The McKendree University Faculty Manual

The By-Laws of McKendree University authorize the faculty “to prepare and maintain a Faculty Manual governing the teaching operation of the faculty and academic affairs of McKendree University, subject to the policies set forth by the Board of Trustees.” This manual has been approved and accepted as policy by the Board of Trustees; revisions may be made in accord with the provisions in Section 1.6.

Citation to, reproduction of, or adaptation of policies, statements, recommended institutional regulations, or procedures of or recommended by the American Association of University Professors shall not constitute and shall not be construed  as adoption of the American Association of University Professors’ intent, interpretation or amendment of such policies, statements, recommended institutional regulations or procedures, or of other policies, statements, recommended institutional regulations or procedures, or of the American Association of University Professors’ intent, interpretation, or amendment thereof.
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1.0 History, Mission, General Organization, and Governance
1.1 History
McKendree University is the oldest college in Illinois, one of the oldest institutions of higher learning west of the Appalachian Mountains, and the oldest extant Methodist-related college in America.  Founded on February 20, 1828 by a group of local citizens who subscribed $1,358 to buy eight acres of land, the University was originally called the Lebanon Seminary.  In 1830, Lebanon Seminary came under the patronage of the Illinois and Missouri Conferences of the Methodist Episcopal Church, but in 1832, the Illinois Annual Conference alone became its sponsor.  The first principal of the Seminary was the Reverend Edward R. Ames, later the twenty-first Methodist Bishop, who opened classes for 72 students on November 24, 1828.

Bishop William McKendree held such hopes for the young institution of learning that he permitted the Board of Trustees, led by Peter Cartwright, to change the name to McKendree College in 1830.  Later, Bishop McKendree deeded 480 acres of rich land in Shiloh Valley, Illinois, to help support the College.

The first president of the newly named College was the Reverend Peter Akers, who assumed duties in September 1833.  In 1835, the College was one of four to receive the first charters granted to independent church-related colleges by the Legislature of Illinois.  Of these four, only McKendree University and Illinois College at Jacksonville survive.  Peter Akers was three times President of McKendree and received its first honorary degree.

President John W. Merrill obtained a second and more liberal charter for the College on January 26, 1839.  The new charter stated that:


The object shall be the promotion of the general interests of education, and to


qualify young men to engage in the several employments and professions of 


society, and to discharge honorably and usefully the various duties of life.

The University still operates under the provisions of this charter, providing educational opportunities for women and men of all ages.

Throughout the nineteenth century, McKendree College faced severe financial difficulties but was always able to survive.  This is an especially noteworthy aspect of McKendree's history when it is realized that many other colleges failed at the time under similar circumstances.  Another noteworthy aspect of the nineteenth century history of McKendree College was the admission of women on the same basis as men following the Civil War.  McKendree thus became one of the earliest institutions of higher learning in the United States to become co-educational.

McKendree moved into the twentieth century with an already distinguished past.  A large building program was undertaken shortly after the turn of the century.  By 1918, it had produced a gymnasium (now Eisenmayer Auditorium), a dining hall (Pearsons Hall), and a library (Benson Wood), now the art building.  The Depression and World War II were difficult periods for the College.  Decreased enrollments and financial stresses pushed McKendree into what might aptly be described as the darkest hours of the College's long history.  But the College prevailed, and in the mid 1960's took great strides forward.  Increased student enrollment and renewed interest from the Methodist Church started McKendree back on the road to excellence.

In rapid succession, the College opened Holman Library, Voigt Science Hall, Barnett Hall, Deneen Student Center, Baker and Walton Halls, and Ames Hall, and was accredited by the North Central Association of Colleges and Schools.  In the late 1980's extensive renovation of the upper campus buildings was completed and the Melvin Price Convocation Center was built. In the 1990s the College added the Piper Academic Center, a football stadium, and a Fitness Center. 
In summary, McKendree University has survived for more than a century and a half.  In the long perspective of its history, the mere fact of survival, however precarious at times, is not without significance.  The University has provided quality liberal arts and career education in southern Illinois since its founding, and its graduates have included governors, senators, congressmen, bishops, and other leaders in the life of the state and nation.  McKendree looks forward to its next 150 years, confident that its long tradition of excellence will provide guideposts to future achievements.

1.2 Mission
The mission of McKendree is to provide a high quality educational experience to outstanding students.  We lead our students in the pursuit of academic excellence which will prepare them for leadership roles in our society.  To achieve this end we encourage broader vision, enriched purpose, engagement with community, commitment to responsible citizenship, openness to new ideas and dedication to lifelong learning.  In keeping with our history and traditions, we provide our students with a rigorous, broadly based liberal arts curricula joined with specialization in a specific discipline.
We cherish our historical relationship with the United Methodist Church and its tradition of Judeo-Christian ideals.  Therefore, we encourage an atmosphere of open dialogue, free inquiry, and mutual respect, conducted among students from diverse backgrounds.

Purposes

1. To offer undergraduate, graduate, and professional programs to develop our students’ knowledge, analytical abilities, research capabilities, creativity, and sense of identity.

2. To help our students develop an appreciation and understanding of human diversity by providing knowledge of and opportunity for experience with multiple ethnicities, cultures, and societies.

3. To create an intellectual and technological environment supportive of innovative and effective teaching, research, assessment and communication, excellent writing and oral skills, and decision making.

4. To attract and maintain an excellent faculty and staff committed to teaching, to research, and to service to McKendree and the greater community while also attracting and retaining an outstanding student body.

5. To create a culture of campus life that includes experiences beyond the classroom that allow for the development of the whole person.

1.3 Board of Trustees
Duties and Powers. Legal Authority for management of the University is vested in its Board of Trustees.  The Bylaws of the University, a copy of which is available in Holman Library, delineate the authority, powers, and procedures exercised by the Board and also by the President; the student handbook delineates those of student government; and this manual, those of the faculty.
The corporate powers shall be such only as are essential and useful in the attainment of the corporate purposes and such as are usually conferred upon similar institutions of higher learning; namely, policy making and the assurance of sound management.  The Board has initial and ultimate responsibility in determining general, educational, financial, and related policies deemed necessary for the administration and development of the University in accordance with its stated purposes and goals.

Founding. McKendree University is a not-for-profit, independent corporation created under and subject to the provisions of an Act of the General Assembly of the State of Illinois titled "An Act to Incorporate the McKendree College" approved January 26, 1839.  The business affairs and proceeding of the University shall be conducted at all times in conformity with said special charter as amended and in effect from time to time and these bylaws.
Purpose. The object of the corporation shall be the promotion of the general interests of education as are considered and approved by the corporate body and as are pursued by similar institutions of higher learning.
Ownership and Control. The corporation owns and controls the land, buildings, and all other assets held in the name of the corporation.  The members of the corporation are and shall be the members of the Board of Trustees in which the corporate powers are vested by the State of Illinois, which powers cannot be delegated nor abrogated.
Relationship to the Church. The Board of Trustees is committed to maintaining and sustaining its historic relationship to the Illinois Great Rivers Annual Conference of the United Methodist Church.
Principal Office and Fiscal Year. The corporation's principal office shall be in Lebanon, County of St. Clair, Illinois, 62254.  The fiscal year shall be from July 1 to June 30, inclusive.

Records. The corporation shall keep correct and complete records and books of accounts and shall keep minutes of all proceedings of the Board of Trustees maintained at the Office of the Corporation and such shall be open for inspection by voting members of the Board for any proper purpose at any reasonable time.
Committees. There shall be an Executive Committee, standing committees, and ad hoc committees.
Standing committees shall include Committee on Academic Affairs, Committee on Church Relations, Committee on Student Affairs, Committee on Financial Affairs, Committee on Endowment, and a Committee on Resource Development.  Other standing committees may be created from time to time as required to oversee permanent functions of a major character.  Ad hoc committees may be appointed by the Board Chairperson with the approval of the Board and shall be for a period of not over one (1) year duration unless otherwise fixed by the Board.

1.4 Administrative Structure

The major groups constituting the organizational structure of the University are the Board of Trustees, the President and other officers of administration, the Faculty, and McKendree University Student Association.  Various administrative, faculty and student committees exist to facilitate communication within the campus community.  Official communication from or to the faculty, students or employees by or to the members of McKendree University Board of Trustees shall be through the President, preferably in writing. (For Chart of Administrative Structure, see Appendix A.)

The summaries of duties listed below in this section are not comprehensive; full job descriptions may be obtained in the Office of Human Resources.

1.4.1 President

Summary of Duties:

Is responsible for the overall operation of McKendree University and is the final authority under the Board of Trustees.

Is a member and chairperson of the faculty and ex officio member of all faculty committees except the Faculty Senate and the Faculty Grievance Committees.


Reports Directly to:



Board of Trustees


Receives Reports Directly from:



Provost and Dean of the University



All Vice Presidents

1.4.2 Vice President for Academic Affairs; Provost and Dean of the University

Summary of Duties:

Supervises all phases of the academic program and all academic personnel on the main campus.
Takes initiative in formulating and implementing new academic policies, procedures, and programs, in consultation with the faculty and other appropriate personnel.

Serves as chair of the Undergraduate Council and the Faculty Committee on Contract Renewal, Promotion, and Tenure (CRPT); also serves on the Faculty Senate and provides liaison with other faculty committees.


Carries out other administrative duties as assigned.


Reports Directly to:



President


Receives Reports Directly from:



Associate Dean



Assistant Dean and Registrar




Chairs




Director of the Library



Instructional Media Director

Writing Resource Center Director




Honors Program Director

Director of Academic Support Center
1.4.2.1 Associate Dean

Summary of Duties:

Serves as the Provost’s senior deputy for purposes of all academic matters; serves as the chief academic officer of the University in the Provost’s absence.

Coordinates the recruitment of candidates for part-time faculty positions.

Monitors and evaluates the work of part-time faculty members on campus, in coordination with the Chairs and the Provost.

Oversees, with the Provost, the Scott AFB, Kentucky, and Nursing off-campus programs.


Supervises the preparation and development of the University catalog.


Oversees the budget for faculty development and faculty travel.


Serves as the Provost's designee on the Faculty Development Committee.

Assists the Provost with preparation and administration of operation budgets for academic programs.


Carries out other administrative duties as assigned.


Reports Directly to:



Provost and Dean of the University

1.4.2.2 Assistant Dean and Registrar

Summary of Duties

Plans and supervises registration procedures, including changes of programs, withdrawal from the University, and so forth.

Supervises collection and recording of permanent records, issuance of grade reports and transcripts; evaluates transcripts.


Completes report forms as requested by federal, state, or other agencies, and the University.

Supervises preparation of graduation requirement sheets and checks completion of requirements for graduation.


Coordinates schedule of classes, academic calendar, and classroom assignments.

Serves on the Undergraduate Council, Academic Standing Committee, and as a resource person at faculty meetings.


Carries out other administrative duties as assigned.


Reports Directly to:



Provost and Dean of the University

1.4.2.3  School and Division Chairs

Appointments and Terms of School and Division Chairs. The process for the selection and appointment of chairs should provide opportunity for meaningful input from school and division faculty.  However, the final responsibility for the appointment of a chair resides with the Provost. 
A.  Internal Appointments

1.
Chairs will ordinarily serve for three year terms.  In case of a vacancy during that period, this process shall be followed in the appointment of a replacement.

2.
Chairs must be full-time members of the faculty and of the school or division.

3.
In December of the final year of a chair’s term, schools and divisions will meet to consider candidates for chair. The Provost will ascertain from the members of the school or division their wishes about re-appointment of the incumbent chair or nomination of a new chair. The Provost may wish to send a nomination to the school or division for its consideration.

4.
Nominations for chair may come from individual faculty members and/or from the school or division acting in concert.  Faculty members holding full-time appointments in the school or division are eligible to make nominations.

5.
A school or division nomination shall require a majority vote of the eligible faculty members.  Written proxy votes are acceptable.  Nominations should be forwarded to the Provost.

6.
The Provost will consult with the school or division faculty about the nomination(s).  If the person or persons nominated are not acceptable to the Provost or if the nominee declines the position, the Provost may request another nomination, or may suggest another nominee.  In either case, the school or division shall vote on the acceptability of that nominee.

B.  External Appointments

1.
In the event that the school or division and/or the Provost feels that it is necessary to seek an external candidate for chair and if a faculty opening is available, the regular search process for new faculty shall be followed.  Through that process, there should be opportunity for meaningful input from school or division faculty.

2.
Items one through six in Section A will also be followed for external appointments.

The duties of chairs are stated in Appendix D.

Report to:

 
Provost and Dean of the University

1.4.2.4   Director of the Library

Summary of Duties:


Supervises the staff, budget, and program of the library.


Cooperates with the faculty in promoting the teaching and research function of the library.

Consults with chairs in subject areas to decide which general volumes shall be acquired and discarded.

Supervises the technical processing of all materials, including ordering, classification, and cataloging.

Serves on the Undergraduate Council and on other committees to which elected or appointed.


Reports Directly to:



Provost and Dean of the University


Receives Reports Directly from:



Library Faculty

1.4.2.5 Director of Teacher Education 

The Director of Teacher Education is appointed by the Provost in consultation with the President. (This position is held concurrently by the Chair of the School of Education).

Responsibilities: 

Serves as the University's representative in all contacts with the Illinois State Board of Education (ISBE) and the National Council for the Accreditation of Teacher Education (NCATE), serves on statewide committees, and is the Chief Institutional Representative to the Illinois Association of Colleges for Teacher Education (IACTE) and the American Association of Colleges for Teacher Education (AACTE). 

Serves as the Chair of the Council on Teacher Education

Serves as the Coordinator for Graduate Studies in Education. 

Serves as NCATE Coordinator

Completes annual, and other, reports required by the ISBE and NCATE.

Monitors and enforces the policies of the Teacher Education Unit.

Prepares new certification programs for review by the ISBE.

Requests appropriate faculty within the School of Education to advise prospective students and to respond to inquiries from students about the Teacher Education Program. 

Reports to:

Provost and Dean of the University

1.4.3.1   Associate Dean, Scott Air Force Base Program

Summary of Duties:

Supervises and conducts administrative functions including student interviews, registrations, course schedule preparation, financial advising, instructor schedules, and book sales.


Works with the University Admissions Office to recruit students for the program.


Designs and executes the long-range plan for continuing the steady growth of the Scott program.

Assists Chairs with selection of course instructors and developing monthly class schedules.


Carries out other administrative duties as assigned.


Reports Directly to:



Vice President of External Programs

1.4.4   Vice President of Student Affairs 

Summary of Duties

Supervises co-curricular activities assisted by the Faculty Student Affairs Committee and various individuals and committees designated to direct special activities.

Counsels and advises students on academic, personal, social, and vocational matters.


Maintains liaison with Student Government Association and with student organizations.

Serves as an ex-officio member of the Faculty Student Affairs Committee and holds membership on such other special committees to which appointed or elected.


Coordinates new student orientation.

Administers disciplinary decisions relating to social misconduct, pursuant to college judicial procedures document.


Supervises intercollegiate athletics program in cooperation with the Athletic Director.


Carries out other administrative duties as assigned.


Reports Directly to:



President


Receives Reports Directly from:



Assistant Dean of Students and Director of Career Services



Athletic Director



Director of Resident Life



Director of Campus Activities 


Resident Psychologist



Band Director




Director of Health Services





Director of Multicultural Affairs 




1.4.5   Vice President for Administration and Finance

Summary of Duties:

Is the Chief Financial Officer of the University.

Is responsible for coordinating budget planning, preparation, and execution.

Provides executive oversight of the University nonacademic personnel functions, to include hiring and dismissal, affirmative action, employee evaluation, insurance, benefits, and retirement program.


Carries out other administrative duties as assigned.


Reports Directly to:



President


Receives Reports from:


Controller


Director of Information Technology



Director of Human Resources
Director of Operations



Director of Physical Plant
Accounts Payable

1.4.6   Vice President for Development and Alumni Affairs
Summary of Duties:


Provides executive oversight for all aspects of fundraising for the University.

Develops, plans, and provides executive oversight for all aspects of the development effort, including annual giving, major gifts and planned gifts, via individuals, corporate and/or foundation relations.

Ensures effective operation and provide executive oversight of the alumni relations program.

Provides executive oversight for the operation of the church relations and campus ministries program.


Carries out other administrative duties as assigned.


Reports Directly to:



President


Receives Reports Directly from:



Director of Annual Giving


Director of Major and Planned Gifts



Director of Alumni Relations


Director of Advancement Services



Director of Church Relations & Chaplain
1.4.7 Vice President for Admissions and Financial Aid
Summary of Duties:


Is responsible for overall management of Admissions and Financial Aid offices.

Supervises the acceptance of all new students seeking admission to McKendree.

Collaborates with administration, faculty, staff and students to achieve goals.


Carries out other administrative duties as assigned.


Reports to:



President


Receives reports from:



All Admissions Staff


Director of Financial Aid

1.4.8 Vice President for University Relations

Summary of Duties:

Conceives, designs, and develops a marketing strategy that will enhance the college image in selected market areas.

Communicates information to the public of the University’s programs and accomplishments.

Acts as principal University contact with local media representatives.
Carries out other administrative duties as assigned.
Reports to:

President

Receives reports from:

Director of Marketing

Coordinator of Media Relations

Senior Web Producer

Coordinator of Special Projects

1.5   McKendree University Student Government Association
The McKendree University Student Government Association (SGA) is a major student legislative and advocacy group on the campus. Four officer positions are elected annually during the spring semester from the entire student population. An additional four class representatives are elected by members of each class. SGA has a total membership of twenty. Meetings are held at a regularly scheduled time and place and are open to the student community. Minutes of each meeting are on file and available for review.

This student governance body is responsible for recommending the distribution of activity funds; it elects student members to a variety of faculty and institutional committees.  SGA establishes and maintains an internal governance structure through which it conducts its own affairs. All of the workings, authority, and areas of responsibility for the McKendree University Student Government Association are presented in its Constitution and By-laws.  Copies of this document are made available to the full student population.

Further details on the Student Government Association are in the Student Handbook.
1.6   Procedures for Revision of the Faculty Manual
Revision of the Faculty Manual may be informally initiated by individual faculty or committees.  Such proposals for revision of the Faculty Manual are forwarded to the Faculty Senate for review.  Following its review, with or without its approval, the Faculty Senate will forward the proposal to the general faculty.

All proposed revisions approved by the general faculty are sent to the Board of Trustees for its consideration. The Provost will forward the recommendation to the President who will, in turn, forward the recommendation to the Board. Should the President disagree with the faculty recommendation, then the President will inform the full faculty in writing of his/her rationale prior to presenting the proposal at the next Board meeting. At the first meeting of the general faculty following the next Board of Trustees meeting, the President (or Provost) will report to the general faculty on the results of the Board's consideration of the recommended change. The Chair of the Faculty Senate will ensure that all revisions approved by the Board of Trustees are included in the manual.

2.0   Appointments, Evaluation, Promotion and Tenure
2.1   Definition of Faculty Status

The Faculty of McKendree University consists of those persons employed by the University in teaching or non-teaching roles who have been assigned faculty rank as instructor, assistant professor, associate professor, or professor. 

There are five types of McKendree University faculty:  1) full-time tenured/tenure track faculty, 2) special status faculty, 3) full-time faculty on an annual contract, 4) non-renewable, full-time non-tenure track faculty, and 5) associate faculty.

2.1.1   Full-Time Tenured/Tenure Track Faculty

Full-time tenured/tenure track faculty are teachers with the rank of instructor, assistant professor, associate professor, or professor who hold full-time faculty contracts and whose primary contractual responsibilities are teaching. (See Appendix E)  Full-time tenured/tenure-track faculty have voting privileges and serve on faculty committees. Only full-time tenured/tenure track faculty members are eligible for tenure and sabbaticals.  Service as a full-time teaching faculty member counts toward acquisition of tenure, unless otherwise designated at the time of initial employment. The full complement of fringe benefits and the opportunity to be promoted in rank are accorded full-time tenured/tenure-track teaching faculty.
2.1.2 Special Status Faculty

Special status faculty are not eligible to be considered for tenure. Special status faculty include: 

Administrators or other staff members with academic rank. Academic administrators or other staff members with academic rank and teaching responsibilities are eligible for the full complement of fringe benefits accorded full-time employees of the University. Those administrative or staff personnel with contractual teaching responsibilities are eligible for promotion in their faculty roles by means of the same procedures and under the same criteria as apply to full-time tenured/tenure track teaching faculty members. Appointment to and promotion in academic rank as faculty members shall be determined by the Board of Trustees in consultation with the President, the Provost and the Faculty Senate (for appointment) and CRPT (for promotion), using the criteria presented in Section 2.2. These faculty may attend faculty meetings but do not serve on faculty committees nor have voting privileges.

