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Here are some key aspects of our approach to diversity
and inclusion:

1. Cultural Diversity:

« BIMS is proud to be a melting pot of cultures,
languages, and backgrounds. Our student
community represents a tapestry of diversity, and
we believe that this diversity enriches the learning
experience for everyone.

« We celebrate cultural festivals, organize
international food fairs, and encourage cross-
cultural interactions to promote understanding
and appreciation.

2. Equity and Accessibility:

- We strive to provide equal opportunities for
all students, regardless of their background or
circumstances.

«  BIMS actively supports students with disabilities,
ensuring that our campus facilities are accessible
and accommodating.

3. Gender Equality:

*  We promote gender equality across all levels of
our institution. Women are encouraged to pursue
leadership roles, and we actively address any
gender disparities.

*  BIMS hosts workshops, seminars, and discussions
on gender-related topics to raise awareness and
foster dialogue.

4. Inclusive Curriculum:

e Our curriculum reflects diverse perspectives and
global health challenges. We incorporate case
studies from different regions, cultures, and
socioeconomic contexts.

e Faculty members are encouraged to create an
inclusive learning environment that respects
various viewpoints

Diversity And Inclusion
Statement For Bioprist Institute
Of Medical Sciences (BIMS)

At the Bioprist Institute of Medical Sciences -
School of Medicine & Health Professions (BIMS),
we are committed to fostering an inclusive and diverse
environment that celebrates the richness of human
experiences and perspectives.

5. Support Networks:

- BIMSofferssupportnetworksforunderrepresented
groups, including LGBTQ+ students, racial and
ethnic minorities, and first-generation college
students.

e These networks provide mentorship, resources,
and a sense of belonging.

6. Recruitment and Retention:

*  We actively recruit faculty and staff from diverse
backgrounds to ensure a representative workforce.

¢« BIMS  provides  professional  development
opportunities to enhance retention and career
growth.

Our core values reflect this commitment, and we
actively work to create a space where everyone feels
respected, valued, and empowered.

7. Community Engagement:

*  We collaborate with local communities, healthcare
organizations, and NGOs to address health
disparities and promote wellness.

*  BIMS students participate in community service
projects, gaining firsthand experience in diverse
settings.
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BIOPRIST INSTITUTE OF MEDICAL SCIENCES
(BIMS) TRUST LIMITED

School of Medicine & Health Professions BIMS
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The Bioprist Institute of Medical Sciences (BIMS
— SOM-HP) Faculty Handbook memorializes the
School’s policies, guidelines, and procedures relating
directly to the faculty. It is a living document that is
subject to revision and modification.

The BIMS (SOM-HP) reserves the right periodically
to review and revise the policies and procedures
contained in the Handbook. Memos or directives
from the president or from Executive Deans of Basic
Science and of Clinical Science (hereafter referred to
as the Executive Deans), when appropriate, will be
incorporated into the Handbook.

CONTACT INFORMATION
BIOPRIST INSTITUTE OF MEDICAL SCIENCES (BIMS) TRUST
LIMITED

Mailing Address:
PO Box 20, Fairview Fontana Rx. Montego Bay.

Campus Location:

1211 Providence Drive, Ironshore Highway.
Montego Bay, Jamaica (West Indies)
info@BIMSmed.org | www.BIMSmed.org

The faculty is encouraged to make recommendations
for changes, modifications, and additions to be
incorporated into the BIMS (SOM-HP) Faculty
Handbook. It is the duty of all faculty members, as
an integral part of employment with the Bioprist
Institute of Medical Sciences (BIMS SOM-HP) to
be knowledgeable concerning the policies and
procedures contained within the Handbook. All
revisions to the Handbook will be published at least
30 days prior to becoming effective. Updated versions
of the Faculty Handbook will be disseminated to the
faculty via email as revisions are made.




Vision

To be the model of excellence in innovative medical education
and impactful research to create transformational health care
leaders of tomorrow.

Mission

Harnessing
Medicine and Healthcare

Mission Statement

The institution believes in the delivery of exceptional
service to mankind. It brings together teaching,
healing, and discovery as it commits itself to develop
innovative education and research methods for a
healthier world.

It believes that expertise built on knowledge, and on
reputation built on success changes what is possible,
and shapes the future, thus affirming the vision of the
founders of the Bioprist Institute of Medical Sciences
and Research.

It believes in collaboration, working together to work
wonders, establishing a tradition of excellence in
medical education and health care, wherein medicine
builds a healthy tomorrow.

It aims to establish a world-class institution to train
health-care professionals, resonating the sentiments
of the host nation, its populace, regulators, and many
unsung heroes behind this monumental institution.




Executive Summary
Bioprist Group

BIMS- BIOPRIST INSTITUTE OF MEDICAL SCIENCES
TRUST LIMITED - School of Medicine and Health
Professions

(SOM-HP at BIMS), is a fully owned subsidiary of

BIOPRIST GROUP - a privately held organization of

its founding principal, a serial entrepreneur Dr. Guna

Muppuri and family. Bioprist Group is a conglomerate

of diversified sectors but is primarily into:

«  Pharmaceuticals - Drug Development, Marketing
and Distribution.

« Healthcare — Prospective teaching Institution,
Hospital Development & Medical Tourism.

«  Property development and Capital projects sector
such as, Global Services Sector — Development
of (BPO) Business Process Outsourcing Parks &
Commercial Centers and Hospitality Products.

At an estimated capital development of excess of
US$200 Mil, the Bioprist Group is at a far advanced
stage of designing, purpose built, operating, and
promoting “The Grand Ridge Med City”, a Healthcare
training, Patient care and Wellness focused Special
Economic Zone (SEZ) designated project on 65 acres
of prime land in Ironshore, less than 3 miles from
the Sangster's International Airport, Montego Bay,
Jamaica.

The Grand Ridge Med City campus will accommodate
the anchor “Bioprist Institute of Medical Sciences
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(BIMS)”, an independent subsidiary of the Bioprist
Group, which is leveraging the expertise of various
International Institutions to host respective satellite
campuses in the fields of Medicine/ Chiropractic /
Nursing / Dentistry and various other Health Care
Professional programs providing US, UK & Caribbean
regions with accredited technical education. It will be
complemented by a United States Joint Commission
Certified, 300 bedded teaching and research hospital
providing healthcare and medical tourism services.
The site will host an integrated Healthcare Mall that
will feature a cluster of specialized medical clinics,
service providers and suppliers offering outpatient
services at the diagnostic centers, ambulatory surgery,
emergency services, wellness centers, community
education facilities, and rehabilitation facilities among
others.

The Global market for medical education is strong
with projected significant annual growth. Leveraging
the goodwill of BIOPRIST brand internationally, the
Bioprist Group intends to expand and substantially
improve medical education and healthcare in Jamaica
with a focus on the global markets, by attracting the
international students and patients. In this context
the focus is towards establishing a world class tertiary
academic institution, BIMS - Bioprist Institute of
Medical Sciences, a privately funded and owned,
tertiary level academic institution to train Physicians
and other Health Professionals.

BIMS
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GRAND RIDGE DEVELOPMENT
LAND USE ANALYSIS
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Rationale for

Bioprist Institute of
Medical Sciences BIMS
(SOM-HP)

In addition to well-documented demandfor both
increased medical school positions and anincreased
physician and nursing workforce, manyissues support
the development of a new, focusedInstitute of Medical
Sciences in Jamaica. The traditional approach has
been to built on past performance to create future
excellence. However with the rapid changes taking
place in the practice of medicine and an expanded
understanding of humanlearning a different
trajectory is being embarked upon across the world.
New technologies and drugs are radically altering
diagnostic and therapeutic options, and physicians
are playing both broader and more specialized roles
in an increasingly complex health care system. As
outlined in the Executive Summary, the global health
care industry is experiencing dramatic transformation
driven by unsustainable increase in costs, an aging
patient and physician population, a primary care
provider shortage, and the need to shift from a medical
education and health care delivery system focused on
providing episodic care to one designed to prevent
and manage disease.

There is consensus throughout the global medical
education community that the traditional method
of delivering medical education, [based upon the
Flexner Report published by the Carnegie Foundation,
which is now more than 100 years old], is no longer
appropriate in light of the changes that have occurred
in both health care and education industries. Many
institutions, including the Association of American
Medical Schools (AAMC), the Howard Hughes Medical
Institute, and the Institute of Medicine, have called for
medical education reform. Keeping in step, BIMS will
be providing new state-ofthe-art ways of delivering
medical education resulting in enhanced healthcare to
more residents and visitors to the island at economical
cost.

The Carnegie Foundation funded a report titled
“Educating Physicians: A Call for Reform of Medical
School and Residency”. In it, the authors argued that
“the huge increase in medical knowledge, technology
and specialization in recent decades have interacted
with a now near-chaotic system of health care delivery,
magnifying the challenges facing medical education...
those who teach medical students and residents must
choose whetherto continue in the direction established
over a hundred years ago or take a fundamentally
different course, guided by contemporary innovation
and new understanding about how people learn.”

Additionally, in 2006, growing concern over physician
shortages led the AAMC to issue a policy statement
calling for a 30 percent increase in medical school
enrollment. Academic leaders have been charged
to redefine the goals of medical education so that
excellence is determined by “how well research and
education efforts lead to overall improvement in
health and how well schools serve and meet the needs
of communities at their front doors.

BIMS, located in the Ironshore community of Montego
Bay, Jamaica , will respond to these demands by
developing innovative curriculum, training, and
research models that produce physician-engineers,
physician-  discoverers, physician-inventors, and
physician-scientists who deliver high-quality care
with better outcomes at lower costs to more people,
particularly the underserved. The founders of BIMS
and their partners believe that they have a societal
obligation to move forward with the development of
the new School of Medicine and Health Sciences.

The Founders of BIMS intend to establish a fullfledged
tertiary medical & healthcare education campus,
primarily having the School of Medicine & School of
Health Professions as one entity — SOM-HP (SCHOOL
of MEDICINE & HEALTH PROFESSIONS) at BIMS.
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Goals
GENERALIZED GOALS

01. Re-invent health care around revolutionary
advances in medical and information technology
to further research, education, and health care
delivery.

02. Transform health care education of physicians
through the development of team-based,
innovative approaches to achieving improved
health care outcomes through the continuum
of care: preventive medicine, chronic disease
management, acute care, rehabilitative medicine,
and end of life care.

03. Elevate the quality and lower the cost of patient
care and make it more accessible to more people
by attracting the top clinical providers and
trainers, applying new, innovative, and practical
health care delivery models, and developing the
highest tier of health care delivery.

04. Alignment of BIMS with respective strategic plans
of each organization.

05.

06.

07.

08.

09.

10.

Reputation of excellence by achieving recognition
in each organization’s universes.

Recruitment and retention of top faculty/
physicians through improvement of research
opportunities and patient care outcomes.

Financial success through implementation of a
business model and securing of resources that not
only ensures the financial stability of BIMS, but
positions the organization for long term success.

Provide innovative training for medical students
and introduce a new generation of physicians
to  technologically and  multi-disciplinary
management of health conditions and provision
of care.

Improve the health of the population by aligning
research and teaching to enable the Jamaican
Health System to keep the population it serves
healthy, and to allow the region and state to have
a healthier population.

Foster economic development in Jamaica and
beyond by creating an environment to recruit
young professionals during formative years,

BIMS
FACULTY HANDBOOK
2024-2025

17



EDUCATIONAL GOALS

The

physician-scientists, nurses and other medical

professionals that graduate from BIMS will be uniquely
trained and equipped to incorporate analytical
techniques, innovations, and multidisciplinary teams

into

a Human Systems approach to advancing and

delivering health care. They will:

Practice problem solving and analytical thinking
critical to understanding disease etiology and to
laying a new foundation for health and wellness
management.

Be able to leverage sensing and precision
measurements, computation and analytics, and
personalized therapeutics.

Be experts in the use of data synthesis techniques
and new technologies.

Have a unique understanding of the capabilities
of virtual and cyber learning environments and
computational modeling and analytics. They will
leverage these in designing facilities of the future,
evaluating new medical delivery systems, and/or
delivering care to remote patients.

Feel at ease in an environment that will:

Adopt and develop innovations and working with
interdisciplinary teams including bioscientists,
engineers, and clinicians.

Develop new models of integrated health care
delivery across all segments of the care continuum
in teams involving nurses, doctors, advanced
practice providers, technicians, etc.

Accelerate the adoption of innovations by working
with teams spanning multiple disciplines that could
include, but are not limited to, business, industrial
design, social and behavioral scientists, applied
health researchers and rehabilitation experts and
translational partners such as veterinarians and
entrepreneurs.

To achieve this, BIMS SOM-HP will:

Deliver a unique team-oriented curriculum built
from the ground-up focused on the intersection
of engineering/technology and medicine.

Incorporate team-based projects that will bring
together engineering and medical students as
well as opportunities for social and informal
interactions to facilitate the development of an
"esprit de corps” among these students and their
faculty.

Generate opportunities for multidisciplinary
courses, laboratories, and team projects that
include faculty and students from multiple
disciplines to develop the skills needed to work in
extended teams.

Develop and implement selection criteria for both
students and faculty (academic and clinical) that
are aligned with the goals of BIMS.

Create and adhere to policies that facilitate the
participation of third parties in the éducation

program.

18
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RESEARCH GOALS

Grand Ridge Med City will develop a top-tier world
class research enterprise with [$100 million] in research
expenditures by 2035. The School will:

Develop and grow a substantial and transformative
research program at the intersection of
engineering, the basic health sciences, applied
health sciences (e.g., public health) and medicine.

Develop and grow a substantial and transformative
research program that leverages computing,
big data, and mobile technologies to transform
health care delivery and outcomes across the care
continuum.

Foster an open research model to bring in a
diversity of disciplines and organizations to foster
innovation and creativity.

To achieve this, BIMS will: Implement policies and
put in place administrative support to facilitate
interdisciplinary collaborations, especially
between other stakeholders in Grand Ridge Med
City, but also with third parties.

Create and operate an organization that can
rapidly address compliance issues.

Provide facilities to foster top-tier research.

Develop data-sharing and access policies and
procedures to foster top-tier research.

Foster collaborative opportunities that can
enrich and strengthen the research program and
the ecosystem for translational activities and
entrepreneurship.




Employment Equal

Opportunity Institution

Bioprist Institute of Medical Sciences — School of
Medicine and Health Professions, (BIMS SOM-HP), is
an Equal Opportunity Employer and will provide all
of its associates with equal employment opportunity
based on performance, ability, disability or length of
service without regard to race, creed, color, religion,
sex/gender, sexual orientation, national origin, age,
disability, marital status, genetic information, medical
condition, status as a covered veteran or any other
protected class status in accordance with applicable
federal, state and local laws (“Protected Class Status”).

BIMS SOM-HP complies with applicable local laws
governing non-discrimination in employment in
every location in which the Institution has facilities.
This policy applies to all terms and conditions of
employment including, but not limited to hiring,
placement, promotion, termination, layoff, recall,
transfer, and leaves of absence, compensation, and
training.

BIMS SOM-HP expressly prohibits any form of unlawful
employee harassment based on race, color, religion,
gender, sexual orientation, national origin, age,
disability, veteran status or any other protected class
or characteristic under the law. Improper interference
with the ability of BIMS SOM-HP's employees to
perform their expected job duties as a result of
unlawful harassment is never tolerated.

The School will ensure that all personnel actions such
as compensation, benefits, training, education, tuition
assistance, transfer, demotion, termination, layoff,
social and recreational programs will be administered
without regard to race, creed, color, religion, sex/
gender, sexual orientation, national origin, age,
disability, marital status, genetic information, medical
condition, status as a covered veteran or any other
protected class status in accordance with applicable
federal, state and local laws (“Protected Class Status”).

Employment At The BIMS (SOM-HP) Bird's
Eye View

ADMINISTRATION - SENIOR MANAGEMENT

PRESIDENT

PROVOST (CAO — Chief Academic Officer)
OMBUDSMAN

COO

ACADEMIC ADMINISTRATION

DEAN (Academics)
DEAN (Student life and Professional affairs)
ASSISTANT DEANS (Basics & Clinical Sciences)

FACULTY

GENERAL ADMINISTRATION (NON-FACULTY)

DIRECTOR OF RECRUITMENT

CFO

ACCOUNTING STAFF = SR & JR. Accountants and Accounting
Clerks

FACILITIES MANAGER — School. Student and Faculty
Residences

ICT Manager— Information Communication Technology
HRM — Human Resources Manager

SECRETARIAL STAFF

CUSTOMER SERVICE

HOUSE KEEPING

CAFETERIA

TRANSPORT SERVICES

JANITORIAL

GROUNDS — LANDSCAPING

SECURITY TEAM
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Code Of Ethics

Faculty affirm the inherent worth and dignity of
all persons and their right to learn. Learning best
occurs in an environment devoted to the pursuit of
truth, excellence, and liberty. These traits flourish
where both freedom and responsibility are esteemed.
Compassion, honesty, integrity, professionalism, the
pursuit of excellence and scholarship are core values
of BIMS and it is the responsibility of each member
of BIMS's faculty to affirm these values through their
conduct at all times.

In order to more adequately express the affirmation
of our professional responsibilities, the Faculty of The
Bioprist Institute of Medical Sciences, do adopt the
following code of professional ethics:

Faculty shall treat all persons with respect, dignity,
and justice, discriminating against no one on any
arbitrary basis such as race, creed, sex, age, or
social status.

Faculty shall strive to help each student realize his
or her full potential as a scholar and as a human
being.

Faculty shall by example and action encourage
and defend the unfettered pursuit of truth by
both colleagues and students, supporting the
free exchange of ideas, observing the highest
standards of academic honesty and integrity, and
seeking always an attitude of scholarly objectivity
and tolerance of other viewpoints.

Faculty, recognizing the necessity of many roles
in the educational enterprise, shall work in such a
manner as to enhance cooperation and collegiality
among students, faculty, administrators, and non-
academic personnel.

Faculty shall recognize and preserve the
confidential nature of professional relationships,
neither disclosing nor encouraging the disclosure
of information or rumor, which might damage or
embarrass or violate the privacy of any other person.

Faculty shall maintain competence through
continued  professional development, shall
demonstrate that competence through consistent
adequate preparation and performance, and shall

seek to enhance that competence by accepting
and appropriating constructive criticism and
evaluation.

Faculty are expected to attend professional
meetings or participate in faculty development
programs in their field on a yearly basis. BIMS
sponsors the attendance of one conference or
workshop per annum in accordance to BIMS
policy for each faculty member.

Faculty shall exercise the highest professional
standards in the use of time and resources.

Faculty, recognizing the needs and rights of
others as embodied in the institution, shall fulfill
the employment agreement both in spirit and in
fact, shall give reasonable notice upon resignation
or retirement, and shall neither accept tasks for
which he or she is not qualified nor assign tasks to
unqualified persons.

Faculty shall support the goals and ideals of the
institution and shall act in public and private
affairs in such a manner as to bring credit to the
institution.

Faculty shall observe the stated rules and
regulations of the institution, reserving the right
judiciously to seek revision.

Faculty shall participate in the governance of the
institution by accepting a fair share of committee
and institutional responsibilities.

Faculty shall support the right of all colleagues to
academic freedom and due process and defend
and assist a professional colleague accused of
wrongdoing, incompetence, or other serious
offense so long as the colleague’s innocence may
reasonably be maintained.

Faculty shall not support the continuation in
higher education of a colleague known by him or
her to be unethical or professionally incompetent.

Faculty shallacceptalltherightsand responsibilities
of citizenship including participation in the
formulation of public policy, always avoiding use
of the privileges of his or her public position for
private or partisan advantage.

Faculty shall not engage in any non-academic
School-related activities without the prior
approval of the executive dean of his/her Basic
Science or Clinical Science department. This
specifically includes, but is not limited to, making
any announcements relating to the School,
its programs, its students, faculty, graduates,
affiliates, or staff to the public, to the School's

affiliates and/or within the School's community of
students, faculty or staff.

Faculty Standards Of Conduct

STANDARDS OF CONDUCT

The following standards of conduct shall apply to all
faculty of BIMS:

1.

No faculty member shall accept or solicit any gift,
favor, benefit or service that might be regarded
by a reasonable person as tending or intended
to influence the faculty member in the discharge
of his/her official duties. Faculty shall not accept
a qgift, favor, benefit or service the value of which
exceeds $25 US given or provided directly or
indirectly from a student or other member of the
BIMS community over or for whom the faculty
member has supervisory or teaching obligations
absent the express written consent of the executive
dean in whose department the faculty member is
employed.

No faculty shall accept employment or engage
in any business or professional activity that the
faculty might reasonably expect would require or
induce the disclosure of confidential information.

No faculty shall accept other employment of
compensation that could reasonably be expected
to impair his/her judgment in the performance of
official duties.

No faculty shall make personal investments
that could reasonably be expected to create a
substantial conflict between the faculty member's
private interests and the public or School interest.

No faculty shall intentionally or knowingly solicit,
accept, or agree to accept any benefit for having
exercised the faculty's official powers or performed
official duties in favor of another.

No faculty shall engage in any other business,
profession, or work outside the School directly or
indirectly for a competitor of BIMS or that would be
to the detriment of his/her Schoolresponsibilities.

No faculty shall issue public statements regarding
School’s operations, business, affiliates, programs,
staff, students or graduates without the pre-
approval of the president or an executive dean.
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Medical School Faculty

Introduction

The Bioprist Institute of Medical Sciences is an Equal
Opportunity educator and employer. Its program
is designed to ensure diversity among its faculty
and students. The Institute does not discriminate
against any individual on account of gender, race,
ethnic or national origin, color, age, religious beliefs,
marital status, sexual orientation, or other personal
characteristics. Faculty will be recruited in a schedule
that reflects the development of the four-year program
and increasing number of trainees. The design
promotes a sufficient complement of full-time faculty
to provide proper curriculum development, delivery,
oversight, and evaluation. Appointment procedures
will generally originate with the setting up of a Faculty
Search Committee. Candidates may be obtained
through advertisements and referrals. Candidate
interviews will generally be part of the process.

Students To Teacher Ratio:

« In the United States, according to the National

Center for Educational Statistics, 16:1 s
recommended.

* In other words, an ideal American college class

has 16 students per teacher. Some institutions
even set the bar higher and go for ratios as low as
10 to 15 students per teacher.

* The institution BIMS SOM-HP shall follow the

standards.

« The teacher recruitment will be dynamic and

shall be directly proportionate to the student
enrollment. However, the proposed student:
teacher ratio at BIMS (SOM-HP) will remain at 15
to 16:1.

e Pages: 28 to 30 captures the teaching faculty

classification and the required numbers with the
growing student population.
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Academic Freedom

The School recognizes and encourages the freedom of
its faculty to pursue knowledge and understanding and
to communicate without censorship or fear of reprisal.
Academic freedom does not relieve faculty members
of their duty to be truthful, accurate and ethical in
their teaching of students and in their research and
publications and to avoid controversial topics in the
classroom that are unrelated to the subject area being
taught. Thus:

* Afaculty shall have the freedom to instruct subject
to freedom of fulfillment of other academic duties.
There shall be a no limitation placed on the
freedom of expression inside and outside of the
classroom on the respective subject.

« There shall be no irrelevant discussions of topics
which are not relevant to the subject. The intent
is not to discourage what is controversial -
controversy is at the heart of the free academic
inquiry the school wishes to foster. The intent,
rather, is to underscore the need for the faculty
member to avoid material which has no relation
to the subject.

