus at any time.  Violation of the no-smoking policy will also constitute grounds for termination.

	[bookmark: _Toc112946384][bookmark: _Toc112946600][bookmark: _Toc113095120]PROFESSIONAL CONDUCT


In accepting a position with the university, each faculty member obligates him/herself to preserve and promote the good of the university, support its ideals, and to adhere to its employee policies, regulations, and procedures.  Employee standards are outlined below.  

[bookmark: _Toc112946385][bookmark: _Toc112946601][bookmark: _Toc113095121]EMPLOYEE STANDARDS 
[bookmark: _Toc112946386][bookmark: _Toc112946602][bookmark: _Toc113095122]Exam Integrity 
· Faculty members are responsible for the security of their exams.  If an exam is leaked, stolen, or comprised in any way, and it is determined that the faculty was negligent, the faculty will be subject to disciplinary procedures up to and including termination of employment. 
[bookmark: _Toc112946387][bookmark: _Toc112946603][bookmark: _Toc113095123]Staff Discipline 
· AIU attempts to provide employees who violate policies or exhibit unsatisfactory job performance an opportunity to comply with faculty or departmental requirements using progressive disciplinary actions. 
· Employees are expected to abide by the established rules and policies of their departments and the university. To enable them to do this, administrative officials develop clear and reasonable departmental policies and performance expectations, investigate the circumstances of apparent policy or rule violations or unsatisfactory performance before taking disciplinary action and ensure that prompt, consistent disciplinary action is administered. 
· This policy intends to use a series of progressive disciplinary actions when appropriate to assist and encourage employees to correct their conduct and to achieve satisfactory work performance. Circumstances may, in some cases, be exceptional or singular and the related disciplinary actions shall be tempered or expanded because of the facts of the situation. Violations of the university rules against child abuse and inappropriate relationships with students and other minors, sexual harassment, the staff Rules of Conduct, or other AIU, and/or departmental rules or policies may result in specific disciplinary measures, including termination. 

[bookmark: _Toc112946388][bookmark: _Toc112946604][bookmark: _Toc113095124]CODE OF ETHICS POLICY
The American International University Code of Ethics Policy requires that all employees of the institution perform their duties and ethically conduct themselves. 
Procedure
All employees, legal representatives, or authorized agents of AIU, shall uphold the Code of Ethics as set out below: 
a. Accept and commit to executing their duties and responsibilities as described in their agreement with AIU in a manner that upholds all ethical statements constituting this Code of Ethics. 
b. Conduct all business of the university based on the mission of the university. 
c. Safeguard their ability to make objective, fair, and impartial decisions by adhering to the policies and procedures set forth in their agreement. 
d. Bring about desired changes through legal and ethical procedures, upholding and enforcing all applicable laws, statutes, and regulations pertaining to the university. 
e. Refrain from soliciting, accepting, or agreeing to accept gifts, loans, gratuities, discounts, favors, hospitality, or services from any person, association, or corporation under circumstances from which it could reasonably be inferred that a major purpose of the donor is to influence the AIU employee, legal representative or contracted agent in the execution of his/her official duties in the past, present or future. 
f. Refrain from engaging in any conduct which is unbecoming of an associate or contracted agent constitutes a breach of public trust or may compromise the operation of AIU. 
g. Refrain from using any information imparted to him/her confidentially in the performance of his/her duties as a means for making a private profit. 
h. Maintain the highest level of personal honesty and integrity in all matters related to the business of AIU including relationships and interactions with fellow AIU personnel. 
i. Avoid even the appearance of a conflict of interest to ensure that his/her official actions are not motivated by private or personal interest. 

[bookmark: _Toc112946389][bookmark: _Toc112946605][bookmark: _Toc113095125]Release of Information Policy 
[bookmark: _Toc112946390][bookmark: _Toc112946606][bookmark: _Toc113095126]Press Releases 
All news releases or articles pertaining to AIU must be sent to the CEO for review and release to respective newspapers. The CEO reserves the right to edit and/or correct any information submitted. Deadlines for release should be noted on each submission. Photography to accompany articles may be requested or included with the submission. 
[bookmark: _Toc112946391][bookmark: _Toc112946607][bookmark: _Toc113095127]Release Of Information on Personnel  
Information classified as "Directory Information" (name, teaching field, degrees earned, public service activities, etc.) may be released by AIU unless an individual specifically informs the university in writing that his or her directory information should not be released. 
[bookmark: _Toc112946392][bookmark: _Toc112946608][bookmark: _Toc113095128]Release Of Information About Students 
Requests for student information will be directed to the Enrollment Office or the Registrar’s Office; however, the following guidelines are provided for those situations when other personnel asked for information. 
· No one should release student or employee information that is acquired because of one's position; examples are grades, private telephone numbers, or information gained in a counseling relationship. If a caller affirms an emergency and wishes to contact someone, take their information (e.g., name and phone number) and have the named individual return the call if he or she wishes to do so. 

· In a situation of affirmed emergency, it is safer to release information than to withhold any information that could help to prevent loss of life or property. The principles of professional ethics should be followed in discussing a student, present or former, with anyone.


[bookmark: _Toc112946393][bookmark: _Toc112946609][bookmark: _Toc113095129][bookmark: _Hlk112938930]STUDENT CODE OF CONDUCT
For policies and procedure regarding student conduct, please refer to the handbook entitled “Student Code of Conduct.”

[bookmark: _Toc112946394][bookmark: _Toc112946610][bookmark: _Toc113095130]FACULTY DISCIPLINARY MATTERS
For policies and procedures related to faculty disciplinary matters, please refer to the Employee Handbook.
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Dear AIU Faculty Member, 
  
The Faculty Handbook is intended to answer questions about basic university policies and operating procedures before they arise.  It is hoped that through the pages of this handbook you will become better acquainted with AIU and thus fulfill your responsibilities efficiently and reliably.

It is your responsibility to familiarize yourself with its contents so that we can maintain consistency and smooth day-to-day operations. 
 
Adherence to policy is expected of all university personnel.  The procedures contained in this handbook are not inflexible and changes can and will be made as the need arises. Amendments to the Faculty Handbook may be made at any time, notification of which will be made by email. 
 
Your signature below, indicating that you have received the Faculty Handbook and policies contained therein, is required to complete the employment agreement between you and AIU.


 

	__________________________   
	__________________________   

	Name                                                                     
	Date

	__________________________   
	__________________________   

	Job Title                                                        
	Department

	__________________________   
	

	Signature
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