Professional librarians. Professional librarians have academic rank and faculty status (they serve on faculty committees, attend faculty meetings, and are voting members of the faculty).  Appointment to and promotion in academic rank as faculty members shall be determined by the Board of Trustees in consultation with the President, the Provost and the Faculty Senate (for appointment) and CRPT (for promotion), using the criteria presented in Section 2.2. Librarians' contracts are faculty contracts issued by the Provost.

Athletic coaches. Faculty whose contractual responsibilities include a combination of teaching and athletic coaching equivalent to half-time teaching have academic rank and faculty status. These faculty may attend faculty meetings but do not serve on faculty committees nor have voting privileges. Coaches may be awarded three credit hours of load for each varsity sport for which they have head coaching responsibility. Appointment to and promotion in academic rank as faculty members shall be determined by the Board of Trustees in consultation with the President, the Provost and the Faculty Senate (for appointment) and CRPT (for promotion), using the criteria presented in Section 2.2. Contracts for the above are faculty contracts issued by the Provost.

2.1.3 Full-Time Faculty on an Annual Contract
Non-tenure track teaching positions may be available but these positions are normally temporary and are established in unique situations. This designation is recommended by the Provost and made by the President with Board review. Faculty who teach full-time on an annual contract have academic rank and faculty status. While these faculty are eligible for promotion, they are not eligible for tenure or sabbatical. However, if they are subsequently hired by the institution on a tenure track contract, their time of service as full-time faculty on an annual contract may be granted toward tenure, promotion, and sabbatical. They are evaluated according to the criteria in 2.5.4. These faculty may serve on faculty committees and are voting members of the faculty.   

2.1.4 Non-Renewable, Full-Time, Non-Tenure Track Faculty

Circumstances may warrant the appointment of non-renewable full-time non-tenure track teaching faculty. Generally, these positions are temporary replacements during a search for a full-time tenure track faculty position.  While these faculty are not eligible for tenure, promotion, or sabbaticals, if they are subsequently hired by the institution as tenure track faculty their time of service as non-renewable full-time non-tenure track faculty members may be granted toward tenure, promotion, and sabbatical consideration. They are evaluated according to the criteria in 2.5.5. These faculty members may attend faculty meetings, but they do not serve on faculty committees nor do they have voting privileges.

2.1.5 Associate Faculty

Associate faculty are faculty whose services are contracted on a course-by-course basis.  All associate faculty are considered part-time regardless of teaching load and are ineligible for tenure, promotion, and fringe benefits. The rights and responsibilities of associate faculty are described in the Associate Faculty Handbook.

Associate faculty are designated as associate or senior associate, according to their length of service. The senior associate title is intended to recognize the contributions of long-term associate faculty. A senior associate faculty member has taught a minimum of 30 credit hours at McKendree University prior to the current contract. Associate faculty are evaluated according to the criteria in 2.6.6.

2.1.6 Faculty with Graduate Status
Full-time faculty members and associate faculty members (at the request of the appropriate graduate program director) may apply to the Graduate Faculty Council for graduate faculty status.  The graduate faculty includes full members and associate members.

Full Members.  A full member of the graduate faculty should have one of the following qualifications: a terminal degree, status as a full-time tenure track or tenured McKendree University faculty member, or status as a McKendree University special status faculty member actively teaching in a McKendree graduate program.  Full members can teach graduate level courses, advise Master’s degree students, and serve as major advisor or committee member for Master’s thesis committees.

Associate Members. An associate member of the graduate faculty is expected to hold at least a Master’s degree and have expertise in the subject matter of the graduate course/workshop as evidenced by the faculty member's transcript, scholarly work, consulting work, special training or work experience. They must be recommended by a graduate program director and approval may be limited to specific programs or courses. Associate members can teach specified graduate level courses and in rare instances serve as an optional member for Master’s thesis committees. Associate members of the graduate faculty who do not hold faculty rank but are both full time employees of the university and who would otherwise qualify for full graduate faculty status may serve as graduate advisors with the approval of the appropriate graduate program director.

Faculty scheduled to teach in a graduate program must be awarded graduate faculty status prior to teaching for the first time.

Scholarship Expectations. Demonstration of scholarly work expected of graduate faculty members can include the following mutually supportive and complementary areas:
1. The scholarship of discovery: the pursuit of new knowledge; original research or creative activity.

2. The scholarship of integration: interpretation, drawing together, and bringing new insight to original research or creative activity.

3. The scholarship of application: using knowledge responsibly to solve consequential problems; knowledge that arises out of the
very act of application.

4. The scholarship of teaching: examination of pedagogical issues.

Evidence of scholarship for full members of the graduate faculty may be demonstrated through:

1. Publishing, such as professionally reviewed and refereed articles, monographs, and books in the candidate’s field.

2. Presenting papers at professional meetings at the state, regional, national, or international level.

3. Seeking and securing professionally reviewed research and/or
service training grants.

Evidence of scholarship for associate members of the graduate faculty may be demonstrated through:

1. Publishing, such as professionally reviewed and refereed articles, monographs, and books in the candidate’s field.

2. Presenting papers at professional meetings at the state, regional, national, or international level.

3. Seeking and securing professionally reviewed research and/or
service training grants.

4. Participating and leading in professional and learned societies.

5. Participating in substantially advanced study or experience that warrants a limited appointment as a member of the associate graduate faculty

Teaching Expectations. Members of the Graduate Faculty are expected to maintain effective teaching quality commensurate with the expectations of graduate level coursework. Evidence of teaching quality may be demonstrated through:
1. Outstanding achievement such as teaching awards.

2. Teaching evaluations from peers and students.

3. Measures of student achievement such as performance on national or state standardized examinations, publications, conference presentations, awards, etc.

4. Demonstrated significant involvement in curricular development and/or review.

5. Professional collaboration and/or consultation with education/human services agencies on issues of significant import.
2.1.7 Distinguished Service Recognition

A person may be granted the rank of Distinguished Service Professor. Appointments for this recognition are recommended to the President of the University by the Provost in consultation with the Contract Renewal, Promotion and Tenure Committee, and, like all decisions with respect to promotion in rank and the granting of continuous tenure, are effective only upon approval by the Board of Trustees. This recognition will be reserved for those who have completed at least 30 years of significant service to McKendree University. This recognition will typically be announced at convocation ceremonies.
2.1.8 Emeritus Faculty
Apart from ranks discussed above, a person may be granted any academic rank with an emeritus designation upon their retirement from McKendree University. Appointments to these ranks are recommended to the President of the University by the Provost in consultation with the Contract Renewal, Promotion and Tenure Committee, and, like all decisions with respect to promotion in rank and the granting of continuous tenure, are effective only upon approval by the Board of Trustees. This special appointment will be reserved for those who have established themselves as exemplary teachers and scholars in addition to contributing significant service to McKendree University. This appointment will typically be announced at commencement ceremonies

2.2 Criteria for Faculty Ranks

Full-time McKendree University faculty members have the following ranks: instructor, assistant professor, associate professor, and professor. These ranks are based on four criteria: 1) academic credentials; 2) teaching effectiveness; 3) scholarly/creative activity; and 4) service. These criteria are more fully discussed in section 2.4.

An instructor has the following qualifications: 1) either a Master’s degree in the area of appointment or a related discipline, or preparation toward a doctoral degree in the area of appointment; and 2) significant promise of or demonstrated teaching effectiveness.

An assistant professor has the following qualifications: 1) an earned doctoral degree or terminal degree in the area of appointment or a related discipline from a regionally accredited institution; and 2) significant promise of or demonstrated teaching effectiveness.

An associate professor has the following qualifications: 1) an earned doctoral degree or terminal degree in the area of appointment or a related discipline from a regionally accredited institution; 2) completion of a minimum of six years of full-time college teaching as an Assistant Professor (or equivalent experience); 3) demonstrated teaching effectiveness; and 4) demonstrated accomplishment in scholarly/creative activity and service.

A professor has the following qualifications: 1) an earned doctoral degree or terminal degree in the area of appointment or a related discipline from a regionally accredited institution; 2) completion of a minimum of six years of full-time college teaching as an Associate Professor and a minimum of twelve years of full-time college teaching (or equivalent experience); 3) demonstrated teaching effectiveness; and 4) a pattern of sustained achievement in scholarly/creative activity and service.

Persons without a doctoral degree or terminal degree ordinarily will not be appointed or promoted to a rank higher than instructor. In exceptional cases consideration may be given to outstanding academic or professional experience, training, and educational leadership.

The academic rank of a qualified administrator at McKendree University shall be granted by the Board of Trustees upon recommendation of the President of the University.  The recommendation of the President shall be made after he or she has received recommendations from the Provost and the CRPT.  The rank and subject area so established must be appropriate to the academic preparation and credentials of the administrator or staff member.  
2.3 Search and Appointment 

When the President authorizes a search, the Provost, in consultation with the division/school chair, appoints the members of a search committee, including the chair of the committee. Typically three faculty members from the division, at least one of whom is tenured, and one faculty member from outside the division are named to the committee. If possible, the chair of the search committee should be tenured. 

The search committee writes a job description and ad for the position and sends it to the Provost for approval. The Provost then forwards it to the director of human resources, who ensures that the ad is in compliance with all relevant regulations. The Provost and search committee, in consultation with the division/school chair and the director of human resources, will decide where to place the ads. They should consider past successes in recruitment, legal requirements, and the intent of the University to seek a diverse faculty. 

The search committee receives all applications from the director of human resources and identifies those it wishes to interview by telephone. Typically search committees will then select three candidates for campus interviews. The chair of the search committee then submits the names and vitas of those candidates to the Provost and the division chair. The candidates are interviewed by the search committee, the Provost, the school/division chair, and other campus constituencies as applicable. Campus interviews include a teaching demonstration to interested faculty, staff, and students.

The search committee, in consultation with the division/school chair, then recommends a candidate to the Provost with a written rationale. If the Provost concurs, this recommendation is forwarded to the President. If the Provost does not concur, then the Provost states the reasons to the committee in writing. The Provost and the search committee shall meet to discuss the recommendation. If the Provost and the search committee still do not concur after this meeting, then both the recommendation of the committee and that of the Provost are forwarded to the President, who makes the final decision regarding employment. 

Employment of tenure track faculty members is for one-year probationary periods until tenure is granted, at which time the faculty member has employment on a continuing basis. If a tenure-track position becomes available, a full search will be opened to all qualified candidates, including any person currently employed on a non-tenure track basis.  That person, if appointed, would then have the option of having his or her years of service at McKendree counted toward tenure consideration.  (Terms of the full-time faculty contract are in Appendix E.)

Assignment to rank at the time of initial employment is made by the President and the Provost, and communicated by the Provost to CRPT and the relevant College or School Faculty Evaluation Committee (FEC). Criteria governing assignment to rank are presented in Section 2.2.  Employment and assignment to rank are not final until approved by the Committee on Academic Affairs of the Board of Trustees and the full Board.

McKendree University is an affirmative action/equal opportunity employer.

2.3.1 Statement of Terms of Appointment

The terms and conditions of every appointment to the faculty will be stated or confirmed in writing, and a copy of the appointment will be supplied to the faculty member.  Any subsequent extensions or modifications of an appointment, and any special understandings, or any notices incumbent upon either party to provide, will be stated or confirmed in writing and a copy will be given to the faculty member.

With the exception of special appointments clearly limited to a brief association with the institution, and reappointments of retired faculty members on special conditions, all full-time appointments to the rank of instructor or higher are of two kinds: (1) probationary appointments and (2) appointments with continuous tenure.

Except for faculty members who have tenure status, every person with a teaching or research appointment of any kind will be informed each year in writing of the appointment and of all matters relative to eligibility for the acquisition of tenure.

All continuing faculty will receive contracts for the next academic year by March 15.

2.3.2 Probationary Appointments

Probationary (tenure track) appointments are subject to annual renewal.  The total period of continuous full-time probationary service at McKendree University prior to the acquisition of tenure will not exceed 7 years.  

An individual who has all of his or her teaching experience at McKendree University is considered for tenure during the sixth year of probationary standing.

An individual who has taught at another institution may be credited with a certain number of years of experience as the equivalent of probationary years at McKendree University.  Such a person is considered for tenure during his or her nth year, where n is the difference between six and the number of years with which the person is credited (e.g., the third year at McKendree if the person is credited with three years of experience).

In the case of an individual who has taught at another institution, the Provost may grant a maximum of three years teaching experience as probationary years at McKendree University. Under normal circumstances, one year of credit toward tenure will be offered for each year of full-time college teaching experience at an accredited college or university.  If the granting of more than three years appears to be warranted, the Provost shall consult with the President and the CRPT Committee. Approval by the President and the committee shall be required for such an exception. The number of years granted, in any case, shall be stated in writing at the time of hiring.

”Equivalent experience” is defined as professional-level training or experience and/or full-time teaching other than at the college level which applies directly to the academic appointment being considered.  Ordinarily such experience will be counted on a two-for-one-basis (i.e. each two full year's professional experience is equal to one year of academic experience).  Awarding of this experience is not automatic and occurs only after verification and review by the Provost.  Persons granted such equivalent experience but lacking a doctoral degree should expect that it may take longer than the required minimum to be promoted to the Associate Professor rank, and that a promotion to Professor will ordinarily not be possible.

For all circumstances different from those discussed above in relation to when a person shall be considered for tenure, the Provost shall consult with the President and the CRPT Committee.  Concurrence of the President, the Provost, and the majority of the CRPT Committee shall dictate the action taken.

Scholarly leave of absence for one year or less will count as part of the probationary period as if it were prior service at another institution, unless the individual and the institution agree in writing to an exception to this provision at the time the leave is granted.

The faculty member will be advised, at the time of initial appointment, of the substantive standards and procedures generally employed in decisions affecting renewal and tenure. Any special standards adopted by the faculty member's department or school will also be brought to his or her attention. The faculty member will be advised of the time when decisions affecting renewal or tenure are ordinarily made and will be given the opportunity to submit material believed to be helpful to an adequate consideration of the faculty member's circumstances.

Regardless of the stated term of other provisions of any appointments, written notice that a probationary appointment is not to be renewed will be given to the faculty member in advance of the expiration of the appointment, as follows:  (1) not later than March 1 of the first academic year of service if the appointment expires at the end of that year; or, if a one-year appointment terminates during an academic year, at least three months in advance of its termination; (2) not later than December 15 of the second academic year of service if the appointment expires at the end of the second academic year of service; or, if the appointment terminates during an academic year, at least six months in advance of its termination; (3) at least twelve months before the expiration of an appointment after two or more years of service at the institution.
2.3.3 Personnel Files 

The purpose of the Personnel File is to provide a record of pertinent information for each current McKendree faculty member.  The Personnel File is limited to the following items:

a. A copy of the faculty member's current contract

b. Updated transcripts

c. Letters of recommendation for hiring

d. Professional licensure, where applicable

e. Notifications of tenure and/or promotion

f. Updated resume

Access to this file is limited to the individual faculty member, accrediting agencies, the Provost, and the President.

Items pertaining to the professional growth and development of the faculty member are kept in the Contract Renewal, Promotion, and Tenure file.  Access to this file is limited to the individual faculty member, CRPT members, the Provost, and the President.

2.4 Tenure Criteria

"Academic tenure is an arrangement under which faculty appointments are continued until retirement for age or disability, subject to dismissal for adequate case or unavoidable termination on account of financial exigency or change of institutional program." From William Keast, "Faculty Tenure," A Report and Recommendations by the Commission on Academic Tenure in Higher Education (San Francisco:  Jossey-Bass, Inc., 1973).

Tenure is maintained at McKendree University to: 1) assure freedom of teaching and research and of extramural activities; 2) provide a sufficient degree of economic security to make the profession at McKendree University attractive to persons of ability; and 3) recognize faculty members who possess outstanding qualifications, expertise, teaching competencies, and growth potential.

Four criteria are used to make tenure decisions: 1) academic credentials; 2) teaching effectiveness; 3) scholarly/creative activity; and 4) service. Teaching effectiveness is the most important criterion for tenure. Under no circumstances will tenure be granted without clear documentation of teaching ability. Although excellence in all three of the latter criteria represents the ideal goal, it is recognized that the contributions of faculty members will generally be greater in some areas than in others. If a faculty member serves in an administrative position, performance in that assignment may be considered in the evaluation.

When evaluating a candidate for tenure, the University may exercise the privilege of making exceptions to the preceding criteria when warranted by demonstrated excellence in scholarship and teaching within the field and outstanding experience or training or educational leadership.  It is understood that exceptions may be warranted when the candidate demonstrates qualifications which the University judges to be equivalent to or better than the stated criteria.

2.4.1 Academic credentials

Faculty members applying for tenure must have the following credentials: a rank of assistant professor or higher; an earned doctoral degree in the candidate’s academic discipline or a related discipline; and service to McKendree for the appropriate probationary period (see sections 2.2 and 2.3.2).

2.4.2 Teaching effectiveness

Teaching effectiveness refers to the ability to create an environment in which students learn. Evaluations of teaching effectiveness include, but are not limited to, the following:

1) Knowing the content in one’s academic discipline.

2) Organizing classes in a way that engages students and encourages an open atmosphere of intellectual inquiry.

3) Using classroom technology as appropriate to achieve pedagogical goals.

4) Communicating the content of the class in a logical, clear, and stimulating manner.

5) Encouraging students to engage in critical thinking.

6) Conveying the interconnectedness of knowledge and the relationship between one’s field and other subject areas.

7) Setting course goals and objectives, assessing student outcomes, and updating courses on the basis of those assessments.

8) Having a passion and enthusiasm for one’s academic discipline.

9) Upholding professional obligations to conduct a full class session, distribute appropriate syllabi, use clear assignments, fairly evaluate students, and hold office hours.

10) Attending conferences, seminars, and workshops dedicated to the improvement of teaching.

11) Taking additional coursework related to one’s academic discipline.

Reviewers should pay due attention to the variety of demands placed on faculty members by the types and modalities of teaching called for in various disciplines and at various levels. Reviewers should judge the total performance of the candidate with proper reference to assigned teaching responsibilities.
2.4.3 Scholarly/creative activity

Scholarly and/or creative activity refers to efforts to continue developing understanding and skills in one’s discipline. Examples of scholarly and/or creative activity include, but are not limited to, the following:

1) Presentation of research papers or creative projects at professional meetings.

2) Peer reviewed publications in one’s academic discipline, including journal articles, books, and book chapters.

3) Performance or juried exhibition of creative work, including painting, sculpture, musical compositions, poetry, fiction, drama, dance, or film.

4) Peer reviewed publications on the scholarship of teaching and learning, including journal articles, books, and book chapters.

5) Scholarly contributions to one’s discipline, including reviewing manuscripts submitted for publication or serving on editorial boards.

6) Public recognition such as awards, scholarly citations, lectures, book reviews, exhibitions, or republication of scholarly work.

7) Applied research regarding science, technology or computer software.

8) Grants received in support of scholarly activity.

9) Participation in seminars, conferences, or meetings concerning scholarship in one’s discipline.

10) Evidence of ongoing research and staying current in one’s academic discipline. 

2.4.4 Service

Service refers to activities supporting the life and governance of the university as well as service to the profession and the broader community. Examples of service include, but are not limited to, the following:

1) Participation in faculty governance.

2) Academic advising of students.

3) Adviser to a student organization.

4) Participation in student recruitment, faculty recruitment, and fund-raising activities.

5) Attendance and support of extra-curricular activities.

6) Mentoring junior faculty in their professional development.

7) Service in administrative roles.

8) Monitoring of internships, independent studies, honors theses, and other independent student research projects.

9) Participation in division/school/college meetings; meeting deadlines regarding budgets, class schedules, library orders, and textbooks.

10) Development of new courses, majors or programs.

11) Grants received in support of professional activity for the individual or for the university.

12) Holding leadership positions with organizations that bring recognition to the university.

13) Professional expertise demonstrated through activities such as consulting.

14) Participation in community service beyond the campus.

2.5 Faculty Evaluation

Faculty evaluation has two major purposes. The first is to promote the professional growth of the faculty member. The second is to supply evaluative information to inform the contract renewal, promotion, and tenure decisions of the University. Different evaluation processes exist according to the status of the faculty member.

2.5.1 Evaluation of Tenure Track Faculty

Tenure track faculty will be evaluated for contract renewal in their first, second, third, and fourth years at McKendree. The tenure decision is made in the sixth year. 

Faculty who are granted one year of credit toward tenure will be evaluated in years one through four and are eligible to apply for promotion and tenure in year five. Faculty who are granted two years of credit toward tenure will be evaluated in years one through three and are eligible to apply for promotion and tenure in year four. Faculty who are granted three years of credit toward tenure will be evaluated in years one and two and are eligible to apply for promotion and tenure in year three.

