Aug. 19, 2014
TO:
University of Alabama Faculty

FR:
Jennifer Greer, Associate Provost for Administration
RE:
Funds for Faculty Entertainment of Students

The Office of Academic Affairs offers funding to help faculty members connect with students though informal, small-group interactions outside the classroom.
These meetings help students bond with their instructors and the University, gain interpersonal competence and learn more about the academy. Ultimately, this program aims to enhance the student learning experience and build a stronger sense of community between students and faculty. Faculty members have used funds to host a picnic on campus, invite students to their home, take students to cultural events (concerts, plays, etc.) and treat students at area restaurants.
The following policies must be followed for reimbursement of expenses:
· At least two weeks before the event faculty members must receive pre-approval for expense reimbursement from OAA by filling out a request online by clicking into the Faculty Entertainment Expense Form. You should receive a response from OAA within a week.
· Faculty members must use personal money (not a University P-Card) for their expenses.
· Events must be held outside of scheduled class times.
· At the end of your event, faculty must encourage students to fill out the online student evaluations at the following site: Student Feedback Form: Faculty Entertainment program. At least 50% of students must fill out the survey for the faculty member to be reimbursed.
· Within 30 days of the event, original receipts and a completed Entertainment Expense Form must be submitted to the person in your department or college who normally processes reimbursements. Receipts and forms requesting reimbursement submitted after 30 days will not be honored. Your departmental/college representative will process and submit the completed paperwork to OAA for payment.
· Teaching faculty with the rank of instructor or above, whether full or part time, are eligible for reimbursement for hosting students enrolled in their courses and/or academic advisees. Note: Graduate teaching assistants are not eligible for this program.
· Reimbursement from the fund must be pre-approved by Office of Academic Affairs. The limit is $100 per occasion, and each faculty member is eligible for only $100 per semester, regardless of the number of events or classes involved. Faculty members can host multiple events, but may only receive $100. 
· The one exception to this $100 limit is for classes with enrollment larger than 50. Faculty members who host smaller sub-groups of a large class on SEPARATE occasions may apply for up to three reimbursements, with each occasion eligible for the full $100 reimbursement. In this case, the maximum is $300 per faculty member per semester if three separate events are held.
· The budget for the program is $5,000 per semester. Once OAA has committed that amount, no more requests will be accepted. Faculty members should seek approval early in the semester if they are planning an event.

· Events such as departmental parties, graduation luncheons, or other departmental gatherings are not eligible for reimbursement. 
· Receipts will not be split for reimbursement to multiple faculty members who host joint events. Each faculty member must individually submit receipts to receive reimbursement.

· In keeping with the University Alcohol Policy, alcohol should not be provided at social activities. Alcohol purchases cannot be reimbursed by this fund.
· Once your departmental/college representative has filled out the reimbursement paperwork and received appropriate signatures, send the signed MDV and original receipts to Karla Nicholson at Box 870114 or deliver to 254 Rose Administration.
Questions can be directed to:

Karla Nicholson, 

Administrative Coordinator
knichols@ua.edu
205.348.8354