« Similarly, students have the right to discuss their
academic and student life subjects in and outof-
class.

«  There shall be no censorship in the freedom of the
librarian to select and make available any materials
which supports teaching, researching and general
learning functions.

« The freedom also attaches to researcher's
professional conduct. Once approved by the
Ethics Committee, the researcher shall be about to
investigate, publish and disseminate or express the
research internally and outside of the institution.

e The faculty is a citizen, a member of a learned
profession, and an officer of an educational
institute. When he/she speaks or writes as a citizen,
he/she should be free from institutional censorship
or discipline, but his/her special position in the
community imposes special obligations.

* Asaperson of learning and an educational officer,
he/she should remember that the public may
judge his/her profession and institution by his/
her utterances. Hence, he/she should at all times
be accurate, exercise appropriate restraint, show
respect for opinions of others, and clearly indicate
that he/she is not speaking for the institution.

e External utterances rarely impact the faculty
member’s fitness or competence for his/her
position. The controlling principle is that a faculty

member’s expression of opinion as a citizen cannot
constitute grounds for dismissal unless it clearly
demonstrates the faculty member's unfitness
or lack of competence for his/her position and
if his expression is unknowingly or knowingly is
detrimental to the institution's good will and
integrity.

Faculty Hiring

1. Recommendations for the appointment of a new
faculty member may come from the faculty itself.

2. The process involves the establishment of a
Faculty Search Committee and the placing of
advertisements in appropriate professional
literature.

3. It is the responsibility of the Faculty Search
Committee to establish criteria for the faculty
position and to evaluate credentials.

4. The Search Committee must include the
chairperson of the particular department(s)
involved in the new faculty member’s assignment.

5. The Search Committee offers its recommendations
through the appropriate Dean.

6. Appointment of a faculty member to a particular
department will be made by the President upon
a recommendation initiated by the Faculty
Search Committee and the Assistant Dean of
Basic Sciences or Clinical Affairs to the Dean of
Academic Affairs (Basic or Clinical Science).

Duration Of Appointment

Every appointment of a faculty member is made
by a formal agreement signed by the candidate
and the President of the Institute, and states the
rank, salary, length of appointment and any special
conditions relative to the appointment. Acceptance
of the appointment is considered to indicate the
mutual willingness on the part of the Institute and
the appointee to be bound by all the terms of the
agreement.

Initial full-time appointments are usually for a twelve-
month academic year which usually begins on
September 1 and may be renewed annually. All faculty
are subject to Supervision and Evaluation as stated in
the following section. The evaluation reports obtained
are just one of several criteria used in decisions on
promotion or termination of faculty.

BIMS
FACULTY HANDBOOK
2024-2025

25



Summarizing The Faculty
Recruitment Process

e Faculty is recruited by an ad-hoc committee,
comprising members assigned by the executive
dean or associate dean of faculty affairs, and the
departmental chair.

Human Resources places advertisements and
solicits applications for faculty positions for all
departments.

» Faculty from various backgrounds and ethnic
groups who have the requisite medical
qualifications, terminal degree and teaching
experience are encouraged to apply.

* The department chair reviews applications, and
conducts the initial interviews with prospective
candidates.

* Asuitable candidate is invited to visit the campus,
and given the opportunity to interact with faculty,
students, and deans, in both professional and
social settings.

e The candidate is also requested to make a
presentation to the students or the faculty, and to
participate in small group activities.

* All those who interact with the candidate are
encouraged to share their impressions of the
candidate’'s suitability for the position with
the executive dean, who will then notify the
HR department. The executive dean and the
respective department chair make the ultimate
decision on whether a letter of intent should be
sent to the candidate after considering relevant
feedback from faculty and students. A candidate
who accepts the offer, after timelines are agreed
to, is required to sign a contract upon joining the
university.

* In some instances, desirable candidates may be
offered a visiting professorship, ranging from
two to six weeks. This allows for a more thorough
assessment of the candidates, and allows them
to make a more informed decision regarding
relocating to the island, based on the local facilities,
housing, schools and other pertinent needs.

Supervision And Evaluation
SUPERVISION
«  Faculty members are supervised and evaluated by

their Department Chairpersons on the basis of the
assigned responsibilities.

Faculty evaluations are reviewed by the Assistant
Dean for Basic Science or the Assistant Dean for
Clinical Affairs as appropriate.

« All evaluations are subject to review by the Dean
of Academic Affairs as elaborated in the following
section: Evaluation.

EVALUATION

1. In an effort to assist faculty in improving their
teaching skills, chairpersons of departments,
directors of divisions/programs, or their designees,
will regularly observe each member of his/her
area of responsibility in a classroom situation, and
submit to the Dean of Academic Affairs a written
report of the observation.

2. Faculty are initially evaluated on an annual basis
for three years.

3. Subsequent to three satisfactory evaluations,
faculty may be evaluated less frequently, but not
less than once every TWO years.

4. Faculty who are new teachers are preferably to be
evaluated during their first semester of teaching.
These faculty are given special attention in the
evaluation process.

5. Arequest for Faculty observation may be initiated
by the Office of the Dean of Academic Affairs, by
a divisional officer or departmental chairperson or
the faculty member himself.

6. Faculty are presented with a copy of the
observation and are given an opportunity to
respond in writing concerning the observation.

7. Copies of observation are also maintained by the
department chair. These reports will be placed in
the personnel files and may be used as only one of
several criteria in decision concerning promotion
or termination of services.

8. Students’ evaluation of faculty is obtained
regularly every six (6) months and kept on record
by the Dean of Academic Affairs. The results
of these evaluations will be shared with faculty
if the student's evaluation is negative. If the
evaluation is in favor of the faculty, it is shared
with the departmental chairmen and Program
Directors and may be considered in the support of
applications for promotion and salary increases.

A Faculty member shall remain appointed unless
he/she has resigned, retired, has been terminated
for cause, has medical staff privileges revoked at an
affiliated hospital or other health care facility at which
he/she conducts clinical teaching, or has been notified
of nonreappointment.

SECONDARY APPOINTMENT:

A faculty member may hold a secondary appointment
in one or two other departments if the Faculty
member is active in the intellectual life of the
other department(s). The Department Chair shall
recommend the secondary appointment on the advice
of the appropriate Faculty body of the department
and with the written concurrence of the Department
Chair of the department in which the Faculty member
holds a primary appointment. Voting privileges in the
secondary department may be granted its department
Chair with the advice of its appropriate department
Faculty body.

FACULTY EMPLOYMENT DESIGNATIONS:

DESIGNATION  RESPONSIBILITIES

other scholarly activity

Institute

to their respective Deans.

included: forty hours a week.

FULL - TIME » defined academic duties which consist mainly of teaching and/or clinical practice and

« performed either at the Institute or at any of the school’s closely affiliated clinical sites.
» receive full compensation from the Institute.
« external employment for compensation is not permitted without authorization of the

- carry titles of Professor, Associate Professor, etc.
« under the immediate supervision and evaluation of Departmental Chairs, who report

«  Renewal of the appointment may be for terms not to exceed five (5) years at the rank
of assistant professor, not to exceed seven (7) years at rank of associate professor, and
not to exceed ten (10) years at the rank of professor.

« full time hours: between twenty-four to thirty teaching hours. With preparatory work

NON-RE-APPOINTMENT:

1. A Faculty member with the rank of Professor,
Associate Professor, or Assistant Professor shall be
given notice of the proposed non-reappointment
or termination at least nine to twelve (9 to
12) months prior to the termination of the
appointment contract.

2. Other Faculty members shall be given six (6)
months’ notice prior to the close of the academic
year.

PART - TIME - initially to bolster the faculty body in the curriculum development stages.

*  May teach a single course or more than one course per academic term

- employed for less hours than full time lecturer as defined by the Institute (i.e. does not
have a full-time appointment as a faculty member).

TEMPORARY « used to provide academic coverage for those specialty areas of basic/ clinical sciences
in which the faculty full-time or part-time faculty is not available to deliver.

* may be compensated specifically for the limited educational services provided, and
paid for specific hourly contact with students, trainees, or faculty

ADJUNCT « employed elsewhere.

» volunteers and are not contracted faculty. Devote a function of time to the Institute in
any area of service, teaching or scholarly activities.

*  Employment may be any period of time not to exceed five (5) years at the rank of
Assistant Professor, not to exceed seven (7) years at the rank of Associate Professor, and
not to exceed ten (10) years at the rank of Professor.

» usually derives no compensation from the Institute but may receive an honorarium for
which the Institute bears no obligation to continue beyond the period of agreement.
The Institute may extend reasonable courtesies in honor of their volunteer service.

« compensation may be derived from other non-Institute sources
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The Faculty Lines

Faculty lines are established to ensure that faculty
members meet services and leadership responsibilities
while pursuing teaching, clinical practice, research and
other scholarly activity which match the individual
faculty member's abilities and preferences with the
school’s needs.

The following faculty lines are established:
a. EDUCATOR

b. CLINICIAN- EDUCATOR

c. CLINICAL

d. ADJUNCT

e. VISITING

f. RESEARCH

The Educator, Clinician- Educator and Research Lines
are full-time Faculty lines requiring the full-time
commitment of the Faculty member to the school.

a. The Educator Line:

«  Faculty members who do not perform clinical
practice or clinical teaching but provide valuable
service and with superior scholarly activity and
abilities and accomplishments in teaching at the
Institute.

« They are under the immediate supervision and
evaluation of Departmental Chairs, who report to
their respective Deans.

* Renewal of the appointment made by the
Provost (Chief Academic Officer) upon the
recommendation of the appropriate Dean with
advice from the Department Chair and appropriate
Assistant Dean. The renewal may be for terms not
to exceed five (5) years at the rank of assistant
professor, not to exceed seven (7) years at rank
of associate professor, and not to exceed ten (10)
years at the rank of professor.

«  Faculty members in the Educator Line carry titles
which are expressed as rank of education discipline
(Professor, Associate Professor, etc).

b. The Clinician- Educator Line:

* Faculty members who provide valuable service
and academic scholarly activity duties mainly in

teaching and clinical practice to the Institute

»  These Faculty members may carry out their duties

either at the Institute or at any of the Institute’s
closely affiliated clinical sites.

The Clinician-Educator is compensated (paid
a base salary) by the Institute so long as the
required academic base duties are carried out
satisfactorily as well as from derived from other
approved sources.

The initial term of appointment for Faculty
members in the Clinician- Educator Line is no less
than two (2) years and no greater than five (5)
years.

Renewal of the appointment may be for terms not
to exceed five (5) years at the assistant professor
ranks, not to exceed seven (7) years at the associate
professor rank, and not to exceed ten (10) years at
the professor ranks.

Appointment renewal is made by the Provost (Chief
Academic Officer) upon the recommendation of
the Dean, Clinical Science, Department Chair and
appropriate Assistant Dean.

Faculty members in the Clinician-Educator line
may transfer to another Faculty line with the
approval of the Dean.

Faculty members in the Clinician-Educator Line
will carry the clinical suffix in their titles.

The Clinical Line:

Faculty members who provide clinical practice and
teaching as part of the practice at the Institute or at
one of the Institute’s affiliated teaching hospitals.

Scholarly activities and services may be performed
but are not required.

Appointment to the Clinical Line is conferred
on the basis of clinical teaching relevant to the
Institute academic needs.

Supervision and evaluation are the immediate
responsibility of departmental Chairs.

Clinical Line faculty whose compensation derives
almost exclusively from Clinical practice activities
are referred to as “Volunteer Faculty”.

In rare cases, an appointment to the Clinical line
may be made for Full- time Faculty member.

The initial term of appointment for Clinical line
faculty is no less than two (2) years and no greater
than five (5) years.

Renewal of appointment may be for terms not to
exceed five (5) years at the rank of the assistant
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professor, not to exceed seven (7) year at the rank
of associate professor, and not to exceed ten (10)
years at the rank of professor.

The decision to renew an appointment is to be
made by the Provost (Chief Academic Officer)
upon the recommendation of the Dean, Clinical
Sciences with advice from the Department Chair
and appropriate Assistant Dean.

Faculty members in the Clinical line carry clinically
prefixed titles.

The Adjunct Line:

Their responsibilities are as stated in the Faculty
designations table.

The initial and renewal terms of appointment for
Adjunct faculty may be any period of time not
to exceed five (5) years at the rank of Assistant
Professor, not to exceed seven (7) years at the rank
of Associate Professor, and not to exceed ten (10)
years at the rank of Professor.

Renewal of appointment is made by the
Provost (Chief Academic Officer) upon the
recommendation of the respective Dean, with
advice from the Department Chair and appropriate
Assistant Dean.

Transfers from the Adjunct line to any full-time
line will be evaluated as a proposal for new
appointment in the full-time line.

Faculty members in the Adjunct line carry title
with the prefix adjunct.

The Visiting Line:

Scholars from other institution who spend a limited
period of time at the Institute at the invitation of
a department, are eligible for appointment to the
Visiting line.

The Faculty members in the Visiting line will have
duties which depend on their skills, the needs of
the host department, and the reasons for the visit.

The Institute or any of its closely affiliated entities
may, but need not, contribute to the compensation
of these Faculty members.

The initial term of appointment for faculty
members in the Visiting Line shall not exceed
one (1) year. The term of appointment may be
renewed for an additional period not to exceed
one (1) year with the written concurrence of the
appropriate Department Chair, Assistant Dean,

Dean, and Provost.

A Visiting line faculty member, under no
circumstances, shall remain in the Visiting line for
more than two (2) consecutive years.

» Transfers from this line to any full-time line will be
evaluated as a proposal for a new appointment in
the full-time line.

« Faculty members in the Visiting Line carry titles
with the Prefix ‘visiting'.

f. The Research Line:

* Faculty members in the Research line have
responsibilities which are at least ninety per cent
(90%) research activity and no more than ten
percent (10%) service and teaching activities.

«  Faculty members in the Research line derive
their total compensation from outside sources
sponsoring their research.

*  The term of appointment for Faculty members
in the Research Line is coincident with the term
of the external funding support for their total
compensation and research.

*  When the funding support ends, the Faculty
appointment expires.

* A Faculty member in the Research Line may
transfer to another Faculty line with the approval
of the respective Dean.

»  Faculty members in the Research Line carry titles
with the research prefix.

Duties And Responsibilities

The education of medical students is the primary
academic responsibility of medical school faculty
members. The education of medical students does
not end in the classroom. Faculty members are
expected to provide educational opportunities by
having appropriate office hours posted on doors and
by setting examples of professionalism and ethical
behavior. The quality of medical education at The
Bioprist Institute of Medical Sciences is a function of
the dedication and skills of faculty members, whose
participation in all aspects of the educational program
is an integral part of their academic appointments.
Specific academic duties and responsibilities are
assigned to faculty members by the deans and the
department chairs. The nature of these assignments
will be commensurate with the nature of the faculty
appointments, e.g. full-time or part-time service.
The medical school has certain general expectations
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regarding faculty responsibilities in the areas of
education, professionalism, and School service.

Faculty will be expected to engage in:

1. Scholarly activity: academic endeavors judged by
peers to be innovative and thoughtful. Includes,
but is not limited to:

b. laboratory research*

c. clinical research*

d. research in teaching methods and

e. curriculum design and supervision

f.  development and study of new patient care
techniques, health care systems,

g. innovative community education programs

h. authorship of books, and publication of original
manuscripts

i. review articles, clinical case reports; and

j. other expressions of peer-recognized creativity

or innovation. Peer reviewed publication
and externally funded research are widely
acknowledged as very important types of scholarly
activity.

Research*

All faculty members are encouraged to engage
in scientific biological and/or medical research
when appropriate. The research activity should
never interfere with the primary goal of the faculty
member, which is teaching medical school students.
BIMS recognizes that an integral part of the medical
education experience is having the opportunity to
participate in research projects.

All research proposals must be channeled through and
reviewed by the Research Committee which would send
its recommendations to the Curriculum, Educational
Resources and Academic Affairs Committee for
approval. The Institute strongly encourages student
participation in any research project. All approved
research projects will be considered for additional
funding by the Institute.

2. Teaching (& Academic counseling/advising): may
be directed toward students, interns, residents,
other Faculty, and members of the community and
public. It includes:

a. formal and informal instructional activities in the
classroom, the laboratory, at the bedside

b. The teaching load for full-time faculty normally
may consist of up to 15 contact hours or equivalent
assignments per week.

c. preparation of teaching and evaluation materials

d. furnish the Department Chairperson with a
syllabus for each course taught

e. recommend library acquisitions.

f.  Faculty members are assigned by their chair to
teach in their fields of expertise.

g. teaching others to teach

i. academic counseling; and role modeling.
Academic faculty advisors for a group of
assigned students as described in the Student
Academic Advisory Policy and Procedure

ii. Full-time faculty members are required to
spend at least six (6) hours per month during
the academic year on student evaluation,
including the evaluation of written materials

iii. Responsibilities for non-teaching faculty will
be individually assigned.

2. Service leadership includes:

a. communityactivitieswhichrelate to theindividual's
professional life

b. involvement in professional organizations at the
local, state, and national levels

c. student services searches and recommendations
for employment of new faculty

d. involvement in/contribution to searches and
recommendations for employment of new faculty

e. assisting with the registration process;

f.  faculty services; and participation on committees*
of the Institute and department.

Clinical practice is a unique type of service activity in
that only some Faculty are capable of carrying it out,
and it is almost always paralleled by clinical teaching.

Committee Assignments* (See FACULTY SERVICE/
PARTICIPATION below)

Each faculty member will normally be assigned to
serve on at least one institutional committee.

Office Hours

Full-time faculty members must have a minimum of

two (2) office hours per day for teaching preparation
and student advising.

Specific Duties and Responsibilities of Faculty
Each faculty member shall:

1. Demonstrate competence in his/her teaching field
2. Demonstrate competence in teaching techniques
3. Participate in curriculum development

4. Prepare syllabus i.e., determine course content
that is consistent with the catalog description

5. Attend all School briefings, faculty meetings and
the general assembly

6. Attend all School functions when required
7. Provide tutoring to students
8. Select instructional materials

9. Complete appropriate administrative paperwork
in a timely manner

10. Participate in faculty development programs
11. Teach in affiliated programs when required

12. Demonstrate and maintain competence in the use
of instructional technology

13. Familiarize themselves with School policies
14. Participate in the School's community programs

15. Proctor exams as assigned by the chief proctor/
department chair

16. Serve on faculty committees as assigned

Service At Bims (Som-Hp)
Outside Activities

Faculty members can pursue outside activities which
must not interfere with a full-time faculty member's
responsibility to the Institute and the BIMS student
population. The outside activity pursued by the faculty
should not directly or by implication indicate that
this activity is being conducted under the Institute’s
auspices without the specific written consent of the
President.

Faculty members, when responding to inquiries
in their specific field of professional expertise or
acting as private citizens on issues of general public
interest, may use their academic title for purposes

of identification. However, when appropriate, they
should make it clear that they speak and act on their
own behalf and not for the Institute. Faculty members,
who engage in outside activities must comply with the
School’s policy on faculty conflict of commitment and
conflict of Interest as specified in the faculty contract.

Faculty acting in their own capacity or in the course of
their duties as BIMS faculty, shall not refer students of
the Institute or other members of the BIMS to these
outside activities or to the outside activities of other
members of the BIMS community.

Faculty Development And
Promaotion

Introduction

In modern medicine the important concepts and
methodologies change as the body of knowledge
expands. Faculty members continue to need special
opportunities for focused study of these changes
other than the limited opportunities during the course
of ongoing teaching duties and responsibilities.

Faculty members also need to stay current in
new instructional technologies and research
methodologies. Moreover, changes in societies and
shifts of boundaries between disciplines may create
the need for faculty members to be introduced to
another discipline or explore in-depth the areas of
intersection between the disciplines. Additionally,
changes in the cultural diversity and age distribution
of the student population require modifications of
teaching responsibilities, strategies, and techniques
as well as an increased emphasis on enhanced
learning experiences. New and different service to
these extended populations of traditional and non-
traditional students will be necessary to assist them to
reach their full intellectual potential.

Faculty development programs are the answer to these
needs as they allow faculty members to amplify or
focus their specializations and/or to acquire new ones.
Moreover, as faculty members enter various career
stages and seek to widen the range and scope of their
work, they frequently need to acquire new skills and
approaches that push the limits of their own disciplines.
The collective process of faculty development helps
to establish an exemplary model for coping with the
challenge of maintaining intellectual competitiveness
and the most modern expertise among faculty in the
face of shrinking resources and shifting enrollment
patterns.
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Academic Qualifications And
The Professional Development

Matrix

Academic Qualifications

These refer to the certificates, licenses etc. that are
available for staff at all levels of the institution. These
indicate their level of competence to serve within their
assigned capacity within the organization.

The Professional Development
Matrix

«  The matrix includes: the certification/qualifications
expected of each post within the institution

e Evidence will be presented at the time of
recruitment and shall be made available that

the individual who is being hired to the post,
within the organization, has attained the required
certification/qualification outlined in the job
description.

BIMS (SOM-HP) basic policy of recruitment is to
have mandatory certification requirements for
academic staff are higher than the level of the
program they are delivering.

There is evidence of regular updates to staff
qualifications in the matrix — This shall be built over
the period of the time as soon as the institution
becomes operational.

The Professional Development Matrix is a tool
designed to help health care supply chain
professionals explore career possibilities and
define opportunities for advancement and
evolution within the field.

The Professional Development Matrix
Publications And Other Academic Activity

Assoc. Prof

Department

Anatomy

NUMBER OF FULL-TIME BASIC SCIENCES FACULTY

Asst. Prof

Other Vacant Part-Time

Medical Cell
Biology

Physiology

Biochemistry &
Genetics

Clinical
Medicine

Microbiology
& Immunology

Pathology

Pharmacology

Behavioral
Science &
Neuroscience

Education

Department

Anaesthesiology

NUMBER OF FUL

Prof

L-TIME CLINICAL SCIENCES FACULTY

Assoc. Prof Asst. Prof

OTHER FACULTY

Other

Vacant

Part-Time

Dermatology

Family Medicine

Internal Medicine

Neurology

Obstetrics/Gynaecology

Ophthalmology

Orthopaedics

Otolaryngology

Pathology

Paediatrics

Physical Medicine

Psychiatry

Pub Hlth/Prev Med

Radiology

Surgery

Urology

NUMBER OF FUL

L-TIME CLINICAL SCIENCES FACULTY

OTHER FACULTY

Other (specify). See below

Emergency Medicine

Osteopathy

Cardiology

Chemical Dependency

Critical Care

Gastroenterology

Hematology/Oncology

Pain Management

Pulmonology

Endocrinology

Nephrology
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Faculty type Average no. of
publications

Average no.
of refereed
of staff on
appointment in
last year

Basic Science

publications of
staff in last year

Average no.

of academic
presentations in the
last year

Average no. of
research grants in
place in last year

Clinical Science

Research*

Professional development activities related
specifically to teaching and evaluation.

Professional development activities include attendance
at international, regional, and national meetings,
as well as faculty development events on campus,
organized with help from in-house professional
development faculty and external experts.

Enhance the ability of part-time faculty to be
effective teachers

Adjunct faculty are employed based on their medical
qualifications, experience and motivation. Each of
them goes through a trial period prior to being
appointed, during which the chair, along with peers
and students, evaluate their teaching effectiveness
in small groups, case-based learning scenarios and/
or didactic sessions. The chair and course directors
of the Department of Clinical medicine evaluate part-
time faculty for their skills in teaching small groups,
case-based learning, and working with standardized
patients.