2.5.1.1 Tenure Track Faculty Evaluation Materials

The following materials are submitted to the Provost each year: a faculty vita and professional growth plan, student evaluations, chair evaluation, and colleague evaluation(s). In years two and four, the evaluation process also includes a Provost evaluation. In years four and six, the evaluation process also includes a CRPT interview. These materials shall be available for review by the individual being considered for contract renewal, promotion, or tenure.

Current vita. Faculty should submit an updated vita each year.

Professional growth plan. Faculty will submit a professional growth plan to demonstrate achievement of the tenure criteria in section 2.4. This plan should include a self-evaluation of strengths, weaknesses and goals for the next five years in each of the three areas of teaching, scholarly/creative activity, and service. It should also include a statement responding to concerns, if any, identified in previous evaluation letters. 

Reviewers may not have the requisite background to evaluate all of the material submitted in the professional growth plan. Faculty members may include statements from off-campus colleagues within their discipline, if available, about the quality of their scholarship and/or professional work. Faculty members may also include other materials that demonstrate achievement of tenure criteria, including statements to help colleagues outside the faculty member’s academic discipline better understand those achievements. Examples of additional items which may be submitted are:

1) Teaching effectiveness

a. Teaching philosophy statement

b. Sample syllabi

c. Sample assessments

2) Scholarly/creative activity

a. Sample publications, conference papers, or creative projects

3) Service

a. Products resulting from service activities

Student evaluations. All courses taught by tenure track faculty must be evaluated by students using the standard university evaluation form. These evaluations remain available for review by CRPT, the relevant school or college Faculty Evaluation Committee (FEC), and the school or division chair during the entire probationary period.

Tenure-track faculty may design and administer additional student evaluations. Such evaluations remain the property of the faculty member. These evaluations may be included in the review materials, particularly if the faculty member considers them relevant to convey achievement while teaching non-traditional courses (field experience, on-line courses, clinical supervision, etc).

Chair evaluation. The School/Division chair will evaluate the faculty member’s progress toward achieving the tenure criteria of teaching, scholarship and service listed in section 2.4. The evaluation of teaching effectiveness will be based in part on observing a class session taught by the faculty member. Chairs will also have access to the standard university student evaluations of the faculty member. The chair evaluation should include, when needed, specific areas in need of improvement. It should not include an explicit recommendation on contract renewal or tenure.

Colleague evaluation(s). Each year a faculty member is considered for contract renewal, one tenured colleague will evaluate the faculty member’s progress toward achieving the tenure criteria of teaching, scholarship and service listed in section 2.4. The evaluation of teaching effectiveness will be based in part on observing at least one class session taught by the faculty member. This colleague, chosen by the faculty member, should be in the faculty member’s discipline or a closely related field. When being considered for tenure, three tenured colleagues will evaluate the faculty member’s progress toward achieving the tenure criteria listed in section 2.4. These colleagues are also chosen by the faculty member and should be in closely related fields. CRPT members may not write colleague teaching evaluations. The colleague evaluations should include, when needed, specific areas in need of improvement. It should not include an explicit recommendation on contract renewal or tenure.

Provost evaluation. In years two and four of the evaluation process, the Provost will evaluate the faculty member’s progress toward achieving the tenure criteria of teaching, scholarship and service listed in section 2.4. The evaluation of teaching effectiveness will be based in part on observing a class session taught by the faculty member. The Provost evaluation should include, when needed, specific areas in need of improvement. It should not include an explicit recommendation on contract renewal.

CRPT interview. Faculty members considered for contract renewal during the fourth year and for tenure during the sixth year will be interviewed by CRPT. The interview will provide an opportunity for the committee members and the candidate to converse and seek clarifications relevant to the candidacy. Either the committee or the candidate may request an interview when a faculty member is being considered for contract renewal.

2.5.1.2 Evaluation Process

First year review. In the first year the relevant FEC reviews all evaluation materials and makes one of the following recommendations: to renew the faculty member’s contract, to renew the faculty member’s contract with reservations, or not to renew the faculty member’s contract. The FEC forwards its recommendation with a rationale and the vote tally to the Provost. The FEC also sends a copy of the recommendation and rationale (but not the vote tally) to the faculty member. Ordinarily, there is no CRPT review in the first year. However, an FEC recommendation not to renew a faculty member initiates an additional CRPT review. CRPT then reviews all evaluation materials and the FEC recommendation, votes on contract renewal, and forwards a recommendation with a rationale to the Provost. The Provost then writes a contract renewal letter to the faculty member, summarizing the results of the annual review. A copy of this letter is sent to the relevant school/division chair.

Second year review. In the second year the relevant FEC reviews all evaluation materials, including the Provost evaluation, and makes one of the following recommendations: to renew the faculty member’s contract, to renew the faculty member’s contract with reservations, or not to renew the faculty member’s contract. The FEC forwards its recommendation with a rationale and the vote tally to CRPT. The FEC also sends a copy of the recommendation and rationale (but not the vote tally) to the faculty member. CRPT then reviews all evaluation materials and the FEC recommendation, votes on contract renewal, and forwards a recommendation with a rationale to the Provost. The Provost then writes a contract renewal letter to the faculty member, summarizing the results of the annual review. A copy of this letter is sent to the relevant school/division chair.

Third year review. In the third year the relevant FEC reviews all evaluation materials and makes one of the following recommendations: to renew the faculty member’s contract, to renew the faculty member’s contract with reservations, or not to renew the faculty member’s contract. The FEC forwards its recommendation with a rationale and the vote tally to the Provost. The FEC also sends a copy of the recommendation and rationale (but not the vote tally) to the faculty member. Ordinarily, there is no CRPT review in the third year. However, an FEC recommendation not to renew a faculty member initiates an additional CRPT review. CRPT then reviews all evaluation materials and the FEC recommendation, votes on contract renewal, and forwards a recommendation with a rationale to the Provost. The Provost then writes a contract renewal letter to the faculty member, summarizing the results of the annual review. A copy of this letter is sent to the relevant school/division chair.

Fourth year review. In the fourth year the relevant FEC reviews all evaluation materials, including the Provost evaluation, and makes one of the following recommendations: to renew the faculty member’s contract, to renew the faculty member’s contract with reservations, or not to renew the faculty member’s contract. The FEC forwards its recommendation with a rationale and the vote tally to CRPT.  The FEC also sends a copy of the recommendation and rationale (but not the vote tally) to the faculty member. CRPT then reviews all evaluation materials and the FEC recommendation, interviews the faculty member, votes on contract renewal, and forwards a recommendation with a rationale to the Provost. The Provost then writes a contract renewal letter to the faculty member, summarizing the results of the annual review. A copy of this letter is sent to the relevant school/division chair.

Fifth year. There is no FEC or CRPT review in the fifth year.

Sixth year review. In the sixth year the relevant FEC reviews all evaluation materials, votes on whether or not to recommend tenure, and forwards a recommendation with a rationale and the vote tally to CRPT. The FEC also sends a copy of the recommendation and rationale (but not the vote tally) to the faculty member. CRPT then reviews all evaluation materials and the FEC recommendation, interviews the faculty member, votes on tenure and forwards a recommendation with a rationale to the Provost.

FEC recommendations. Each FEC determines its own voting procedures. 

CRPT recommendations. After review of all pertinent materials and criteria, the entire CRPT Committee will, by secret ballot, make necessary decisions for its recommendations to the Provost. A simple majority of three (3) votes is necessary for contract renewal and promotion.  The concurrence of four (4) members shall be necessary for an affirmative decision to grant tenure.  In case of tenure votes of three (3) to two (2) in either direction, three (3) separate ballots will be cast by the Committee with appropriate time for discussion between votes.

If in any year the FEC and CRPT recommendations do not concur, both recommendations are forwarded to the Provost for review.

Provost review of recommendations. The Provost will review the FEC and CRPT recommendations. If in concurrence with the recommendations, the Provost will forward them, along with concurring comments, to the President. 

If the Provost does not concur with the FEC in years one and three, then CRPT also reviews the faculty member’s materials and forwards its recommendation to the Provost. 

If in any year the Provost does not concur with a CRPT recommendation, the Provost will inform the CRPT of the reasons for non-concurrence. If the CRPT and the Provost cannot reconcile the differences, both the CRPT recommendation and that of the Provost shall be forwarded to the President by the Provost.

The President will review these recommendations and, if in concurrence with the Provost and the CRPT, will forward his or her own, and the Provost's, and the committee's recommendations to the Academic Affairs Committee of the Board.  If the President disagrees with either the Provost or the committee, he or she will meet with the Provost and the CRPT and discuss their differences.  If they cannot arrive at an agreement, the President will forward his or her own, the Provost's, and the committee's recommendations to the Academic Affairs Committee of the Board.

The Academic Affairs Committee of the Board will review these recommendations and make its own recommendation to the Executive Committee of the Board, or to the Board.  The Board of Trustees will make final determinations on contract considerations.

After final action has been taken, the Provost will inform the affected faculty members of the results as soon as practicable.

CRPT proceedings should be kept strictly confidential except for such release of information as this Manual requires. In the event that a faculty member initiates a grievance involving CRPT transactions, only the official minutes and record of CRPT proceedings should be open to the grievance committees; CRPT members should avoid describing, to grievance committee members or anyone else, the content of confidential deliberations; and in particular they should not disclose how they themselves voted in any matter disposed of by secret ballot in the Committee.

There is, however, one exception to this confidentiality rule.  When a CRPT member has, on the basis of confidential discussions with the committee, reasonable grounds to believe that the outcome has been influenced by circumstances that violate academic freedom; or that there has been bias according to race, ethnicity, religious preference, gender, or handicap; or that there has been a significant procedural error; then the committee member is obliged to take the following steps, in the sequence indicated:

(a) Discuss the perceived violation with the committee as a whole, in confidential session. 

(b) Then if, and only if, step (a) fails to persuade the committee member that no violation has occurred or that it has been corrected by the committee's own process, report the violation in detail to the faculty member(s) adversely affected by the violation, for possible use in a grievance proceeding;

(c) Cooperate fully with the inquiry and hearing committees whose proceedings result from a grievance initiated under the terms of (b) above, including releasing to the grievance committees the same information released to the aggrieved.

CRPT members are ordinarily expected to serve with the committee for purposes of all matters that come before the committees during the term for which the member has been elected.  Members of the Committee may-in fact, should-disqualify themselves from considering a particular case if, and only if, there is a significant likelihood of conflict of interest.  Judgments as to such likelihood are to be made solely by the CRPT member.

 2.5.1.3 Evaluation Schedule

Evaluations will proceed according to the following schedule:


	Tenure Track Faculty Evaluation Schedule

	
	Materials due in Provost’s office*
	FEC*
	Provost Evaluation
	CRPT Interview
	CRPT*
	Official University Notification

	First Year Review

FEC only
	Jan 10
	Recommendation and vote tally to Provost by Feb 10
	No
	No
	Recommendation to Provost by Feb 20 (only with a negative FEC recommendation)
	Contract renewal letter to faculty member by March 1

	Second Year Review

FEC and CRPT
	Sep 30
	Recommendation and vote tally to CRPT by Oct 30
	Yes
	No
	Recommendation to Provost by Nov 30
	Contract renewal letter to faculty member by Dec 15

	Third Year Review

FEC only
	Jan 10
	Recommendation and vote tally to Provost by Feb 10
	No
	No
	Recommendation to Provost by Feb 20 (only with a negative FEC recommendation)
	Contract renewal letter to faculty member by Mar 15

	Fourth Year Review

FEC and CRPT
	Dec 31
	Recommendation and vote tally due to CRPT by Jan 31


	Yes
	Yes
	Recommendation due to Provost by Feb 28
	Contract renewal letter to faculty member by Mar 15

	Fifth Year – No Review


	
	
	
	
	
	

	Sixth Year Review

FEC and CRPT
	Dec 31
	Recommendation and vote tally to CRPT by Jan 31
	No
	Yes
	Recommendation to Provost by Feb 28
	Contract renewal letter to faculty member by Mar 15;

Tenure letter to faculty member by Sep 1


*When the due date falls on a weekend or holiday, materials and recommendations are due on the last work day before the date indicated.
2.5.2 Evaluation of Tenured Faculty

Each tenured faculty member is assessed every five years.  The focus of the assessment is on development during the ensuing five years, and no evidence gathered in this assessment process can be introduced by the University in any proceeding to remove tenure. Thus, the assessment does not imply any lessening of the University's adherence to the 1982 AAUP Statement of Recommended Institutional Regulations on Academic Freedom and Tenure as Amended by McKendree University.

The Provost will notify faculty members in the spring semester preceding their assessment year.

Early in the assessment year, the faculty member being assessed determines which faculty colleagues will serve as a review committee of three and notifies the Provost.  This Committee will make a final reading and evaluation of the faculty member's dossier.  The dossier is the sole property of the faculty member. This committee will notify the faculty member and the Provost when the evaluation is completed.

A dossier is collected containing the following items: 
(1) A self evaluation stressing accomplishments, strengths and weaknesses, and the faculty member's professional plans and needs for the next five years will be included.

(2) Tenured faculty, according to the process for five-year review, conduct evaluations in their classes for at least one semester of each academic year including the fall semester of the assessment year. Faculty are responsible for maintaining a file of these evaluations for inclusion in their review packets.
(3) Letters from colleagues, the division chairperson, and past students will be included.

(4) Any additional documentation considered relevant such as syllabi, publications, recommendations, experiences, advanced degrees, and post doctoral studies will be included.

2.5.3 Evaluation of Special Status Faculty

Evaluations of Special Status Faculty (as defined in section 2.1.2) are sent to the Provost for purposes of contract reassurance, and are outside the domain of CRPT, except for purposes of promotion in rank.  Special Status Faculty are also required to include supervisor evaluations in their CRPT file.

All non-teaching faculty will be evaluated by processes and standards determined by their direct supervisors in consultation with the appropriate upper level supervisor. Non-teaching faculty must be informed of the process involved in the evaluation prior to the evaluation. Evaluation by supervisors will include observation of behavior in meeting stated job responsibilities with such observations documented. 

Administrators or other staff members with academic rank and teaching responsibilities who are not seeking promotion are evaluated by their division chair for teaching effectiveness the first year of teaching responsibilities and every subsequent two years. They are evaluated by the Provost for teaching effectiveness the first year of teaching responsibilities and every subsequent four years.  They must administer student evaluations in every class taught and each semester a copy of student evaluation results will be filed with the appropriate division chair.  On the years in which the faculty member is evaluated by the division chair or Provost, a copy of all evaluations will be turned into the Provost’s office by April 15. In consultation with the division chair, the Provost may consult the CRPT committee for assistance in making a decision regarding the renewal of teaching responsibilities for these faculty members.

2.5.4 Evaluation of Full-Time Faculty on an Annual Contract

Full-time faculty with an annual renewable contract will be evaluated each year. The evaluation is analogous to the process for tenure track faculty members in their first year and second year, alternating each year, as stated in section 2.5.1 with the following exceptions: 1) the faculty member is not required to submit a professional growth plan; and 2) the evaluation will emphasize teaching effectiveness.

2.5.5 Evaluation of Non-Renewable, Full-Time, Non-Tenure Track Faculty

Faculty with non-renewable, full-time, non-tenure track contracts must be evaluated by students in each class taught. The appropriate chair will have a copy of all student evaluations for faculty in this category. The chair or a designate of the chair will also write a teaching evaluation after a class visit in the first semester. Should conditions warrant, the chair will also provide a recommendation to the Provost regarding the re-issue of a nonrenewable contract for another year. The evaluation process for any faculty member in this category who is hired for a second year will include teaching evaluations from both the chair and one other member of the appropriate school or division. The evaluation process for any faculty member in this category who is hired for a third year will be the process in Section 2.5.4. 

2.5.6 Evaluation of Associate Faculty

Associate faculty must be evaluated by students in each class taught. The appropriate chair/program director will have a copy of all student evaluations for faculty in this category. At the discretion of the chair/program director, associate faculty may also undergo a visitation by the chair/program director or a designate of the chair/program director. Recommendations for re-issue of associate faculty contracts are made by the chair/program director.

2.6 Promotion in Academic Rank

Candidates for promotion in rank are considered by the Contract Renewal, Promotion, and Tenure Committee. 

Tenure track faculty and tenured faculty. To qualify for promotion, tenure track and tenured faculty must satisfy the criteria for the rank required in section 2.2 and further elaborated in section 2.4. Faculty members applying for promotion must notify the Provost of that intention by September 15. In instances where a faculty member serves in an administrative role, particularly as a division chair or program director, overall performance in that assignment may be considered as part of the CRPT evaluation process. For assistant professors requesting promotion to associate professor, the evaluation process is analogous to the process for tenure track faculty in their sixth year as stated in section 2.5.1. For associate professors requesting promotion to professor, the evaluation process is analogous to the process for tenure track faculty in their sixth year as stated in section 2.5.1 with one exception: faculty must maintain student evaluations from at least five semesters since the most recent promotion or appointment. 

Special status faculty. The eligibility of administrators and staff members for academic rank as faculty members shall be determined by the Board of Trustees in consultation with the President of the University, the Provost and the CRPT. Administrators or staff desiring promotion must notify the Provost of that intention by September 15.  The evaluation process for special status faculty is analogous to the process for tenure track faculty in their sixth year as stated in section 2.5.1.2. To qualify for promotion in academic rank, the administrator or staff member must satisfy the criteria for the rank desired as presented in Section 2.2 with exceptions noted below.  

Particular criteria used to determine promotion for special status faculty include the following:

1. Contributions to the educational function of the University; for example, teaching, librarianship, and/or academic program development.

2. Contributions to the advancement of the profession; for example, active participation in professional and learned societies as a member, as an officer, as a committee member, or as a committee chairperson.

3. Activities related to inquiry and research; for example, publications; presentation of papers; reviews of books and other literature; grants; consulting; service as member of a team of experts, review committee or similar body.  Such activities shall be judged by professional colleagues on and off campus on the basis of their contribution to scholarship, their profession, and service.

4. Documentation in support of candidates for promotion in rank shall include evaluations, using guidelines appropriate to their positions, from the appropriate superior University officer(s), colleagues, and students.

5. The foregoing regulations apply to administrative and staff personnel who hold academic rank, but only in their capacity as faculty members.  Administrators and staff personnel with faculty rank who allege a violation of academic freedom, or of governing policies against improper discrimination, significantly contributed to a decision to deny their appointment to or promotion in academic rank are entitled to the procedures set forth in Section 2.16 Policies and Procedures Pertaining to Faculty Grievances.

2.7 Termination of Contract and Sanctions 
2.7.1 Resignation
Faculty members may terminate appointment effective at the end of an academic year, provided that they give notice in writing at the earliest possible opportunity, but not later than May 15, or 30 days after receiving notification of the terms of appointment for the coming year, whichever date occurs later.

Faculty members may properly request a waiver of this requirement of notice in case of hardship or in a situation where they would otherwise be denied substantial professional advancement or other opportunity.

2.7.2 Retirement
Continuous tenure expires simultaneously with retirement.  Continuous tenure will expire also should a faculty member choose to exercise the option of early retirement.  If returning full-time after retirement, a faculty member may be continued on an annual basis according to the same guidelines existing for probationary contracts.

2.7.3 Termination of Appointments by the Institution
Termination of an appointment with continuous tenure, or of a probationary or special appointment before the end of the specified term, may be effected by the institution only in the following conditions: 1) dismissal for adequate cause, 2) financial exigency, 3) discontinuance of program or department, or 4) medical reasons. 
Dismissal for Cause. In all cases of dismissal, the institution must demonstrate adequate cause for such dismissal. Adequate cause for a dismissal will be related, directly and substantially, to the fitness of faculty members in their professional capacities as teachers or researchers. A faculty member (tenured or non-tenured) at McKendree University can be dismissed for any of the following reasons:
1. Failure to fulfill the terms of the contract by contrary actions(s) or neglect;

2. Dishonesty in teaching or research;

3. Serious violations of the law;

4. Gross violation of professional ethics.

Dismissal of a faculty member with continuous tenure, or with a special or probationary appointment before the end of the specified term, will be preceded by: 

1. Discussions between the faculty member and appropriate administrative officers looking toward a mutual settlement; 

2. Informal inquiry by the duly elected Contract Renewal, Promotion, and Tenure Committee which may, failing to effect an adjustment, determine whether in its opinion dismissal proceedings should be undertaken, without its opinion being binding upon the president; 

3. A statement of charges, framed with reasonable particularity by the president or the president's delegate.

A dismissal will be preceded by a statement of reasons, and the individual concerned will have the right to invoke the grievance procedures.  In cases of dismissal for cause, the grievance committee will operate under the following guidelines.
1. Pending a final decision by the hearing committee, the faculty member will be suspended, or assigned to other duties in lieu of suspension, only if immediate harm to the faculty member or others is threatened by continuance.  Before suspending a faculty member, pending an ultimate determination of the faculty member's status through the institution's hearing procedures, the administration will consult with the Contract Renewal, Promotion, and Tenure Committee concerning the propriety, the length, and the other conditions of the suspension.  A suspension which is intended to be final is a dismissal, and will be treated as such.  Salary will continue during the period of the suspension.

