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The purpose of this manual is to aid faculty of the School of Allied Health Professions (SAHP) at
Louisiana State University Health Sciences Center — New Orleans (LSUHSC-NO) in the daily
performance of their assigned duties. It should be considered a supplement to, but not a
replacement for the LSUHSC-NO faculty handbook, which is required reading for all faculty.

Revisions to this manual are managed by the School's associate dean for academic affairs.

The LSU Health New Orleans logo is a registered trademark of LSUHSC-NO. The LSU Health
New Orleans logo is the official symbol that conveys the identity of LSUHSC-NO. This
forward-looking nomenclature designates all educational, clinical and outreach entities that fall
under the New Orleans mother ship. Branding does not change the legal name of the
University. The name remains Louisiana State University Health Sciences Center - New Orleans.
The brand identity for LSUHSC-NO is LSU Health — New Orleans followed by the

respective Health Sciences Center school name. LSUHSC and LSU Health — New Orleans are
used interchangeably, one is the legal institutional name, and one is the brand name,
respectively. The brand name is used to designate the LSU Health System.


https://www.lsuhsc.edu/administration/academic/docs/2023%20Faculty%20Handbook%20final%204.12.23.pdf
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1.0 GENERAL INFORMATION

1.1  ACCREDITATION

Louisiana State University Health Sciences Center at New Orleans is accredited by the Southern
Association of Colleges and Schools Commission on Colleges (SACSCOC) to award associate,
baccalaureate, masters, and doctoral degrees. Degree-granting institutions also may offer
credentials such as certificates and diplomas at approved degree levels. Questions about the
accreditation of LSUHSC-NO may be directed in writing to the Southern Association of Colleges
and Schools Commission on Colleges at 1866 Southern Lane, Decatur, GA 30033-4097, by calling
(404) 679-4500, or by using information available on SACSCOC's website (www.sacscoc.org).

1.2 MISSION

The mission of the SAHP of the LSUHSC-NO is to provide quality education, leadership,
research, and public service through direct patient care and community outreach by clinical
healthcare professionals. The SAHP comprises the following disciplines, including medical
laboratory science, speech-language pathology, audiology, occupational therapy, counseling,
physical therapy, physician assistant studies, respiratory therapy, and cardiovascular
sonography. The SAHP also includes the Human Development Center, which provides programs
to increase the capacity of healthcare providers for individuals with developmental and
acquired disabilities.

1.3  HISTORY OF THE SCHOOL

The School of Allied Health Professions was established by the Board of Supervisors on April 2,
1970 and became operational July 1, 1970. Programs were offered on the New Orleans and
Shreveport campuses until March 25, 2004, when the Board of Regents approved a plan to
separate the campuses administratively. The LSUHSC-NO SAHP currently comprises the
following departments: Cardiopulmonary Science, Medical Laboratory Science, Communication
Disorders, Interdisciplinary Human Studies, Occupational Therapy, Physical Therapy, Counseling,
and Physician Assistant Studies. Baccalaureate degrees (Bachelor of Science) are offered in
Cardiopulmonary Science and Medical Laboratory Science. The Department of Communication
Disorders offers a Master of Communication Disorders degree in speech-language pathology
and a Doctor of Audiology (AuD) degree. The Department of Occupational Therapy offers the
Master of Occupational Therapy degree, the Department of Physical Therapy offers a Doctor of
Physical Therapy degree, and the Department of Counseling offers the Master of Health
Sciences degree. The Department of Physician Assistant Studies offers a Master of Physician
Assistant Studies degree. A full accounting of the history of the School can be found here.