Departmental chairs mentor all discipline faculty. Part-
time faculty are given specific and overall objectives
of their teaching assignments. Regular feedback is
provided, based on peer and student evaluations.
Periodic departmental meetings and workshops
encourage synergy with regular full-time faculty and
further enhance teaching skills.

Physicians appointed to the faculty in clinical sciences
are faculty of either U.S. or Canadian allopathic or
osteopathic medical schools, and/or faculty of ACGME
or AOA accredited sites for the training of residents.
This arrangement allows us to take advantage of
qualified, experienced, teachers from other institutions.
These faculty are expected to attend regular faculty
development sessions focusing on educating students
and residents at their home institutions — and by
the university. Joint faculty meetings are strongly
encouraged. This is an important development
opportunity that allows basic science faculty to receive
feedback from clinical science faculty in a collegial
setting. Information is routinely shared regarding how

well students recall pertinent basic science knowledge
as it relates to patient encounters.

Opportunities for professional development

During the basic science years, student evaluate
instructors online periodically throughout each
semester. Students rate the instructor on the items
listed below using a 5-point Likert scale. Summary
data, including any narrative comments, are provided
to both the instructor and the department chair.

1. The instructor presented the material in an
organized manner.

2. The instructor was available to assist students in
or outside of class.

3. The instructor treated students fairly and
professionally.

4. The instructor provided thorough explanations
that | found helpful.

5. | felt that the examples and illustrations used
by the instructor helped me tounderstand the
material.

6. The instructor challenged me to think critically, in
ways beyond simple facts.

7. The relationship between lectures and assigned
readings was clear.

8. Theinstructor communicated in a way that | could
clearly understand what he/she was saying.

9. The instructor effectively used instructional
technology.

10. The instructor encouraged participation in class
discussions and activities.

11. | felt actively engaged with the presentation of the
materials.
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than one preceptor during a rotation, separate forms
are required for each faculty. This documentation,
which ensures consistency of clinical education across
the various teaching sites, will be reviewed in case of
a grade appeal.

Each student also completes the second form at the
end of each rotation. This evaluation includes multiple
aspects of each clinical rotation, including patient care
responsibility, the ability of the faculty to respond to
the student’s questions, inquiries regarding the faculty
organization of the entire educational experience,
inquiries regarding the faculty's ability to explain
medical procedures, treatment, and the rationale
for them, inquiries regarding the adequacy of the
introduction to the clinical rotation, and the likelihood
that the student will recommend the rotation to other
students.

On this form the student evaluates the overall
experience during any core or elective rotation. This
documentation is vital to ensure consistency of clinical
education across the various teaching sites.

All forms have to be submitted at the end of each
core or elective rotation. Both forms are made readily
accessible to leadership for review.

Addressing problems identified by the evaluations

Problems identified through the course and faculty
evaluations are addressed in meetings of the respective
faculty, through a combination of counselling and
mentoring of the concerned faculty with a goal toward
remediation. More systemic problems are addressed
at regular faculty meetings. Feedback provided to
clinical departments is collated, de-identified, and
returned to clinical chairs. This affords clinical chairs
the opportunity to provide feedback on both positive
and negative aspects of clerkship performance at
regular faculty meetings.

Information collected to assess individual faculty
teaching efforts

The collated results on the quality of instruction, the
quality of teaching content, and the organization of
the course are provided to the department chair and
the individual teacher. This survey also assesses the
teaching performance of individual faculty members.
Narrative feedback from students provides additional
feedback on individual teaching performance. Faculty
from the basic science departments frequently sit
in lectures to give peer feedback regarding faculty
performance. Department chairs are encouraged to
frequently attend lectures each semester for each
individual faculty member of his/her department.
The chair then meets with the faculty member
individually and provides feedback on the content,
organization, and clarity of the lectures, as well as any

recommendations to improve teaching performance.
Assist faculty improve their skills

To hep faculty stay current in their fields, support for
the following opportunities is provided:

« Attendance at local conference and workshops

- Attendance at regional conferences and
workshops

e Sponsorship is provided for the attendance of
one conference or workshop per annum for each
faculty member

*  Membership in professional organizations

* sponsors the annual dues for membership of one
professional organization for each faculty member

+ Attendance and participation at annual Research
Days and other scientific events

e Encouragement and financial support to conduct
independent and collaborative  biomedical
research and to publish the results in peer-
reviewed scientific or medical journals

*  Mentoring of junior faculty by established senior
faculty members

»  Sponsoring of participation in academic leadership
and development programs

«  NBME workshops on assessment and question
writing.

« Inviting experts in medical education to conduct
workshops and seminars.

EDUCATION DEPARTMENT (ED)
The ED has an on-going faculty development process.

This program is guided by the following overarching
principles:

1. Faculty development programs work to help
faculty attain the knowledge, skills, and attitudes
relevant to their roles as educators, researchers,
administrators, and scholars

2. Faculty members have access to timely and
relevant faculty development programs

3. Program evaluation includes both short-term and
long-term outcome measures to help assess the
long-term outcomes of the programs
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12. Additional Feedback — Please comment on the
instructor's strengths and submit constructive
feedback

13. Please provide any ideas for course improvement.

During their clinical science education, each student
completes two evaluation forms per rotation.

The students complete the first form at the end of
each rotation. This is a multifactorial evaluation,
covering faculty supervision, professional guidance,
quality of case presentation/lectures, quality of
hands-on teaching, quality of academic guidance,
and professionalism. In addition, they have ample
opportunity to make comments and suggestions for
improvement.

On this form, the student evaluates the performance
of individual faculty (preceptor) during any core or
elective rotation. When students encounter more than
one preceptor during a rotation, separate forms are
required for each faculty. This documentation, which
ensures consistency of clinical education across the
various teaching sites, will be reviewed in case of a
grade appeal.

Each student also completes the second form at the
end of each rotation. This evaluation includes multiple
aspects of each clinical rotation, including patient care
responsibility, the ability of the faculty to respond to
the student’s questions, inquiries regarding the faculty
organization of the entire educational experience,
inquiries regarding the faculty's ability to explain
medical procedures, treatment, and the rationale
for them, inquiries regarding the adequacy of the
introduction to the clinical rotation, and the likelihood
that the student will recommend the rotation to other
students.

On this form the student evaluates the overall
experience during any core or elective rotation. This
documentation is vital to ensure consistency of clinical
education across the various teaching sites.

All forms have to be submitted at the end of each
core or elective rotation. Both forms are made readily
accessible to leadership for review.

Addressing problems identified by the evaluations

Problems identified through the course and faculty
evaluations are addressed in meetings of the respective
faculty, through a combination of counselling and
mentoring of the concerned faculty with a goal toward
remediation. More systemic problems are addressed
at regular faculty meetings. Feedback provided to
clinical departments is collated, de-identified, and
returned to clinical chairs. This affords clinical chairs
the opportunity to provide feedback on both positive
and negative aspects of clerkship performance at

regular faculty meetings.

Information collected to assess individual faculty
teaching efforts

The collated results on the quality of instruction, the
quality of teaching content, and the organization of
the course are provided to the department chair and
the individual teacher. This survey also assesses the
teaching performance of individual faculty members.
Narrative feedback from students provides additional
feedback on individual teaching performance. Faculty
from the basic science departments frequently sit
in lectures to give peer feedback regarding faculty
performance. Department chairs are encouraged to
frequently attend lectures each semester for each
individual faculty member of his/her department.
The chair then meets with the faculty member
individually and provides feedback on the content,
organization, and clarity of the lectures, as well as any
recommendations to improve teaching performance.

Assist faculty improve their skills

To hep faculty stay current in their fields, support for
the following opportunities is provided:

« Attendance at local conference and workshops

« Attendance at regional conferences and
workshops

» Sponsorship is provided for the attendance of
one conference or workshop per annum for each
faculty member

*  Membership in professional organizations

« sponsors the annual dues for membership of one
professional organization for each faculty member

« Attendance and participation at annual Research
Days and other scientific events

» Encouragement and financial support to conduct
independent and collaborative  biomedical
research and to publish the results in peer-
reviewed scientific or medical journals

*  Mentoring of junior faculty by established senior
faculty members

«  Sponsoring of participation in academic leadership
and development programs

«  NBME workshops on assessment and question
writing.

* Inviting experts in medical education to conduct
workshops and seminars.

EDUCATION DEPARTMENT (ED)
The ED has an on-going faculty development process.

This program is guided by the following overarching
principles:

1. Faculty development programs work to help
faculty attain the knowledge, skills, and attitudes
relevant to their roles as educators, researchers,
administrators, and scholars

2. Faculty members have access to timely and
relevant faculty development programs

3. Program evaluation includes both short-term and
long-term outcome measures to help assess the
long-term outcomes of the programs

4. Faculty development programs are designed
around approved key competencies, with a focus
on social accountability, education, case-based
and distributed learning, and international medical
education and development

5. Programs are negotiated with faculty - i.e,
programs are designed to answer faculty
questions and help them identify what might be
useful to them

6. Faculty development programs recognize the
breadth and depth of extant research in medical
education to inform program development

7. Faculty development programs are designed to
empower faculty and administration to create an
organizational climate that promotes and values
education and the processes of teaching and
learning in medical education.

Succession Planning Statement

Change is constant for all organizations.

Whether an employee is promoted, retiring or the
institution is going into a growth mode, succession
planning is vital to ensure that the business can keep
moving forward despite changes.

This will help the organization understand what
knowledge, skills and abilities currently exist within
the organization and where there's opportunity for
development.

This analysis can help the institution to start bridging
the talent gap.

Faculty Development Opportunities

In view of the above and the expectation of faculty

to stay current in their fields, BIMS has implemented
faculty development options, which are listed below:

1. Attendance of local conferences and workshops

2. Attendance of regional conferences and
workshops

3. Attendance of international conferences and
workshops

4. BIMS sponsors the attendance of one conference
or workshop per annum in accordance to BIMS
policy for each faculty member

5. Membership in professional organizations

6. BIMS sponsors the annual dues for membership
in one professional organization for each faculty
member.

7. Attendance of and participation at BIMS Research
Days and other scientific events.

8. Attendance at some of the research days hosted
by BIMS may be awarded Continuing Education
Credits

9. Encouraging independent and collaborative
biomedical research and publication of the results
in peer-reviewed scientific or medical journals

10. Mentoring of junior faculty by established senior
faculty members.

11. Sponsoring participation in academic leadership
and development programs

12. Sabbatical opportunities as outlined in this
handbook.

13. Active participation in local, regional, and/
or international scientific organizations or
committees would be advantageous to BIMS or a
specific department.
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Bioprist Institute Of Medical
Sciences — BIMS (SOM-HP)
Promaotions Polcy And Criteria

* Acceptance of an appointment to The Bioprist
Institute of Medical Sciences carries an obligation
to foster the mission and values of this School.

* The community of scholars in the Institute has
expertise in a variety of fields. Members of the
faculty are distinguished by their ability to think
objectively and critically, to find satisfaction and
challenge in the pursuit and discovery of new
information and ideas and to bring high quality to
their teaching, service and research. The guidelines
for appointment, and promotion are intended to
foster an academic community that promotes
excellence and dedication among its members.
Accordingly, its members must share a value
system and have a strong commitment to the
enhancement of their discipline, their department,
the School and the School.

« Teaching is a vital contribution for each regular
faculty member, to the fulfillment of the
educational goals of the School. Although the
commitments of faculty members to teaching
may vary considerably and depend upon the
interests and skills of the individual and the needs
of each department, involvement in teaching to
some extent is considered \an essential obligation
of all scholars. The sharing of knowledge that is
accurate, balanced, current and stimulating is
expected from each faculty member.

« The most important role of the teacher is to
motivate and inspire learners. Exceptional teachers
are remembered by students and colleagues not
just for their know ledge and understanding but
for their ability to inculcate a love of learning as
an intellectual adventure rather than solely as a
means of mastering a field or discipline. In this
way teachers value and nurture lifelong learning.
Excellent teachers serve as role models in the
School by their scholarly activities from which
comes a motivation to share their knowledge
and insights. This leads to an interactive and
cooperative community of scholars.

* Scholars begin their career by mastering the
factual knowledge of a discipline. They may spend
subsequent years in the laboratory or in a clinical
setting under the guidance of a mentor to identify,
explore, and perhaps answer important questions
while learning the methods appropriate for the
pursuit and acquisition of new knowledge within
that discipline. As students, they master facts and
concepts, develop their own perspective, discover

new and broader relationships, question current
dogma and form new hypotheses to be tested. A
scholar’s training and code of conduct ensure that
work is done rigorously and honestly. A scholar’s
work is shared and evaluated by colleagues
through publication in peer-reviewed journals
and grant applications.

Scholars are united in a community dedicated
to ideals beyond their own discipline, individual
interests and short-term rewards. They share
their experience and expertise by teaching,
encouraging new ideas and concepts and
providing constructive criticism for students
and their colleagues. As teachers themselves,
scholars expand the understanding of students by
showing the similarities and differences between
disciplines, pointing out flaws within their own
area of expertise, and importantly, acknowledging
the limitations of their discipline. Recognition of
limitations, fallacies and the unknown serves as
a stimulus for exploration, problem-solving and
self-education. Thus, the continuing pursuit of
knowledge is a life-long habit for scholars.

Clinical scholars, who have mastered a discipline
related to patient care, teach in the ambulatory
clinics and offices, at the bedside, in the emergency
room, the operating and diagnostic procedure
rooms. Mastery of their discipline allows clinical
research-oriented scholars to formulate, test and
report new ideas, apply new basic information to
patient care, question clinical dogmas and evaluate
the complexities of cause/ effect relationships
in the management of diseases. Importantly,
scholars in all disciplines recognize the limitations
of their own knowledge and are challenged
continuously by this need to learn, explore and
improve. Clinical scholars may be involved in
the scholarship of integration, application, and
teaching. Scholarship of integration involves
interpreting published research, integrating new
clinical know ledge with previous concepts and
selecting outmoded clinical concepts for discard.
Scholarship application tests new knowledge in
clinical practice. Combining new knowledge with
experience in clinical practices, these scholars
teach medical students, residents, and peers.
They may have major interest in developing more
effective teaching methods.

The School of Medicine and each of its departments
require numerous administrative activities to
accomplish their educational and research goals
and to ensure the academic process. Although not
a primary function of a scholar, contributing to
the School by service on committees, or as course
director, is essential. Those who have achieved a
senior rank assume more administrative duties to
assure that students and younger faculty members
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have the opportunity to continue their education
or develop their teaching skills and establish
their research. Sharing the responsibilities of
administration is one means by which scholars
contribute to the importance of their discipline,
department, School and the School.

Ultimately this, and all Institutions, serve society by
involvement in the well-being of all persons. The
special character of this School and this School focuses
that societal concern on issues associated with health,
health care and the prevention of disease.

Faculty Promotion

Department chairs review faculty requests for
promotion and makes recommendations to the
executive dean.

« The promotion process may originate with
application by a faculty member or at the initiative
of the appropriate Dean.

« All biographical papers, recommendations,
interview records, scholarly publications, and
other pertinent documents are forwarded to the
Faculty Promotions Committee, together with the
recommendation of the Provost (Chief Academic
Officer), and sent to the President for his decision.

« For promotion to senior ranks, evaluations by
outside scholars may be required.

» Since the Institute is an academic and scholarly
organization, the final decision will weigh heavily
upon research and scholarship of merit and
distinction.

Process/Roadmap To Promotion

The process:

« The Promotions Committee is comprised of 5-6
faculty with the rank of professor. The charge
of the promotions committee is to review the
application for promotion of faculty who have
been recommended for promotion by their
departmental chair. The committee will use
the guidelines in this document to make a
recommendation for or against promotion to the
provost.

« Faculty should use their faculty self-evaluation
form as a guide to their application for promotion.
A letter to the chair requesting review for
promotion should accompany the application. In
that letter, the faculty members should describe
how they meet the criteria for promotion and
point out areas of strength in their application. An

up-to-date and accurate curriculum vitae should
be included in the packet.

Promotion Of Regular Faculty

*  ACADEMIC EDUCATORS

*  CLINICIAN EDUCATORS

ACADEMIC EDUCATORS: In order of importance,

teaching, scholarship and service are the primary

categories by which faculty will be judged in promotion.

Instructor to Assistant Professor

»  Successful candidates will show the following;

e 2-3years in rank as instructor

Teaching:

e Full teaching load

«  Skill in multiple teaching formats (Lecture, flipped
classroom, Small group, Lab, Problem based,

Case-based)

«  Good to excellent teaching evaluations; (Students/
Peers)

« Interest and participation in test item writing.

e Participation in  teaching based faculty
development.

Scholarship:
* Involvement in research

« Co-authoring papers, book reviews, reviews,
original research

«  Presentation of posters, papers at local or national
levels

« Involvement in grant writing
» Journal club or equivalent
Service:

¢ Committee membership

*  Proctoring exams

*  Advising students

« Participation in School activities, (White Coat,
graduation, Research Day, etc.)

» Departmental citizenship (covering for absent
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colleagues, volunteering for departmental work)

«  Community service (health fairs, volunteer efforts,
etc.)

CLINICIAN EDUCATORS: In order of importance,
teaching, service, scholarship

Instructor to Assistant Professor

»  Successful candidates will show the following;

e 2-3years in rank as instructor

Teaching:

«  Full teaching load

«  Skill in multiple teaching formats (lecture, flipped
classroom, small group, lab, problembased, case-

based)

* Clinical teaching with standardized, or actual
patients

«  Familiarity with simulation technology

«  Good to excellent teaching evaluations (students/
peers)

« Interest and participation in test item writing.

e Participation in
development.

teaching based faculty

Service:

+  Committee membership
*  Proctoring exams

* Advising students

e Participation in School activities, (White Coat,
graduation, Research Day etc.)

» Departmental citizenship (covering for absent
colleagues, volunteering for departmental work)

«  Community service (health fairs, volunteer efforts,
etc.)

Scholarship:
« Involvement in educational or clinical research

« Co-authoring papers, book reviews, reviews,
original research

«  Presentation of posters, papers at local or national
levels

e Journal club or equivalent

Assistant To Associate Professor

»  Successful candidates will show the following;
«  Years in rank as assistant professor

* In addition to the requirements for assistant
professor:

ACADEMIC EDUCATORS:

»  Successful candidates will show the following;
Teaching:

» Course or theme director/assistant director

«  Skilled test item writer

» Assisting with course or curriculum development
*  Mentoring junior faculty in teaching activities

e Active participation in educational faculty
development

Research:

» Create and administer research.

* Author papers, other publications.

« Develop grant applications as PI.

Service:

*  Chair committees

» Leadership role in School activity planning

« Assistant leadership in department.
CLINICAL EDUCATOR:

»  Successful candidates will show the following;
Teaching:

» Course or theme director/assistant director

«  Skilled test item writer

» Assisting with course or curriculum development

*  Mentoring junior faculty in teaching activities

40

BIMS
FACULTY HANDBOOK
2024-2025

e Active participation in educational faculty
development

«  Development and administration of OSCE's
Service:

e Chair committees

* Leadership role in School activity planning
e Assistant leadership in department.

» Leadership in community service

»  School leadership

Research:

« Authoring papers and other publications

Associate Professor To Professor

Successful candidates will show the following;
+ years in rank as associate professor

« In addition to the requirements for associate
professor.

ACADEMIC EDUCATORS:
Teaching:

e Leadership in course, theme and curricular
development

e Active in faculty development (as teachers)
activities

Research:

*  Mentoring junior faculty in research, grant writing
and publications

Service:

* Leadership roles in department, and School
«  Community service leadership

CLINICIAN EDUCATORS:

Teaching:

¢ Leadership in course, theme and curricular
development

+ Active in faculty development (as teachers)

activities

Service:

Leadership roles in department, and School

Community service leadership

Research:

Mentoring junior faculty in research, grant writing

and publications
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Faculty Service/
Participation

Faculty members are required, as integral to their
service, to participate in departmental and Institute
committees and meetings. These include:

1. MEETINGS OF THE GENERAL FACULTY

Attendance by all faculty with academic rank with only
full-time faculty having voting rights. These meetings
will be called and chaired by the Dean of Academic
Affairs (Basic and Clinical alternating as Chairs or in
his/her absence, the Assistant Dean of Basic or Clinical
Sciences. Agenda items may be submitted in advance
by any faculty member to the Chair.All chairpersons of
standing committees of the School will report to the
General Faculty at least twice a year.

2. FACULTY COUNCIL

The Council is a form of faculty deliberation and voice
and is formed from members selected from the General
faculty. It will serve to specifically determine positions
on issues related to faculty status, responsibilities,

and welfare. In discharging this function, the Council
will have the authority to make studies, reports, and
recommendations on all matters which will have
significant bearing on the on the work of the faculty.
The Council is the channel of communication between
the faculty and administration of the Institute and will
meet periodically during the academic year with the
President of the Institute.

3. COMMITTEES

PRIMARY FACULTY COMMITTEES & PROFESSIONAL
STANDARDS COMMITTEES

Every full-time faculty member is expected to share
in the functioning of the Institute by serving on
an appropriate number of committees. Interested
part-time faculty members are encouraged to be
non-voting participants in the deliberation of the
committees of the Institute.
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Primary Faculty
Committee

I.  ADMISSIONS COMMITTEE

[l.  CURRICULUM COMMITTEE

. ACADEMIC PROGAM COMMITTEE

[V. STUDENTS PROMOTION COMMITTEE
V. FACULTY PROMOTION COMMITTEE

VI. AD-HOC COMMITTEE

Admissions Committee

Reviews the files of all applicants for admission and
selects candidates for admission. Selection and
admission of students to the Institute is not influenced
by any political or financial factors. The criteria,
standards, policies, and procedures for Admissions
are available to all interested parties. The Committee
ensures that selected applicants for admission
possess the intelligence, integrity, and personal and
psychosocial characteristics necessary for them to
become competent physicians.

Functions of the Committee:

» establishes criteria for and conducts reviews of the
Institute selection and enrollment requirements,
policies and procedures for potential applicants to
the medical education program,

+ recommends revision of the policies and
procedures for selection and enrollment of
students in accordance the changing international
medical landscape and the requirements of
relevant accreditation bodies.

* makes decisions medical student application,
selection, admission, assessment

e prepares and submits recommended final list of
students accepted to the Institute

« overseas the Institute’s academic bulletin and
other informational, advertising, and recruitment
materials to present a balanced and accurate
representation of the mission and objectives of the
medical education program, states the academic
and other (e.g., immunization) requirements for
the MD degree and all associated joint degree

programs, provides the most recent academic
calendar for each curricular option, and describes
all required courses and clerkships offered by the
medical education program.

Composition of the Committee:
«  Dean, Student Affairs - Chair
«  Director of Student Recruitment and Admissions

»  Dean of Academic Affairs (Basic Sciences & Clinical
Sciences)

« 2 Faculty members, selected by the respective
Deans (1 each from Basic Sciences and Clinical
Sciences)

«  This Committee shall meet once per semester or
as is necessary for student selection. The term of
office is one year.

e Quorum shall consist of 4 members

Curriculum, Educational
Resources And Academic
Affairs Committee (Ceraa)

Role of the Committee
The committee:

e provides a platform for academic staff and
students to introduce new academic policies

« designs and develops new programs and make
changes in the academic program portfolios of
the Institute

« defines the learning outcomes of the educational
program associated with the core competencies:
medical knowledge, patient care, communication,
practice-based learning and improvement,
systems-based practice and professionalism

e oversees and reviews the overall content of the
courses offered by the Institute

« stimulates improvement in and amendments to
the academic quality of the programs (including
design, management, evaluation of a coherent,
efficient and coordinated curriculum, teaching
methods and approaches) and of the student
environment,
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» Introduces new courses and removes courses
in accordance with the policies and procedures
governing these activities

e Ensures adequacy of resources (teaching,
technical, library, physical, human) for proper
learning environment and delivery of academic
programs

« Determines the types of patients, clinical
conditions and appropriate clinical settings for
educational experiences, including the expected
level of student responsibility

* makes recommendations on programs for the
development of research.