2. The faculty member may waive a hearing or may respond to the charges in writing at any time before the hearing.  If the faculty member waives a hearing, but denies the charges or asserts that the charges do not support a finding of adequate cause, the hearing tribunal will evaluate all available evidence and rest its recommendation upon the evidence in the record.

3. The burden of proof that adequate cause exists rests with the institution and will be satisfied only by clear and convincing evidence in the record considered as a whole.

4. In the hearing of charges of incompetence, the testimony will include that of qualified faculty members from this or other institutions of higher education.

5. The Hearing Committee will keep a verbatim record of the hearings by means of an audio tape.  Each party shall have the right to take a recording of the proceedings themselves.  At the faculty member's request, a typewritten transcript will be made available without cost.

6. If the Hearing Committee concludes that adequate cause for dismissal has not been established by the evidence in the record, it will so report to the President.  If the President rejects the report, the President will state the reasons for doing so, in writing, to the Hearing Committee and to the faculty member, and provide an opportunity for response before transmitting the case to the Board of Trustees.  If the Hearing Committee concludes that adequate cause for a dismissal has been established, but that an academic penalty less than dismissal would be more appropriate, it will so recommend, with supporting reasons.

Financial Exigency. Termination of an appointment with continuous tenure, or of a probationary or special appointment before the end of the specified term, may occur under extraordinary circumstances because of a demonstrably bona fide financial crisis which threatens the survival of the institution as a whole and which cannot be alleviated by less drastic means. The Faculty Senate shall participate in the decision that a condition of financial exigency exists or is imminent, and that all feasible alternatives to termination of appointments have been pursued. (See "The Role of the Faculty in Budgetary and Salary Matters," AAUP Policy Documents and Reports, 1990, pp. 130-133.) 

Judgments determining where within the overall academic program termination of appointments may occur involve considerations of educational policy, including affirmative action, as well as of faculty status, and should therefore be the primary responsibility of the faculty Academic Affairs Committee and the faculty body.  The faculty body should also exercise primary responsibility in determining the criteria for identifying the individuals whose appointments are to be terminated.  These criteria may appropriately include considerations of age and length of service.

The responsibility for identifying individuals whose appointments are to be terminated should be committed to a person or group designated or approved by the faculty. The allocation of this responsibility may vary according to the size and character of the institution, the extent of the terminations to be made, or other considerations of fairness in judgment.  The case of a faculty member given notice of proposed termination of appointment will be governed by the following procedure.

If the administration issues notice to a particular faculty member of an intention to terminate the appointment because of financial exigency, the faculty member will have the right to a full hearing before the Faculty Grievance Hearing Committee.  The hearing need not conform in all respects with a proceeding regarding dismissal for cause, but the essentials of an on-the-record adjudicative hearing will be observed.  The issues in this hearing may include: 

1. The existence and extent of the condition of financial exigency. The burden will rest on the administration to prove the existence and extent of the condition. The findings of a faculty committee in a previous proceeding involving the same issue may be introduced. 

2. The validity of the educational judgments and the criteria for identification of terminations; but the recommendations of a faculty body on these matters will be considered presumptively valid.

3. The question of whether the criteria are being properly applied in the individual case.

If the institution, because of financial exigency, terminates appointments, it will not at the same time make new appointments except in extraordinary circumstances where a serious distortion in the academic program would otherwise result.  The appointment of a faculty member with tenure will not be terminated in favor of retaining a faculty member without tenure, except in extraordinary circumstances where a serious distortion of the academic program would otherwise result.

Before terminating an appointment because of financial exigency, the institution, with faculty participation, will make every effort to place the faculty member concerned in another suitable position within the institution.

In all cases of termination of appointment because of financial exigency, the faculty member concerned will be given notice or severance salary not less than prescribed in Section 2.9.5
In all cases of termination of appointment because of financial exigency, the place of the faculty member concerned will not be filled by a replacement within a period of three years, unless the released faculty member has been offered reinstatement and a reasonable time in which to accept or decline it.

Discontinuance of Program or Department not Mandated by Financial Exigency. Termination of an appointment with continuous tenure, or of a probationary or special appointment before the end of the specified term, may occur as a result of bona fide formal discontinuance of a program or department of instruction. The decision to discontinue formally a program or department of instruction will be based essentially upon educational considerations, as determined primarily by the faculty as a whole. (“Educational considerations” do not include cyclical or temporary variations in enrollment.  They must reflect long-range judgments that the educational mission of the institution as a whole will be enhanced by the discontinuance.)

Before the administration issues notice to a faculty member of its intention to terminate an appointment because of formal discontinuance of a program or department of instruction, the institution will make every effort to place the faculty member concerned in another suitable position.  If placement in another position would be facilitated by a reasonable period of training, financial and other support for such training will be proffered.  If no position is available within the institution, with or without retraining, the faculty member's appointment then may be terminated, but only with provision for severance salary equitably adjusted to the faculty member's length of past and potential service. When an institution proposes to discontinue a program or department of instruction, it should plan to bear the costs of relocating, training, or otherwise compensating faculty members adversely affected.
A faculty member may appeal a proposed relocation or termination resulting from discontinuance and has a right to a full hearing before the Faculty Grievance Hearing Committee.  The hearing need not conform in all respects with a proceeding regarding dismissal for cause, but the essentials of an on-the-record adjudicative hearing will be observed.  The issues in such a hearing may include the institution's failure to satisfy any of the conditions specified in this section. In such a hearing a faculty determination that a program or department is to be discontinued will be considered presumptively valid, but the burden of proof on other issues will rest on the administration.

Termination for medical reasons. Termination of an appointment with tenure, or of a probationary or special appointment before the end of the period of appointment, for medical reason, will be based upon clear and convincing medical evidence that the faculty member cannot continue to fulfill the terms and conditions of the appointment.  The decision to terminate will be reached only after there has been appropriate consultation and after the faculty member concerned, or someone representing the faculty member, has been informed of the basis of the proposed action and has been afforded an opportunity to present the faculty member's position and to respond to the evidence.  If the faculty member so requests, the evidence will be reviewed according to the procedure outlined under “Dismissal for Cause” above before a final decision is made by the Board of Trustees on the recommendation of the administration.  The faculty member will be given severance salary not less than prescribed in Section 2.9.5.

Review by the Board of Trustees. In all cases of termination of appointment or other severe sanction, the Board of Trustees will be available for ultimate review. The President will, on request of the faculty member, transmit to the Board of Trustees the record of the case.  The Board of Trustees' review will be based on the record of the committee hearing, and it will provide opportunity for argument, oral or written or both, by the principals at the hearings or by their representatives.  The decision of the Hearing Committee will either be sustained or the proceeding returned to the Committee with specific objections and requests for new evidence if necessary.  The Board of Trustees will make a final decision only after a study of the committee's reconsideration.

2.7.4 Procedures for Imposition of Sanctions other than Dismissal

If the administration believes that the conduct of a faculty member, although not constituting adequate cause for dismissal, is sufficiently grave to justify imposition of a severe sanction, such as suspension from service for a stated period, the administration may institute a proceeding to impose such a severe sanction; the procedures outlined in Section 2.9.3 under “Dismissal for Cause” will govern such a proceeding.

If the administration believes that the conduct of a faculty member justifies imposition of a minor sanction, such as a reprimand, it will notify the faculty member of the basis of the proposed sanction and provide the faculty member with an opportunity to persuade the administration that the proposed sanction should not be imposed.  A faculty member who believes that a major sanction has been incorrectly imposed under this paragraph, or that a minor sanction has been incorrectly imposed under this paragraph, or that a minor sanction has been unjustly imposed, may petition the Faculty Grievance Committees for such action as may be appropriate.

2.7.5 Terminal Salary or Notice

If the appointment is terminated, the faculty member will receive salary or notice in accordance with the following schedule: at least three months, if the final decision is reached by March 1 (or three months prior to the expiration) of the first year of probationary service; at least six months, if the decision is reached by December 15 of the second year (or after nine months but prior to eighteen months) of probationary service; at least one year, if the decision is reached after eighteen months of probationary service of if the faculty member has tenure.  On the recommendation of the Faculty Grievance Hearing Committee or the President, the Board of Trustees, in determining what, if any, payments will be made beyond the effective date of dismissal, may take into account the length and quality of service of the faculty member.

2.7.6 Non-renewal of Non-tenured Faculty

When a faculty recommendation or a decision not to renew an appointment has first been reached, the faculty member involved will be informed of that recommendation or decision in writing by the body or individual making the initial recommendation or decision, and, if the faculty member so requests, he or she will be advised of the reasons which contributed to that decision.  The faculty member may request reconsideration by the recommending or deciding body.  If the faculty member so requests, the reasons given in explanation of the non-renewal will be confirmed in writing.

If the faculty member on probationary or other non-tenured appointment alleges that a decision not to reappoint was based on inadequate consideration, he or she may file a grievance. The Grievance Committee will determine whether the decision not to reappoint was the result of adequate consideration in terms of the relevant standards of the institution.  The Grievance Committees will not substitute their judgment on the merits for that of the CRPT.  If the Grievance Committees believe that adequate consideration was not given to the faculty member's qualification, they will request reconsideration by the deciding body or individual, indicating the respects in which they believe the consideration may have been adequate.

If a faculty member on probationary or other non-tenured appointment alleges that a decision against reappointment was based significantly on considerations (1) violative of academic freedom or (2) governing policies on making appointments without prejudice with respect to race, sex, religion, national origin, age, physical handicap, marital status, or sexual or affectional preference, the allegation will be given preliminary consideration by the Faculty Grievance Inquiry Committee, which will seek to settle the matter by informal methods.  The allegation will be accompanied by a statement that the faculty member agrees to the presentation, for the consideration of the Faculty Grievance Committees, of such reasons and evidence as the institution may allege in support of its decision.  If the difficulty is unresolved at this stage, and if the Inquiry Committee so recommends, the matter will be heard in the manner set forth in Regulations 5 and 6, except that the faculty member making the complaint is responsible for stating the grounds upon which the allegations are based, and the burden of proof will rest upon the faculty member.  If the faculty member succeeds in establishing a prima facie case, it is incumbent upon those who made the decision against reappointment to come forward with evidence in support of their decision.

2.7.7 Administrative Personnel

The foregoing regulations apply to administrative personnel who hold academic rank, but only in their capacity as faculty members. Administrators who allege that a consideration violative of academic freedom, or of governing policies against improper discrimination, significantly contributed to a decision to terminate their appointment to an administrative post, or not to reappoint them, are entitled to the procedures set forth in Section 2.9.6.
2.7.8 Other Academic Staff

In no case will a member of the academic staff who is not otherwise protected by the preceding regulations which relate to dismissal proceedings be dismissed without having been provided with a statement of reasons and an opportunity to be heard before a duly constituted committee.  (A dismissal is a termination before the end of the period of appointment.)

With respect to the non-reappointment of a member of such academic staff who establishes a prima facie case to the satisfaction of a duly constituted committee that a consideration violative of academic freedom, or of governing policies against improper discrimination significantly contributed to the non-reappointment, the academic staff member will be given a statement of reasons by those responsible for the non-reappointment and an opportunity to be heard by the committee.

3.0 Faculty Rights and Responsibilities
3.1 Academic Freedom

All members of the faculty, whether tenured or not, are entitled to academic freedom as set forth in the 1940 Statement of Principles on Academic Freedom and Tenure, formulated by the Association of American Colleges and the American Association of University Professors, and as reaffirmed in the 1970 Interpretive Comments adopted by the Council of the American Association of University Professors in April 1970.
Institutions of higher education are conducted for the common good and not to further the interest of either the individual teacher
 or the institution as a whole.  The common good depends upon the free search for truth and its free exposition.

Academic freedom is essential to these purposes and applies to both teaching and research.  Freedom in research is fundamental to the advancement of truth.  Academic freedom in its teaching aspect is fundamental for the protection of the rights of the teacher in teaching and of the student to freedom in learning.  It carries with it duties correlative with rights.

(a) Teachers are entitled to full freedom in research and in the publication of the results, subject to the adequate performance of their other academic duties; but research for pecuniary return should be based upon an understanding with the authorities of the institution.

(b) Teachers are entitled to freedom in the classroom in discussing their subject, but they should be careful not to introduce into their teaching controversial matter which has no relation to their subject. 

(c) College and university teachers are citizens, members of a learned profession, and officers of an educational institution.  When they speak or write as citizens, they should be free from institutional censorship or discipline, but their special position in the community imposes special obligations.  As scholars and educational officers, they should remember that the public may judge their profession and their institution by their utterances.  Hence they should at all times be accurate, should exercise appropriate restraint, should show respect for the opinions of others, and should make every effort to indicate that they are not speaking for the institution  (AAUP Policy Documents, 1990, pp. 3-4).

Faculty members and students engaged in the creation and presentation of works of the visual and the performing arts are as much engaged in pursuing the mission of the college or university as are those who write, teach, and study in other academic disciplines.  Works of the visual and performing arts are important both in their own right and because they can enhance our understanding of social institutions and the human condition.  Artistic expression in the classroom, the studio, and the workshop therefore merits the same assurance of academic freedom that is accorded to other scholarly and teaching activities.  Since faculty and student artistic presentations to the public are integral to their teaching, learning, and scholarship, these presentations merit no less protection.  Educational and artistic criteria should be used by all who participate in the selection and presentation of artistic works.  Reasonable content-neutral regulation of the "time, place, and manner" of presentations should be developed and maintained.  Academic institutions are obliged to ensure that regulations and procedures do not impair freedom of expression or discourage creativity by subjecting artistic work to tests of propriety or ideology.  

Artistic performances and exhibitions in academic institutions encourage artistic creativity, expression, learning, and appreciation.  The institutions do not thereby endorse the specific artistic presentation, nor do the presentations necessarily represent the institution.  This principle of institutional neutrality does not relieve institutions of general responsibility for maintaining professional and educational standards, but it does mean that institutions are not responsible for the views or the attitudes expressed in specific artistic works any more than they would be for the content of other instruction, scholarly publication, or invited speeches.  Correspondingly, those who present artistic work should not represent themselves or their work as speaking for the institution and should otherwise fulfill their educational and professional responsibilities (AAUP Policy Documents, 1990, pp. 35-36).

3.2 Professional Ethics

I. Professors,
 guided by a deep conviction of the worth and dignity of the advancement of knowledge, recognize the special responsibilities placed upon them.  Their primary responsibility to their subject is to seek and to state the truth as they see it.  To this end professors devote their energies to developing and improving their scholarly competence.  They accept the obligation to exercise critical self-discipline and judgment in using, extending, and transmitting knowledge.  They practice intellectual honesty.  Although professors may follow subsidiary interests, these interests must never seriously hamper or compromise their freedom of inquiry.

II. As teachers, professors encourage the free pursuit of learning in their students.  They hold before them the best scholarly and ethical standards of their discipline.  Professors demonstrate respect for students as individuals and adhere to their proper roles as intellectual guides and counselors.  Professors make every reasonable effort to foster honest academic conduct and to ensure that their evaluations of students reflect each student's true merit.  They respect the confidential nature of the relationship between professor and student.  They avoid any exploitation, harassment, or discriminatory treatment of students.  They acknowledge significant academic or scholarly assistance from them.  They protect their academic freedom.

III. As colleagues, professors have obligations that derive from common membership in the community of scholars.  Professors do not discriminate against or harass colleagues.  They respect and defend the free inquiry of associates.  In the exchange of criticism and ideas professors show due respect for the opinions of others.  Professors acknowledge academic debt and strive to be objective in their professional judgment of colleagues.  Professors accept their share of faculty responsibilities for the governance of their institution.

IV. As members of an academic institution, professors seek above all to be effective teachers and scholars.  Although professors observe the stated regulations of the institution, provided the regulations do not contravene academic freedom, they maintain their right to criticize and seek revision.  Professors give due regard to their paramount responsibilities within their institution in determining the amount and character of work done outside it.  When considering the interruption or termination of their service, professors recognize the effect of their decision upon the program of the institution and give due notice of their intentions. 

V. As members of their community, professors have the rights and obligations of other citizens.  Professors measure the urgency of these obligations in the light of their responsibilities to their subject, to their students, to their profession, and to their institution.  When they speak or act as private persons they avoid creating the impression of speaking or acting for their college or university.  As citizens engaged in a profession that depends upon freedom for its health and integrity, professors have a particular obligation to promote conditions of free inquiry and to further public understanding of academic freedom (AAUP Policy Documents, 1990, pp. 75-76).

* The term professors here include all persons defined as faculty members at McKendree University.

3.3 Protection against Discrimination
All members of the faculty, whether tenured or not, are entitled to protection against illegal or unconstitutional discrimination by the institution, or discrimination on a basis not demonstrably related to the faculty member's professional performance, including but not limited to race, sex, religion, national origin, age, physical handicap, marital status, or sexual orientation.

3.4 Political Activities of Faculty Members
Faculty members, as citizens, are free to engage in political activities. Where necessary, leaves of absence may be given for the duration of an election campaign or a term of office, on timely application, and for a reasonable period of time. The term of such leave of absence shall be set forth in writing, and the leave will not affect unfavorably the tenure status of a faculty member, except time spent on such leave will not count as probationary service unless otherwise agreed to (AAUP Policy Documents, 1990, p. 29).
3.5 Sexual Harassment Policy and Procedures
It is the policy of McKendree University that no member of the University community may sexually harass another member of the University community. It is the policy of McKendree University to investigate all allegations of sexual harassment.

Physical assaults of a sexual nature, unwelcome sexual advances, requests for sexual favors, and other physical or verbal conduct of a sexual nature constitutes sexual harassment when:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of academic or personnel/employment decisions as are subject to the influence of the person making such proposals; or

2. Submission to or rejection of such conduct by an individual is used as basis for academic or personnel/employment decisions affecting said individuals; or

3. Such conduct is repeated or is so offensive that it interferes with an individual's academic and/or work performance or it contributes to an unprofessional, intimidating, hostile or offensive academic or work environment.

Sexual harassment is unlawful, and such prohibited conduct exposes not only the University, but individuals involved in such conduct, to significant liability under the law. Members of the campus community at all times should treat others respectfully and with dignity in a manner so as not to offend their sensibilities.

Following consultation with appropriate campus constituencies, a committee and a panel of alternates shall be appointed and announced annually by the President, who will make every effort to represent men and women in the selection.

Investigation of the allegations of sexual harassment will use the following grievance procedure.

Bringing the Complaint. Any member of the University community who believes that he/she has been the victim (the complainant) of sexual harassment as defined above, may bring the matter to the attention of one of the following individuals who have been designated as grievance officers to handle complaints of sexual harassment:  Vice President of Student Affairs, Provost, Vice President of External Programs (complaints emanating from Kentucky campuses), University Personnel Officer (currently Vice President for Financial Affairs), Health Care Personnel Director of Health Services, University Psychologist(s), Chairperson of Faculty Student Affairs Committee, or the Campus Chaplain.

The complainant should present the complaint as promptly as possible after the alleged harassment occurs.  It is recommended that the complaint be presented within thirty (30) days.  One consequence of the failure to present a complaint promptly is that it may preclude recourse to legal procedures should the complainant decide to pursue them at a later date.

The initial discussion between the complainant and the grievance officer will be kept confidential, with no formal written report.

If the complainant decides to proceed, the complainant must submit to the grievance officer a written statement detailing the alleged offensive conduct.  The contents of the written statement should include, at a minimum, a complete statement of the facts of the incident including dates, times, locations, witnesses, any relevant background facts or circumstances, and the signature of the complainant.  Cases involving sexual harassment are particularly sensitive and demand special attention to the issues of confidentiality.

Upon receipt of the written complaint, the grievance officer will inform the alleged offender of the complaint, the identity of the complainant, and will provide the written statement of the complaint.  Every reasonable effort will be made to protect the complainant from retaliatory action by those named in the complaint.  To protect both the complainant and the alleged offender, once the resolution process has been initiated, it will be followed to completion.