All educational programs of the School are approved by the appropriate state agencies, and are
accredited by the appropriate credentialing body.


https://nam10.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.sacscoc.org%2F&data=05%7C01%7CAPelle%40lsuhsc.edu%7C25671de7a78f4be37e4308daf516af53%7C3406368982d44e89a3281ab79cc58d9d%7C0%7C0%7C638091775034698934%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=LQfTNyosvzIvI1UNFfPtqUdSprxDcIgvjiktKnEbHXo%3D&reserved=0
https://alliedhealth.lsuhsc.edu/docs/sahp_history.pdf

1.4 ORGANIZATIONAL CHART

The School's organizational chart can be found here.
1.5 STRATEGIC PLAN

The School's strategic plan can be found here.

1.6 INFORMATION TECHNOLOGY

The SAHP offers computer support from 3 individuals, 2 of whom are housed on the 6th floor of
the Nursing/Allied Health building, and one of whom is in room 404 of the Human Development
Center. The SAHP computer support page offers many tutorials and answers to frequently asked
guestions. Specific requests for information technology (IT) service should be made through the
IT Service Desk, which can be accessed through the MyLSUHSC tab on the LSUHSC-NO

homepage.

1.7 EMERGENCY RESPONSE

All SAHP faculty should familiarize themselves with the LSUHSC-NO emergency preparedness
website (by clicking on Campus Info and Administration on the LSUHSC-NO home page) as well
as the weather-related emergency procedures of the Health Sciences Center and the School.

1.8 FACULTY WORKLOAD

Duties are assigned to faculty in the areas of teaching, research/scholarship, and service. The
distribution of effort in these three areas may vary among faculty members and from one
semester to the next. This faculty effort distribution variation allows faculty contributions to
meet program and institutional needs. Changes may occur to balance the scholarly and service
activities of faculty members with their responsibility to deliver a high-quality academic
program.

2.0 FACULTY ASSEMBLY

The Faculty Assembly of the School of Allied Health Professions (SAHP) consists of all full-time
faculty members (75% FTE or greater) with academic rank of Instructor or above. Its purpose is
to provide a means of communication between faculty and administration, and to provide a
formal mechanism for faculty input into academic processes.

2.1 DELEGATES


https://alliedhealth.lsuhsc.edu/admin/docs/OrganizationChart_SAHP.pdf
https://alliedhealth.lsuhsc.edu/docs/SAHPStrategicPlan.pdf
https://alliedhealth.lsuhsc.edu/Admin/ComputerSupport.aspx
https://solutions.lsuhsc.edu/TDClient/32/Portal/Home/
https://www.lsuhsc.edu/
https://www.lsuhsc.edu/
https://www.lsuhsc.edu/campusinfo/default.aspx#EmergencyPrep
https://www.lsuhsc.edu/campusinfo/default.aspx#EmergencyPrep
https://www.lsuhsc.edu/administration/cm/cm-51.pdf
https://alliedhealth.lsuhsc.edu/docs/emergencyplanfacultyandstaff72623.pdf
https://alliedhealth.lsuhsc.edu/Admin/fahome.aspx

The Faculty Assembly is represented by nine delegates, each of whom is elected for a 3-year
term, and two alternate delegates. Faculty Assembly delegate meetings are held on the second
Tuesday of each month and are open to all members of the faculty. SAHP faculty members who
wish to add an item to the monthly meeting agenda may contact any Faculty Assembly delegate
or alternate delegate.

2.2 COMMITTEES

The Faculty Assembly delegates maintain oversight over all School committees, with the
concurrence of the dean of the SAHP. The Faculty Assembly president and the dean of the SAHP
establish and charge ad hoc committees as necessary. Each committee, in turn, reports
activities monthly to the Faculty Assembly delegates. The list of standing SAHP committees can
be found here, under Administration on the School's website.

3.0 TEACHING-RELATED RESOURCES

3.1  SYLLABUS CHECKLIST

A standardized sample course syllabus checklist is available to ensure that faculty are including
sufficient information on each syllabus.

3.2 ROOM RESERVATION

Select rooms on floors 6 through 10 of the Nursing/Allied Health building and in the Human
Development Center may be reserved through this link. Additional rooms throughout the
Health Sciences Center may be reserved using this link.