- makes recommendations relating to the selection,
admission, retention, exclusion, leave of absence,
withdrawal of students

» makes recommendations for the awarding of
fellowships, scholarships, bursaries, prizes or other
distinctions and awards (for students and faculty),
as well as the conferral of honorary academic titles
as agreed by the Board of Trustees

« considers, endorses and recommends the
graduation lists of students to the Board of
Trustees.

* nominates academic representatives to external
bodies

« formulates policies and procedures relating to
the academic affairs of the Institute, including
the introduction of new curricula, the conduct of
examinations, assessment methods, review and
modifications, the determination of examination
results, progression within the Institute, the
procedures for appeals by students relating to the
results of such examinations and the evaluation of
academic progress

« appointment of examiners for courses

* monitoring and maintaining compliance with all
relevant Accreditation and Registration bodies

* makes recommendations on student discipline
and grievance policies, procedures and decisions,

* recommends actions to the Board of Trustees
for their approval (ensuring that these
recommendations adhere to the school mission,
values and strategic plan and goals).

The Committee shall conduct its affairs with openness,
respect, collaboration, trust, honesty and ethical
behavior and pay particular attention to issues of
academic accountability and quality assurance.

Membership of the Committee

The committee shall have a balanced membership
to allow for expert, collegial and knowledgeable
consideration of the academic matters presented. The
committee composition shall consist of:

*  Provost (Chief Academic Officer) — Chair

 Deans : Basic and Clinical Sciences & Student
Affairs

«  Chair of the Clinical Medicine Committee
»  Chair of the Clerkship Directors Committee

«  Six members from the faculty, 3 appointed by the
Dean in consultation with Course Directors (Basic
Sciences) and Clerkship Directors (Clinical Sciences)
with one from each section at Professorial rank,
thus assuring a broad representation.

e The School Librarian

2 Members voted by the Student Council, to
represent the student voice: 1 from the Preclinical
Year 2 class and the other from the Clinical
Program: from the third or fourth year class:

« 1 Faculty Council representative

Ex officio members (shall have the right to debate but
are non-voting) members include:

« Director of Recruitment
» Information Technology Director
*  Quorum:

« Fifty percent of voting members plus one
(including the chair) must be present for there to
be a quorum.

*  The chair will vote only in cases where there is a
tied decision.

e IlIf a quorum is present at the commencement
of the meeting, the meeting may continue until
attention is drawn to the lack of a quorum. When
this occurs, the meeting shall be adjourned until
such time as the Chair may determine.

*  Where a meeting is adjourned for lack of quorum,
the reconvened meeting shall normally deal only
with matters listed for the original meeting which
were not discussed.
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¢ The reconvened meeting may deal with new
business if the meeting notice to Academic
Committee members clearly indicates such an
intention.

Length of Membership:

Tenure of the CERAA Committee members is for a
period of three years starting at the first Academic
Committee meeting of the new academic year.

Dates of Committee Meetings:

Committee Meetings are held once a month at a pre-
set day and time as stated in the Academic Calendar

The Academic Program
Committee

The Academic Program Committee advises on the
academic products in response to developments and
changes in the academic environment and approves
course changes and inclusion in accordance with
the Strategic intent of the Institute. This committee’s
specific functions are to:

* request and review annual reports of performance
of each course offering to determine courses/
areas where future viability is a potential risk.

* monitor key performance indicators of course
performance, which have a particular external
relevance

« review and advise on revision or introduction of
new courses or programs

« consider and approve changes to existing courses
and, as appropriate, proposals to cease delivery
of courses.

« consider and approve annual plans for each course
and academic department (inclusive or resource
requirements, student numbers) and monitors
achievement (student performance and awards,
faculty performance)

« considerand recommend forapproval examination
pass lists, graduation list and students’ awards list

« consider and approve rationales (including
financial information) for all formal academic
collaborations

* monitor and advise on program and Institute
registration and accreditation matters

* monitor, annually, the activities and progress of
each Memorandum of Understanding.

« consider any other issues as delegated by CERAA
Committee
Composition of Academic

Commiittee:

Development

+ Deans: Basic Science and Clinical Sciences.
Chairmanship shall rotate between the Deans with
each Dean serving for 2 years

» Dean of Student Affairs

e 4 Faculty members (2 each from Basic Sciences
and Clinical Sciences) appointed by the Deans

» Librarian
e |.T. Manager

¢ This Committee shall meet once/semester.

Students’ Promotion Committee

« At the end of each semester, this standing
committee reviews the earned semester grades
of each student and evaluates the student's
overall academic progress. Based on this review,
the committee makes a recommendation to
the provost regarding promotion, academic
probation, or academic dismissal.

Functions of this committee:

» periodically (each semester) review the academic
achievements and performance of all students
pursuing BIMS SOM-HP degrees.

« recommend to the Curriculum, Educational
Resources and Academic Affairs Committee, any
of the following courses of action for a student:

e promotion,

e probation,

e remediation,

» leave of absence

« dismissal from the Institute,

« psychological and educational assessment
and

« recommendation, or no action.
e receive written reports from members of the

faculty or administration regarding any student
about their professional conduct including:
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« attendance,
e cooperation with instructors,
* interest shown in assigned work,

« attitude towards fellow students, associates
and towards personnel of hospitals,

« approach to and interaction with patients

e personal appearance appropriate to the
circumstances.

Composition:
«  Dean Student Affairs — Chair
«  Deputy Deans of Basic and Clinical sciences
« Student Services Manager

«  Two elected full-time faculty members (1 each
from Basic and Clinical Sciences)

e This committee shall meet at the end of each
semester.

Faculty Promotion Committee

e This committee makes a recommendation
regarding promotion to the provost and is
comprised of 5-to-6-member faculty team with a
rank of professor.

+ The charge of the promotions committee is to
review the application for promotion of faculty
who have been recommended for promotion
by their departmental chair. The committee will
use the guidelines in this document to make a
recommendation for or against promotion to the
provost.

Ad Hoc Committees

« Ad Hoc Committees may be appointed at any
time by the Faculty Council, the Dean of Academic
Affairs, the Provost or the President.

e These committees are for specific purposes,
report to the appointing body or officer, and are
dissolved on assignment completion.
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Professional Standards
Committee

This committee is the investigative and judicial arm
of the Office of the Provost. It has authority over
all matters referred by petition from the Student
Government Association or individual students. This
is an ad-hoc committee appointed by the president
on an individual basis. Members are chosen from the
faculty and student body. All decisions are reported to
the provost for review, and, by copy, to the initiating
source. Implementation is copied to the president.

I. APPEALS COMMITTEE

[l. COMMUNITY OUTREACH COMMITTEE
. EXAMINATIONS COMMITTEE

V. FACULTY AFFAIRS COMMITTEE

V. RESEARCH AND CONTINUTING ACADEMIC
EDUCATION COMMITTEE

VI. RECOGNITION AND AWARDS COMMITTEE

VII. INTERSESSION ENHANCEMENT COMMITTEE
VIII.STUDENT WELLNESS COMMITTEE

IX. ACADEMIC COMPUTING COMMITTEE

X. INFORMATION TECHNOLOGY COMMITTEE

XI. LIBRARY COMMITTEE

Appeals Committee

This is a standing committee which hears student
appeals concerning decisions made by the
Promotions Committee. After hearing an appeal
and review of the evidence, the Appeals Committee
makes a recommendation to the provost. The Appeals
Committee has five permanent members who have the
right to vote, and one non-voting member, who is the
chair of the department against which the appeal has
been filed. If an appeal is filed against the department
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of a permanent member of the Appeals Committee,
the status of this member will automatically change to
“non-voting” to avoid a conflict of interest.

Community Outreach Committee

The Bioprist Institute of Medical Sciences (BIMS)
Community Outreach Committee provides
humanitarian services to the Jamaican community
through  partnership  with  local  non-profit
organizations. We strive to contribute to our
community and strengthen our relationship with
Jamaican non-profit organizations, through the
voluntary efforts of our students, faculty, and staff.
To further our humanitarian services, we provide
non-renewable funding opportunities designed to
supplement and enhance volunteer efforts.

Examinations Committee

This standing committee controls the conduct of
examinations. The committee, chaired by the chief
examinations officer, with membership consisting of
all basic science chairs, is responsible for developing
and implementing standards for all examinations, the
smooth and orderly functioning of examinations, and
operation of the Examinations Center.

Faculty Affairs Committee

This standing committee represents the faculty point
of view to the administration. It addresses faculty
concerns, faculty development, and the implementing
and/or updating procedures for peer evaluation. The
committee also welcomes new faculty, making them
aware of some differences that life in the Caribbean
entails, and providing an orientation to the university.

Research And Continuing
Academic Education Committee

This standing committee encourages active research
by faculty members, and organizes seminars and
demonstrations of research findings and their
interpretations. The committee reviews research
proposals and provides feedback on scientific
soundness, ethical considerations, and the general
merit of the proposal. The committee supports the
faculty in broadening their knowledge and continuing
their professional development. Once every semester
it schedules, organizes and conducts an BIMS-
sponsored Research Day. The committee may also
support other seminars and events of an academic or
professional nature.

Recognition And Awards
Committee

The Recognition and Award Committee develops a
successful recognition and award program, which
includes faculty, staff and students.

Intersession Enhancement
Committee

This standing committee is responsible for the structure
and administration of the Intersession Enhancement
program. It reports to the Curriculum Committee and
the provost.

Student Wellness Committee

This standing committee is responsible for the
development, administration and evaluation of
wellness activities to improve the health and wellness
of the student population.

Academic Computing Committee

This standing committee evaluates electronic aids
including those used in the classroom, the library, and
for distant education. The committee recommends
specific items to be purchased and monitors their
installation. The committee also plays a vital role in
supporting faculty and student awareness of new
technology as it becomes available and teaches them
how to best use new innovative technology.

Information Technology
Committee

This committee develops policies for student and
faculty computer use and recommends purchases of
audio-visual equipment, software and hardware. The
committee also develops and implements IT policies
and advises the director of information technology of
the desires of the faculty.

Library Committee

This standing committee is an advisory Committee
and continuously evaluates library space, equipment,
holding and services. The committee develops library
policies and recommends purchase of texts, reference
material, periodicals, and software. In all matters the
availability of relevant literature to students, teaching
faculty and researchers is a guiding principle. Towards
this end, the committee reviews the requests of faculty
and students for reading materials.
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Faculty Benefits

Leaves:

All leaves, Vacation, Sick leave, Compassionate leave
will be granted to every employee of the Institution
as per the Human Resources Management Policy.
However, the following Vacation leave benefit is an
exception for the full-time faculty.

Vaction Leave (Pto — Paid Time
Off):

After completion of ONE full year of service at the
institution, the following Vacation benefits will apply
only to the full-time faculty members domiciled in the
country wherever the main campus is located:

20 working days of vacation per contract year.

Vacation time (PTO) should not interfere with
the faculty member's responsibilities, including
committee work, and thus faculty should schedule
their away time primarily during breaks from classes

and teaching responsibilities. Vacation time must
be approved by both the department chair and the
Provost prior to firm plans.

Faculty should be present from Orientation Day.

Faculty vacations must be used within one year from
date of appointment and do not carry over unless the
Institution asks the faculty member to forgo vacation
days during the appointment year.

Only five (5) days of PTO may be carried over and
accumulated in subsequent calendar years.

All vacation requests must be submitted in writing
in advance and must be approved by the faculty
member’s Department Chair and the Provost of the
Basic Science.

Procedure for Vacation Requests

Faculty must complete and submit a vacation request
form to the respective.

Department Chair for review and approval. The
number of vacation days is stated in each faculty
member’s contract.

After the vacation request has been approved by the
Department Chair, the form will be forwarded to the
Executive Dean'’s office for final review and approval.

The faculty member will receive a copy of the final
decision; the original will be kept in the faculty
member’s permanent file.

Leave of Absence / Compassionate Leave

The leave of absence / compassionate leave is an
unpaid benefit.

A leave of absence may be granted by the Provost, on
request, for academic/professional reasons (academic
leave) or personal reasons (personal leave).

A leave of absence releases a faculty member from
on campus teaching and service responsibilities for a
specified period.

Academic leave is granted to facilitate scholarship or
faculty development.

A faculty member may be granted a personal leave
of absence (unpaid) of fixed durations for reasons
such as child bearing, child rearing, personal or family
emergencies, required military service, personal
development, and/or illness. The Institution reserves
the sole discretion of granting the same or not and it
shall not exceed more than 2 days at any given time
and not more than 5 working days in a year.

Leaves of absence by faculty, except in the case of
emergencies, must be requested in writing at least 60
days prior to the faculty members’ time of leave.

Public Holidays

All public holidays of the country in which the faculty
member is principally assigned will be observed.

Faculty members who intend to conduct academic
activities of any kind on public holidays in Jamaica
must apply for and receive approval by the Provost
or his designee no later than seven (7) calendar days
in advance.

Health Insurance
Health insurance premiums are paid in full for fulltime

faculty members domiciled in the country wherever
the main campus is.

Dependent coverage is paid at a rate of 50%.

Life insurance includes $25,000.00 term life insurance
premium paid by the Institution.

Return Home

Each faculty member is entitled to $1500.00 (US) for
travel expenses per contract year. This benefit cannot
be carried from one contract year to the next year.

Travel Expenses Policy:

This is a dynamic entity and must refer to Institution’s
Accounting and Finance policy manual.

Representation must be made to the Heads of the
Department who will allow the same to pass through
the office of the Provost for final approvals for
further processing by the Accounting and Finance
Department as per the prevailing accounting and
finance policies and procedures in force.

For more details see attached ATTACHMENT D:
Corporate Travel, Entertainment and Expense Policy.

Faculty Development

Each faculty member is entitled to up to $2,500.00
(US) per contract year for faculty development
opportunities. This is subject to the financial health of
the institution.

Additional funds may be available upon request and
subject to the evaluation and discretion of the Provost
and the Institution Research Council.
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Academic Policies

The current academic policies can be found in the
Student Handbook.

Prohibited Conduct

Employees, faculty, and students shall not engage in
any conduct or behavior that constitutes sexual or
other harassment. Institute officials or their agents
will investigate all allegations of sexual harassment,
and shall take prompt and appropriate disciplinary
action up to and including termination against any
employee or member of the faculty who engages
in conduct constituting harassment. Because of
the serious nature of a harassment claim, faculty,
employees or students who knowingly allege a false
claim may be subject to discipline up to and including
suspension and/or termination of employment or
faculty appointment.

Professional Ethics Procedure

Any member of the Institute who believes he or
she has been or is currently subject to any form of
harassment shall bring the matter in the first instance

to the dean of students, or, if the charge of harassment
is against the Dean of Student Affairs, to the chair of
the Professional Ethics Committee. No procedure
or step within the process will require the individual
alleging harassment to present the matter directly to
the person who is the subject of the grievance.

Violations

Employees shall comply with the standards of conduct
set out in Harassment policy and with any other
policies, regulations, and guidelines that impose
duties, requirements, or standards attendant to their
status as School employees. Violation of any policies,
regulations, and guidelines may result in disciplinary
action, including termination of employment.

Harassment Policy

It is our policy at BIMS (SOM-HP), to keep our work
environment free of tensions and distractions that
could affect your performance. Comments about race,
religion, sexual preferences, health, sexual advances,
request for sexual favors or other conducts of a sexual
nature, can result in serious discomfort for fellow staff
members. BIMS (SOM-HP) does not permit this or any
other sort of harassment.

If any team member feels that he/she is being
harassed in anyway or any manner please contact the
Human Resources Manager without delay so that the
matter can be dealt with quickly and in a confidential
manner. The appropriate disciplinary action will be
determined, up to and including, termination of the
offender.

The Bioprist Institute of Medical Sciences values
diversity of its students, employees and faculty
members. Harassment of any type will not be
tolerated, and the member of the School community
determined to be guilty of harassment will be subject
to disciplinary action up to and including termination
or dismissal.

Harassment may be defined as:

Any unwelcome of unwanted conduct that denigrates
or shows hostility or aversion toward any person
on the basis of any characteristic, which includes an
individual's gender, race, ethnic or national origin,
color, age, religious beliefs, marital status, sexual
orientation, or other personal characteristics.

Any conduct is unwelcomed if the person did
not solicit, instigate or provoke it, and the person
reasonably regarded the conduct as undesirable or
offensive.

Prohibited Harassment Policy

BIMS SOM-HP is committed to a work environment
in which all individuals are treated with respect
and dignity. Each individual has the right to work
in a professional atmosphere that promotes
equal employment opportunities and prohibits
discriminatory  practices, including harassment.
Therefore, BIMS SOM-HP expects that all relationships
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among persons in the workplace will be business-like
and free of bias, prejudice and harassment.

It is the policy of BIMS SOM-HP that harassment on
the basis of Protected Class Status, including sexual
harassment, is strictly prohibited.

Harassment of any employee by any individual
because of the employee's protected class status
or for any other reason will not be tolerated on the
job, on the Institution’s property, or any institution
sponsored activities. Such harassment violates the law,
creates an offensive working environment, decreases
productivity, adversely affects positive working
relationships, increases costs to the institution and
tarnishes the image of the institution and everybody
associated with it.

No employee of BIMS SOM-HP may engage in verbal,
written or physical conduct that denigrates or shows
hostility or aversion toward an individual because of
that person’s protected status or that of the person’s
relatives, friends or associates, if the conduct:

Has the purpose or effect of unreasonably interfering
with the person's work performance; or Otherwise
adversely affects that person's employment
opportunities. The following are examples of
prohibited harassment. Please note that these are
not the only examples. If you have a question about
whether conduct is permissible under this policy, you
should discuss it with the officer designated as head
of Human Resources (“HR Manager or Director or
Head").

Epithets, slurs or negative stereotypes based upon
protected status; Intimidating or hostile acts based
upon protected status; Written or graphic material that
denigrates or shows hostility or aversion to persons
of a protected status and that is posted, displayed
circulated on BIMS SOM-HP assets or properties. One
form of prohibited harassment is sexual harassment.

Sexual Harrassment And Assault
Policy
General Principle:

The Institute reaffirms the principle that its students,
faculty, and staff have the right to be free from sexual
assault and/or harassment by any member of the
Institute.

In clarifying this policy, the Institute attempts to
ensure that no student, student applicant employee
or employee applicant is subject to sexual to assault
or harassment.

Sexual assault and/or harassment in any situation are

reprehensible: they are unequivocally prohibited on
the campus and on its related properties.

If an act of sexual assault or harassment occurs at
the Institute disciplinary actions will be taken as is
deemed, appropriate to the incident.

If a member of the Institute finds he/she is a victim
of sexual assault or harassment he/she may register
a report with the local police or pursue the matter
through the institution’s internal procedures, which
follow.

Sexual harassment and assault are a form of unlawful
discrimination under state and federal law. It may
consist of actual or threatened sexual contact which
is not mutually agreeable to both parties; continued
or repeated verbal and or/ written abuse of a sexual
nature; a threat or insinuation that a lack of sexual
submissiveness will adversely affect the victim’s
employment, academic standing or other vital
circumstances. The behavior must be unwanted,
persistent and continual.

Examples of sexual harassment include, but are
not limited to:

Pressure, either subtle or overt, for sexual favors,
accompanied by implied or overt treats concerning
one's job, grades, or letters of recommendation

Inappropriate display of sexually suggestive objects
or pictures

Unnecessary touching, pinching, patting or the
constant brushing against another’s body

Use of sexually abusive language (including remarks
about a person’s clothing body, bodily movement or
sexual activities)

Any member of the Institute may resist such
harassment and/or complain about such harassment
without fear of recrimination.

Examples of sexual assault include but not limited
to:

Sexual assault is an unwanted sexual contact, it is an
actin which one intentionally sexually touches another
person without that person’s consent, or coerces or
physically forces a person to engage in a sexual act
against their will.

Sexual assault takes many forms including attacks
such as rape or attempted rape, as well as any
unwanted sexual contact or threats. Usually a sexual
assault occurs when someone touches any part of
another person’s body in a sexual way, even through
clothes, without that person’s consent.
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It is a form of sexual violence, which includes child
sexual abuse, groping, rape (forced vaginal, anal, or
oral penetration or a drug facilitated sexual assault),
or the torture of the person in a sexual manner.

Right of a Victim of Sexual Assault and
Harassment

A victim of sexual assault on the Institute's campus
and or its related properties has the right to the
services and procedures listed in the paragraphs
below. In addition, the victim has the right to lodge
a complaint with the local police, to obtain sexual
assault counseling, and to obtain medical care.

Sexual Assault Counseling may be obtained at the
Campus by contacting the office of Dean and or the
Ombudsperson on this matter.

Emergency medical care may be obtained by notifying
the administrator on call.

Zero Tolerance To Sexual
Harassment And Assault —
Handling procedure:

The BIMS School of Medicine and Health Professions
will not tolerate sexual harassment or assault by any
member of the Institute. All Institute’s supervisory

personnel have an affirmative responsibility to
discourage and eliminate conduct inconsistent
with this policy. The institution has considered the
rights and concerns of both the complainant and
the accused in the following special procedures for
handling concerns about sexual harassment and
assault. Specific concerns or complaints regarding
sexual harassment should be brought FIRST to the
attention of the persons designated below who
will promptly, fully and objectively investigate the
complaint to determine its merit:

In the case of offending students, the report should
be made to the appropriate Ombudsperson who may
refer the matter to the Student Promotion and the
Disciplinary Committee.

2. In all other cases regarding faculty or staff, the
report should be made to the appropriate the office
of the Ombudsperson.




Ombudsperson For Sexual
Assault/Harassment

The President of the Institute will appoint a staff
member or an independent external consultant to
the position of Ombudsperson for Sexual Assault/
Harassment, and this position will be clearly identified
to the institution’s community.

The Ombudsperson shall receive such training in and
education about policies designed to eliminate assault
and harassment as is necessary to be well prepared
for his/her responsibilities.

The Ombudsperson will provide information for
interested persons or groups about the ethical and
legal aspects of sexual assault and harassment and
will coordinate educational programs for the Institute
at large.

Ombudsperson will also mediate informally as called
upon in cases of complaints of sexual assault or
harassment; in certain circumstances as noted below,
the Ombudsperson may refer complaints of sexual
assault or harassment to the Grievance Board for
Sexual Assault/Harassment.

The Ombudsperson should not be a member of the
Grievance Committee but should be able to serve as
a liaison as necessary between the Committee and
concerned parties.

General Operating Procedures of the Office of the
Ombudsperson.

Any student, faculty member or staff employee may
ask questions about procedures, seek advice from, or
lodge an informal compliant with the Ombudsperson,
either orally or in writing. Any person who speaks with
the Ombudsperson regarding questions of sexual
assault/harassment will be apprised of the role of the
Ombudsperson:

The Ombudsperson can offer the following services
to any individual who feels he/she has been the victim
of sexual assault or harassment.