Resolution of a Written Complaint. Promptly after a written complaint is submitted, the grievance officer will convene and chair a review committee.  The committee will be composed of one full-time faculty member, one member of the Student Government Association, and one person from the University staff (either contract or hourly).  Challenges will be made on an alternating basis beginning with the party against whom the grievance is filed.  Each party is limited to two challenges.  All challenges must be exercised in order or otherwise forfeited.

Members of the committee will meet to discuss the complaint.  Unless the committee concludes that the complaint is without merit, the parties to the dispute will be invited to appear before the committee, present any testimony, and confront any witnesses.

The committee may conduct its own formal inquiry, call witnesses, and gather whatever information it deems necessary to assist it in reaching a decision and recommendations for subsequent action. The committee will keep a verbatim record of the hearings by means of a single audio tape. All parties shall have access to the taped record of the proceedings. During the proceedings, each party will be permitted to have counsel of his/her own choice.  Such persons are present as advisors, but may not act as spokespersons for the parties. 
Once a determination has been reached by the committee, a report of the committee's findings will be communicated in writing to both parties and to the President (or Board of Trustees). In recognition of the sensitivity of such matters, the work of the review committee shall be confidential.

The report forwarded to the President and both parties shall include 1) date of receipt of the complaint; 2) identification of the complaint (written statement of the complaint); 3) results of any investigation or inquires made by the grievance officer or the review committee, and an evaluation of the results of such measures; and, 4) recommendations, if any, of the review committee for further action to be taken.

The President shall then take appropriate action. If the President is the alleged offender, the Chair of the Committee presents the report to the Board of Trustees for appropriate action.

McKendree University will comply with its reporting obligations as required by the Student Right-To-Know and Campus Security Act.  This includes notifying that individual who is responsible for both the collection and reporting of this type of data (generally designated as the Director of Campus Security).
Schedule of Penalties for Misconduct. The following schedule of penalties applies to all violations of the Sexual Harassment Policy.  Where progressive discipline is provided for, each instance of conduct violating the Policy moves the offending person through the steps for disciplinary action.  In other words, it is not necessary for an offender to repeat the same precise conduct in order to move up.  A written record of each action taken pursuant to the Policy will be placed in the offending person's file.  The record will reflect the conduct, or alleged conduct, and the warning given, or other discipline imposed.  
A. Assault and/or battery. Any person's first proven offense of assault and/or battery, or threat of assault, including assault of a sexual nature, will result in discharge/dismissal.

B. Other acts of harassment. A person's commission of acts of sexual harassment (other than assault) will result in non-disciplinary oral counseling upon alleged first offense; written warning, suspension or discharge upon the first proven offense, depending upon the nature or severity of the misconduct; and suspension or discharge upon the second proven offense, depending on the nature or severity of the misconduct.

C. Retaliation. Alleged retaliation against a sexual complainant will result in non-disciplinary oral counseling.  Any form of proven retaliation will result in suspension or discharge upon the first proven offense, depending upon the nature and severity of the retaliatory act, and discharge upon the second proven offense.

D. Supervisory acts (including faculty in a faculty/student relationship). A supervisor's commission of acts of sexual harassment (other than assault) with respect to any other person under that person's supervision will result in non-disciplinary oral counseling upon alleged first offense; final warning or dismissal for the first proven offense, depending upon the nature and severity of the misconduct; and discharge for any subsequent offense.

Appeal. In the event either party (the accused or the complainant) is dissatisfied with the decision rendered they would have recourse through the appropriate institutional grievance bodies.  The only exception to already established procedure is that the final appeal would be to the Board of Trustees instead of the President.

The appropriate appeal process and bodies would be as follows:

1. Appeals must be made within one work week (5 work days) of the time an official decision on the charge is communicated to those involved (accused and complainant).

2. The appeal must be in writing and based upon acceptable appeal criterion as noted in the procedures of the various hearing boards cited below.  Written appeals will be submitted to the chair of the appropriate committee.

3. Designated appeal boards are the Student Conduct Committee for students, the Personnel Advisory Committee for staff, and the Faculty Grievance Inquiry Committee for faculty
Appeals will follow the procedures governing the institutional grievance committee(s). Of course, all persons retain their rights as citizens and as such have recourse to civil offices if they feel dissatisfaction with decisions against them.

3.6 Consensual Relations between Faculty and Students

McKendree University strongly discourages “sexual relations between students and faculty members with whom they also have an academic or evaluative relationship [because such relationships] are fraught with potential for exploitation. The respect and trust accorded a professor by a student, as well as the power exercised by the professor in an academic or evaluative role, make voluntary consent by the student suspect. Even when both parties initially have consented, the development of a sexual relationship renders both the faculty member and the institution vulnerable to possible later allegations of sexual harassment in light of the significant power differential that exists between faculty members and students.

In their relationships with students, members of the faculty are expected to be aware of their professional responsibilities and avoid apparent or actual conflict of interest, favoritism or bias. When a sexual relationship exists, effective steps should be taken to ensure unbiased evaluation or supervision of the student” (from AAUP Policy Documents & Reports (1995)).
3.7 Consensual Relations between Supervisors and Supervised

McKendree University strongly discourages sexual relationships between a supervisor and a subordinate. This refers to those who have a supervisory relationship with other faculty or with staff. Supervisors are expected to be aware of their professional responsibilities and avoid apparent or actual conflict of interest, favoritism, or bias. Should a relationship exist, the individuals involved must inform their supervisor(s), and direct supervision of one individual over another must be modified to eliminate the conflict of interest in the direct supervision situation. 

Questions of interpretation, issues and comments should be directed toward the Provost.

3.8 Conflict of Interest

The faculty member agrees to observe the policies and regulations of the University, to avoid engaging in any enterprises or activity which may, in the judgment of the University, interfere with the proper performance of his/her duties to the University, and to conduct himself/herself at all times in such manner as to promote the principles and ideals for which the University stands.

A full-time faculty member of the University shall not, during his/her period of annual service, engage in a regular business or be employed regularly for remuneration by agencies other than the University, except with the approval of the President.

3.9 Faculty Development

The ongoing process of faculty development may be realized in many ways, including leave of absence, sabbatical leave, membership in professional organizations, participation in professional conferences, research, and course work for completion of advanced degrees.

Leaves of absence for purposes of professional development may be granted according to guidelines in Section 3.9.1.  The University seeks to support at least one sabbatical leave annually.  Guidelines for sabbatical leave application are in Section 3.9.2.
In view of the benefits of growth and improvement accruing to the faculty member and the University from the faculty member's belonging to and participating in functions of professional organizations, McKendree University encourages its faculty to hold membership in significant associations of the professions and disciplines on the local, regional and national levels. Full-time faculty are encouraged to attend a minimum of one meeting or conference annually.  Within budgetary resources, the University contributes to costs of attendance according to individual needs.

Attendance at professional meetings or conferences may be funded from the Faculty Development Budget and the Travel Budget.  Funds from these budgets are allocated to each academic division by the Provost in proportion to anticipated needs.  It is essential, therefore, that attendance be planned in advance with early notification to the Provost or his designee of such plans.

3.9.1 Leaves of Absence

In view of the professional responsibility of the University and the critical role of the faculty in providing an academic program, the granting of leaves of absence, when possible, should be thoughtfully planned for maximum benefit to the University and the individual.  Sufficient flexibility to meet the needs of the individual and the University is desired.  The length and frequency of leaves, the amount paid to faculty on leave, and the selection of persons to be granted leaves will be determined by careful consideration of these individual and institutional needs.

Short Term Leaves of Absence

Short term leaves include absences from teaching that require additional resources of the University in order for the teaching assignment of the faculty member to be met.

Short term medical leave

The chief purpose of short term leaves of absence from teaching is the protection or recovery of health. Short term medical leave is for 90 or fewer calendar days.  It is expected that only medically necessary procedures would qualify the faculty member for short term medical leave.  Requests for short term leaves of absence for health needs are to be directed to the Provost.

 Short term professional development leave

Short term leaves of absence for the purpose of research, writing, other scholarly work, and the general growth of the teacher may be considered. Requests for short term leaves of this nature are to be directed to the Provost, who will forward the request to CRPT.  Normally, two weeks is considered the maximum time granted for short term professional development leave.

Sick/Disability Leave.

Any person able to resume full faculty responsibilities within two calendar years of the inception of an illness which prevented full-time employment is considered temporarily disabled.  Temporary disablement is not grounds for the loss of continuous tenure.  (The time absent, if judged significant by the Contract Renewal, Promotion, and Tenure Committee, however, may not count toward the acquisition of tenure.)  Any disability of more than two calendar years duration will be considered permanent with all claims to employment lost.
Extended Leaves of Absence

The purpose of extended leaves at McKendree University is for protection or recovery of health; for research, writing, and other scholarly work applicable to teaching responsibilities; and for the growth of the faculty person.  An extended leave will not include salary.  Fringe benefits available to a faculty member on extended leave of absence include: any salary increases granted to the faculty as a whole; faculty tuition benefits as specified in Section 3.14; use of college facilities; and continuation of the faculty member's current level of participation in life, health, and disability insurance plans.

Changes to or suspension of any benefits guaranteed under the provisions of the college contract or the Faculty Manual must be agreed to by the individual and the institution in writing 30 days prior to any action on granting the leave of absence.

Extended medical leave

The chief purpose of extended medical leaves of absence from teaching is the protection or recovery of health.  The extended medical leave is for 91 or more calendar days.  Requests for extended leaves of absence for health needs are to be directed to the Provost.

Maternity/Paternity Leave

The faculty short-term disability program provides for 90 or fewer calendar days of paid medical leave for all types of disabilities to include childbirth.  Effective with this policy, faculty members will be allowed up to 90 or fewer calendar days of paid Maternity/Paternity Leave for the placement of a daughter or son with the faculty member for adoption.  When both spouses are employed by McKendree University, their aggregate leave is limited to the 90 or fewer calendar days as identified in the policy.  For other disabling or non-disabling conditions or situations, such as foster care of a child, the FMLA provides up to 12 weeks of unpaid leave.  In all cases, the short-term disability program and the FMLA run concurrently.

Extended professional development leave

An applicant for extended professional leave of absence will normally have served as a full-time faculty member at McKendree University for at least three years. Applications for professional development leave shall be filed with the Provost no later than March 1 of the academic year prior to the academic year of the requested extended leave of absence.  The application shall consist of the following:

1. A statement requesting the extended leave of absence;

2. The dates of the requested leave;

3. A statement in detail of the purpose of the extended leave;

4. An indication of how the proposed extended leave will assist the teaching competence or the professional capability of the recipient;

Review of the extended professional development leave application will be made by the CRPT. The criteria for granting extended leave of absence should be based on at least one of the following:

1. The contribution to the actual teaching at McKendree University,

2. The potential contribution to the field of study or discipline of the candidate, or

3. The contribution to the professional growth of the faculty member.

Proposals based on other intentions may be considered.

The names and applications recommended by the CRPT will be forwarded to the Provost, who will forward the CRPT recommendations and his or her own recommendation to the President of the University who will recommend the selection(s) to the Board of Trustees.

Should the Provost's recommendation differ from that of the CRPT, the Provost must consult with the Committee prior to forwarding the recommendations to the President.

3.9.2 Sabbatical Leave

The purpose of sabbatical leaves at McKendree University is to enhance the skills of members of the faculty as teachers, scholars, or practitioners in their particular disciplines. The University will provide a minimum of one sabbatical leave each academic year as funds allow. The sabbatical will provide a full salary for a one-semester leave, or one-half salary for a full year leave. The University will continue to contribute to the fringe benefit program of the faculty member during sabbatical leave.

Tenured faculty members with six full academic years of service to McKendree University are eligible to apply for a sabbatical.  Eligible faculty members may first apply in their sixth year for a sabbatical to be taken the following year.  Faculty members who have had a sabbatical are not again eligible until they have completed another six full academic years of service to McKendree University.  They may apply in their sixth year for a sabbatical to be taken the following year.

Applications shall be filed with the Provost no later than October 15 of the academic year prior to the academic year of the requested sabbatical.  The application shall consist of the following:

1. A statement requesting the sabbatical;

2. The dates of the requested sabbatical, whether a year or a semester, and if the latter, which semester is preferred;

3. A statement in detail of the purpose of the sabbatical and the project to be pursued (refer to selection criterion 3 below);

4. An indication of how the proposed sabbatical will enhance the teaching skills or the professional capability of the recipient;

5. Letters of recommendation relevant to the purpose of the proposal.

Recommendations for sabbaticals will be made by the Contract Renewal, Promotion and Tenure Committee (CRPT).  

The selection of the successful candidates will be based upon the following criteria, each of which shall be given equal consideration by CRPT.

1. Benefit to the University.  This shall be defined as the proposal's potential for significant contribution to (i) the teaching of a specific course or courses at McKendree or (ii) the development or enhancement of a specific program of benefit to the college and its students or (iii) the candidate's discipline.

2. Likelihood of success.  This shall be determined by the CRPT and based upon (i) the merits of the proposal and its potential for successful execution and (ii) internal and external letters of recommendation.

3. Time in service and previous sabbatical leave.  It is understood that the final recommendation of CRPT shall be based on the overall merit of the candidate's proposal.  However, in its deliberations the CRPT reserves the right to consider (i) the candidate's time in service and (ii) the candidate's previous sabbatical experience.

4. Proposals based on other intentions will be considered, but the ease by which a successful candidate might be temporarily replaced shall not be a criterion for selection.

5. The names and applications of those selected will be forwarded in rank order to the Provost who will forward them and his or her own recommendation to the President who will recommend the selection(s) to the Board of Trustees for consideration at its February board meeting.

Should the Provost's recommendation differ from that of CRPT the Provost must consult with the Committee prior to forwarding the recommendations to the President.

Conditions of Acceptance

1. The recipients of sabbatical leave awards must indicate to the Provost in writing their acceptance or rejection within a reasonable time as determined by CRPT.
2. Recipients of sabbatical leaves must agree to present a written report to the Provost at the end of the sabbatical detailing the results achieved and the benefits which have accrued.  Copies of all granted sabbatical proposals and reports of sabbatical experiences will be kept in the Provost's Office.

3. The recipients must also agree to serve at least two years on the faculty of the University subsequent to the academic year in which the leave is taken.  Should he or she accept another position before the expiration of that period of service, the recipient must agree to repay the University that portion of the salary received while on leave which is represented by the fraction of the two years beyond the leave which has not been served.

Applicants who are not selected for a sabbatical may re-apply the following year without prejudice.

3.10 Teaching Responsibilities

Textbooks and Required Course Materials. Selection of the textbook and other materials required for a course are the responsibility of the instructor.  Notification of the bookstore of books and other materials which should be ordered is accomplished by completion of a form issued by the bookstore manager.  The completed form is signed by the faculty member and returned to the bookstore manager in sufficient time to allow for receipt of the required materials prior to the first day of class.

Course Syllabus. At the beginning of each semester, full- and part-time faculty members are required to submit to the division chair a syllabus for each course they are teaching.  The division chair keeps the syllabi on file.  As a recommended format, each syllabus should include:

1. A statement of the goals and objectives of the course;

2. A list of assignments including required and recommended readings, examinations, papers, reports, etc.; and

3. A statement on grading procedures for evaluation of course work.

It is required that each syllabus carry a statement on class attendance policies.  The syllabus may include a bibliography of works relevant to the subject matter of the course. Faculty members may reserve the right to revise the syllabus during the term in which the course is taught when, in their opinion, such a revision is in the best interest of the students in the course.

Examinations and Grading. Examinations are given during the semester as a means of assessing each student's progress toward fulfillment of course goals and objectives.  Final examinations are given according to the schedule announced by the Registrar.  Final grades are reported to the Registrar.  Grade reports are also filed at midterm for students performing at the D or F level.  The grading system employed by McKendree University may be found in the University catalog.

Teaching Load. The standard faculty teaching load for the academic year is 24 semester hours; the assignment of these semester hours for each faculty member is made by the appropriate division chairperson and approved by the Provost.  As a part of this contract, and in addition to the 24 semester hours heretofore called the standard teaching load, the faculty member may be responsible for directing a maximum of five independent studies or readings or internships during each term (fall, spring) in load.
Student Advising. Faculty members serve as academic advisers to students as assigned in consultation with division chairs.
Office Hours. Faculty members are to post regular office hours of at least three 50 minute periods per week.
Retention of Graded Materials. Faculty are required to retain all graded materials not returned for at least 21 days after the first day of the following full semester.
3.11 Benefits

Mandatory Benefits. The faculty member contributes to Social Security. Unemployment and Workmen's Compensation are provided by the University in accord with federal and state regulations.
Medical Insurance. McKendree University has available a group insurance plan for basic and major medical benefits and dental benefits.  Full-time faculty and those faculty with half time or more appointments are eligible to apply for coverage from the first date of employment.  The University contributes half the premium and the employee contributes half.  The employee must enroll in the program within thirty (30) days of employment in order to avoid having to prove insurability which includes answering medical questions.
Tuition Benefits. McKendree University offers tuition fringe benefits to all its full-time faculty and regular employees.  A full-time faculty or regular employee (or his/her spouse, or his/her dependent child) who wishes to receive tuition fringe benefits must meet all of the admissions requirements as outlined in the current McKendree University Catalog.  If an employee dies during employment of at least six continuous years, the surviving spouse and dependent children will continue to be eligible under these same requirements.
If a candidate for this fringe benefit grant is admitted, and subsequently enrolls, he/she becomes subject to all of the other academic regulations of the University as outlined in the current Catalog.  Up to the full tuition may be allowed for McKendree courses provided that eligible individuals first apply for an Illinois State Scholarship Commission grant and a Basic Educational Opportunity Grant on a yearly basis.  The distribution of the monies from these awards in relation to this fringe benefit will be determined by the Director of Financial Aid.

These benefits are available in an amount not to exceed 36 hours in the fall and spring semesters combined. For the summer term this fringe benefit is available up to 8 hours. 

Students receiving this fringe benefit will be excluded when determining the offering or canceling of any courses.  For information and application forms, the student should contact the Financial Aid Office which is responsible for the administration of the employee benefit program.

Tuition Reimbursement. Faculty taking courses toward advanced degrees within their fields may apply for 50% remission of tuition through the Office of the Associate Dean.

Faculty who have achieved the terminal degree and who wish to take postgraduate course work to extend their professional competence may apply for 50% remission of tuition through the Office of the Associate Dean.

Group Life Insurance. At no cost to the employee, the University carries group life insurance, including accidental death, dismemberment and loss of sight on all employees who work a minimum of 20 hours a week.  The amount of insurance is one times annual salary rounded to the next higher $1,000.  The beneficiary is designated by the employee.  The employee has the option within 31 days after termination of employment to convert the group life insurance to an individual whole life or endowment insurance policy without medical examination.
Accidental Death and Dismemberment. The University carries a $50,000 Travel Accident Insurance Policy on Full-time Regular and Regular employees, which compensates for loss of life or member (arm, eye, etc.) if the accident occurs while the employee is traveling in any conveyance while on University business.  The employee may designate his/her beneficiary.  There is no charge to the employee for this insurance.  Coverage ceases at age 70.  The University also carries a 24-hour accident insurance policy on the employee at no cost to the employee.  Full amount of this benefit is equal to his/her yearly salary.  Additional coverage may be purchased for self or spouse.
Sick/Disability Leave. The policy on leaves of absence for medical reasons may be found in Section 3.9.1. Any person able to resume full faculty responsibilities within two calendar years of the inception of an illness which prevented full-time employment is considered temporarily disabled.  Temporary disablement is not grounds for the loss of continuous tenure.  (The time absent, if judged significant by the Contract Renewal, Promotion, and Tenure Committee, however, may not count toward the acquisition of tenure.)  Any disability of more than two calendar years duration will be considered permanent with all claims to employment lost.

Annual Vacation. The time in the calendar year not covered by the contract period of annual service shall constitute a vacation period during which the faculty member shall be free from institutional duty, except that appointment to any term of the year carries with it the obligation to perform such duties as advising, registration and committee assignments, which may fall just before or after the calendar date of the academic year but which are parts of the regular program.
Long-term care benefit. McKendree University provides a long-term care policy for all full-time faculty and regular employees. The policy provides a $2000 monthly benefit if in a nursing home and additional benefit for an assisted living center for up to three years. Premiums are paid by the University with options for additional coverage at the faculty member’s expense. The plan is also available to parents, spouses, siblings, and adult children.

3.12 Compensation Policies

The salary schedule is in Appendix H.

