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General Information 
 

Preface 

The Faculty Handbook is an official Sam Houston State University (SHSU) publication designed to provide 
guidelines and explanations to the faculty concerning policies and procedures under which the 
University operates. Faculty may refer to the channels of administration, the various administrative 
offices and the committees described in this handbook for further information and guidance. 

There is an expectation that each faculty member will become acquainted with and conform to all the 

policies and procedures, Rules and Regulations of the Board of Regents of the Texas State University 

System, and all other official publications relating to their appointment and to the accomplishment of 

their work and positions as faculty members of Sam Houston State University.  

The policies in this handbook are current at the time of its publication; however all University policies 

and rules are subject to change without prior notice. Additionally the Board of Regents will adopt 

changes to its Rules and Regulations and that will alter some of the policies stated herein. All effort has 

been made to address conflicts, but in the unlikely event of any conflict between the Faculty Handbook 

and the Board of Regents Rules and Regulations, the Board of Regents Rules and Regulations have 

precedence. 

Commitment to Affirmative Action and Equal Opportunity 

Sam Houston State University declares and reaffirms a policy of equal employment opportunity, equal 
educational opportunity, and non- discrimination in the provision of educational and other services to 
the public.  

Sam Houston State University reaffirms its policy of administering all educational programs and related 

supporting services and benefits in a manner which does not discriminate because of a student's or 

prospective student's race, color, creed or religion, sex, national origin, age, disability, or other 

characteristic which cannot lawfully form the basis for provision of such service.  

It is the University policy that each applicant will be considered for employment solely on qualifications 

for the position without regard for race, color, national origin, religion, sex, age, disability, or prior 



for the President’s Employee Scholarship Program. For more information on this program, please refer 

to Human Resources Policy B-5, “Employee Development.” 

Graduate Faculty Status 
 

The University recognizes that each member of the Graduate Faculty contributes to the success of its 

graduate programs. Whether through classroom instruction, guiding academic research, professional 

supervision, or mentoring, it is an honor to serve as a member of the Graduate Faculty. For complete 

coverage of the Graduate Faculty Status policy, please refer to Academic Policy Statement 801014, 

“Graduate Faculty Status.” 

Granting of the Honorary Doctorate 
 

Candidates nominated to receive an Honorary Doctorate from Sam Houston State University should be 

individuals who have achieved national or international distinction and whose lives are exemplary of the 

University’s aspirations for its students. Coverage of the policy governing the granting of an honorary 

doctorate by Sam Houston State University is found in the President’s Office Policy PRE-09, “Granting of 

the Honorary Doctorate.” 

Travel 
 

Sam Houston State University is well aware of the value of professional meetings for faculty. Such travel 

however, must be well justified and approval must be obtained in advance. Arrangements for classes to 

be missed must be finalized in advance of the trip. All travel is subject to all the Finance and Operations 

Travel Policies  which include:  

 

SHSU Travel Policies  FO-TR-01 

Aircraft Charter Guidelines FO-TR-02  Multiple Advance or Reimbursement FO-TR-22 

Airfares FO-TR-03    Non-Reimbursable Auto Expense FO-TR-23 

Baggage Fee FO-TR-40    Out of State FO-TR-24 

Board of Regents Regulations FO-TR-04  Personal Automobile FO-TR-25 

Car Rentals FO-TR-05    Packaged Travel Services FO-TR-26 

Computation of Number of Miles FO-TR-06 Prospective State Employees FO-TR-27 

Conference Room Rate Policy FO-56  Questions on Policies and Procedures 

Conservation of Funds FO-TR-08  Reporting Information on Voucher Form FO-TR-29 

Contracted Airfares FO-TR-09   Required Use of Contracts FO-TR-31 

Coordination of Travel FO-TR-10  Responsibilities of State Employees FO-TR-32 

End of Fiscal Year Deadlines FO-TR-11  Spouse Travel Policy FO-TR-42 

 

(Continued on next page) 

http://www.shsu.edu/~hrd_www/PresidentEmployeeScholarship.html
http://www.shsu.edu/intranet/policies/finop/human_resources/documents/B-5.pdf
http://www.shsu.edu/dotAsset/fa2b13bf-6f85-4791-aa2f-b07d6aeeb161.pdf
http://www.shsu.edu/dotAsset/fa2b13bf-6f85-4791-aa2f-b07d6aeeb161.pdf
http://www.shsu.edu/dotAsset/10428c89-2843-4d51-bab2-d45341070807.pdf
http://www.shsu.edu/dotAsset/10428c89-2843-4d51-bab2-d45341070807.pdf
http://www.shsu.edu/intranet/policies/finop/travel/index.html
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Exceptions to Travel Policy FO-TR-12  Student Expenses FO-TR-33 

Flights by Institutional Personnel FO-TR-13 Student Group Policy FO-TR-34 

Foreign Travel FO-TR-14    Taxi FO-TR-35 

Form Samples     Team Group Travel Policy FO-TR-42 

General Information FO-TR-16   Telephone FO-TR-36 

In-state FO-TR-17    Texas Travel Allowance Guide FO-TR-37 

Lodging FO-TR-19    To Washington, D.C. FO-TR-38 

Lodging Tax FO-TR-20    Travel Advance Policy FO-TR-39 

Meals FO-TR-21     Travel Application Forms FO-TR-41 

Mileage Reimbursement FO-TR-25 

 

The faculty are encouraged to contact the departmental secretary within academic departments for 

questions and assistance with travel. Additional assistance may be obtained from the Travel Office 

located within Administrative Accounting. 

 

Faculty members intending to confer on legislative or appropriation issues with the U.S. Congress, the 

federal government, staff, or officials are required by the State of Texas to submit travel information to 

the Office of State-Federal Relations in advance of travel. Please refer to the above referenced travel 

policies and procedures, specifically Finance and Operations policy FO-TR-38 “Travel to Washington, 

D.C.” 

Sam Houston Humanitarian Award 
 

The Sam Houston Humanitarian Award is granted at the discretion of the President of the University. 

Guidelines governing the conferring of this award are explained in President’s Office Policy PRE-10, 

“Guidelines for Bestowing the Sam Houston Humanitarian Award.” 

 

  

http://www.shsu.edu/intranet/policies/finop/travel/documents/TraveltoWashingtonDC.pdf
http://www.shsu.edu/intranet/policies/finop/travel/documents/TraveltoWashingtonDC.pdf
http://www.shsu.edu/dotAsset/483db8e8-c3dd-44a8-a464-6cf002fdfed6.pdf
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