The Ombudsperson shall provide information
regarding sexual assault or harassment.

The Ombudsperson shall advise the complainant of
options which may include:

Action by the complainant such as an oral or written
response to the alleged assailant/harasser.

Mediation by the Ombudspersonthroughinterviewing
the parties individually or jointly to resolve such a
situation on an informal basis; and

Referral of a complaint to the Committee for formal
investigation of possible sexual assault/harassment.

The Ombudsperson should advise the complainant
that the information offered by the complainant shall
remain as private as possible, i.e., the information will
remain in the file in assault or harassment, subject to
the following exceptions:

If the Ombudspersons takes action or serves as a
mediator, the identity of the complainant may be
revealed due to the nature of the alleged sexual
assault or harassment.

If the Ombudsperson has received more than one
similar complaint regarding an individual or if
the offense appears to be particularly egregious,
the Ombudsperson will refer the situation to the
Committee for formal investigation, and

If the alleged assailant or harasser requests a formal
investigation into the complaint, the identity of the
complainant may be revealed.

The Ombudsperson will maintain a written record of
all complaints, contacts, and activities, and outcomes.
The specific content of this file (i.e., identifying
information) will not be disclosed except in those
circumstances described in sections, a, b and c above.
It is the intent of the Institution to protect the identity
of a person claiming to have been sexually assaulted
or harassed as well as the identity of the alleged
offender.

COMPLAINT

All individuals inclusive of faculty members, staff, or
third parties are encouraged to make a complaint
regarding the prohibited conduct to the office of the
Ombudsman in person, phone call substantiated by
written complaint or an email. The filing of a complaint
will enable the school to support the impacted party
and to protect the Institute as a whole.

Operating Procedures for Referral of Complaint of
Sexual Assault/Harassment to the board.

Any student, faculty member, or staff employee may
lodge a complaint directly to any member of the
Grievance Committee for Sexual Assault/Harassment
either orally or in writing.

The Committee, after receiving the complaint will
encourage the complainant to submit the complaint
in writing, if at all possible, to ensure that the
complainant has exhausted all informal means of
remediation.

Any complainant has the right to lodge a complaint,
however, with or without previous consultation
with the Ombudsperson. If, in the judgement of the

Ombudsperson, complainant, or alleged assailant/
harasser, the attempts at resolution have not been
successful, a complaint may be lodged by any of these
parties with the Committee.

Grievance Committee for Sexual Assault/Harassment.

1. The President of the Institute will appoint student
representatives nominated by the students and staff
members, and faculty will elect faculty members to
a standing Grievance Committee to receive formal
complaints of sexual assault/harassment.

If this Committee cannot resolve a complaint to the
satisfaction of those concerned, it will, in an advisory
capacity, refer the matter recommendations to the
President of the Institution.

The President will appoint a Chairperson of the
Committee. This member will convene the Grievance
Board and will facilitate administrative operations and
equitably assign Committee members responsibility
for Committee activity.

General Operating Procedures for Grievances.

Any student, faculty member or staff employee may
also ask questions about procedures, seek advice, or
lodge a complaint to any member of the board about
assault/harassment.

If an individual believes himself / herself to be a victim
of Sexual assault / harassment that complainant
must identify himself/herself in a signed, written
complaint before any investigation by the Committee
can be made or any process which might lead to
recommendations of sanctions can begin.

The complaint should contain the following
information:

date(s),

place/location,

specifics of incident (s), and
names of any witnesses.

Mediation is available through the Ombudsperson if
the complainant wishes to:

Postpone, rather than refuse altogether, to identify
himself/herself; or

Remain unidentified, yet obtain assistance informing
the other person that a problem has been raised
concerning that person’s conduct.

Completely anonymous complaints will not result
in any action or record by the Committee.

INVESTIGATION

Upon the receipt of the complaint, there will be
an investigation carried out to determine the
appropriate actions to be taken by the Committee.
The investigation will be free of conflict of interest or
bias which would impair the investigation. There will
be a written notice sent to the alleged victim and the
alleged respondent. There will be a preliminary report
where the findings will be reported, and the parties
affected will have 10 days to review and respond to
the report. After the responses are received, a final
report will be drafted.

There shall be records kept of all complaints,
investigations, findings and outcomes.The institution
will provide supportive actions for victims which
includes:

Leave of absence

Academic support including the ability to reschedule
classes, exams and assignments, transfer course
sections, or withdraw from courses;

Academic schedule modifications (typically to
separate Complainant and Respondent);

Work schedule or job assignment modifications (for
School employment); and

On-campus counseling services and/or assistance in
connecting to communitybased counseling services.

COMMITTEE ACTIONS IN RESPONSE TO COMPLAINTS
OF SEXUAL ASSAULT/HARASSMENT.

The Committee shall comprise of a Chairperson
appointed by the President and 5 other members.

1. The Committee member first contacted, after
initial discussion with the complainant, will
describe the incident to the full Committee
without disclosing details about the identity of
those involved. This contact can be either from
the Ombudsperson or the complainant itself.

2. The Committee will decide whether the
complaint falls under its purview. If it concludes
that the complaint should be considered by the
Committee, the persons involved will be directed
to the Committee. At this point, Committee
members who identify a potential conflict
of interest will be required to withdraw from
consideration of the complaint.

3. Theinitial interview of the accuser and accused
will be conducted as soon as possible. It is
advisable that all the SIX members of the
Committee be present, but no fewer than FOUR
members should be at these interviews.
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The purpose of the meetings is to clarify what incident
occurred and what views each interviewee holds. The
person complained against shall be informed of the
name of the person making the complaint as well as
the substance of the complaint. The Committee may
use these meetings to identify further witnesses.

When the appropriate information and views are
collected, the investigating team will report to the
Board. Before the Board makes its final decision,
the accuser and the accused will each be given an
opportunity to hear the evidence to be used by the
Committee in making recommendations. An Attorney
might require the provision of any evidence prior to
this point to facilitate good representation.

ADJUDICATION:

1. The matter shall be sent to the Grievance
Committee for sexual harassment to be adjudicated.
The adjudication will take place in a swift matter, no
later than 20 days after the final report is filed. The
Committee shall determine the appropriate sanctions
which includes expulsion.

The Committee will make its decision based on the
final report and any interviews with the witness,
complainant or accused. Both the complainant
and accused will be given an opportunity to
present evidence prior to the Committee making a
recommendation.

Throughout these procedures, one member of the
Committee, usually the person originally contacted,
will be in communication with the complainant in
order to keep that person informed or general actions
taken, although not of specific conversations held.

If either the complainant or the person named in
the complaint is dissatisfied with the Committee’s
recommendations, that person may meet with the
President to discuss her/his concerns.

The hearing will be closed and deliberations will be
kept private but a record must be maintained. After
review of the information, the Committee may:

Decide there is no basis on which to pursue the
complaint, and convey that decision to the parties
involved; or

Determine that harassment took place;

Based on the investigation findings, the Committee
will inform the accused of the final charges lodged
against her/him and

The Committee will make recommendations for
sanctions to the President who may consult with any
affected parties in her/his deliberations, and

With the consent of the complainant, refer the matter
to the police.

The President or his/her designee will inform the
Committee of the final disposition of the case referred
to him/her.

SANCTIONS:

The possible sanctions which the Committee may
recommend include: (S= Student: E = Employee)

Written or oral reprimands (E)

Letter placed in student or personnel file (S&E)
Suspension or expulsion from school (S)

Denial of student privileges (S)

Notice to superiors (E)

Suspension with or without pay (E)

Denial of merit salary increase (E)

Termination (E)

Referral to the criminal justice system (S & E)

The President or his/her designee will inform the

Committee of the final actions made based on its
recommendation.
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Faculty - Student Relationships

BIMS's  faculty  offer academic instruction
and administrative services to provide a high
qualityeducation for students. While it is essential
to maintain a cordial and congenial relationship in
daily interactions with students, it is imperative that
students at BIMS feel confident that the relationships
they develop with faculty and staff members rest
upon the highest ethical standards of the education
profession. Consequently, these standards prohibit
inappropriate relationships of any kind, which are
defined as, but not limited to:

Socializing with students except when carrying out
one's job responsibilities. It is possible that faculty
and/or staff may encounter students in public places
or events so it is plausible that some interaction will
take place. This is certainly acceptable provided that
"good judgment” is exercised by the faculty or staff
member, there is no appearance of impropriety and
these policies are otherwise not violated.

Visiting students or entertaining students outside
of BIMS's academic and administrative facilities or
designated areas, except when acting in an official
capacity.

Providing students with personal contact information
or connecting with students on personal or social
media websites (i.e. Facebook or Twitter) except when
acting in an official capacity. In keeping with the goals
of the School it is acceptable for faculty members to
provide cell phone numbers to their students, in order
to facilitate faculty availability.

Providing housing to students.

Engaging in activities with students that are coercive
or exploitative.

Engaging in quid pro quo activities used to advance
a student’s or students’ academic or professional
standing.

Additionally, to avoid misunderstandings,
perceptions of academic favoritism, supervisory
issues, compromised campus security, impaired
morale, alleged claims of harassment, and any other
complication not included here, faculty and staff are
prohibited from dating, requesting a date, or pursuing
any personal, intimate, romantic or sexual relationship
with students.

This policy does not apply to those whose spouse or
partner of a staff or faculty member is a student of
BIMS (SOM-HP)

Faculty and Staff in violation of this policy is subject
to disciplinary action upto and including termination
of employment.




Dress Code

Employees must present a clean and neat appearance.
Since faculty work in a variety of settings, they are
expected to use good judgment in the type of clothing
that is appropriate for the work station. Department
heads are responsible for determining appropriate
dress for their departments. However, faculty are
expected to dress as professionals; no shorts or short
skirts, etc. are permitted.

Student Records

Except for certain public information, student records
are regarded as confidential and are maintained
by the School primarily to benefit students in their
educational and professional advancement.

A "record” means any information recorded in any
way, including handwritten, print, computer media,
video or audio tape, film, photographs, microfilm, or
microfiche

Generally, BIMS adheres to the Family Educational
Rights and Privacy Act (FERPA). School policy
prohibits disclosing, without a student’s written
permission, most information contained in student
records to anyone outside of the School, including
a student's parents; or to School employees unless
the employee demonstrates a legitimate educational
interest consistent with his or her official function for
the School and consistent with usual professional
and legal practices (it is BIMS's policy that students
will have the rights afforded by FERPA regardless

of whether that law is legally applicable. FERPA sets
forth limited circumstances under which information
in a student’s records can be released without the
student's prior written permission. It also sets forth
their rights of the students to review their records.
Requests for information from a student record from
anyone other than the student or a School employee,
who has a legitimate educational interest, should be
directed to the School registrar. FERPA gives students
the right to inspect their own records with certain
limited exceptions.

Faculty Handling of Student Records

The School’s policies with respect to the rights and
limitation of rights of students and of their families
to privacy and to access to their records are the same
as those set forth in the Family Educational Rights
and Privacy Act (FERPA) For instance, FERPA prohibits
the public posting of grades by the student’'s name
. Grades can be publicly posted by using randomly
assigned numbers known only by the faculty and the
individual student or by using the student ID numbers
in such a way that individual privacy is protected (e.g.,
not listing the students in alphabetical

order). A system must also be used in returning
student tests and papers to prevent access and/or
release to anyone other than to the student or to
those to whom the BIMS is authorized under FERPA
to release them.

Acceptable Use Of Technology
Resources

Our computers, email and information systems
have been organized to improve communication
and reduce the time and effort it takes to complete
administrative activities. Your use of Schoolsupplied
computers, email and information systems must
always reflect that these are shared resources that
have been established for the good of the BIMS and
School community.

Electronic mail is available to facilitate the professional
and business work of persons employed at The
Bioprist Institute of Medical Sciences. It provides
a way to communicate with individuals and with
designated groups. Bioprist Institute of Medical
Sciences encourages appropriate use of e-mail to
enhance productivity through the efficient exchange
of information in furtherance of education, public

service and the expression of ideas. Use of this
resource must be consistent with these concepts.

As a responsible member of the School community,
employees are expected to act in accordance with the
following general guidelines. These guidelines are not
meant to be allinclusive. Generally accepted practices
of common sense, decency, civility and legality should
be taken into account when e-mail is utilized.

The Information Technology Service (ITS) staff is
charged with maintaining the hardware, software and
network for maximum efficiency of the e-mail system.
Lack of adherence to these guidelines will adversely
impact the capabilities of campus-wide servers. ITS
staff will counsel individuals whose practices impinge
on the capabilities of the services and assist them in
reducing their drain on resources.

The guidelines below reflect the commitment you are
required to make to use School supplied technology
resources properly and responsibly.

In making acceptable use of resources you must:

Protect your system username and password from
unauthorized use.

Understand that you are responsible for all activities
that originate from your system account.

Access only information that is your own, that is
publicly available, or to which you have been given
authorized access.

Use only legal versions of copyrighted software in
compliance with vendor license requirements.

Be considerate in your use of shared resources. Refrain
from monopolizing systems, overloading networks
with excessive data, degrading services, or wasting
computer time, connect time, disk space, printer
paper, manuals, or other resources.

Use resources only for authorized purposes.
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In making acceptable use of
resources you must NOT:

Use another person’'s computer, system name &
password or files.

Use computer programs to decode passwords or
access control information.

Attempt to circumvent or subvert system or network
security measures.

Engage in any activity that might be purposefully
harmful to systems or to any information stored
thereon, such as creating or propagating viruses,
disrupting services, or damaging files or making
unauthorized modifications to School data.

Use School systems for commercial or partisan
political purposes, such as using electronic mail to
circulate advertising for products or for political
candidates.

Make or use illegal copies of copyrighted materials
or software, store such copies on School systems, or
transmit them over School networks.

Make disparaging comments about competitors or
make statements, speak or write on behalf of BIMS
in a news group or chat room unless you are duly
authorized to do so by the School.

The electronic mail system shall not be used to create,
send or receive any offensive or disruptive messages.
Among those which are considered offensive include:

any messages which contain sexual implications,
racial slurs, or any comments that offensively address
someone's age, gender, sexual orientation, religious
or political beliefs, national origin or disability.
Email communications should be considered official
communications and should be composed in a
professional business-like manner.

Use mail or messaging services to harass or intimidate
another person, for example, by broadcasting
unsolicited messages, by repeatedly sending
unwanted mail, or by using someone else’s name or
system username.

Waste computing resources or network resources,
for example, by intentionally placing a program in an
endless loop, printing excessive amounts of paper, or
by sending chain letters or unsolicited mass mailings.

Use the School's systems or networks for personal
gain; for example, by selling access to your system
username or to School systems or networks, or by
performing work for profit with School resources in a
manner not authorized by the School.

Access content that is pornographic in nature.

Intentionally cause physical damage to a technology
asset.

Engage in any other activity that does not comply
with the general principles presented above.

Policy For Email, Voicemail And
Internet Usage

BIMS's belief is that e-mail, voicemail and Internet
access, are integral and effective tools for BIMS and its
employees to communicate with customers, clients,
vendors, and fellow employees. These resources are
provided to all BIMS employees in order to facilitate
their effectiveness in these manners and all other
business functions. These resources are not intended
for personal use and may not be used to solicit for
commercial ventures, religious or political causes,
outside organizations, or any other non-job related
solicitations.

BIMS exercises certain methods to restrict access to
computers, electronic mail, the Internet, and voice
mail, in order to protect these systems against external
parties or entities obtaining unauthorized access.

All employees should understand that these systems
areintended forbusiness use, and all content, obtained,
created, or stored on BIMS equipment is considered
to be BIMS property. This includes but is not limited
to: computer data and information, electronic mail,
voice mail, and text messaging. Therefore, employees
using BIMS's business equipment should also have
NO expectation that any information stored on any
BIMS computer (whether contained on a computer
hard drive or computer disks), telephone or mobile
phone, voice mails, network computers, or in any
other manner will be private.

BIMS maintains the right to regularly monitor the
resources related content for any reason whatsoever
or for no reason at all. As such, BIMS maintains the
right to inspect the contents of computers, electronic
mail, voice mail, or text messaging particularly in the
course of an investigation triggered by indications of
unacceptable behavior, or as necessary or desired, to
locate needed information.

BIMS maintains and reserves the right to monitor all
Internet access to any sites, and to block those sites
that BIMS deems to be offensive or undesirable.
In addition, employees found to be visiting sites
that aren't blocked, but are subsequently found
to be offensive, are subject to review and possible
disciplinary action. Offensive sites include, but are not
limited to, sites focusing on: pornography, violence,
hate groups, and similarly objectionable material of
no business relevance.

Sexually explicit material may not be accessed via the
Internet. The display of any kind of sexually explicit
image or document on any BIMS system is a violation
of our policy on sexual harassment. In addition,
sexually explicit material may not be archived, stored,

distributed, edited or recorded using our network or
computing resources.

BIMS may disclose the contents of computers, voice
mail, text messaging and electronic mail for any
business purpose. Notwithstanding BIMS's right
to retrieve and read any electronic mail messages,
such messages should be treated as confidential by
other employees and accessed only by the intended
recipient.

BIMS maintains the right to obtain access to all
electronic mail, text messaging, and voice mail
messages, left on or transmitted over BIMS owned
systems. As such, employees should not assume
that such messages are private or confidential.
Additionally, there should be no assumption that
BIMS or its designated representatives will not have a
need to access and review this information.
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Enforcement

The School considers any violation of acceptable use
principles or guidelines to be a serious offense and
reserves the right to copy and examine any files or
information residing on School systems allegedly
related to unacceptable use, and to protect its
network from systems and events that threaten or
degrade operations. The School maintains the right
to perform occasional, unscheduled audits of all PC's
including portables to insure that the School is in
compliance with all software licenses. Violators are
subject to potentially disciplinary action up to and
including termination of employment.

Information Disclaimer:

Individuals using computer systems owned by the
School on or off premises, do so subject to applicable
laws and School policies. The School disclaims any
responsibility and/or warranties for information and
materials residing on non-School systems or available
over publicly accessible networks. Such materials
do not necessarily reflect the attitudes, opinions, or
values of the School, its faculty, staff, or students.

Any questions or comments regarding any portion of
this Technology Policy should be directed to the vice
president of information technology.

Personal Electronic & Music Devices (PE & MD)

BIMS strives to provide excellent customer service to
our students and an enjoyable professional working
environment. To ensure excellent service to students
and provide an enjoyable professional working

environment, it is the policy of BIMS to allow the use of
personal electronic and music devices during working
hours with the requirement that the use of a personal
electronic & music device must not interfere with the
ability to hear, respond, and interact in a professional
manner with students, and co-workers.

For purposes of this policy:

The term “Personal Electronic & Music Device,”
PE&MD, includes personal Cell phones, PDAs, MP3
players, iPods or similar devices.

Personal electronic and music devices may be
used during working hours in a manner that allows
employees to perform their work responsibilities;
deliver excellent customer service; and does not
disturb co-workers. Employees are required to use
their devices in a location and a manner that does not
disturb and or offend their co-workers. When using
a PE&MD, the volume is required to be set at a level
that allows the employee to hear and respond to
phone calls, and verbally converse with students and
co-workers in a professional manner. If your manager
or supervisor requests that the PE&MD use be
discontinued, employees are required to comply with
this request. If a co-worker indicates that the use of
the PE&MD is disturbing or offensive, then the usage
of thePE&MD must be adjusted or cease.

BIMS reserves the right to discontinue the privilege
of using a PE&MD during working hours for any
employee or for all employees.

Use of a PE&MD during meetings or conference calls
is not allowed.

Social Media

Popular social media include, without limitation,
texting, blogs and platforms such as Twitter,
Facebook, Instagram, LinkedIn, My Space, YouTube
and Flickr. Within the last few years, the growing
popularity of social media has fundamentally changed
the way we communicate as individuals and as an
Institution. BIMS recognizes and embraces the power
of social media, and the opportunity those tools
provide to communicate with the BIMS community,
including students, faculty, staff, parents, alumni,
and other interested parties. At the same time, BIMS
recognizes that inappropriate use of social media
can cause serious harm to the School, to members
of the BIMS community and to others. This policy
provides guidance concerning the use of social media
regardless of whether or not that use is through

BIMS's network, systems or equipment and regardless
of whether or not the use involves a matter related to
BIMS and/or members of the BIMS community.

Usage Guidelines

The following rules apply when posting to any social
media site or when communicating with members of
the community or others through social media, even
through your own personal account or using your
own phone, computer or other device without using
the BIMS network or equipment:

As a general rule, the use of social media is governed
by the same policies that apply to all other aspects
of appropriate conduct. Even activities of a private
nature conducted away from BIMS can subject you
to disciplinary action if they reflect poorly on BIMS
or interfere with the conduct of BIMS business. BIMS
policies governing inappropriate conduct such as
sexual (or other) harassment, bullying, discrimination,
defamation, infringement of copyright and trademark
rights, and unauthorized disclosure of student records
and other confidential and private information apply
to communications by faculty and staff through social
media.

The following provides some guidelines for the use of
social media that will comply with the above set forth
general rules. These guidelines are not intended by
any means to be all-inclusive:

When endorsing or communicating as a representative
of BIMS, you should accurately disclose your
relationship with BIMS. When using sites or acting
within the scope of your BIMS responsibilities, you
may only endorse BIMS, its programs, or its services if
you have been authorized to do so by the BIMS.

Carefully consider the accuracy, clarity, length (brief
is better) and tone of your comments before posting
them.

When communicating as a representative of BIMS or
when your association with BIMS is either discernable
from your communication, sign your posts with your
real name and indicate your relationship to BIMS. Do
not use pseudonyms or post anonymously.

Respect the views of others, even if you disagree.

Be truthful, accurate and complete in describing BIMS
programs and services.

Strive to be accountable to audiences via regular
updates and prompt responses when appropriate.

Obey the Terms of Service of any social media site or
platform in which you participate.
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Do not use social media to harass, threaten, insult,
defame or bully another person or entity; to violate
any BIMS policy; or to engage in any unlawful act,
including but not limited to gambling, identity theft
or other types of fraud.

Do not post or store content that is obscene,
pornographic, defamatory, racist, excessively
violent, harassing, threatening, bullying or otherwise
objectionable or injurious. In addition, do not attempt
to compromise the security of any social media site
or use such site to operate an illegal lottery, gambling
operation, or other illegal venture.

Do not post copyrighted content (such as text, video,
graphics or sound files) without permission from the
holder of the copyright.

Do not disclose confidential BIMS information,
non-public strategies, student records, or personal
information concerning (past or present) members of
the community without proper authorization.

Do not make false claims or representations about
BIMS programs or services, and do not speculate or
guess if you do not know the information.

Do not spread gossip, rumors, or other unverified
information. Furthermore, do not assume that
everything posted on a social media site is true.

BIMS Faculty and Staff may not spend excessive time
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using social media for personal purposes during
working hours or use any BIMS social media sites,
networks, equipment or peripherals for unauthorized
commercial purposes.

Do not transmit chain letters, junk email, or bulk
communications through the use of BIMS's network
or equipment or as a representative of BIMS.

Do not be rude, argumentative, or use inappropriate
language. [Correct factual inaccuracies but avoid
negative exchanges whenever possible]

Do not represent your personal opinions as
institutionally endorsed by BIMS. If you are not
authorized to post specific content on behalf of the
BIMS, then the following disclaimer should appear in
your post: “These are my personal opinions and do
not reflect the views of BIMS.”