Payroll Period. The annual salary will normally be paid in twelve monthly payments, usually dispersed on the last working day of the month, September through August. 
Payroll Deductions. The University contributes annually to Social Security, and, if the individual is enrolled, to TIAA Retirement, Health Insurance, Major Medical, and Long-Term Disability Insurance.
Under the TIAA Retirement Plan of the University, faculty members are eligible for enrollment from the date of employment.  Faculty members are obligated to participate upon completion of three years of service and attainment of age 30, unless special waiver is granted by the University President.  The individual contributes 5% (five percent) of salary and the University contributes an amount equal to 9% (nine percent) of salary.  Application forms must be obtained from the Director of Human Resources.
3.13 Library Policies

Facilities/Services. The facilities of Holman Library are available to all faculty with the understanding that guidelines and procedures established by the library for such use be followed. Services/facilities available to faculty include the following:


a.
Audiovisual services


b.
Automated literature searching


c.
Bibliographic instruction to classes and to individuals


d.
Curriculum Library


e.
Extended loans


f.
FAX services


g.
Interlibrary Loan


h.
Library orientation and tours


i.
Photocopying services


j.
Reference service


k.
Reserve service

Guidelines and procedures governing the above services are available in the library.

Circulation Policies

a. Faculty ID cards serve as library cards and must be presented to check out materials.  Faculty may opt to register for borrowing privileges at the beginning of the school year so that the ID card will not be presented at each check out.

b. Faculty members are responsible for all materials borrowed in their names.  Replacement price plus processing fee is charged for non-returned items.

c. Faculty whose employment with the University is terminated at any time during the year are expected to return all library materials prior to the termination date.  Termination checkout form will not be signed until all library materials are returned or paid for.

Acquisition/Selection Policies

a. The acquisition/selection policy is subject to review at any time.  Changes in the policy must be submitted to the Academic Affairs committee for action.  A full statement of the policy is available in the library.

b. The library collection includes the following types of materials:  audiovisuals, books, government documents, microforms, and periodicals. Materials are selected:  (1) to support the current teaching program of the University; (2) to provide materials essential to any scholarly library; (3) to support research needs of faculty; and (4) to support recreational and leisure reading needs of the campus community.

c. The University librarian is responsible for the expenditure of all library funds including that portion of the budget, which is allocated to the academic divisions for the purchase of library materials.

d. Annually at least one-half and not more than two-thirds of the library book and AV budgets are allocated to the academic divisions to be spent at faculty recommendation.

e. Divisional allocations not encumbered or expended by a specified date revert to the library budget to be re-allocated as collection- building needs indicate.
3.14 Computing Use Policy

McKendree University offers computing and networking resources to students, faculty, and staff for many different purposes. These resources, networked for the benefit of the entire campus community, are continually updated and maintained to ensure that the University is able to fulfill its mission for teaching, research, and service to the students and the community at large. Computing resources at McKendree are limited, and the manner in which individual users access those resources can impact the work of other McKendree users and users throughout the world because our campus network is linked via the internet to other networks worldwide. Every campus user must acknowledge his or her responsibilities and obligations regarding proper computer use and behavior.

Because of the rapid evolution of computing and information networks, the University reserves the right to modify the text of these policies, by approval of the Technology Advisory Committee, the Faculty Senate, and the general faculty. While users will be kept apprised of any changes, it is the user’s responsibility to remain aware of current regulations.

Common sense is a good guide to what constitutes appropriate behavior and use of computers and networks. You should respect the privacy of others and use computing resources in a manner that is consistent with the instructional and research objectives of McKendree University.

University responsibilities. McKendree University owns most of the computers and all internal computer networks used on the campus. The University also has various rights to the software and information contained on, developed on, or licensed for these computers and networks. The University has the responsibility to administer, protect, and monitor this aggregation of computers, software, and networks.

The purposes of the Technology Advisory Committee (TAC), specifically; the Information Technology Department (IT), specifically; and McKendree University, generally, are to:

1. Establish and support reasonable standards of security for electronic information that community members produce, use, or distribute, and protect the privacy and accuracy of administrative information that the University maintains. TAC will adjudicate any formal complaints that might arise with regard to these matters, using input from IT and the Provost’s office.

2. Protect University computers, networks, and information from destruction, tampering, and unauthorized inspection and use.

3. Provide information technology resources to support activities connected with instruction, research, and administration.

4. Delineate the limits of privacy that can be expected in the use of networked computer resources and preserve freedom of expression over this medium without countenancing abusive or unlawful activities.

5. Ensure that University computer systems do not lose important information because of hardware, software, or administrative failures or breakdowns. To achieve this objective , duly authorized individuals hired by the University to function as systems or technical managers may occasionally need to examine the contents of particular files to diagnose or solve problems.

6. Communicate University policies and individuals’ responsibilities systematically and regularly in a variety of formats to all parts of the University community.

7. Monitor policies and propose changes in policy as events or technology warrant.

8. Manage computing resources so that members of the University community benefit equitably from their use. To achieve this objective, duly authorized individuals hired by the University to function as systems or technical administrators may, in conjunction with the TAC, occasionally need to restrict inequitable computer use, including shared systems or the network. For example, the University reserves the right to restrict users from using any program that is unduly resource-intensive. TAC will adjudicate any formal complaints resulting from interpretations of these restrictions in all areas of IT/academic overlap.

9. Enforce policies by restricting access in cases of serious violations. For example, in appropriate circumstances, duly authorized individuals hired by the University to function as systems or technical administrators may, in conjunction with the TAC, find it necessary to lock a user’s account. In such circumstances, if there is not a resolution within 24 hours, the systems administrator or the user should refer the matter to the appropriate official for follow-up and resolution. (See section on sanctions for more details.) TAC will adjudicate any formal complaints resulting from interpretations of these restrictions in all areas of IT/academic overlap.

Academic Computing Use policies will be developed collaboratively by the Department of Information Technology and the Technology Advisory Committee.

Individual responsibilities. McKendree University supports networked information resources to further its mission of research and to foster a community of shared inquiry. All members of the University community must be cognizant of the rules and conventions that make these resources secure and efficient. It is the responsibility of each member of the University community to: 

1. Respect the right of others to be free from harassment or intimidation to the same extent that this right is recognized in the use of other media or communications.

2. Respect copyright and other intellectual property rights. Unauthorized copying of files, information, or passwords belonging to others or to the University may constitute plagiarism or theft. Modifying files without authorization (including altering information, introducing computer viruses, Trojan horses, or worms, or damaging files) is unethical, may be illegal, and may lead to sanctions.

3. Maintain secure passwords. Users should establish appropriate passwords in the first instance, change them occasionally, and not share them with others.

4. Use resources effectively. Accept limitations or restrictions on computing resources – such as storage space, time limits, or amount of resources consumed – when asked to do so my systems administrators. 

5. Recognize the limitations of privacy afforded be electronic services. Users have a right to expect that only those to whom permission is given will see what they create, store, and send. Users must know, however, that the security of electronic files on shared systems and networks is not inviolable – most people respect the security and privacy protocols, but a determined person can breach them. Users must also not that, as part of their responsibilities, systems or technical managers may occasionally need to diagnose or solve problems by examining the contents of particular files.

6. Learn to use software and information files correctly. Users should maintain and archive backup copies of important work. Users are responsible for backing up their own files. They should not assume that files on shared machines are backed up. If users choose to participate in a backup service, they should become familiar with the schedules and procedures of that service. They should also learn to use properly the features for securing or sharing access to their files.

7. Abide by security restrictions on all systems and information to which access is permitted. Users should not attempt to evade, disable, or “crack” passwords or other security provisions; these activities threaten the work of others and are grounds for immediate suspension or termination of privileges and possible additional sanctions.

McKendree University extends these principles and guidelines to systems outside the University and that are accessed via the University’s facilities. Network or computing providers outside McKendree University may also impose their own conditions for appropriate use, for which users at this University are responsible for following.

Sanctions. Individuals or groups who act in a manner contrary to existing policy and accepted social standards for computer use are subject to the sanctions and disciplinary measures normally applied to misconduct or lawbreaking. Established University channels handle computing policy violations. In the first instance, the appropriate computing administrators will address such matters. Whenever it becomes necessary to enforce University rules or policies, a duly authorized administrator hired by the University to function as systems or technical administrator may, in conjunction with the TAC, prohibit network connections by certain computers (even departmental/divisional and personal ones); require adequate identification of computers and users on the network; undertake audits of software or information on shared systems where connected to the network; or deny access to computers, the network, and institutional software and databases. TAC will adjudicate any formal complaints that may arise and make recommendations to the appropriate University divisions (i.e. the faculty, IT, and the administration). The University’s legal counsel will aid in understanding possible violation of rights and individuals.

If the infringement is not settled in discussion with the computing administrator, a matter involving students will be referred to the Dean of Students; a matter involving faculty will be referred to the division chair and/or the Provost; and a matter involving staff will be referred to the immediate supervisor, the manager of the unit, or the Director of Human Resources. TAC and the University’s counsel will adjudicate formal complaints. In addition, certain kinds of abuse may entail civil or criminal action as well.

3.15 Student Rights to Privacy: The Buckley Amendment

The "Family Educational Rights and Privacy Act" of August, 1974 (The Buckley Amendment) and the "Final Regulations" concerning the act as made effective June, 1976, define the rights of parents and students regarding access to educational records as well as protections of privacy concerning those records.  Copies of these materials are available through the Office of Student Affairs.

3.16 Drug Free Schools and Communities Act 

No person shall possess or consume any alcoholic beverage on University property.  University property is defined as all property owned or controlled by McKendree University.  Possession is defined as holding an alcoholic beverage, having it near one (on a table, etc.), having it stored in one's living area, or having it on open display in one's vehicle.  One is also presumed to be in violation of this regulation if present and aware that alcohol is being consumed and/or stored in this space.

No person shall possess, use, or have under his/her control narcotics, illicit drugs or any controlled substance without prescription, including, but not limited to, marijuana, amphetamines, barbiturates, or hallucinogens, in any building or on any property owned or controlled by the University.  Additionally, any person suspected of selling controlled substances and/or illicit drugs, as described above, will be subject to criminal prosecution, as well as University judicial action under the provisions set forth.  The University holds persons responsible for their behavior at all times.

A full copy of the September 28, 1990, McKendree University memorandum on prevention of illicit use of drugs and the abuse of alcohol by students and employees is available through the office of the Operations Manager.
3.17 Intellectual Property Rights
The objectives of the McKendree University Intellectual Property Rights Policy are to protect both the rights of faculty whose efforts create intellectual property and the rights of McKendree University.

Definitions

“Creators” are defined as faculty members who create or discover intellectual property. 

“Intellectual Property” is defined as the legal rights to a “Work” as provided by applicable statute, regulation, or judicial decision, including (without limitation) patent, copyright, or trademark. 

“Work” is defined as any creation that gives rise to intellectual property rights. A Work is any invention, discovery, manuscript, original data, academic course or portion thereof, learning tool or aid, or other creative or artistic work and any physical expression. 

Examples of a Work include, but are not limited to: 

1) computer programs

2) literary works

3) musical works, including any accompanying words

4) dramatic works, including any accompanying music

5) pantomimes and choreographic works

6) pictorial, graphic or sculptural works (photographs, prints, diagrams, models, and technical drawings)

7) motion pictures and other audiovisual works

8) sound recordings

9) architectural works

10) scientific or other scholarly publications

11) books, periodicals, manuscripts, phonorecords, films, tapes and disks

12) inventions or discoveries which constitute any new and useful process, machine, manufacture, or composition of matter, or any new and useful improvement thereof

13) new and ornamental designs for any useful article and plant patents being for the asexual reproduction of a distinct variety of plant, including cultivated sprouts, mutants, hybrids, and new found seedlings, other than a tuber propagated plant or plant found in an uncultivated state.

“Institutional Works” are defined as works created at the instigation of McKendree University, under the specific direction of McKendree University, or for McKendree University’s use. 

Examples include, but are not limited to:

1) Materials generated from an assigned institutional duty, including committee responsibilities.

2) Materials created as a specific requirement of employment, including those written in a job description or employment agreement.

“Instructional Materials” are defined as materials created for ordinary teaching use in the classroom, including online materials. Examples include lecture notes, curricula, examinations, syllabi, learning aids, and study guides. 

“Substantial University Assistance” occurs when McKendree University’s participation in or support of the creative or developmental activity leading to a Work is material, significant, and beyond the resources normally provided to individual employees. Without limiting the foregoing, McKendree University does not regard the provision of normal and customary salary, library resources, office or laboratory facilities, office staff or laboratory support, telecommunications facilities, individual personal computers, internet-based course management software for ordinary teaching use, and reasonable access to the University’s computer network or websites used for non-commercial scholarly pursuits to constitute “Substantial University Assistance.” 

Examples of Substantial University Assistance include, but are not limited to:

1) Substantial support, direction and guidance in the development of materials.

2) Substantial use of University information technology staff or University computing or telecommunications facilities.

3) Instructional materials or other materials created or used as part of a separate contractual agreement between the University and the Creator(s) that includes market-based compensation for the Creator(s) for the development of a distance education course.

4) Substantial use in the Work of voice(s) or image(s) of University employees, staff members, or property.

5) Substantial creative or developmental contribution to the Work by employees, staff members, or students engaged in the course of their regular employment or academic program (other than the Creator(s)).

6) The use in any Work of the University’s name or insignia (other than for the sole purpose of identification of individuals) to identify or promote any product, service, or enterprise, or any other identification or reference in a Work that could reasonably imply approval or endorsement by the University. 

Policy Provisions

A. The University acknowledges the right of faculty members to generate a Work and its associated Intellectual Property in their ordinary daily pursuits to which they have sole ownership. 

This general statement is qualified by the following:

1) Faculty members have exclusive Intellectual Property rights over Instructional Materials. However, the University shall be permitted to use Instructional Materials for administrative purposes, including satisfying requests of accreditation agencies for faculty-authored syllabi and course descriptions. In an agreement transferring copyright for such works to a publisher, faculty authors are urged to seek to provide rights for the University to use such works for internal instructional, educational, and administrative purposes.

2) Faculty and staff do not have Intellectual Property rights in cases in which they have voluntarily transferred the copyright of the Work, in whole or in part, to the University through a written and signed document

3) Faculty and staff do not have Intellectual Property rights over Institutional Works, except as provided for in prior written agreement between the University and the persons who create those works.

4) Faculty and staff do not have exclusive Intellectual Property rights in cases in which Substantial University Assistance has contributed to the development of the Work. 

B. The University reserves the right to prohibit or limit the use and/or publication of any Work and the Intellectual Property therein for both Institutional Works and Works which it has contributed Substantial University Assistance if, in the University’s judgment, such use or publication would adversely influence the University’s goodwill, competitive position, or reputation as an educational institution.

C. Substantial University Assistance for the curricula, examinations, learning aids, class materials, courseware, and all other aspects of distance education courses exists when the University contractually agrees to compensate the Creator(s). Such contracts will include a written agreement regarding rights and compensation of Creator(s) who contribute Works, in whole or in part, to these courses. In the absence of such an agreement, the Works shall be considered the intellectual property of the Creator(s).

D. Whenever “Substantial University Assistance” for a Work is perceived (by either the University or the Creator(s)), the parties are required to hold good faith negotiations in a timely fashion toward a written agreement regarding University usage, Creator usage, commercial exploitation, and all other aspects of the proposed development and use of the Work. The University will designate a representative. The Creator(s) and the University may choose to be represented by legal counsel. A Creator may also be represented by a fellow employee of his or her choosing. 

If negotiations lead to mutually acceptable terms and conditions regarding the parties’ share of any royalties or other income derived from the Work, they will be expressed in a written agreement. In all circumstances involving Substantial University Assistance, the University will, at a minimum, retain the right in perpetuity to use the Work for its own institutional academic purposes. Similarly, the Creator(s) shall retain the right, in perpetuity, to use the Work for reasonable personal (non-commercial) purposes and in academic credentials. 

Funds received by the Creator(s) from the sale of intellectual property owned by the Creator(s) shall be allocated and expended as determined solely by the Creator(s). Funds received by the University from the sale of intellectual property owned by the University shall be allocated and expended as determined solely by the University. Funds received by the Creator(s) and the University from the sale of intellectual property owned jointly by the Creator and the University shall be allocated and expended in accordance with the specific agreement previously negotiated by the parties. In the event of multiple Creators, the creators will determine the allocation of their individual shares when the work is first undertaken.

If no agreement is reached regarding a project involving Substantial University Assistance, then either the University or the Creator(s) can decline to go forward with the project. The University may also decline to permit University resources (beyond those normally provided) to be used by the Creator(s). 

E. When Intellectual Property is created as part of work done under an agreement between the University and an external sponsor, ownership of that intellectual property will be governed by the terms of that agreement. When the University and project directors seek outside funds to sponsor research, the University and the project directors should strive to obtain reasonable latitude and rights for the Creator(s) and the University, consistent with the public interest and this policy. 

F. Disputes over this policy will be resolved through final and binding arbitration. The Creator(s) and the University may choose to be represented by legal counsel. A Creator may also be represented by a fellow employee of his or her choosing. The arbitrators will include three faculty members elected by the full faculty and three staff/administrators appointed by the president. The arbitrators will determine their own rules of procedure. The final decision is based on a simple majority vote. The cost of the arbitration shall be borne equally by the University and the Creator(s).

4.0 Faculty Governance

The McKendree University Board of Trustees has the ultimate authority to determine all University policies. The Board of Trustees entrusts the administration of the University to the President who may then delegate the responsibility for the academic program to the Provost. The President is responsible for the overall operation of the University, and the Provost is responsible for the academic program. The Board of Trustees entrusts the teaching and research of the University to the faculty, which has responsibility for curriculum, subject matter and methods of instruction, research, and faculty status. On these matters the Board of Trustees and/or the President will normally exercise their authority by supporting the recommendations of the faculty and when failing to do so will communicate their reasons to the faculty.

The faculty also has a role in decision making in those areas that significantly influence the conduct of teaching and research. Examples include strategic planning, selecting a President and Provost, program termination, and re-accreditation efforts. The faculty are to be represented on all institution-wide committees dealing with such issues. The faculty will recommend representatives to the President and/or the Board of Trustees for membership on such committees. 

The primary responsibility of the faculty is to the students of the University. Accordingly, the faculty concerns itself with all phases of the academic program, fulfilling its responsibilities not only through actual teaching, but also by means of the following:

1. A system of standing faculty committees of varied function; (See Sections 4.2-4.16)

2. Representation to the Board of Trustees; (See Section 4.17).

3. Participation in budget formulation; (See Sections 4.8 and 4.18).

4. Completion of studies and surveys which, in the faculty's judgment, materially contribute to achieving the goals and purposes of the University;

5. Concern with the campus environment, to the end that the University may be not only a distinguished educational institution, but also one which contributes to the spiritual, moral, social, and physical maturity of its students 
4.1 Faculty Meetings
Faculty meetings are held on a regular basis according to the schedule formulated by the Faculty Senate and adopted by the faculty.  These meetings are presided over by the Chair of the Faculty Senate. Special meetings may be called as circumstances dictate. Minutes of each faculty meeting are kept by the Secretary of the Faculty. The Secretary is a full-time member of the faculty, elected by the faculty after nomination by the Faculty Senate or the faculty.

The Faculty Senate establishes the agenda for faculty meetings in cooperation with the Provost.  If a committee wishes to present a recommendation to the faculty, it must be submitted, in writing, to the Provost or to the chair of the Faculty Senate in by the date of the regular meeting of the Council prior to the faculty meeting. Dates of Council meetings are announced at the beginning of the academic year along with the dates of regular faculty meetings. The agenda, with recommendations attached, is made available to the faculty at least two days before the faculty meeting.

Recommendations are presented to the faculty by the chair of the committee from which the recommendation emanated.  Input is sought from members of that committee and others as appropriate so that the background and rationale for the recommendation may be more fully understood by the faculty.

All full-time faculty members are expected to attend faculty meetings.  For action taken by the faculty at a faculty meeting to become official, a quorum must be present.  A quorum is understood to mean two-thirds of the membership of the faculty with vote.

Persons entitled to vote in faculty meetings include the following: tenured/tenure-track faculty (as defined in Section 2.1.1), the President, the Provost, the Registrar, and faculty teaching full-time or more on annual contract (as defined in Section 2.1.3).

Faculty not able to be present at a meeting may vote by proxy.  Proxy means a power of attorney given by one person to another to vote in his or her stead. The proxy must have on it the date of submission to the proxy holder, the name of the person requesting the proxy privilege (printed and signed), the name of the person holding the proxy, and the date of the faculty meeting for which the proxy will be in effect, all on a standard proxy form available in the office of the Provost. The number of proxies held by one individual may be no more than two. Proxies may be limited to specific agenda items; otherwise proxies may be used as many times as necessary in the course of a meeting. Any individual holding a proxy must notify the faculty secretary before the voting of the number of proxies held and the names on those proxies.  The individual requesting the privilege of proxy must provide a copy of that proxy to the faculty secretary.