3.3 TESTING CENTER RESERVATIONS

Faculty are encouraged to use the testing center in room 332 of the Human Development
Center (411 South Prieur Street) to administer exams securely and with IT support. Reservations
of the testing center may be made using this form, which should be submitted after receiving an
email from IT toward the end of each semester.

34 MOODLE

Moodle is the learning management system used by LSUHSC-NO to deliver course material.
Tutorials on Moodle can be found on the LSUHSC-NO website and through Moodle Academy.

3.5 STUDENT ACCOMMODATIONS


https://alliedhealth.lsuhsc.edu/admin/committees.aspx
https://alliedhealth.lsuhsc.edu/admin/docs/SampleStandardizedSAHPCourseSyllabusChecklist.pdf
https://alliedhealth.lsuhsc.edu/HDCRoomRequest/
https://www.lsuhsc.edu/no/administration/room_request/
https://alliedhealth.lsuhsc.edu/Admin/docs/TestingCenterReservationRequest.pdf?2022
https://www.lsuhsc.edu/moodledocs/
https://moodle.academy/

Faculty may need to allow students to take exams with extra time or in a separate environment
from the rest of the class. These and other accommodations may be granted by the Office of
Disability Services. Students are responsible for completing an accommodation letter request
form and then giving the accommodation letter to each faculty member who will be affected.

3.6 COURSE/INSTRUCTOR EVALUATIONS

Toward the end of each semester students receive an email asking them to complete course
and instructor evaluations with CoursEval. Faculty are asked to encourage students to complete
these evaluation surveys, perhaps as an in-class activity. Results can be accessed by clicking on
the CoursEval icon found at the top of a course Moodle page.

3.7 ACADEMIC SELF-SERVICE

Academic self-service is the website faculty use to confirm student attendance and enter
grades. It is found on the LSUHSC-NO home page by clicking on MyLSUHSC and then Self-
Service. Instructions for using Academic self-service can be found on the PeopleSoft Support

page.

3.8 GRADE CHANGE PROCEDURE

An electronic grade change form should be completed and emailed to the registrar. The
appropriate form can be found here, along with instructions.

3.9 ACADEMIC CALENDAR

Important dates in the academic calendar can be found here, located under Student Affairs on
the SAHP Administration web page.

3.10 REPORTING STUDENT ACADEMIC/PROFESSIONAL MISCONDUCT

A faculty member with knowledge or evidence sufficient to justify a charge of student academic
or professional misconduct should report the alleged misconduct to the associate dean for
academic affairs within 5 days of having knowledge of the alleged misconduct. A faculty
member cannot punish a student for alleged academic misconduct without having gone
through the formal process. Complete procedures for reporting student misconduct can be
found here.

4.0 NON-TEACHING-RELATED RESOURCES


https://www.lsuhsc.edu/administration/academic/ods/
https://www.lsuhsc.edu/administration/academic/ods/
https://prd.pshe.lsuhsc.edu/psp/csprd/?cmd=login
https://www.lsuhsc.edu/ps/support/selfservice.aspx
https://www.lsuhsc.edu/ps/support/selfservice.aspx
https://alliedhealth.lsuhsc.edu/admin/docs/GradeChangeFormElectronic102323.pdf
https://alliedhealth.lsuhsc.edu/admin/docs/AdobeSignInstructionsforGradeChangeForms.pdf
https://alliedhealth.lsuhsc.edu/admin/academiccalendar.aspx
https://alliedhealth.lsuhsc.edu/admin/studentconduct.aspx

4.1 NEW FACULTY ORIENTATION

New faculty receive an orientation from both Human Resource Management and from the
SAHP. Ideally, the School orientation session will occur as soon as possible after the date of hire,
but that may depend upon the number of new faculty hires. New faculty should look for an
email indicating the date and time of such a session.