Do not expect that your posted content will remain
private or that dissemination will necessarily be limited
to your intended audience, even if you are accessing
your own private account, network, equipment or
peripherals.

Alcohol, Drugs Abuse And
Smoking

Policies

The Institute recognizes that the abuse of alcohol and
other drugs can significantly interfere with fulfilling
the mission of the Institute and poses a serious threat
to the health and well-being of the members of this
community. It offers counselors to assist members of
the community who suffer the ill effects of the abuse
of alcohol or other drugs.

The Institute policy prohibits unlawful possession, use
or distribution of alcohol or illicit drugs or abuse of
alcohol or legal drugs by faculty, staff, or students on
or off School property and whether or not as part of
any School activity.

The legal use or serving of alcoholic beverages at
social events is determined by School policy, which is
stricter than Jamaican law. In no event can alcoholic
beverages be served at Schoolfunctions or by School
personnel to individuals under the age of 21.

Smoking

In recognition of the environmental health risks
posed by tobacco smoke, the School tries to provide
as close to a smoke-free environment as practicable
for its faculty, staff, students, and visitors. The right of
a non-smoker to protect his or her health and comfort
takes precedence over another’s desire to smoke. As
a general rule, smoking is prohibited in all School
facilities, and property including offices, classrooms,
elevators, restrooms, stairways, and School vehicles.
BIMS is a tobacco-free campus.

BIMS SOM-HP Counseling Service

Faculty with alcohol or other drug-related problems
or who are affected by the substance abuse problems
of someone else are urged to seek assistance. Faculty
and student counseling is provided through the
Institute Counseling Service.
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Theft and Fraud Prevention
Policy

Purpose

The purpose of this policy is to assess the risk of fraud
and to prescribe the actions the school will take when
any suspected fraud is discovered or reported.
Policy content and guidelines

The school values the integrity of its employees and
students, and relies on them to act at all times in an
ethical and honest manner.

Definition

For the purposes of this policy, unless otherwise
stated, the following definitions shall apply:

Fraud is an intentional act by management, staff or
third parties to deceive others, usually by acts of
deception, that involves, but is not limited to the:

manipulation, falsification or alteration of records or
documents

suppression or omission of the effects of transactions
from records or documents

recording of false transactions
misapplication of accounting policies
misrepresentations in a financial report
misappropriation (theft) of assets
Responsibilities

The board has zero tolerance on theft and fraudulent
behaviour. The board:

accepts that it has a responsibility to protect the
physical and financial resources of the school.

requires the President to establish systems and
procedures to guard against the actions of fraud and
theft.

sets out how to record and report suspected or actual
fraud to the President, the board, appropriate law
enforcement authority or other agency.

sets out that any investigation will be conducted
in a manner that conforms to the principles of due
process, equity and fairness.

All employees have obligations to notify and/or act
on suspicions of dishonest behaviours and activities,
even in the absence of proof.

a. Any employee who is aware of or suspects
fraudulent activity must promptly report such activity
to the President (or board member if appropriate).

b. Any employee who reports a suspicion of fraud
regarding anotherindividual orthe schoolin good faith
will in no circumstances be threatened, intimidated, or
dismissed because they acted in accordance with this

policy.

All instances of suspected fraud will be treated
confidentially and investigated promptly to a natural
conclusion.

The President will notify the board of the suspected
fraud, as appropriate.

Procedures

In the event of suspected theft or fraud, the President
(or presiding member) shall act in accordance with the
following procedures.

Any suspected theft or fraud must be investigated and
will be subject to due process, equity, and fairness.

Follow the laws of the land in this instance.

Seek advice from an expert, such as liability insurer,
School Finance Adviser, auditor, forensic accountant,
or solicitor.

Record the details of the allegation, the person or
persons allegedly involved, and the quantity and/or
value of the theft or fraud.

Inform the presiding member of the information
received and consult with them as appropriate.

Meet with the person who is the subject of the
allegation of theft or fraud and their representatives
to explain the complaint against them.

Obtain a verbal or preferably a written response (all
verbal responses must be recorded as minutes of that
meeting, and the accuracy of those minutes should be
attested by all persons present).

Advise the person in writing of the processes to be
involved from this point on.

Press charges against the person involved in the
theft or fraud by filing the complaint with the Police
and if necessary, commission an independent expert
investigation.

All instances where theft or fraud is proven will be
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prosecuted and the police will be assisted in any
investigation as is required.

Allegations concerning the President or a board
member

Any allegation concerning the President should be
made to the presiding member.

Any allegation concerning board members should be
made to the President. The President will then advise
the Chairman / Chairperson and an investigation will
commence.

Disciplinary process

In respect of persons suspected of having committed
fraud the school will follow the relevant disciplinary
procedures where fraud is proven (as per the laws of
the land and as set out in the Code of Conduct).

Actions following proven fraud

Where a suspected fraud is proven, the board will:
Direct the President where the fraud has taken place,
to put controls into place to mitigate further losses

and prevent reoccurrence of similar misconduct.

Review the reasons for the incident, the measures
taken to prevent a recurrence, and any action needed
to strengthen future responses to fraud.

Advise the school’s insurers and the appropriate
authorities as appropriate (depending on the nature
of the fraud).

Keep all other relevant personnel suitably informed
about the incident and the school's response.

Recovery of Loss

The recovery of the lost money or other property will
be pursued following any fraud investigation.

The amount of any loss will be quantified as far as
possible and repayment or reparation will be sought.

Dealing with the Media

Any person contacted by the media with respect to
any fraud investigation shall refer the mediato the
board.

Approval

The board accepts that it has a responsibility to protect
the physical and financial resources of the school. All

appropriate measures to deter fraud will be taken.

When the board approved the policy, it was agreed
that no variations of this policy or amendments can

be made except by the unanimous approval of the
board. This policy is subjected to a regular review at
board level.

The board requires the President to communicate
this policy to all employees (new and old), including
part-time and contract and training be provided to
understand this policy.

This fraud policy shall also be made available to
students and parents at their request.

Presiding Member:

Signature:

On behalf of, and with the authority of, the board on:

Academic Fraud Policy

Introduction

Alleducationalinstitutions mustgrapple withacademic
fraud. Academic fraud is a threat to the intellectual
integrity on which the advancement of knowledge
depends. Academic fraud can taint the reputation
of BIMS and of its honest scholars and researchers.
It can compromise the position of collaborators,
subordinates, and supervisors. Fraudulent research
can lead other investigators down fruitless paths of
inquiry, at enormous costs to knowledge, morale,
careers, time, and money. Its occurrence places great
strains upon collegial interaction.

The incidence of academic fraud is difficult to measure
and is, one hopes, very small, but there have been a
number of recent notable examples at other prominent
Institution. The aim of this policy is to deter, detect and
prevent Academic fraud at BIMS. One lesson learned
from reported cases at other institutions is that ad hoc
procedures do not allow Institution to respond well to
charges of academic fraud. Specific procedures have
therefore been developed in advance to help reduce
the risks to everyone involved.

In recognition of the importance of the issues, the
Provost will constitute the Committee on Academic
Fraud reporting to the Provost. As one of its initial
tasks, the committee will review procedures now
in place at other Institution to deal with academic
fraud in the medical sciences. The Committee will be
charged with considering and enforcing the standards
and procedures that might be suitable for BIMS as
a whole, including the medical sciences. This Policy
document sets out the major recommendations for
BIMS procedures and the reasons for adopting them.

Defining Academic and Examination Fraud

The first task of this committee is to define academic
fraud. In the abstract the definition seems easy, even
if the identification of fraud in individual cases is not.
The definition of fraud should distinguish between an
honest mistake and deliberate misstatement made
with an intention to deceive others. Academic fraud
involves a deliberate effort to deceive and includes
plagiarism, fabrication of data, misrepresentation of
historical sources, tampering with evidence, selective
suppression of unwanted or unacceptable results, and
theft of ideas.

Some cases of academic fraud are easy to detect and
prove. For example, the discrepancies between the
published work and the records, notes, or data on
which it is said to rest may be so great that intentional
misrepresentation is the only possible inference. In
other cases the inference is more difficult to draw.
Some errors are unavoidable in any research; others

may be the result of negligence, but not fraud. Whether
research techniques were very sloppy or deliberately
misleading sometimes raises difficult issues of fact
and judgment. Making the appropriate judgment
about research techniques requires sophistication
about both the subject matter and the research and
the research methods of the work under review.
Finally, charges of the theft of scholarly ideas are hard
to verify because ideas are often “in the air.” Cases of
simultaneous discovery are common in science.

Examination Fraud means any one or more of the
following that takes place when a Candidate or
Applicant by himself or in cooperation with one or
more other persons: Signs or furnishes any document,
including but not limited to an Application, which
omits any pertinent information or contains a false
or misleading statement; or participates in any false
or misleading statement made in any certificate
accompanying such Application; or is complicit in any
omission of any pertinent information from or untrue
or misleading statement in any such document; or
attempts to obtain or obtains an advantage over
other Applicants or Candidates by making any false
representation regarding himself or any of the other
Applicants or Candidates; or impersonates anybody
else or allows anybody else to impersonate him; or
uses or aids anybody else in using any information
surreptitiously obtained; or uses or aids anybody else
to use any device or document or other memoranda
during any Test, contrary to Examination procedures
established by BIMS.

Nonetheless, the distinction between fraud and
negligence must be observed. The Committee on
Academic Fraud has a limited mission. It is not a
committee for the correction of poor scholarship, as
the merits of scholarly work are best assessed in the
ordinary academic marketplace. Yet once a question of
fraud exists, it must be investigated under established
procedures at BIMS. Should it become clear that fraud
is not involved, then the investigation should cease,
regardless of the degree of carelessness found in the
work under scrutiny.

Institutional Structure:
The Standing Committee:

On the model of the present biomedical procedures,
the Provost recommends that a Standing Committee
on Academic Fraud be formed to oversee and
coordinate the Institution's handling of academic
fraud cases. The Standing Committee should be
composed of six faculty members

appointed by the Provost and drawn from among
different academic disciplines in the Institution. The
central functions of the Standing Committee shall
be (1) to appoint specific panels with subject matter
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expertise to handle charges referred to the Standing
Committee after preliminary investigation within
the departments; (2) then to review the work of the
appointed panel to see that it has followed these
procedures in the individual case and, in evaluating
the evidence, has not made any material errors,
apparent on the fact of the record; (3) where charges
of academic or examination fraud are sustained, to
inform the proper administrative officials within the
Institution so that they can send notice of the fraud
and its extent to appropriate persons outside the
Institution; and (4) whenever necessary because
current or past members of the Institution have been
charged with or found guilty of academic fraud at
other institutions, to appoint a panel to investigate
the extent of fraud and to review its work.

The Provost believes that this structure, while
complex, is necessary. Given the need for special
expertise, no single committee can do the direct
investigating work itself. In addition, the structure
recommended ensures the diffusion of responsibility,
since any purported fraud will be looked into by many
individuals at three different levels of inquiry. The
complex structure, therefore, provides an important
check against sustaining false charges against an
individual member of the Institution, while helping
protect the individuals who serve on the Standing
Committee or its panels from allegations of personal
spite. Any investigation made pursuant to these
procedures only determines whether fraud has been
committed; it has no disciplinary functions, as these
are lodged in the offices of the president and provost
and are governed by separate Institution procedures.

Procedures of the Standing Committee on
Academic Fraud:

Any charge of academic or examination fraud
shall be handled in several stages. First, there shall
be a preliminary examination by the responsible
administrative official, who shall give notice that an
inquiry is taking place to the appropriate dean, or
where that official is the dean, to the provost. Second,
if not terminated at this stage, the case then shall be
referred to the Standing Committee on Academic
Fraud. Third, the Standing Committee shall then refer
the case to a special panel for investigation on the
fact of fraud. Fourth, where fraud is found, then the
Standing Committee shall ordinarily refer the case
to a new panel for an investigation into the extent of
fraud.

The Initial Complaint.

Identifying academic or examination fraud depends
upon the willingness of individual members of the

Institution community to report possible instances
of fraud to persons with administrative responsibility
for academic departments. Charges of academic or
examination fraud will come from a range of sources;
sometimes be made by coworkers of the accused;
they will sometimes come from other colleagues; they
will sometimes be made by investigators and scholars
outside the Institution. Charges of fraud are always an
emotional matter; the procedures must be able to cope
with cases in which coworkers fear retaliation by the
accused or his or her friends and with cases where the
charges are motivated by personal bitterness. Persons
who make credible charges must be protected, while
every effort must be made to discourage frivolous
accusations. The procedures set out are designed to
ensure that an impartial and thorough review of the
charges will be undertaken at a preliminary level, so
that only those charges based on sufficient evidence
to merit a further investigation will be referred to the
Standing Committee. It should be stressed that so
long as there is any reason to believe that academic
fraud has been committed, the matter should be
promptly forwarded to the Standing Committee. To
secure these objectives, the procedures control any
conflict of interest that might arise, for example,
because the party charged and the administrative
official have collaborated on research that is the
subject matter of the charges. The procedures further
provide that the administrative official responsible
for reviewing the case should notify his or her dean
(or where the dean is the responsible administrative
official, the provost) that charges have been brought.
The administrative official shall be free to consult in
confidence with those persons in the Institution who
might be able to provide useful assistance. Where
the administrative official believes that there are no
sufficient reasons to press the case forward, he or she
may dismiss the charges, giving appropriate notice to
the dean or provost, as the case may be, and to the
party making the charges. In cases where the charges
are dismissed, the administrative official may decide
whether or not to notify the party charged of the
charges made. Where the party charged has been
informed of the charges, then he or she should be
notified that they have been dismissed.

Where the preliminary investigation gives the
responsible officer reason to believe that the case
may have to be forwarded to the Standing Committee
on Academic Fraud, then he or she shall notify the
party charged and provide an informal opportunity
for the matter to be discussed before making the final
decision about whether to forward the matter to the
Standing Committee.

Within a reasonable time thereafter the administrative
official shall inform the party charged, the party
making the charges, the appropriate dean, and
the provost as to whether or not the case has been
forwarded to the Standing Committee. The official
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shall forward the case to the Standing Committee
where the charges cannot be dismissed as being
without substantial merit.

Fact of Fraud.

Once the Standing Committee has received the
charges of academic fraud from the appropriate
administrative officer, it must appoint a panel, with at
least three members, to investigate the truth of the
allegations. Typically, the panel will be composed of
members of the Institution who are knowledgeable
about the subject matter of the work suspected of
being fraudulent, but who are not working with the
accused on the same or similar projects.

Normally, members of this panel shall be drawn from
within the Institution, but, when necessary, persons
outside the Institution may be appointed to the
panel. Since the Standing Committee must review
the work of the panel, no member of the Standing
Committee shall serve on the panel. The panel may
inquire of whom it chooses but in any event must give
the accused an opportunity to be heard and to call a
reasonable number of witnesses to be examined in
the course of the proceedings. The panel must also
allow the accused to pose question to witnesses but
may determine in its discretion whether the questions
posed by the accused shall be oral or in writing.

One of the most vexing problems is whether lawyers
should be permitted to be present at the hearings. In
general the it is believed that their presence would
not often be necessary, but it recognized that the
party charged might want the assistance of a lawyer
when a career is at stake. The procedures set out the
basic rules that regulate the role of lawyers before
the panel. The essential rule is that the party charged
has the right to bring a lawyer whenever he or she
has the right to be present. When the party charged
brings a lawyer to panel proceedings, the panel may
request the Institution to supply it with a lawyer for
its assistance. The panel may also determine whether
it wishes to proceed by oral examination or written
exchanges. The panel may meet in executive session at
any time to prepare for the examination of witnesses,
to review the evidence, to prepare its report, and for
whatever other purposes it regards as appropriate.

The procedures also take into account that the panel
may not be able to gain access to relevant evidence
obtained under guarantees of confidentiality unless
the guarantee is waived. The procedures provide,
however, that the party charged shall normally provide
tabular information and summary data used in the
preparation of reports, unless it is shown that this
information involves a breach of some confidentiality
agreement. Where confidential information s
provided for the limited purposes of this investigation,
then all parties involved in the case shall endeavor to

ensure that confidential information is used only for
the purposes for which it has been released.

Upon the conclusion of its investigation, the panel
shall write a report that summarizes the evidence
presented and indicates whether it has been unable
to obtain relevant evidence. Where evidence is
unavailable, the report should indicate whether the
party charged claims that it has been destroyed, and,
if so, whether the panel accepts the claim. Where
the evidence is withheld, the report should indicate
whether the panel believes that the party charged
had good reasons for not presenting the information
requested, i.e., a valid claim of confidentiality.

The report shall indicate whether fraud has been
found, and it shall give the panel's reasons for all
its conclusions. The panel shall forward the report
to the Standing Committee, which shall provide a
copy of the report to the party charged, who has a
right to comment upon it. When both the report and
comments are received, the Standing Committee
shall review the record it receives from the panel.
Where the panel has found the party charged guilty
of academic fraud, then the Standing Committee
can reverse the decision and remand the case to the
panel, or assign it to a new panel only where it thinks
that the panel’s findings are manifestly against the
weight of the evidence or that the panel has applied a
clearly improper standard of fraud.

The Standing Committee itself cannot make a
determination of fraud. Where the panel has found
the party charged innocent of the charges of academic
fraud, then the Standing Committee can remand the
case to the panel or assign it to a new panel only if
it finds by clear and convincing evidence that the
panel’s finding was tainted by the perjury of the party
charged or the improper suppression of evidence not
known to the panel.

Where academic or examination fraud is found, a
second panel will normally be required to examine
its extent. There is a clear need for separate panels.
The finding on the fraud issue should be made as
quickly as possible and should not be deferred until a
detailed examination of much of the scholarly output
of the party charged has been carried out. Where
the volume of work done by the party charged is
substantial, the procedures ordinarily directs that the
investigation be focused on recent work or on work
whose subject matter is closely connected with the
research found fraudulent by the fact of fraud panel.

The Provost recognizes that it is possible to specify
exactly the scope of inquiry for the panel investigating
the extent of fraud, as that may depend in part upon
the nature of the panel’s initial findings. The extent
of fraud panel will operate under basically the
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same rules as the fact of fraud panel, and its work
will also be reviewed by the Standing Committee
after opportunity to comment in writing is provided
the party under investigation. The procedures also
provide that appropriate notice shall be given to
appropriate parties outside the Institution by the
appropriate dean, and the provost shall be notified of
the outcome at each stage of the proceedings.

Coordination of Investigations with Outside
Institutions:

Many researchers work at different institutions at
various stages of their careers. Charges of fraud may
be brought or established against someone who is no
longer at BIMS. Similarly someone now at BIMS might
be the subject of an investigation elsewhere, or might
even be found guilty of academic fraud at another
institution. In such cases, the committee believes that
prompt action may be required at this Institution.
Where investigations are known to be taking place
elsewhere, the Standing Committee should keep
abreast of developments so that it is in a position
to initiate an investigation if and when a finding of
academic fraud is made at another institution. When
a finding of academic fraud is made elsewhere about
a person currently or formerly associatedwith BIMS,
then the Standing Committee should determine
whether an investigation should be undertaken here
and, when necessary, constitute a panel to carry out
that investigation. Any investigation conducted at the
Institution should be coordinated with ongoing and
completed investigations elsewhere.

Additional Rules:

In order to ensure that there will be no gaps in the
rules, the Standing Committee is given the power to
supplement and clarify the rules contained in these
procedures in a manner that is consistent with the
basic structure of the overall system of review.

The Fraud Management Policy requires the following:
A process to screen prospective employees.

Exposure of staff to Fraud Management Training at an
agreed interval.

Duties of individuals are segregated to avoid
overlapping as well as to give different levels of access
to different individuals.

Regular auditing is done both internally as well as
externally.

Concluding Observations:
No set of procedures will be able to respond to all

questions that might arise in responding to a single
charge of academic fraud. The BIMS through its

standing Committee will endeavor to anticipate
the many problems that might arise in any case of
academic fraud and believes that the procedures it
recommends should prove serviceable in the event
that allegations of fraud arise in the Institution.

Health Policy
Objectives:
The objective of School Health Policy is:

To contribute to the promotion of education quality by
instructing the students to exercise the habits of neat
and tidy living, help to keep their school environment
clean and safe with hygiene and sanitation and
provide equal rights of access to health care services
to all students and staff based on a practical plan for
health potentiality check.

To improve the capacity and necessary skills of
students and the staff in regard of the prevention of
diseases and incidental dangers in everyday life.

To encourage and provide opportunities to all
relevant stakeholders from the Students, Staff and
the Management, to get involved stronger in school
health promotion;

To enhance focus on the equitable access of all
concerned stakeholders to health education services.

PROACTIVE STEPS BY BIMS (SOM-HP) TOWARDS
GOOD HEALTH:

For the sake of prosperity, every nation in the world
needs to guarantee the fullness of health and well-
beings of every citizen and BIMS (SOM-HP) is
committed to implementing the same religiously.

School Health Promotion is one of the inevitable
attributes for the development of quality human
resources to meet the growth of the economics and
social affairs in which the world is moving rapidly
through the pace of globalization and regionalization.

The immensity of this policy provides the
strategies, approaches, project plans and guiding
recommendations for the practical implementation
on the dissemination of prevention measures of
communicable diseases based on learner-centered
approach.

BIMS (SOM-HP) has integrated in its master plan an
onsite ambulatory clinic with a fullfledged Doctor
and Nurse Station along with separate observation
rooms for male and female students for treatment
and recovery.

BIMS (SOM-HP) — School Health Policy is an important
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contribution to improving the quality of education
and reducing the transmission rate of various
diseases, including COVID, HIV and AIDS in response
to the National Plan on Education for All through the
assurance of justice and social equity.

School Health Policy will be promulgated through
the very active involvement and participation from
all relevant stakeholders of the institution, from the
Students to the staff and the management.

BIMS (SOM-HP) strongly anticipates that School
Health Policy will receive favorable support and active
participation from the stake holders in accepting the
advice and implementing, monitoring and evaluating
activities undertaken by the institution.

School Health Policy

School Health Policy, focuses on three principal policy
components:

To provide basic healthcare services to students and
staffin all public and private educational institutions to
ensure equitable access to physical, mental, spiritual
and social development.

To provide health education and focus emphasis on
the communication which brings out the behavior
change; and this is the most important attribute to
provide information, knowledge, skills and the change
in attitude of accountability to attain well-being and
health safety.

To improve the learning environment and physical
health facilities commensurate with the practical
situations, circumstances, geographical location and
demography to ensure the effectiveness and quality
of education.

Policy 1:

To provide basic healthcare services to students and
staff in all public and private educational institutions to
ensure equitable access to physical, mental, spiritual
and social development.

Strategies and Approaches :

Develop a school health regulation on this School
Health Policy for the suitable implementation in
response to actual situations.

To provide healthcare services focusing mainly on
health check, vaccination and basic first-aid principles
and health monitoramong students and staff following
practical medical guidelines and through cooperation
with public health services and the respective relevant
and applicable agencies at all levels.

To enhance timely interventions in regard to
communicable disease control and emergency
help for students and staff in such cases as food
poisoning, cholera, bird flu, severe acute respiratory
syndrome (SARS), endangered disease outbreak and
environmental pollution in order to mitigate serious
health threats which may occur in the institution.

To encourage the establishment of health clubs in the
institution to provide health checks and healthcare,
especially first aid to students and staff in order to
enhance timely intervention.