4.2 Standing Committees of the Faculty

Membership on faculty committees is limited to full-time faculty with voting privileges (as defined in Section 2.1). Student members are chosen by the McKendree University Student Government Association. The President is an ex-officio member of all faculty committees except the Faculty Senate and the Faculty Grievance Committee.

Members on all faculty committees have two-year terms. These terms are staggered so that at the end of each year half of the committee completes its term and half of the committee has one year remaining. Each committee will decide how to stagger the terms of its members. 

The chair of each committee sets the agenda for each meeting of the committee, presides at the meeting, and reports to the faculty on the deliberations of the committee. The chair is also responsible for presentation of committee recommendations to the faculty. Each committee should meet with a regularity sufficient for fulfillment of its responsibilities. Each committee shall determine its own decision-making procedures.

All faculty committee, sub-committee and ad hoc committee meetings are open with the exception of the Faculty Grievance Committees; Committee on Contract Renewal, Promotion and Tenure; the sub-committees on Admissions, Student Financial Aid, and Student Conduct; and search committees. However, all committees may vote to go into executive session and exclude visitors.

Copies of the minutes of each meeting of a standing committee shall be kept in the Provost’s office.

For a chart of the standing committees of the faculty, see Appendix B.

4.3 Faculty Senate

Membership. The membership of the Faculty Senate (FS) consists of the Provost, one tenured member of the School of Education, one tenured member of the School of Business, one tenured member of the School of Nursing and Health Professions, three tenured members of the College of Arts and Sciences, and two non-tenured at-large faculty members. CRPT members are not eligible for the Faculty Senate. Each faculty member will serve a two year term. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the relevant election process. The members elect one of the tenured faculty members to be Chair of the Faculty Senate.
Election. The six tenured members are elected by their respective College or School by May 15. The two non-tenured members are elected at the last faculty meeting of the academic year by the full faculty from a list of all eligible faculty. Elections are staggered; one member is elected each year. The second round ballot shall include the top ten from the first round. The third round ballot shall include the top four from the second round. The fourth round ballot will include the top two from the third round. The faculty member receiving a majority of votes in the fourth round will be elected.
Responsibilities. The responsibilities of the Faculty Senate are to:

1. Coordinate, review, and when necessary, revise the organizational structure and operation of the faculty committees;

2. Establish the agenda for faculty meetings in cooperation with the Provost;

3. Nominate members of the faculty as representatives to the Board of Trustees;

4. Nominate members of the faculty for special assignments, e.g., faculty marshal for convocations, ad hoc committees, etc;

5. Make policy proposals concerning academic freedom, tenure and promotion;

6. Review and make recommendations concerning salary matters, faculty evaluation, faculty development, contractual obligations, benefit programs and all matters of faculty interest;

7. Review the reasons for the President's veto of any faculty report or recommendation to the Board of Trustees, and, upon a two-thirds vote of its membership, initiate an appeal of such presidential decision to the Board of Trustees through the Board Committee on Academic Affairs.

8. Nominate to the President and/or the Board of Trustees members of the faculty to institution-wide committees in areas where the faculty have a meaningful advisory role, including those dealing with strategic planning, searches for the President and the Provost, accreditation, program termination in cases of financial exigency, etc.

9. Meet periodically with the President of the University to exchange views on matters of interest to the faculty.

The responsibilities of the Faculty Senate Chair are to:

1. Maintain an accurate and updated version of the Faculty Manual.

2. Represent the faculty to the Board Committee on Academic Affairs.

3. Preside over Faculty Senate and full faculty meetings. 

4.4 Contract Renewal, Promotion and Tenure Committee

Membership. The members of the Contract Renewal, Promotion and Tenure (CRPT) Committee include the Provost, serving as chair in a non-voting capacity, and five tenured faculty members elected by the full faculty to two year terms. Chairs and Faculty Senate members are not eligible for membership. If a faculty member will be on a leave of absence, or sabbatical leave, or otherwise away from campus for a substantial portion of the year, then that person is ineligible for election to the next year's CRPT. If a faculty member has been elected to a two year term on CRPT, and will be on leave of absence, or sabbatical or otherwise away from campus for a substantial portion of the second year of the term, then another faculty member will be elected to serve out the one year remaining in the term. CRPT members who are applying for promotion or sabbatical will not participate in committee deliberations or vote on those decisions.

Elections. Members of the CRPT Committee are elected at the last faculty meeting of the academic year by the entire faculty.  Only tenured faculty members are eligible for membership on this committee. The elections are staggered; two members are elected one year, and three members are elected the next year. The second round ballot shall consist of three times the number of faculty members to be elected (if there is a tie, more than this number may go to the second round). For example, if 3 members are needed, then the top 9 vote getters will move on to the second round.  If needed, more rounds of voting will be done eliminating the bottom two vote recipients in each round. Balloting shall continue until members receive a majority from the faculty members voting. Members of the CRPT Committee with expiring terms have the option to exclude their names from the ballot for a period of up to two years.

Responsibilities. The responsibilities of the CRPT Committee are to review and make recommendations regarding:

1. Renewal of first, second, third and fourth year faculty contracts to the President of the University; and

2. Promotions and grants of tenure for faculty members to the President and the Board of Trustees of the University.

3. Sabbatical leave for faculty to the President and the Board of Trustees of the University;

Procedures followed by the CRPT Committee when considering candidates for contract renewal, promotion and tenure are in Section 2.5. Procedures for considering sabbatical leave proposals are in Section 3.9.2. 

4.4.1 Faculty Evaluation Committees

The School of Business, School of Education, School of Nursing and Health Professions, and the College of Arts and Sciences shall each have a Faculty Evaluation Committee (FEC). All members of these committees must be tenured. Each entity shall decide the number of persons on its committee and determine election processes to its committee. The primary responsibility of these committees is to evaluate faculty regarding contract renewal, tenure and promotion for faculty members within each entity. These committees shall follow the procedures for faculty evaluation in Section 2.5.

4.5 Undergraduate Council

Membership. The voting membership of the Undergraduate Council includes the Provost, serving as chair, the Registrar, one faculty member from the School of Business, one faculty member from the School of Education, one faculty member from the School of Nursing and Health Professions, three faculty members from the College of Arts and Sciences, and one student chosen by the Student Government Association. Non-voting members include the Vice President for External Programs, the Associate Dean, the Associate Dean for the Scott Program, the Director of the Academic Support Center, the Director of the Writing Center, and the Director of the University 101 program.

Election. The College and Schools elect their representatives to the council by May 15. All members serve a two year term. Elections are staggered; half of the members are elected each year. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.
Responsibilities. The Undergraduate Council is the major unit within the faculty committee structure having as its primary concern all academic policies related to undergraduate admissions, general regulations governing the conduct of the educational program, curriculum, and requirements for degrees. The responsibilities of the Undergraduate Council are to:

1. Review and recommend to the full faculty academic policies, including admissions requirements, graduation and degree requirements, and other academic policies listed in the undergraduate catalog.

2. Review and recommend to the full faculty undergraduate curriculum proposals from the School of Business, the School of Education, the School of Nursing and Health Professions, and the College of Arts and Sciences regarding the addition or deletion of courses, programs and/or degrees.

3. Receive informational updates, and communicate those updates to the full faculty, from the School of Business, the School of Education, the School of Nursing and Health Professions, and the College of Arts and Sciences regarding changes to courses, programs, and/or degrees.

4. Update and maintain the undergraduate catalog.

5. Review and recommend academic policies proposed by other faculty committees.

6. Review and recommend to the Board of Trustees the list of candidates to be awarded undergraduate degrees.

7. Review student grade challenges according to the process listed in the undergraduate catalog. 

4.5.1 Curriculum Committees

The School of Business, School of Education, School of Nursing and Health Professions, and the College of Arts and Sciences shall each have a curriculum committee. Each entity shall decide the number of persons on its committee and determine election processes to its committee. These committees shall have the following responsibilities:

1) To approve curricular changes other than additions and deletions of courses, programs and degrees, and to forward those decisions as informational items to either the Undergraduate Council or the Graduate Council.

2) To recommend additions and deletions of courses, programs and/or degrees to either the Undergraduate Council or Graduate Council.

3) To recommend additions, deletions, or changes to undergraduate academic polices listed in the undergraduate catalog to the Undergraduate Council.

4) To recommend additions, deletions, or changes to graduate academic policies listed in the graduate catalog to the Graduate Council.

4.6 Graduate Council

Membership. The Graduate Council shall consist of the Provost, the Registrar, the director of each graduate program and one elected full-time faculty member affiliated with each program. Non-voting members include the Director of Graduate Admissions, the Associate Dean, and the Executive Director of External and Graduate Programs.

Election. All elected members serve two year terms. Three new members of the Graduate Council will be elected each year at a graduate faculty meeting in April. Nominations for membership on the Council shall be in the form of a slate of eligible candidates submitted to the graduate faculty by the Graduate Council. Additional nominations may also be made at a meeting of the graduate faculty. To be appointed to the council, a nominee must receive a simple majority vote of the graduate faculty. If any member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

Responsibilities. The Council recommends to the full faculty and is responsible for the formulation of policies concerning the graduate programs of McKendree University and serves as an advisory body concerning implementation of these policies. These policies include matters pertaining to programs, students, and faculty of the graduate program. Specifically the Graduate Council is charged with:

1. Review and recommend to the full faculty academic policies, including admissions requirements, graduation and degree requirements, and other academic policies listed in the graduate catalog.

2. Review and recommend to the full faculty graduate curriculum proposals from the School of Business, the School of Education, and the School of Nursing and Health Professions regarding the addition or deletion of courses, programs and/or degrees.

3. Receive informational updates, and communicate those updates to the full faculty, from the School of Business, the School of Education, and the School of Nursing and Health Professions regarding changes to courses, programs, and/or degrees.

4. Approve the status of faculty members as full and associate members of the graduate faculty. 

5. Update and maintain the graduate catalog.

6. Review and recommend academic policies proposed by other faculty committees.

7. Review and recommend to the Board of Trustees the list of candidates to be awarded graduate degrees.

8. Review student grade challenges according to the process listed in the graduate catalog. 

4.7 Student Affairs Committee

Membership. The voting membership of the Student Affairs Committee (SAC) includes one member from the School of Business, one member from the School of Education, one member from the School of Nursing and Health Professions, three members from the College of Arts and Sciences, five students (an executive board member of the Greek Council, an executive board member of the Student Government Association, the Student Government Campus Relations/Student Counselor, and two Student Senators at large), and the Vice President of Student Affairs or a designate from the student affairs office. Non-voting members would include the Chaplain, the Director of Campus Activities, the Faculty Athletic Representative, and the Director of Financial Aid. The chair of the committee will be elected from among the faculty members and that person will serve as the faculty representative to the Board Committee on Student Affairs.

Election. The College and Schools elect their representatives to the committee by May 15. Each serves a two year term. The elections are staggered; half the seats are elected each year. The five students are selected by the McKendree University Student Government Association. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

Responsibilities. The overall responsibilities of the SAC are to:

1. Review academic opportunities for students (i.e. internal and external awards, academic events, competitions, scholarship programs).  The Committee will identify appropriate faculty and students to make aware of the available opportunities. The Committee will coordinate selection processes and disseminate related materials in order to ensure that McKendree students can take advantage of the many opportunities available to them.  When appropriate, the Committee would recommend students for university wide awards and other opportunities, including the Lincoln Laureate and Who’s Who in American Students.

2. Present to the faculty relevant information from the Office of Student Affairs, McKendree University Student Government Association, and /or the student body as a whole regarding extra-curricular areas of student affairs, changes in existing judicial code, institutional rules and regulations, policies, and any other related matters of interest.

 4.7.1 Student Affairs Judicial Committee 
Membership. The members of this subcommittee will be comprised of the three elected faculty members from the Student Affairs Committee, and three elected student members from the Student Affairs Committee (none of whom are RA's or RD's). During instances of a lack of availability of either faculty and/or student members at the time of an appeal, temporary replacements from the committee membership will be appointed by the chair.

 Responsibilities. The responsibilities of the Student Affairs Judicial Committee are to:
1. Accept and enforce the judicial code and the institutional rules and regulations governing the conduct of all student organizations and activities.

2. Act as an adjudication or appellate body as per judicial procedures in The Student Handbook.

3. Hear dialogue from all parties when conflicts arise regarding the formation of new student organizations.

4.8 Student Publications Board 
Membership. The members of the Student Publications Board (SPB) include two faculty members: one member from the School of Business, the School of Education, or the School of Nursing and Health Professions; and one member from the College of Arts and Sciences; and two student members. Non-voting members include the advisers to the newspaper, the yearbook and the literary magazine; and the Vice President of Student Affairs. 

Election. The College and Schools elect their representatives to the committee by May 15. Each faculty member serves a two year term. The elections are staggered; two members are elected one year, and one member is elected the following year. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.  One student member will be selected by the Journalism Department. The other student member will be selected by the McKendree University Student Government Association. The students serve a one year term.
Responsibilities. The SPB is accountable for the Policies and Procedures of Student Publications; for the selections of student editors; and approval of the total newspaper, yearbook, and literary magazine budgets, and for such other publications that the Board deems advisable. It shall have the authority to carry out its activities pursuant to accomplishing its stated purpose. The Board has the authority to conduct inquiries and investigations into activities related to student publications and to make recommendations to the appropriate persons.

The responsibilities of the SPB are to:

1. Select and/or approve editors (see below for selection procedure);

2. Enforce editorial policy on the newspaper, yearbook and literary magazine as designated in their respective policies and procedures;

3. Remove, either temporarily or permanently, any student editor or staff member who has violated policies and procedures after he or she has been given an opportunity to present his or her case before the SPB.  It will require a majority vote of voting members to remove, either temporarily or permanently.  Grounds for dismissal are abrogation of authority, defined herein as misuse of funds, failure to adhere to responsibilities and duties as outlined in their respective policies and procedures, plagiarism, and intentional publication of material deemed to be libelous or obscene;

4. Ensure that no student publication be a "house organ" for McKendree University or any group of students, faculty, administrators, or alumni;

5. Ensure that students, faculty, administrators, and alumni at McKendree University have the same rights of freedom of expression and action within the law as do other citizens;

6. Review the performance of the editors each semester;

7. Request that an attorney specializing in college/university press issues act as a volunteer consultant as the SPB deems necessary;

8. Ensure that advisers to student publications are volunteers who are faculty members who are on continuing annual contract with appropriate qualifications (academic and/or professional); i.e., English or journalism for the literary magazine, journalism or English for the newspaper, and art or journalism for the yearbook;  

9.  Ensure that, while advisers are the budget officers for their publications, they are not directly responsible for content or design or timeliness of publication;

10. Ensure that advisers serve as initial arbiters for problems arising from unresolved issues with publications' staff members.

11. Ensure the advisers' authority to interpret and enforce policies and procedures of their student publications.

12. Serve as final arbiter for problems arising from content or format of the student publications and for problems arising from previously unresolved issues concerning publications;

Procedure for selection of editors. Applicants for editor and associate editor of the newspaper must be full-time students at McKendree University.  The SPB will seek candidates who have a grade point average of not less than 2.5 in all hours attempted and who are at least sophomores. No student on probation is eligible to serve as editor or associate editor. Candidates must demonstrate proficiency in writing and editing. The applicant must show evidence that he or she has writing and editing competency by submitting writing samples and by working at least one semester on the newspaper.  All applications are submitted to the newspaper media adviser.  After preliminary screening, the adviser submits qualified candidates' names to the SPB for consideration and approval.

Applicants for editor and associate editor of the yearbook must be full-time students at McKendree University.  The SPB will seek candidates who have a grade point average of not less than 2.5 in all hours attempted and who are at least sophomores.  Candidates must demonstrate proficiency in high school or college/university yearbook production.  All applications are submitted to the yearbook adviser.  After preliminary screening, the adviser submits qualified candidates' names to SPB for consideration and approval.

Applications will consist of a letter designating the position (editor or associate editor of newspaper or yearbook) being applied for, transcript, resume, and two writing samples (one published). Deadline for applications is the end of the first week in April in the appropriate adviser's office.  Public notice in the newspaper will be given in at least three issues prior to the deadline. Interviews for editorial positions will be held during the second week in April.  The SPB selects the newspaper editor and associate editor during the third week in April.  The SPB selects the yearbook editor and associate editor by the first week in May.

Applicants for editor of the literary magazine, The Montage, must be full-time students at McKendree University.  The SPB will seek candidates who have a grade point average of not less than 2.5 in all hours

attempted and who are at least sophomores.  Candidates must demonstrate proficiency in writing, editing and design.  In addition to submitting a resume, candidates must submit a statement of interest at the time

of application that explains their interest in editing a literary magazine and that outlines their experience and qualifications in the evaluation of creative writing submissions.  All applications are submitted to the Montage adviser. After preliminary screening, the adviser submits qualified candidates' application materials to the SPB for consideration and approval.  Applications are accepted early in the spring semester in which the magazine is to appear; the SPB selects the editor by the last week of February. The SPB gives final approval for the editor and associate editor of the literary magazine that the Literary Interests Society has selected.
The editor and associate editor of the newspaper, yearbook, and literary magazine will provide the supervision for those publications.  The editors are entrusted with the responsibility of managing and operating their publications.  Editors and contributing students may express their individuality within the framework of the accepted traditions of excellence relative to their particular publications.

The editors and associate editors have final authority and responsibility for the content of their respective publications.  The SPB seeks to develop policies that will allow these editors and other student participants to grow and to develop their talents, that will help faculty advisers in performing their duties, and that will ensure that these publications appropriately serve the total University community.

4.9 Budget, Salary, and Fringe Benefits Committee

Membership. This committee is composed of one member from the School of Business, one member from the School of Education, one member from the School of Nursing and Health Professions, and three members from the College of Arts and Sciences.
Election. The College and Schools elect their representatives to the committee by May 15. Each serves a two year term. The elections are staggered; half are elected each year. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.
Responsibilities. The responsibilities of the Budget, Salary, and Fringe Benefit Committee are to:

1. Accept proposals from the faculty related to salaries and fringe benefits (see Appendix H for present salary scale);

2. Report these proposals to the faculty;

3. Complete studies, surveys, etc., as requested by the faculty in support of proposals concerning salaries and fringe benefits;

4. Participate in budget formulation as noted in Section 4.20.

4.10 Honors Council

Membership. The Honors Council is composed of one member from the School of Business, one member from the School of Education, one member from the School of Nursing and Health Professions, and three members from the College of Arts and Sciences. Other members include the Director of the Honors Program (a full time faculty member appointed by the Provost who chairs the Council) and two students enrolled in the Honors Program (one from the first-year or sophomore class and one from the junior or senior class) selected by the faculty members of the Honors Council. An ex-officio student member will be selected from each of the classes not represented by a voting member. 

Election: The College and Schools elect their representatives to the committee by May 15. All members serve a two year term. Elections are staggered; half of the members are elected each year. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

Responsibilities. The Director of the Honors Program acts as liaison with faculty and administration in implementing policies, curriculum, and budget of the Honors Program; and acts as academic advisor to all honors students; coordinates staffing and scheduling with division chairs and the Provost; monitors the quality and progress of the program; and proposes improvements to the Council. The responsibilities of the Honors Council are to:

1. Review and recommend curriculum of Honors Program to the Undergraduate Council and full faculty;

2. Review and approve course proposals for courses in the Honors Program;

3. Establish criteria and procedures for selection of students to the Honors Program;

4. Establish performance criteria for students' continued participation in the Honors Program;

5. Review petitions from students requesting exceptions from requirements to enter or remain in the Honors Program;

6. Assist Director of the Honors Program in matters of policy, planning, recruitment and retention.

4.11 Technology Advisory Committee 

Membership. The Technology Advisory Committee (TAC) will be a standing committee of the faculty, and will include other members of the administrative staff and student body as appointed by the President. Members include one member from the School of Business, one member from the School of Education, one member from the School of Nursing and Health Professions, and three members from the College of Arts and Sciences. Additionally, the Provost, the Registrar, the Library Director, the Instructional Media Director, and the Information Technology Director will be members of this committee. The President will appoint the chair of this committee.

Election. The College and Schools elect their representatives to the committee by May 15. All faculty members serve a two year term. Elections are staggered; half of the members are elected each year. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

Responsibilities. The responsibilities of TAC are to:

1. Recommend enhancements to the McKendree University Technology Plan, to update the plan annually, and to report to the administration and the faculty.