4.2 CURRICULUM VITAE

Faculty should complete their curriculum vitae using the School's standardized format, which
can be found here, along with instructions.

4.3 FACULTY EVALUATION

At the beginning of each calendar year faculty are asked to complete the Faculty Supplemental
Rating Form as part of their annual evaluation by the department head. In addition, faculty
must sign a Performance Plan Letter describing their performance objectives and time
allotments for the upcoming year. These forms are located on the SAHP administration home
page, under Resources, Faculty Resources, and Forms for Faculty.

4.4 PROMOTION AND TENURE

All faculty should familiarize themselves with the School's promotion and tenure procedures,
standards, and criteria, found here. The LSU System form, along with instructions, are found on
the same web page, as is a necessary signatory page to be included at the end of the promotion
dossier. Any questions regarding promotion and/or tenure should be directed to the chair of the
Promotion and Tenure Committee.

4.5 EMPLOYEE SELF-SERVICE

The website for faculty to submit annual or sick leave, or to view paycheck information or W-2
forms, is Employee Self-Service. It is found on the LSUHSC-NO home page by clicking on
MyLSUHSC and then Self-Service. Instructions for using Employee Self-Service can be found on
the PeopleSoft Support page.

4.6 FACULTY INCOME PLANS

Faculty who bring in external funding through a contract with a clinical facility (arranged with
assistance from the School's assistant dean for administration and finance) or through research
grants are eligible to supplement their pay. Faculty income may also be supplemented via
faculty practice in departments that have a faculty practice clinic. Faculty income plans for the
School and for each participating department can be found here.


https://alliedhealth.lsuhsc.edu/admin/facultyresources.aspx
https://alliedhealth.lsuhsc.edu/admin/docs/InstructionsFillableCV-form.pdf
https://www.lsuhsc.edu/administration/hrm/docs/2024_Faculty%20Eval_Supplemental%20Rating%20Form%20Updated.pdf
https://www.lsuhsc.edu/administration/hrm/docs/2024_Faculty%20Eval_Supplemental%20Rating%20Form%20Updated.pdf
https://www.lsuhsc.edu/administration/hrm/docs/Faculty%20Performance%20Plan%20Letter.pdf
https://alliedhealth.lsuhsc.edu/admin/docs/SAHPPromotionandTenureProceduresDecember2023.pdf
https://alliedhealth.lsuhsc.edu/admin/docs/lsu_promotion_tenure_form.pdf
https://alliedhealth.lsuhsc.edu/admin/docs/SAHPLSUSystemFormInstructions.pdf?2022
https://alliedhealth.lsuhsc.edu/admin/docs/SAHP_Signatory_Page.pdf
https://alliedhealth.lsuhsc.edu/admin/promotiontenure.aspx
https://prd.pshe.lsuhsc.edu/psp/hrprd/?cmd=login
https://www.lsuhsc.edu/ps/support/selfservice.aspx
https://alliedhealth.lsuhsc.edu/clinics/facultyincomeplan.aspx

4.7 FACULTY TRAVEL PROCEDURES

Each SAHP department receives a travel budget, which will determine the type and amount of
travel available for faculty each year. Faculty members who are approved to travel should
familiarize themselves with the LSU travel procedures, making sure to click on each subheading
under Travel on the Accounting Services web page. Important resources are permanent
memorandum 13 and the Travel Reimbursement Checklist, both of which are found on the
above website. Each department's administrative assistant/coordinator should be a helpful
resource as well.

4.8 LACTATION ROOM

A lactation room is available to all SAHP faculty, staff, and students in room 845A of the
Nursing/Allied Health building.

4.9 HOLIDAY SCHEDULES

Each year's holiday schedule can be found in permanent memorandum 5, found here.


https://www.lsuhsc.edu/administration/accounting/travel.aspx
https://www.lsu.edu/administration/policies/pmfiles/pm-05.pdf
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