To enhance control of psychological pressure
and provide counseling services to students with
psychological crises from examination stress, violent
physical abuse, drug substance and alcohol abuse,
domestic problems and HIV & AIDS issues in order for
the student and staff to be able to cope with tension
and anxiety encountered in their lives inside and
outside the institution in private life.

To improve the provision of healthy food nutrition
to students and staff through school cafeteria by
encouraging students and staff to make safe and
healthy food choices.

To improve and expand the oral health program
among the students and staff.
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Policy 2:

To provide health education and focus emphasis on
the communication which brings out the behavior
change; this is the most important attribute to provide
information, knowledge, skills and the change in
attitude of accountability to attain well-being and
health safety.

Strategies and Approaches :

To emphasize on health education topics being
flexible with local structure, geography, demography
and culture, especially integrating health messages
on hygiene and sanitation, sexual and reproductive
health, prevention of accidents (traffic rules) and
various diseases, particularly HIV & AIDS prevention.

To promote the dissemination of awareness on sexual
health, reproductive health, hygiene and sanitation,
prevention of accidents and various diseases by using
information billboards, poster display, distribution of
leaflets, additional learning materials, study games
and newsletters into the various programs such as
physical education, Institutional Social media platform
through broadcasting, virtual / physical meetings and
training workshops.

To improve and expand knowledge and human
resources on school health issues at all levels of
position to ensure the effectiveness and quality of
medical techniques, management, monitoring and
evaluation.

To give priority, in health education work, to
prevention of communicable diseases which often
affect the communities according to the geographical
location and demography.

To promote the rights of students and staff and
encourage them to hold on to safe attitudes through
the opportunities to know themselves, to have
self-control and to help their friends through “Peer
Education Program”, especially the prohibition of
discrimination of all sorts and against people living
with HIV & AIDS and people who are affected by AIDS.

To monitor and evaluate the quality and effectiveness
of health education through the focus mainly on
behavioral changes and to ensure the reduction of
various diseases and accidents.

To enhance control against the abuse of tobacco
products, illegal drugs and alcoholic substances in
both public and private circumstances.

Policy 3:

To improve the learning environment and physical
health facilities commensurate with the practical
situations, circumstances, geographical location and
demography to ensure the effectiveness and quality
of education.

Strategies and Approaches :

To improve the learning environment by following
the proper pedagogical standards, equipped with
ergonomic school furniture and responding to the
special needs of the disabled students and staff.

To provide opportunity for physical exercise and sports,
gardening; to have trees providing shade, clean water
source, hand-washing facilities, washrooms, cafeteria
and dormitory to create a favorable atmosphere, with
sufficient sunlight and safety.

To organize order in the institution through provision
of such physical hygiene and sanitation facilities as
rubbish bins, brooms, water sources, soaps, sanitizers,
hand towels and other physical facilities in the
classroom for regular hygiene and sanitation practice
by students.

To set up washrooms separately suitable for male,
female and the disabled and to ensure the proper
use and sufficient supplies of water for hygiene and
sanitation care.

To ensure that adequate maintenance staff is in place
to clear and clean the inside and outside areas of their
institution.

To promote hygiene and sanitation care in all aspects
such as physical body hygiene, and control hygiene
of food sold at the institution in order to effectively
mitigate the poisonous chemical substances in food
which affect health and prevent foodborne infectious
diseases.

To arrange favorable dumping sites for waste and
garbage disposal to avoid any disturbance to the
learning, and to strictly prohibit the burning and
compiling of garbage waste near the School.

To promote the celebration of Hygiene and
Sanitation Day or Competition Event for Neat and
Tidy departments, especially the display of health
messages depicting learning environment.

To strengthen the capacity of officers in charge of
school health at all position levels in monitoring
hygiene and sanitation measures and to improve the
learning environment at the institution.
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Safety And Security Policy
CAMPUS SAFETY, EMERGENCIES AND SECURITY
STUDENT AND STAFF SAFETY AND SECURITY
CAMPUS SAFETY, EMERGENCIES AND SECURITY

Students and Staff safety and security is of paramount
importance to the Student and their families,
institution’s image and the Nation.

The institution and the student living will be fully
monitored by the reputable security agencies with
24hr onsite manned security in addition to the closed-
circuit security cameras and panic button system.

Emergency Response teams are in place, reputable
security companies are in the same block.

Fire Departmentis in the same environs of the campus.
Medical Assistance is in the same environs.

If needed, Emergency airlifts can be provided (at an
additional cost to the beneficiary or his /her family)
since the campus is in the International Airport zone.

Students and Staff are advised to be cautious of
travelling alone with unknown persons and vehicles.

Students and Staff are recommended to have their
GPS location shared with their families, close friends
or security personnel in case of such inevitable
scenarios.

Students and Staff with their own vehicles must have
GPS monitoring device installed for tracking and
security reasons.

All students and staff are advised to use cabs or rented
vehicles certified or enrolled with the Institution as
the prescribed travel companies.

SAFETY & SECURITY

The safety and security of students and staffs are
of paramount importance to the Student and their
families, institution’s image and the Nation.

The institution and the students’ living quarter will be
fully monitored by the reputable security agencies
with 24hr onsite manned security in addition to
closed-circuit security cameras and panic button
system.

Emergency Response teams are in place, reputable
security companies are in the same block.

There is a Fire station in the environs of the campus.

Medical Assistance is in the same environs.

If needed, Emergency airlifts can be provided (at an
additional cost to the beneficiary or his /her family)
since the campus is in the International Airport zone.

Students and Staff are advised to be cautious of
travelling alone with unknown persons and vehicles.

Students and Staff are recommended to have their
GPS location shared with their families, close friends
or security personnel in case of untoward scenarios.

Students and Staff with their own vehicles must have
GPS monitoring device installed for tracking and
security reasons.

All students and staff are advised to use cabs or rented
vehicles certified or enrolled with the Institution.
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Natural Disasters Preparedness

Geographically, Jamaica is hurricanes, earthquakes
and flooding prone to natural disasters.

The institution has most of the areas covered to its
best possible levels to mitigate natural disasters
in compliance with the regulations stipulated by
the Office of Disaster Preparedness and Emergency
Management (ODPEM), an agency of the Ministry of
Local Government and Rural Development, contact
details for the ODPEM are:

ODPEM

2-4 Haining Road

Kingston 5, Jamaica

Email: odpem@cwjamaica.com

Tel: 1 (876) 906-9674 / Toll free: 888-225-5637

By the Jamaican Law, all facilities are required to
develop emergency response plans to be reviewed
by the ODPEM. The DRM Act 2015 Section 5 (2) (c)
(ii) states, " initiate, coordinate, inspect, evaluate and
support — the development and testing of emergency
response plans by appropriate agencies including the
emergency services, the security forces, the private
sector, non-governmental and voluntary agencies”.

Excerpts from ODPEM

SAFETY TIPS -- Readiness for hazards and emergency
situations:

Ensure that your household is aware of your family
emergency plan.

Ensure that you have an Emergency/Disaster Kit
packed and ready to be utilized.

Know your Parish Disaster Coordinator
Know your community evacuation routes.

Know the closest shelter to you.

Know your emergency numbers.
OTHER SAFETY TIPS

Ensure that you back up your contact numbers. Print
a copy if possible.

Ensure that you back up other important information.
Note and print important contacts - family,
neighbours, friends as well as those for emergency
support — your doctor, ODPEM, the Fire Brigade etc.

Secure a prepaid “Top Up’ card (for prepaid service).

Get a car charger. Test it to ensure that it is working
properly.

Secure an alternative (non-cordless) home phone.

Ensure that you charge your devices once a Hurricane
Warning is issued.

Keep your phones dry by placing them in a plastic /zip
lock bag. Also try to keep your other devices dry by
storing them in plastic bags or containers.

What'’s in your Survival/Emergency Kit?

The following are essential items you will need to
better prepare for the hurricane season

Survival Kit 1: Water

Store water in plastic containers. Avoid using
containers that will decompose or break, such as glass
bottles.

Store one gallon of water per person per day.

Keep at least a seven-day supply of water for each
person in your household. Do not forget water for
your pets. They are also members of your family, if
you have any.

Survival Kit 2: Food

Store at least a seven-day supply of non-perishable
food. Select foods that require no refrigeration,
preparation of cooking and little or no water. These
types of foods include:

Ready-to-eat canned meats, fruits and vegetables
Canned juices

Crackers

Jams

Survival Kit 3: First-Aid Kit

A first-aid kit should include:

Adhesive bandages in all sizes

Sterile gauze pads

A small pair of scissors

Needle and thread

Assorted safety pins

A supply of prescription medication, if you are taking
any

A supply of non-prescription medications such as
over-the-counter painkillers

Alcohol

Cotton

Survival Kit 4: Tools & Supplies
Battery-operated radio and extra batteries
Candles

Lanterns (Home Sweet Home lamps)

Flashlights, one per person, with extra batteries for
each

Cash

Can opener

Utility knife

Plastic sheeting to protect valuable documents, etc.
Survival Kit 5: Sanitation

Toilet paper

Soap

Feminine supplies

Personal hygiene products

Plastic garbage bags

Plastic bucket with a tight lid
Disinfectant

Household bleach

Survival Kit 6: Clothing & Bedding

Include at least three complete change of clothing
and footwear per person.

Sturdy shoes or work boots.
Rain gear

Blankets or sleeping bags
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Budgetary Process

Faculty are expected to participate in the Institute’s
annual budgetary process. This process requires each
full-time faculty member to provide to the provost a
budget sheet outlining course needs.

The provost, in return, is required to review each
faculty member's budget request and then submit
to the board a departmental budget request. The
board shall then review and recommend to the
BIMS president a medical school budget, which the
president shall review and then submit to the School'’s
Board of Trustees for approval.

Sabbatical Leave

Each full-time faculty member who has completed
a minimum of four years of service as a full-time
faculty member is eligible to apply for a one semester
sabbatical leave at one-half pay. Each full-time faculty
members who has completed a minimum of six years
of service as a full-time faculty member is eligible to
apply for a one semester sabbatical leave at full pay.

Sabbatical leaves must be recommended by the
appropriate provost, and then approved by BIMS's
president. An application for sabbatical leave
should include a statement of a wellconsidered plan
for spending the leave in a manner calculated to
contribute to the professional effectiveness of the
applicant and the best interest of the School. The
right to apply for a sabbatical leave is separate and
apart from leaves for scholarly activity.

General Policies And Procedures

Fora comprehensive understanding of the Institution’s
all other policies and procedures, please refer to the
other manuals - Employee handbook, Occupational
Safety and Health Manual, Academic Program Policy,
Student Handbook of BIMS (SOM-HP).
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Attachment A

Student Academic Advisory
Policy And Procedure

ACADEMIC ADVISORY SYSTEM (AAS)
Academic Advisement — Basic Science Segment

The Academic Advisory System (AAS) at The Bioprist
Institute of Medical Sciences — School of Medicine and
Health Professions (BIMS SM-HP) seeks to support
the general student body in student related issues
and provide advice and recommendations to each
student.

The overall aim is to streamline individual interactions
within each advisory group so that ultimately the
general student populace and BIMS (SOM-HP) as
an educational institution can develop in a holistic
manner. The AAS member list includes a current
contact representative from each discipline. These
representatives serve as efficient conduits particularly
where institutional decisions regarding academic /
social participation are required.

Reviews have shown that faculty advisory initiatives
have proved to be valuable appendages to the
pedagogic structure. Benefits to be derived from
this support initiative range from study guidance
strategies, increased selfesteem, improved awareness
of both internal and external sources of motivation,
alternative mode of communication between
individual students and specific faculty just to name
a few. In order to achieve our program objectives,
a structured format has to be implemented so
that neither the faculty or student population feel
pressured in the process. Ad hoc methods will not
guarantee a very successful outcome.

Procedures:

Students (advisees) will be randomly selected and
assigned to faculty (advisors) as arranged by the Dean
of Students and which will be maintained generally
for the entire basic science period.

*** Please note that advisees / advisors can refuse

assignment to a specific advisor/advisee where
professional/personal conflicts may occur. Newly
appointed faculty may not be assigned advisees
during their first semester of employment.

Each Advisor will meet with his/her entire assigned
group of advisees at the commencement of the
semester in order to outline the basis of the advisory
program and have the opportunity to introduce
themselves as the assigned advisor.

Department Chairs will provide the office of the
Assistant Dean of Students with the names of students
receiving failing grades after each examination. Within
48 hours of receiving that information, the Assistant
Dean of Students will notify the relevant advisor of the
advisees’ status in order for the advisor to facilitate a
one on one session.

In cases where advisees display aberrant behavior
or psychological problems, Department Chairs are
expected to provide the names of those students to
the Assistant Dean of Students so that counseling
staff can meet with those students.

The agenda for (advisor-advisee) meetings / sessions
will be arranged by advisors (through their secretarial
staff; making contacts via email or by telephone) to
meet with advisees to discuss possible reasons for
the performance difficulty. If after the session, the
advisor feels that the advisee requires counseling,
the advisees' case will be forward to the Assistant
Dean of Students. Otherwise the main goal of the
advisor/advisee session is to identify and address the
cause(s) of the students’ inability with their respective
course of study. Once the cause of the problem is
identified, the advisor will make — within limits —
recommendations to the advisee regarding study
habits and performance improvement techniques.
Experiences indicate that the mere acknowledgement
of support from an advisor may enhance academic
performance. In more complex circumstances, where
a student may experience test anxiety challenges, lack
study skills, etc. the advisor shouldrefer the particular
case to the Assistant Dean of Students.

Advisors are required to keep confidentially, brief
notes of their meetings with each advisee, including
notation on student attendance or lack thereof at
these meetings. A worksheet will be provided for this
purpose.

*** As the Academic Advisory System matures,
additional  developmental strategies may be
implemented in an effort to facilitate optimizing the
performance of ALL BIMS Students.

Academic Advisement - Clinical Sciences Segment:

Throughout the clinical program attendance
monitoring, weekly quizzes, and daily observation of
students is carried out. Any deviation from a normal
pattern is immediately addressed by the clerkship
director and communicated to the Clinical Chairs
and the Clinical Dean. Grave violations of conduct
are addressed by the Grievance and Disciplinary
Committee.
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Attachment B:

Faculty and Course Evaluation

Bioprist Institute of Medical Sciences — School of
Medicine and Health Professions

Course And Faculty Evaluation
CONFIDENTIAL

Course Evaluation Survey Questions

COURSE: SEMESTER:
Likert Scale:
Strongly Agree Agree No Opinion Disagree Strongly Disagree

1. The overall organization of the course was well thought out.

2. The pace of the course was appropriate for my learning.

3. The course content was consistent with objectives.

4. The course was intellectually challenging and encouraged independent thinking.

5. The continuity from one class meeting to the next was effective for keeping track of the connections in
course material.

6. The contribution of examination reviews to my understanding of course content was very helpful.
7. The relationship of examinations to material emphasized in the course was clear.
8. The course materials, textbooks, learning resources and lecture content contributed to my learning.

9. The course has given me insight into the kinds of clinical problems | might encounter in my future practice
as a medical professional.

10. The quality of the facilities used in my course was appropriate for learning.

11. The overall effectiveness of this course to my learning the course material was excellent.
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Instructor Feedback Survey
FACULTY NAME:

1. Instructor Feedback -

Strongly
Agree

Agree

I don’t
know

Disagree

Strongly
Disagree

The instructor was prepared for class.

The instructor presented the

material in an organized manner.

The instructor was available to

assist students in or outside of class.

The instructor treated students fairly

and professionally.

The instructor provided thorough

explanations that | found helpful.

| felt that the examples and
illustrations used by the instructor
helped me to understand the

material.

The instructor challenged me to think
critically, in ways beyond simple

facts.

The relationship between lectures

and assigned readings was clear.

The instructor communicated in a
way that | could clearly understand

what he/she was saying.

The instructor effectively used

instructional technology.

The instructor encouraged
participation in class discussions and

activities.

| felt actively engaged with the

presentation of the materials.

Additional Feedback - Please comment on the instructor’s strengths and submit constructive feedback regarding

your ideas for course improvement.

BIMS
FACULTY HANDBOOK
2024-2025

85



Attachment C:

Corporate Travel, Entertainment
& Expense Policy

Effective date:

Article 1. Introduction

Purpose of Policy

Effective control of expenses is a vital part of our
business and the responsibility of each employee.

This statement of policy on travel, entertainment and
related business expenses is intended to establish
equitable standards and to achieve consistent and fair
treatment of all employees who incur such expenses.

It is expected that each employee will exercise prudent
personal, as well as business, judgment in incurring
these expenses.

This policy has the following purposes:

To furnish guidelines to assist in fulfilling the
requirements of the organization regarding legitimate
and necessary business expenses.

To provide instruction and secure uniformity in the
reporting and substantiation of expenses incurred in
order to aid and protect employees from the improper
use of BIMS (SOM-HP) funds and in order to permit
the BIMS (SOM-HP) to track its profits and losses.

THESE POLICIES SHALL APPLY TO ALL EMPLOYEES,
FACULTY, STAFF, ADMINISTRATORS AND
EXTERNAL CONSULTANTS.

FAILURE TO ADHERE TO THESE POLICIES
WILL RESULT IN A CHARGE BACK, DENIAL OF
REIMBURSEMENT OR OTHER APPROPRIATE
SANCTION.

Article 2. Travel Policy

TRAVEL AUTHORIZATION

Prior to travel, each employee and/or external
consultant (hereafter “Traveler”) must complete a
“Travel Request Form.”

This form must be approved in advance by the
manager of the department being charged.

This form must be sent to the BIMS (SOM-HP) Office

for final approval by the President or CFO or by a
Senior Vice President and for processing by the
Finance Department and/or the Institution’s Travel
Coordinator.

The BIMS (SOM-HP) Office will act as intermediary
between the Traveler and the Institution’s designated
travel agencies.

BOOKING OR CHANGING TRAVEL ARRANGEMENTS,
INCLUDING, BUT NOT LIMITED TO, TRANSPORTATION
AND LODGING ARRANGEMENTS, BY ANYONE
OTHER THAN THE TRAVEL COORDINATOR (WITH
THE CONSENT OF A SENIOR VICE PRESIDENT, THE
PRESIDENT OR THE CFO) IS FORBIDDEN EXCEPT IN
AN EMERGENCY.

In order to achieve the best price on travel, all Travel
Request Forms should be completed no later than 30
days in advance of traveling. Any exceptions to this
shall be left to the principals of the institution.

If the Traveler wishes an advance against his/her per
diem expenses as hereinafter more fully discussed,
he/she must note so in the comments section of the
Travel Request Form (this request must be received by
the BIMS (SOM-HP) Office, 14 days prior to traveling).

TRAVEL ADVANCES

If travel advance is needed, an advance up to US$150
per day (per diem and lodging) for each day of travel
may be requested by an employee traveling on
business.

Advance requests should be submitted to accounting
for processing no later than 230 days prior to the
scheduled business trip.

All advances must be accounted for within 2 weeks of
the last day of travel.

Future advances will not be awarded until a satisfactory
accounting has been received by the accounting
department.

Any other requirements over US$200 must have prior
authorization.

Electronic equipment such as power bank and personal
phones or any other items purchased without prior
authorization are not reimbursable expenses at this
moment as they were not part of the agreement.

AIR TRAVEL

BIMS (SOM-HP) will take the lead to book the tickets
for the travelers 30 days ahead of the travel.
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Any exceptions to this condition is solely left to the
discretion of BIMS (SOM-HP).

Except as the company may be contractually bound
otherwise or one of the company's president, CFO
or senior vice presidents shall approve, all air travels
will be booked in coach. International air travel must
also be by coach. Business class is permitted only in
certain exceptional scenarios and as a case-by-case
basis and, shall be decided by the financial health of
the institution and the principals.

Airline upgrade certificates are not reimbursable and
are the property of the company. Any such certificates
must be turned in to the Travel Coordinator at the
traveler’s earliest reasonable opportunity.

Travelers are allowed to accumulate frequent flyer
bonus program benefits for their personal use in
recognition of the personal time encroachments and
hardships business travel requires. In no case should
the organization incur incremental cost to enable a
traveler to earn frequent flyer mileage.

All airline expenses will be charged to the corporate
Business Travel Account (BTA).

The organization will only pay for point-to-point
airfares. Any additional legs added for personal
reasons are the responsibility of the traveler.

If the traveler wishes to book their tickets, BIMS
(SOM-HP) are strongly encouraged to use a discount
website to book airfare for BIMS (SOM-HP) business,
such as www.KAYAK.com, www.PricelLine.com, or
www.Expedia.com or Travelocity.com, among others.
In so doing, travel costs can be kept to a minimum,
but travelers retain any reward miles that may apply.

Round-trip travel shall be booked on one airline
whenever possible (the same airline going and
returning).

If the ticket exceeds $550, traveler must have
written approval from the Executive Director or the
management prior to booking the flight, or the flight
may not be reimbursed.

Discounted non-refundable and non-transferrable
coach class tickets for scheduled meetings shall be
purchased at least 30 days prior to travel, as this shall
generally yield the lowest fare available.

Tickets shall be purchased online whenever possible
to reduce expense.

Baggage allowance:

BIMS (SOM-HP) shall reimburse for the additional fees
charged by the airlines for checked bags up to a one
bag maximum.

Overweight baggage fees shall not be reimbursed.
Flight changes

Shall be reimbursed up to $150 per round trip, with
advance written approval from the CFO or Executive
Director.

Use of a private airplane strictly shall not be
reimbursable.

Upgrades, Early Boarding, and Extra Miles:

Upgrade, early boarding, and extra mile purchases
are not reimbursable, including upgrades to Economy
Plus.

E-tickets vs. paper tickets:

Do not request paper tickets when making travel
arrangements. The airlines have created interlining
agreements (to facilitate flight changes that occur
because of aircraft delays or weather problems) that
have diminished the usefulness of paper tickets.

In addition to the $50 fee for issuing paper tickets,
there is also a charge to send the ticket via FedEX or
other couriers. If a ticket is lost, there is an additional
fee to replace it.

Hotel/lodging:

Lodging accommodations shall be made at mid-price
hotels, such as Starwood, Hilton, Marriott, or Hyatt
properties. BIMS (SOM-HP) shall reimburse lodging
expenses up to $250 per day including all taxes.

However in certain exceptional cases or destinations a
further allowance will be considered on a case by case
basis and it needs prior approvals.

Meals:

BIMS (SOM-HP) shall reimburse individuals for meals
in conjunction with official BIMS (SOMHP) business at
a rate of $50 per day, excluding those meals provided
by BIMS (SOM-HP).

BIMS (SOM-HP) shall not reimburse for meals taken in
lieu of BIMS (SOM-HP)-provided or sponsored meals,
or for meals after travel has concluded (i.e., after
return flight).

Please refer to the PER DIEM policy in the following
pages.

Other travel expenses: BIMS (SOM-HP) shall
reimburse individuals for usual and customary
miscellaneous expenses related to travel in conjunction
with BIMS (SOM-HP) business. Allowable expenses in
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this category include:

Internet usage based on hotel's access charge and
reasonable cost.

Customary gratuities for baggage handling, etc.
Ground transportation to and from airports at actuals.

Valet laundry service up to $50 when BIMS (SOM-HP)
approved travel covers seven consecutive days.

Master accounts at hotels shall only cover the room
and tax.

Any other incidental expenses shall be paid by the
traveler and claimed on the expense voucher, if
appropriate only.