2. Perform other responsibilities regarding the University Computing Policy as included in Section 3.15.

4.12 Council on Teacher Education

Membership. The Council on Teacher Education (COTE) is chaired by the Director of Teacher Education. Membership consists of one faculty member from the School of Business, the School of Nursing and Health Professions, and each academic division within the College of Arts and Sciences. Members from the School of Education include one elected faculty member in elementary/middle level education and one elected faculty member in secondary/P-12 education, two appointed teacher candidates (one elementary or middle childhood education, one secondary or P-12 education), one appointed Education graduate student, three appointed P-12 school practitioners (one each from elementary, middle level, secondary) and one appointed P-12 school administrator. Appointments will be filled by the Director of Teacher Education with the input and approval of elected council members. The Provost will be an ex officio member of the council. 

Election: Each faculty member is elected by his/her School or division. All members serve a two year term. Elections are staggered; half of the members are elected each year. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

Responsibilities. The responsibilities of the Council on Teacher Education are to:

1. Function as a governance body for the Teacher Education Unit. The Teacher Education Unit is defined as all programs of study that lead to eligibility for certification as teachers or other professional school personnel regardless of the division in which each program is administratively assigned.

2. Manage and coordinate all teacher education programs at the college. 

3. Establish teacher education program policies and procedures, and act on proposals for teacher education programs of study. 

4. Act as a review council on all curricular decisions only to the extent that they affect teacher certification. 

Actions of the COTE will be reported to the AAC, FAC and Faculty of the University as informational items. This council will report directly to the Provost on all policy and procedure matters pertaining to the teacher education programs with the exception of personnel issues.

4.13 Library Committee

Membership. The members of this committee are the Director of the Library, the Provost or designate, one member from the School of Business, one member from the School of Education, one member from the School of Nursing and Health Professions, three members from the College of Arts and Sciences, and one student selected by the Student Government Association. This committee is chaired by the Director of the Library.
Election. The College and Schools elect their representatives to the committee by May 15. All members serve a two year term. Elections are staggered; half of the members are elected each year. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

Responsibilities. The responsibilities of this committee are to:
1. Make recommendations and give advice to the Director of the Library on matters of library management and planning;

2. Provide a liaison between the Library and the College and Schools;

3. Advise the Library in the development of its collection and in its information literacy efforts.

4.14 Institutional Review Board 

Membership. The McKendree University IRB shall include one member from the School of Business, one member from the School of Education, one member from the School of Nursing and Health Professions, three members from the College of Arts and Sciences and one outside member. This outside member will not otherwise be affiliated with the institution and will not be part of the immediate family of a person who is affiliated with the institution. The members will have varying backgrounds to promote complete and adequate review of research activities commonly conducted by the institution.  The IRB shall be sufficiently qualified through the experience and expertise of its members, and the diversity of the members, including consideration of race, gender, and cultural backgrounds and sensitivity to such issues as community attitudes, to promote respect for its advice and counsel in safeguarding the rights and welfare of human participants.  In addition to possessing the professional competence necessary to review specific research activities, the IRB shall be able to ascertain the acceptability of proposed research in terms of institutional commitments and regulations, applicable law, and standards of professional conduct and practice.

Every nondiscriminatory effort will be made to ensure that the McKendree IRB does not consist entirely of men or entirely of women, including the institution's consideration of qualified persons of both sexes, so long as no selection is made to the IRB on the basis of gender. The IRB may not consist entirely of members of one profession. The IRB shall include at least one member whose primary concerns are in scientific areas and at least one member whose primary concerns are in nonscientific areas.

The IRB may not have a member participate in the IRB's initial or continuing review of any project in which the member has a conflicting interest, except to provide information requested by the IRB.

The IRB may, in its discretion, invite individuals with competence in special areas to assist in the review of issues which require expertise beyond or in addition to that available on the IRB.  These individuals 

may not vote with the IRB.

Election: The College and Schools elect their representatives to the IRB by May 15. Each serves a two year term. The elections are staggered; three members are elected each year. The six faculty members will solicit an outside member, bring this name to the Faculty Senate, and the Faculty Senate will forward this name to the entire faculty. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

Responsibilities. The IRB shall act as a responsible overseer of research involving human participants that is conducted under the auspices of the University. Specifically, the IRB shall have responsibility for:

1.  Approving proposals for research involving human participants. The IRB may deem a proposal unacceptable and fail to approve or ask for revisions and more information;

2.  Determining which projects require review more often than annually; determining which projects need verification from sources other than the investigator(s); and determining that no material changes in the proposed research have occurred subsequent to an IRB review.

In case changes in a research activity involving humans become necessary, the IRB shall develop policy guidelines for

3.  Ensuring prompt reporting to the IRB of proposed changes in approved research; and ensuring that proposed changes in approved research not be initiated without IRB review except when necessary to eliminate apparent immediate hazards to the participant(s).

The IRB shall further be responsible for

4.  Ensuring the prompt reporting to the IRB and appropriate institutional officials of: a) any problems involving risk to participants or others not anticipated in the original proposal; b) any noncompliance with IRB guidelines or guidelines specific to the project;

5.  Ensuring the timely notification of its findings and actions to the investigator.

The IRB shall review proposals for research involving human participants at regularly convened meetings.  The presence of four (4) members shall constitute a quorum.  For a proposal to be approved it shall require the approval of a majority of those present and voting.  Whenever possible, a meeting of the IRB shall take place in person.  Teleconference or on-line meetings may be convened provided members are in timely receipt of all pertinent material prior to the meeting and can actively participate in the discussion of all protocols.

4.15 Admissions Committee

Membership. The members of this committee are one member from the School of Business, one member from the School of Education, one member from the School of Nursing and Health Professions, and three members from the College of Arts and Sciences.  Non-voting members include the coordinator of the University 101 program, the Vice-President for Admissions, and the Vice President for Financial Aid.

Election: The College and Schools elect their representatives to the committee by May 15. All members serve a two year term. Elections are staggered; half of the members are elected each year. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

Responsibilities. The responsibilities of this committee are to:
1. Decide the admission status of those undergraduate and graduate applicants who do not meet the minimal requirements set jointly by the Vice President for Admissions and Financial Aid and the faculty;

2. Advise the Vice President for Admissions and Financial Aid in any matters she/he may bring to the committee;

3. Act as liaison between the Admissions Office and the general faculty.

4.16 Student Learning, Assessment, and Teaching Effectiveness Committee

Membership. The members of this committee are one member from the School of Business, one member from the School of Education, one member from the School of Nursing and Health Professions, three members from the College of Arts and Sciences, the Provost and/or Associate Dean, and one student. Non-voting members include the Director of Institutional Research, the Director of Retention, and the University 101 Coordinator. 
Election. The College and Schools elect their representatives to the committee by May 15. All elected members serve a two year term. Elections are staggered; half of the members are elected each year. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

Responsibilities. The responsibilities of this committee are to:
1. Improve the quality of teaching and student learning, consistent with the University mission.

2. Coordinate the University student learning outcomes assessment program.

3. Maintain the online student learning outcomes assessment system and associated forms and reports.

4. Summarize and disseminate data regarding student learning outcomes assessment to appropriate audiences.

5. Coordinate teaching workshops for full-time and associate faculty.

6. Recommend policies regarding student learning outcomes assessment and effective teaching.

4.17 Academic Integrity Committee

Membership. The members of this committee are the Provost and one member from the School of Business, one member from the School of Education, one member from the School of Nursing and Health Professions, and three members from the College of Arts and Sciences.

Election: The College and Schools elect their representatives to the committee by May 15. All members serve a two year term. Elections are staggered; half of the members are elected each year. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

Responsibilities. The responsibilities of this committee are to:
1. Hear cases of academic dishonesty when a student has had three incident reports filed with the Provost’s office;

2. Hear cases of academic dishonesty when requested by a faculty member who has filed the incident report;

3. Impose sanctions which may include any of the following:

a. Administrative removal from the class, with an automatic and irreversible “F” for the class.  The student will not be permitted to take the class again and the student’s transcript will indicate that the “F” is the result of an internal judicial process demonstrating academic dishonesty.

b. Suspension of the student from the University for at least one full academic semester following the adjudication of the student as academically dishonest.

c. Expulsion from the University.

4.  Hear student appeals to incident reports that have been filed in the Provost’s office, following the guidelines for Judicial Procedures detailed in the Student Handbook.

4.18 Faculty Grievance Committees
Policies pertaining to faculty grievances arising from termination of appointments by the institution as a consequence of financial exigency, discontinuance of program, or dismissal prior to the end of the contract are in Section 2.7.3; and those pertaining to non-renewal of non-tenured faculty are in Section 2.7.6. Any faculty member who feels that he or she has cause for grievance in any matter other than those stated above may petition the Faculty Grievance Committee for redress. 

4.18.1 Faculty Grievance Inquiry Committee
Membership. The Faculty Grievance Inquiry Committee consists of three tenured faculty members. Administrators and members of the CRPT Committee are not eligible to serve on the FGIC. Six other tenured faculty members act as alternates both to this committee and to the Faculty Grievance Hearing Committee.

Election. The members of the grievance committees and alternates are elected at large by the full faculty at the October faculty meeting, with committees and alternates from the previous year remaining active until the election. All members serve a two year term. Elections are staggered; two members are elected one year, and one member is elected the following year. The faculty shall first elect members to FGIC from a ballot that excludes members of the CRPT Committee. After the first round of voting the top 14 vote recipients will be passed on to the second round of voting (if there is a tie, more than 14 may go to the second round). If needed, more rounds of voting will be done eliminating the bottom two vote recipients in each round.  Balloting shall continue until members receive a majority from the faculty members voting. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process
Responsibilities. The responsibilities of the FGIC are to:

1. Function as the initial stage for any and all faculty grievances;

2. Conduct an informal inquiry or investigation into such grievances;

3. Attempt to mediate grievance questions and bring about a settlement satisfactory to all parties;

4. Report findings and recommendations to the parties involved, and to the Faculty Grievance Hearing Committee if a hearing is requested.
Guidelines for the Faculty Grievance Inquiry Committee

1. With the exception of termination of appointment or dismissal for cause prior to the end of the contract term, a faculty member may petition the FGIC for redress of any and all grievances by a written request to any member of the committee.  The petition shall specify the nature of the grievance, and at whom it is directed.  The petitioner shall have the right to challenge one member of the committee.

2. The person at whom the grievance is directed shall be informed of the grievance and shall have the right to challenge one member of the committee.

3. Any challenged member of the committee shall be replaced for this case only by the faculty members on the list of alternates, in order of election.

4. The committee shall conduct an informal inquiry into the grievance.  They may conduct interviews or gather documents as they deem necessary.

5. The committee shall seek to bring about a settlement of the grievance to which both parties can agree.  If requested by either party, the committee shall write a memorandum of agreement containing the terms of the settlement.

6. If in the opinion of the committee, such an agreement is not possible or is not appropriate, the committee will write a report of its findings.  This report should detail the committee's procedures in the case, and should include its findings and recommendations.  Copies of all pertinent documents should be appended.

7. Sealed copies of any report or memorandum of agreement should be sent to the petitioner, the person at whom the grievance was directed, and the convener of the Faculty Grievance Hearing Committee.  The latter is only to be opened if a hearing is requested.

8. All parties to any grievance brought to the FGIC shall keep all matters strictly confidential.

9. All proceedings of the FGIC shall be conducted in an informal manner.  Principals shall not have the right to counsel being present during committee proceedings.

10. Either the petitioner or the FGIC may request a formal hearing from the Faculty Grievance Hearing Committee.  Such a hearing will follow the procedures listed immediately below.
4.18.2 Faculty Grievance Hearing Committee

Membership. The Faculty Grievance Hearing Committee consists of four tenured faculty members. Administrators, CRPT members, and FGIC members are not eligible to serve on FGHC. Six other faculty members act as alternates both to this committee and to the Faculty Grievance Inquiry Committee.

Election: The four members are elected at large by the full faculty. All members serve a two year term. Elections are staggered; two members are elected each year. The first ballot will include those faculty members remaining from the FGIC ballot (the original 14 minus those elected to FGIC). If needed, more rounds of voting will be done eliminating the bottom two vote recipients in each round. Balloting shall continue until members receive a majority from the faculty members voting. If any faculty member is unable to complete the two year term, then a new member will be chosen for the balance of the term via the standard election process.

After both grievance committees have been elected, members’ names shall be removed from the ballot. Each faculty member shall vote for six candidates as alternates. Six faculty members shall be ranked, in order of their vote totals, on a list of alternates. Alternates needed for the grievance committees shall be drawn in order from this list.

Responsibilities. The responsibilities of the FGHC are to:

1. Function as the secondary, formal stage for any and all faculty grievances;

2. Review reports from the Faculty Grievance Inquiry Committee on any case in which a hearing is requested;

3. Conduct a formal hearing on such grievances;

4. Report its findings and recommendations as required in the guidelines for its deliberations.

Members of the Faculty Grievance Inquiry and Hearing Committees are ordinarily expected to serve with the committee for purposes of all matters that come before the committees during the term for which the member has been elected.  Members of the committees may – in fact, should – disqualify themselves from considering a particular case if, and only if, there is a history of the member's personal involvement in the case extending beyond normal colleagueship, or if there is a likelihood of such involvement in the future, or if there is a significant likelihood of conflict of interest.

Guidelines for the Faculty Grievance Hearing Committee 

1. Upon completion of the inquiry process conducted by the inquiry committee, either that committee or the petitioner may request a formal hearing by petitioning the convener of the FGHC who will make the necessary arrangements for the pre-hearing.  The request for a formal hearing must be submitted to the convener of the Faculty Grievance Hearing Committee within 60 days of completion of the inquiry processes.

2. Pre-hearing procedures:

(a) The FGHC will meet with the petitioner and the party against whom the grievance is brought.  Counsel may be present but not function as spokesperson for the party represented.  At least three elected members of the FGHC must be present.  All proceedings of the pre-hearing shall be closed and strictly confidential.

(b) Challenges to the FGHC membership shall be exercised.  Each party will have a maximum of two challenges.  Challenges will be made on an alternating basis beginning with the party against which the grievance is filed.  All challenges must be exercised in order or otherwise forfeited.  The top four alternates to FGHC membership must be available outside the pre-hearing in order to immediately replace any current member of the FGHC challenged from the hearing.

(c) The grievance shall be presented in writing to the FGHC hearing the case and to both parties involved in the grievance.  Further objectives of the pre-hearing are to:  (a) simplify the issues, (b) effect stipulations of fact, (c) provide for the exchange of documentary or other information, (d) provide a list of witnesses who might be called to testify at the hearing, and (e) achieve such other appropriate pre-hearing objectives as will make the hearing fair, effective, and expeditious.


The FGHC shall consider as part of its permanent record the report filed by the FGIC.

(d) The FGHC shall attempt to ensure that both parties are afforded an opportunity to obtain the testimony of necessary witnesses and documentary or other evidence.  The faculty and administration of the University will cooperate with the FGHC in securing witnesses and making available documentary and other evidence.

(e) A date for the formal hearing agreeable to all parties shall be established.  The parties will also decide if the formal hearing will be open or closed.

(f) The FGHC shall reserve the right to meet before the formal hearing to review the documents presented at the pre-hearing and to elect a presiding officer for the formal hearing.

(g) A brief record of all proceedings prior to the formal hearing shall be kept by the FGHC.  This record shall be available to all parties at the beginning of the hearing and shall become part of the hearing record.

3. Formal Hearing Procedures:

(a) The hearing committee will not be bound by strict rules of legal evidence, and may admit any evidence which is of probative value in determining the issues involved.  Every possible effort will be made to obtain the most reliable evidence available.

(b) Formal hearings will be closed unless both parties agree to an open hearing.

(c) During the proceedings each party will be permitted to have an academic adviser and counsel of his or her own choice.  Such persons are present as advisers but may not act as spokespersons for the parties.

(d) Both parties must be present at all times during the hearing.

(e) At the request of either party or the hearing committee, a representative of a responsible educational association shall be permitted to attend the proceedings as an observer.

(f) The FGHC will keep a verbatim record of the hearings by means of audio tape.  All parties shall have the right to tape record the proceedings themselves.

(g) All parties to any hearing before the FGHC shall keep all matters strictly confidential.  In those cases where an open hearing has been agreed upon, public statements and publicity about the case by either party will be avoided so far as possible until the proceedings have been completed, including consideration by the Board of Trustees.

(h) The burden of proof during the hearing rests with the petitioner except in cases involving dismissal for cause (see Section 2.7.3), or sanctions other than dismissal (see Section 2.7.4) where the burden of proof rests with the administration.

(i) The party upon whom the burden of proof rests will present evidence in the case first; the defending party shall then present its evidence.  Opportunity for rebuttal evidence will be given.

(j) Both parties will have the right to confront and cross-examine all witnesses.  Where the witnesses cannot or will not appear, but the committee determines that the interests of justice require admission of their statements, the committee will identify the witnesses, disclose their statements, and if possible provide for interrogatories.

(k) Hearing committee members shall have the right to question witnesses and evidence.  The committee may also request such additional witnesses or evidence as it deems necessary.

(l) The hearing committee will grant adjournments to enable either party to investigate evidence as to which a valid claim of surprise is made.

(m) The committee will base its findings of fact and decisions solely upon the hearing record.

(n) The committee shall write a report detailing their decision.  Copies of this report shall be presented to the petitioner, defending party, and the President of the University.  This report, along with the hearing record which should accompany it, should be the only source of information about the grievance, and should be released to no one other than the President and the parties to the Grievance.  The Faculty Grievance Hearing Committee report should adjudicate each specific point raised in the petitioner's original grievance, stating reasons for each finding whether in the petitioner's favor or the respondent's, and should strictly avoid all other comment on the case, either in the report or elsewhere.

(o) Either party may appeal the decision of the hearing committee to the President of the University.  If the President of the University is the party against whom the grievance is brought, the Chair of the FGHC presents the report to the Board of Trustees.

(p) The administration of the University agrees to provide the necessary clerical and other support services to the FGHC.
4.19 Representation of the Faculty to the Board of Trustees

Representation of the faculty to the Board of Trustees is accomplished by means of a group of full-time faculty members nominated by the Faculty Senate and/or the faculty and elected by the faculty for two year terms, one of whom serves as a non-voting representative to the Board as a whole and others of whom serve as non-voting representatives to the Board Committees on Resource Development and Church Relations. The Chair of the Faculty Senate is the representative to the Board Committee on Academic Affairs. The Chair of the Student Affairs Committee is the representative to the Board Committee on Student Affairs.

The Faculty Representatives to the Board Committees attend the committee meetings, report the faculty viewpoint, and report to the faculty on deliberations of these committees.

The Faculty Representative to the Board of Trustees reports to the full Board on items of concern to the faculty as directed by the faculty and reports to the faculty on deliberations of the full Board.

4.20 Faculty Participation in Budget Formulation
The faculty, through the academic divisions, shall participate in the preparation of the instructional budget and in allocation of resources to the instructional program. Each academic division shall be given access to all information that it requires to perform its task effectively, and it shall have the opportunity to confer periodically with the administration. In case of significant impending financial difficulties, the faculty shall be informed as early and specifically as possible.

Each year, prior to final formulation of the institutional budget, and prior to presentation to the Board of Trustees, the President of the University and the Vice-President of Administration and Finance shall describe the budget at a faculty meeting.

Questions and recommendations from the faculty shall be referred to the Budget, Salary, and Fringe Benefits Committee, which will meet with the President, Provost, and the Vice-President of Administration and Finance for discussions about the budget. 

For inclusion of faculty salary and fringe benefit proposals in the budget formulation process, the following procedure applies:

1. Faculty members submit proposals for salaries and fringe benefits to the chairperson of the Budget, Salary and Fringe Benefit Committee.  These must be submitted on a timely basis in order to be considered for inclusion in next year's budget.  ("November based budgeting" suggests before February.)

2. The Budget, Salary and Fringe Benefit Committee meets with the President, the Provost and Vice President of Administration and Finance prior to the March budget formulation for the next academic year.  The committee compiles individual faculty submissions into proposals for salary and fringe benefits for discussion and evaluation in light of any fiscal, legal, or contractual constraints.  From the meeting(s), the committee reformulates the list of proposed salary/fringe changes/additions with rationale.

3. The chairperson of the Budget, Salary and Fringe Benefit committee submits these proposals to the faculty at various faculty meetings throughout the year. Questions, comments, and suggestions are appropriate during the reports at faculty meetings. If the faculty feels some issue is particularly important, then a resolution so stating could be forwarded to the President, Provost, and Vice-President of Administration and Finance.  The President responds to the committee regarding all proposals and suggestions.
4. At the completion of the budget process, the chairperson of the Budget, Salary, and Fringe Benefit Committee submits a final report to the faculty. 
� The term teacher here includes all persons defined as faculty members at McKendree University.


� The term professors here include all persons defined as faculty members at McKendree University.
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