Personal expenses are not reimbursable.

Examples of personal expenses include, but are
not limited to, child care, pet care, entertainment,
powerbanks, telephone devices, gaming devices and
toiletry purchases.

SPECIAL RULES REGARDING TRAVEL
Add-on personal travel:

Add-on or personal travel is defined as travel either
before or after BIMS (SOM-HP) meetings that is
scheduled at the sole discretion of the traveler.

All expenses incurred with add-on travel are the
responsibility of the traveler.

This includes airfare for stop-overs and others not
mentioned here.

Expense reporting/receipts:

Requests for reimbursement must be submitted on
an BIMS (SOM-HP) Expense Voucher Form.

All charges except tips and tolls require a receipt
supporting the expense.

Any amounts greater than $25 without proof of
purchase shall be reimbursed at the $25 maximum,
per BIMS (SOM-HP) policy.

As required under IRS & TAJ (Tax Administration of
Jamaica) guidelines receipts for meals shall be detailed
showing individual food or beverage items.

Hotel receipts shall include detailed room folios.
Expense reports (with attached receipts documenting
all costs) are due to the BIMS (SOM-HP) office within
30 days of the completed travel. This ensures timely
reimbursement and accurate record keeping.

Reimbursement checks are typically issued within 10
business days of BIMS (SOM-HP) management receipt
of vouchers.

Exceptions:

Exceptions to any travel reimbursement policy
must be requested and approved in advance by the
President, CFO, or Executive Director, unless such
reimbursement pertains to the President, in which
case the request must be approved by the CFO.

All exceptions are to be brought before the Executive
Director or Board of Trustees for ratification.

Internet access:

Internet use will be reimbursed for BIMS (SOM-HP)
business or BIMS (SOM-HP)-related research. Some
computer systems do not support all methods of
Internet connection. In order to be reimbursed for
Internet connectivity, the traveler must utilize one of
the following:

The hotel’s local Internet service provider to access
the Internet at the hotel's stated per diem rate. It is
the responsibility of the hotel guest to obtain this
information and specifics regarding log-on and/or
passwords upon check-in, or

His/her own Internet service provider if that provider
has a local access number or toll-free access for
the area where the employee, member or faculty is
traveling.

It is the responsibility of the employee, member
or faculty to ensure that this option is a viable
alternative prior to traveling.

Most national Internet Service Providers (ISPs) have
areas on their websites where local access or toll-free
access numbers can be found. Please note that when
using the service provider's toll-free access number in
lieu of alocal access number, a surcharge or per minute
charge is typically added to the subscriber’s monthly
bill. This shall be the subscriber’s responsibility to
pay and is not reimbursable.

Many national ISPs also have a customer service
number to call for the local access number for a given
travel destination. Small providers may not have a
national access network. The traveler shall contact
his/her individual service provider for more details.

NOTE: Expenses not properly documented shall not
be reimbursed

AUTOMOBILE TRAVEL:

BIMS (SOM-HP) shall reimburse individuals traveling
in conjunction with BIMS (SOM-HP) business via
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personal automobile at the published Jamaican or US
Government Internal Revenue Service rate per mile.

If a personal vehicle is used in lieu of airline travel,
mileage reimbursement may not exceed the cost of
the commercial 30-day advance coach airfare.

Automobile rental for travel in conjunction with BIMS
(SOM-HP) business will not be reimbursed unless the
cost, plus automobile rental is less than the cost of a
direct flight, and without prior written approval from
the Executive Director. Hotel shuttle vans and taxis are
the preferred mode of ground travel.

CAR RENTAL

Rental cars are generally the most expensive mode
of local transportation and should be requested and
used only when other suitable and less expensive
means are not practical or available.

We do not recommend renting cars in Jamaica. Please
note that an Jamaican driver’s license is required for
one to drive on the roads in that Country.

The penalty for driving without a Jamaica license is
impoundmant of the vehicle, imprisonment, a fine or
all of the above.

As is the case with all travel, all car rental reservations
must be approved in advance in accordance with
Article 2 hereafter and must booked through the
BIMS (SOM-HP) office Travel Coordinator utilizing its
preferred, vendors.

The Institution reserves the right to perform driving
record checks on all Travelers who seek to rent or
drive an automobile on Institution’s business and/or
for which the travelers will be required to pay.

When renting cars, Travelers should refuel the car
prior to returning it to the car rental vendor. Car rental
costs can be substantially reduced when the traveler
refuels the rental car prior to returning it.

Fines and penalties imposed for the violation of traffic
or parking laws are to be paid by the Traveler and are
not reimbursable.

Collision Damage Waiver — Always purchase the
additional insurance.

Taxis & Other Local Transportation

The cost of taxis while on authorized and approved on
Institution’s business to and from places of business,
hotels, airports or railroad stations is reimbursable.
Receipts are required for all transportation expenses.

No Limousines shall be hired.

Taxis or other transportation expenses between the

Traveler's home and the Traveler’'s office are usually
considered normal commuting expenses and are not
reimbursable.

Personal Vehicles

Personal cars used for business travel will be
reimbursed at the currently approved mileage
allowance.

Accurate mileage must be recorded using the
odometer readings, and the appropriate boxes
delineating mileage must be completed on the
business and travel expense report.

A MapQuest detail of the trip (attached to the
Expense Report) is required in support of the mileage
claim. Toll and parking expenses will be separately
reimbursed when the proper receipts are attached to
the Expense Report.

Lodging

Hotel and other lodging shall be arranged and
booked by and through the Institution’s (SOM-HP)'s
Travel Coordinator.

Travelers are reimbursed for reasonable lodging costs,
which are typically single-room accommodations.

The Traveler shall be charged back the cost to the
Institution’s (SOM-HP) of aBIMS (SOMHP) travel
expense arising out of a missed flight or travel
arrangement for which the Institution’s (SOM-HP) is
not reimbursed. It is the Traveler's responsibility to
notify either the BIMS (SOM-HP) office or the hotel
of a cancellation in order to avoid “no show"” charges.
A record should be made of the cancellation number
and name of the person accepting the cancellation.

Article 3. Expense Policy
Expense Reporting

It is the responsibility of all travelers to submit to
the Manager of the Department of Finance "Expense
Forms” with proper account coding, supporting
documentation and explanations within ten days
after the conclusion of the traveler's travel for the
institution (SOM-HP).

BIMS will reimburse properly authorized travel
and entertainment expenses that are ordinary and
necessary parts of doing business in accordance with
the following:

PER DIEM:

This travel policy allows for a “per diem” or prepaid
daily advance (i.e. cash advance) for travelers traveling
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on the Institution’s (SOM-HP)'s business at the rate of
$50.00 US for each overnight travel day.

On a non-overnight traveling day (or on the first
or last day of an overnight trip), per diem will be
prorated based upon the portion of the usual work
day that the traveler was traveling on Institution’s
(SOM-HP) business (for example, a traveler who
arrives home before dinnertime will not be entitled
to be reimbursed or to an advance for dinner on that
day. The per diem would thus be $25.

A traveler who begins travel after the lunch hour will
be reimbursed or receive an advance for dinner only
for that day). This "per diem” or advance is given to
fund meals incurred when traveling on the Institution’s
(SOM-HP)'s business. Meal expenses in excess of the
overall per diem or advance will be the responsibility
of the individual traveler and will either be charged
back or not reimbursed as the case may be.

If a traveler wishes to request an advance against his/
her travel on Institution’'s (SOM-HP) business, he/she
must note so in the comments section of the “Travel
Request Form.” This request must be received by
the BIMS (SOM-HP) office no later than 14 days
prior to travel. If the traveler's travel is amended or
cancelled, the appropriate adjustment with regard to
the daily advance must also be reconciled through the
"Expense Form.”

Expenses for which no request for reimbursement
oraccounting hasbeensubmitted notwithstanding
the passage of more than three months from
the conclusion of the traveler’s itinerary on
approved BIMS (SOM-HP) business will be subject
to chargeback or to a denial of reimbursement
except under rare and exceptional circumstances.

Meals expenses: the daily per diem rate is $50 US for
each full travel day (i.e. $50 * 4 overnight travel days
= $200). This per diem allowance is meant to cover
all meals incurred while on travel. As a result, meal
expenses in excess of the overall allowance will be the
responsibility of the individual traveler. If a traveler has
a business meal expense in conduct of BIMS business,
or if a business meal is organized and paid for by a
senior BIMS person, the travelers portion of that meal
must be deducted from the per diem allowance ($25
dinner, $15 lunch, $10 breakfast).

Article 4. Entertainment Policy

General Purpose

Entertainment expenses not covered under the
prepaid advance or per diem allowance must be
directly related to the conduct of business and
approved in accordance with the procedure for travel

set forth in Article 2 hereof.

In general, you will be reimbursed for the reasonable
cost of duly authorized meals and entertainment if the
primary purpose of the event is to conduct business.

Business meals must be charged to the traveler’s
corporate or personal credit card and expensed by the
highest-ranking University traveler having the meal.

To obtain reimbursement for a business meal, it
must be listed on the traveler's expense report and
accompanied by the original receipt, regardless of
amount.

The receipt, should indicate the restaurant’s/vendor’s
name, date and bill amount and must be submitted
with the expense report. Tear tabs are not acceptable
documentation and will not be reimbursed.

You must also identify the names and business
relationship of the parties being entertained along
with the business purpose.

Individuals who have received a prepaid daily advance
must provide a reconciliation through an "Expense
Form” within seven calendar days after the reportable
expenses are incurred.

Article 5. Other Reimbursable
Expenses

Conventions, Seminars and Training Courses

The cost of conventions and seminars, and the
associated travel expenses, is reimbursable when
attendance is approved in accordance with Article 2
hereof.

Trade & Professional Associations

Dues for trade associations and professional
associations will be reimbursed if approved in
accordance with the procedure for travel set forth
in Article 2 hereof and membership in such groups
has a distinct benefit to the organization. See your
individual employment agreement.

Article 6. Non-Reimbursable

Expenses

The following items are considered to be of a personal
nature and are therefore not reimbursable:

Personal car maintenance
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Purchase or rental of formal wear
Personal clothing, accessories or equipment
Barber, manicurist, shoeshine, masseur, hairdresser

Briefcases, luggage, personal planners, calendars,
personal stationery, cards

Kennel, house-sitting or related fees
Personal reading matter

Use of hotel facilities such as massages, facials,
manicures, in-room movies, minibar

Traffic fines or court costs

Normal commuting expenses on a scheduled work
day

Office furnishings of a personal nature (e.g., pictures)

Drugstore items, toiletries, etc. (e.g., toothpaste,
aspirin, cough medicine)

Personal entertainment (e.g., airline headsets,)
Birthdays, personal gifts on holidays

Interest charged on credit cards, late fees

Internal entertainment

Monthly garage rental for personal vehicle

Article 7: Documentation /
Receipt Requirements

Documentation and Receipt Requirements

Original receipts for all expenses must be attached to
the expense report. No reimbursement will be made
on copies.

In an effort to reduce processing costs, Travelers are
expected to attach multiple “small” receipts to 8 I/2 x

11 blank white sheets of paper for submission.

Receipt requirements are summarized below:

Expenses Documentation

Air Transportation

Passenger coupon, printed itinerary and
credit card receipt when available.

Rail Transportation

Passenger coupon and credit card receipt.

Lodging

[temized invoice from hotel and credit card receipt

Car Rental

Rental Agency contract and credit card receipt.

Personal Car

Parking and Toll receipts.

Entertainment

Credit card receipt, name and business
relationship of parties entertained, business
purpose, whether business was conducted
before, during or after event

Telephone

Statement with itemized calls separating
business from personal calls.

Taxi and Local Transportation

Receipt required for all transportation.
MapQuest route for mileage.

All Other Miscellaneous Expenses

Credit card receipt and invoice.
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Article 8. Points To Consider

Expenditure policies apply to all Travelers.

All Travel Arrangements must be made through the
BIMS (SOM-HP) office.

Expenses older than 3 months old will not be
processed for payment unless there are exceptional
circumstances.

Timely payment = Proper documentation + original
receipts + neat presentation of information.

Travelers are expected to attach multiple “small”
receipts to 8 2 x 11 blank white sheets of paper for
submission in chronological order.

If deficiencies are noted during the review (e.g. missing
receipt(s), non-allowable business expenditures,
etc...), the expense report will be circulated back to
the originator for revision.

Taxis or other transportation expenses to and from
home are considered normal commuting expenses
and are not reimbursable (not including travel to the
airport).

Original receipts for all expenses must be attached to
the expense report. No reimbursement will be made
on copies.

Whenever possible, travel must be charged to the
institution’s (SOM-HP)'s credit card.

Rejected expense claims will be sent back to the
originator with an explanation of why the claim was
denied. It is the claimant's responsibility to correct
the information and resubmit the expense claim for
payment. Expense claims will be rejected reasons
including but not limited to:

Receipts Not Presentable
Incorrect Dates

Missing Departmental Approval
Totals Are Not Correct

Cell Phone Accounting Errors
Incorrect Payment Receipt
Receipt(s) Not Attached

Business Purpose and Benefits Not Adequately
Described

Unauthorized Expense Claim

Travel Agency Not Approved

Improper Traveler Expenses

Expense Not Considered For Business Purposes

Payment Timing: Finance will disburse checks within
14 days.

Credit card statements alone are not acceptable.
Original receipts must acinstitution's (SOM-HP) all
claims.

Taxi and Limousine receipts must be attached to the
expense reports.

All travel expenses must be processed through the
BIMS (SOM-HP) Office

A BIMS (SOM-HP) questions on the previous material
can be clarified by a Senior Vice President. Please feel
free to let us know your thoughts, concerns or issues.
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Attachment D:

Faculty List

Department of Biochemistry
(Molecular Biology & Medical Genetics)

Prof. Jagannadha R. Peela

MD, PhD; FAACC; NRCC-CC (USA)

Provost & Interim Dean

Prof. & HOD of Biochemistry (Molecular Biology &
Medical Genetics) Board Certified member of The

National Registry of Certified Chemists, United States.

Prof. Shakila Srikumar

MD (Biochemistry) (PhD — Human Genetics)
Professor of Biochemistry (Adjunct/Visiting)

Prof. & HOD of Biochemistry (Molecular Biology &
Medical Genetics) Board Certified member of The

National Registry of Certified Chemists, United States.

Department of Medical Anatomy

Prof. Jean Pierre Louboutin
MD (Neurology) PhD (Physiology)

Honorary Dean of Basic Sciences (incoming) & Visiting

Professor of Medical Anatomy

Prof. Aaaijaz Ahmed Khan

MBBS; MD;DHA (Human Anatomy)
Professor & Head of the Department of Medical
Anatomy

Dr. Ravi SP Sawan
MSc, PhD (Medical Anatomy)

Assistant Professor - Department of Medical Anatomy

Dr. Aroun Prasath Ramakirouchenane
MS; PhD (Medical Anatomy)

Adjunct Faculty (Associate Professor) - Department of

Medical Anatomy

Department of Medical Physiology

Prof. Basheer Madompoyil

PhD, MAPS. MPS, F Aca MEd, MIAMSE
Professor & Head of the Department of Physiology

Dr. Uchechukwu Dimkpa

MSc; PhD (Physiology)
Associate Professor — Department of Physiology

Prof. Sankalan Sarkar

MSc; PhD (Physiology)
Professor of Physiology (Adjunct/Visiting)

Department of Medical Spanish

Dr. Cassamajor Castillo, Mavis Aimés

Physician Neurologist, Neuropediatrician
Medical Spanish & Neurology - Adjunct Professor

Department of Pharmacology

Dr. Ahmmed Ally

MD; PhD (Physiology & Pharmacology)
Professor of Pharmacology (Adjunct/Visiting)

Department of Microbiology

Prof. Anuradha Argi

Msc PhD
Professor of Microbiology & Sr. Scientist (Adjunct/
Visiting)

Department of Pathology

Prof. Muralidhar (Mel) Mupparapu
MDS, Dipl. ABOMR (USA)

Distinguished Professor of Pathology (Adjunct/Visting)
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Attachment F;

Other Faculty - Job Descriptions
Associate Dean of Academic Matters:

The Responsibilities of the Associate Dean of
Academic Matters include:

Development of academic policies and procedures

Organization and administration of the Faculty
Evaluation process

Academic matters concerning students (including
course determination, Leave of Absence (LOA) and
adding/dropping courses) and development of
individual academic schedules for irregular students

Guidance and support of department chairs, course
directors and faculty on all academic matters

Associate Dean of Academic Organization:

The primary responsibilities of the Associate Dean of
Academic Organization include course and classroom
scheduling in cooperation with the respective
department chairs and the campus registrar. In this
regard the Associate Dean for Academic Organization:

Determines the needs of resources for specific
courses.

Coordinates teaching schedules and education
resources (i.e., classrooms, small group discussion
rooms and laboratories) with Department Chairs.

Assures the availability and maintenance or
physical resources including tables, chairs, desks
and audiovisual equipment (i.e., computers, visual
projection and sound system).

Associate Dean of Clinical Outcome and Quality
Assurance:

Work with department chairs and faculty to align
curricular organization and teaching practices with
those of progressive education practices in the United
States; and

engage in self-evaluation of BIMS organization,
functioning and behavior at all levels, including
administration, faculty, staff, and students.

Dean of Students:

The primary responsibilities of the Dean of Students

include:

Development and management of a student
advisement system

Resolution of student-related non-academic problems
(including conflicts between students and between a
student or students and non-academic staff).

Acting as SGA advisor

Dean of Library Services and Academic Support:
The Dean of Library Services and Academic Support
is responsible for all aspects of academic and

nonacademic management of the library and library-
related services and resources.
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Attachment G:
Promotion Application

Bioprist Institute of Medical Sciences ~ School of Medicine and Health Professsions BIMS (SOM-HP)
PROMOTION APPLICATION
Name: Date:
Faculty Rank:
Time in Rank:

Department: Applying for promotion to

Teaching: Since appointment or last promotion:

Courses taught Semester/Year Hours taught
Teaching Awards:
Award Year
Teaching award nominations:
Award Year
Courses you have directed or administered:

Course Semester/Year
New Courses, labs or other teaching activities that you have designed

Activity Semester/Year
Describe BIMS (SOM-HP) teaching done outside BIMS

Activity Institution Year
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Service to the Institution: Scholarship: Since appointment or last promotion;

Describe BIMS (SOM-HP) Administrati int ts that hold:
escribe ( ) Administrative appointments that you ho Publications: (cite)

1

Manuscripts reviewed for journals (details)

Posters presented at meetings (Details)
What committees are you assigned to?

Presentations at meetings (details)

Al W N

List committee work done outside the committee meetings:

1
2
3
4
Other service to the University (be specific): Personal Growth: Since appointment or last promotion;
1 Faculty Workshops attended:
2 1
3 2
4 3
4
Service to the Community
Number of Health Fairs attended this past year (details please) Professional meetings attended (details)
] 1
5 2
3 3
4 4

Number of Health Fairs attended this past year (details please) Personal Statement: (Should include an analysis of strengths and weaknesses, with plans to address weaknesses,

and overall career goals)
L
2
3
4
BIMS BIMS
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Attachment H:

Faculty / Academics /

Students Affairs And Campus
Management Organization

Chart

Provost

Executive Dean

Deans Council

Library Research Associated Deans
Committee Council for Examination

Assessment
Library

Examination
Centre

Anatomy

Behavioral Science

Biochemistry &
Genetics

Cell Biology

Clinical Medicine

Microbiology &
Immunology

Pathology

Pharmacology

Physiology

Education
Enhancement

Admissions

Appeals

Promotions

Academic
Computing

Community
Outreach

Faculty
Affairs

Simulation Advisory

Faculty
Promotions

Intersession
Enhancement

Recognition &
Awards

Examinations

Professional
Standards

Planning

Curriculum
Committee

Director of -
Student Services

Professional Student
Ethics Fitness
Committee Center
Students
Government

Association

ey

Campus . Campus _ Community .  Campus
Registration Finance Affairs Technology

Campus Campus Human

Construction — Maintenance —  Resources

Student
Counselling

Student Student
Housing Health

Student
Wellness
Committee
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Acknowledgement Of Reciept Of The
Handbook (Staff Copy)

| hereby acknowledge the receipt of the Faculty Handbook of BIMS
(SOM-HP) — BIOPRIST INSTITUTE OF MEDICAL SCIENCES — SCHOOL OF
MEDICINE AND HEALTH PROFESSIONS. I understand that | am to promptly
read the contents of this faculty hand book which setforth the terms and
conditions of my appointment and where applicable, my employment.

This handbook supersedes and replaces any previous faculty handbooks.
| understand that if | have any questions regarding the contents of this
handbook, | should discuss them with my supervisor or the office of the
Dean for Faculty affairs and development. | understand that circumstances
will undoubtedly require that the policies, procedures, benefits, rules and
regulations described in this handbook are subject to change from time
to time without notice as the institution deems necessary or appropriate
in its sole descretion, and that those changes will be valid when approved
by the appropriate governing authorities.

| understand as changes occur with this document, changes in the policies
and procedures will be updated on the website as soon as practicable
and possible and, that such changes will be incorporated in the future
editions of the faculty handbook. The President and the Dean retain the
right to make exceptions to the BIMS (SOM-HP) policies and procedures
when such an exception is determined to be in the best interest of the
institution.

Employee’s name:
(Print & or Type)

Employee’s Position:

Employee’s

CONTACT INFORMATION

BIOPRIST INSTITUTE OF MEDICAL SCIENCES (BIMS) TRUST LIMITED
Mailing Address:

PO Box 20, Fairview Fontana Rx. Montego
Bay.

Campus Location:

1211 Providence Drive, Ironshore Highway.
Montego Bay, Jamaica (West Indies)

Email: info@BIMSmed.org

Website: www.BIMSmed.org
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Acknowledgement Of Reciept Of The
Handbook (Institution's copy of the receipt)

| hereby acknowledge the receipt of the Faculty Handbook of BIMS
(SOM-HP) — BIOPRIST INSTITUTE OF MEDICAL SCIENCES — SCHOOL OF
MEDICINE AND HEALTH PROFESSIONS. I understand that | am to promptly
read the contents of this faculty hand book which setforth the terms and
conditions of my appointment and where applicable, my employment.

This handbook supersedes and replaces any previous faculty handbooks.
| understand that if | have any questions regarding the contents of this
handbook, | should discuss them with my supervisor or the office of the
Dean for Faculty affairs and development. | understand that circumstances
will undoubtedly require that the policies, procedures, benefits, rules and
regulations described in this handbook are subject to change from time
to time without notice as the institution deems necessary or appropriate
in its sole descretion, and that those changes will be valid when approved
by the appropriate governing authorities.

| understand as changes occur with this document, changes in the policies
and procedures will be updated on the website as soon as practicable
and possible and, that such changes will be incorporated in the future
editions of the faculty handbook. The President and the Dean retain the
right to make exceptions to the BIMS (SOM-HP) policies and procedures
when such an exception is determined to be in the best interest of the
institution.

Employee’s name:

(Print & or Type)

Employee’s Position:

Employee’s

CONTACT INFORMATION

BIOPRIST INSTITUTE OF MEDICAL SCIENCES (BIMS) TRUST LIMITED
Mailing Address:

PO Box 20, Fairview Fontana Rx. Montego
Bay.

Campus Location:

1211 Providence Drive, Ironshore Highway.
Montego Bay, Jamaica (West Indies)

Email: info@BIMSmed.org

Website: www.BIMSmed.org
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