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FOREWORD

The GardneWebb UniversityFaculty Handboolrovides each of us with a current
statement of university policies and procedures. From time to time there are new policies and
procedures, and there may be further revisions of the current materials printeBaoutig
Handbook You will find theHandbooka continuing source of information for all faculty.

Please know that suggestions for improvement are appreciated.

A. Frank Bonner
President

Note for Clarification:

The focus of thé&aculty Handbooks the instructional program atige policies and procedures
related to this. Many items of a general personnel nature pertaining to Faculty* are published in
the GardneiVebb UniversityPersonnePolicy Manual The University also publishes a

Standard Operating Procedures Manual wbmttains useful information. These documents

can be located on the Human Resources tab of WebbConAkwig with certain administrative
staff, faculty members are classified as exempt employees.

*(e.g., Fringe benefits)
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Historical Information -1

From a movement initiated by the Kings Mountain Baptist Association in 1903, and later
joined by the Sandy Run Baptist Association, the Boiling Springs High School, Incorporated,
was chartered on December 2, 1905, as an institution "where the yoauld.have the best
possible educational advantages under distinctive Christian influence.” The institution became
Boiling Springs Junior College in 1928.

Early presidents of the college were James Blaine Davis;3@28mes L. Jenkins, 1932
35; A.C. Lovelace, 19386; George J. Burnett, 1939; and J.R. Cantrell, 193¢8.

In 1942, Governor O. Max Gardner began devoting his energy, time, and wealth to
strengthening and guiding the school. Also that year, the name was changed to-Gafalmer
College in honor of the governor, his wife Mrs. Fay Webb Gardner, and their families.

Philip Lovin Elliott began an eightegrear period as president in 1943 and initiated a
communityservice concept of education. His tenure was also marked byltege's admission
to the North Carolina Baptist family of colleges in 1946 and accreditation by the Southern
Association of Colleges and Schools in 1948.

Dr. E. Eugene Poston was selected president in 1961 and launchedytbartéddecade of
Advarce" that resulted in the college's full accreditation as a senior college in 1971. Dr. Poston
died on July 28, 2003 at the age of 85.

Dr. Craven E. Williams was selected by the Board of Trustees to be the ninth president of the
college. His admintsation began August 1976.

The Degree CompletioArogram, an Evening College academic program designed primarily
for junior transfer students, was initiated in the fall semester of 1978. A Master of Arts in
Education program was implemented in saenmer of 1980. The Program for the Deaf was
begun in 1977. The Broyhill Academy for the Study of Independent Concepts was established in
1978.

In 1982, theDavis NursingProgramwas begun which incorporated a new degree, the
Bachelor of Science iNursing, and the existing degree, the Associate of Arts in Nursing. In
1982 the B.E. Morris Academy for Christian Studies was established, and the Program for the
Blind and Visually Impaired was initiated in 1983.

Following the resignation of Dr. @ven E. Williams, Dr. M. Christopher White began his
tenure as the tenth president of GareMiabb College on June 1, 1986.

Under Dr. White's leadership the institution assumed university status in 1993 and initiated
the following new posbaccalaurate programs: Agency Counseling, Master of Business
Administration, Master of Arts in English, Master of Arts in English Education, Master of
Accountancy, Master of International Business Administration, Master of Divinity, and Doctor
of Ministry.



Historical Information -1

Dr. White resigned on October 25, 2002. Dr. Frank R. Campbell was appointed by the
Trustees to serve as Interim President on October 31, 2002. He became president on October 23,
2003 and served until June 30, 2005. During his presidency the Doctanc#tibdal
Leadership began.

Dr. Frank Bonner was selected as the twelfgsglent beginning July 1, 2005.

5/05 1014



Mission Statement -2

Mission Statement

GardnefWebb University, a private, ChristiaBaptistrelated university, provides outstanding
undergraduate and graduate education that is strongly grounded in the liberal arts while offering
opportunities to prepare for various professions. Fostering meaningful intellectual thought, critical
analyss, and spiritual challenge within a diverse community of learning, Gakllebb is
dedicated to higher education that integrates scholarship with Christian life. By embracing faith
and intellectual freedom, balancing conviction with compassion, and mgpilove of learning,
service, and leadership, GardiW¥ebb prepares its graduates to make significant contributions for
God and humanity in an evehanging global community.

Statement of Values

Christian Heritage

Acknowledging One Gail Creator and Suainer of life, and Jesus Christ as Savior and Lord;
committing to seHgiving service displayed in Chriike moral action that respects the dignity
and value of every person.

Baptist Heritage

Affirming historic Baptist values such as the freedom ofvitilial conscience and the right of
people to worship God as they choose, the authority of Scripture in matters of faith and practice,
the priesthood of every believer, the autonomy of the local church, and the separation of church
and state.

Academic Exclence

Encouraging visible enthusiasm for knowledge, intellectual challenge, continuous learning, and
scholarly endeavors; inviting pursuit of educational opportunities within and beyond the classroom

for the joy of discovery; and inspiring accomplishneritt hi n oneds field of s

Liberal Arts

Offering broadb ased exposure to the arts, humani ties
challenges, contributions, and life lessons; complementing the acquisition of-redatent
knowledge and skills witlwvell-rounded knowledge of self, others, and society.

Teamwork

Working collaboratively to support and promote shared goals, assuming responsibility willingly,
meeting commitments dependably, handling disagreement constructively, and persevering despite
distraction and adversity.

StudentCentered Focus

Providing students an environment that fosters intellectual and spiritual growth; encourages
physical fitness, service, social and cultural enrichment; strengthens and develops moral character;
and respectsie value and individuality of every student.



Mission Statement -2

Community Engagement

Assisting campus, local, national, and global communities through education, outreach, and
research; fostering dialogue and action in support of human welfare and environmental
stewardship.

Diversity

Studying and celebrating our worl dodés rich mix
and welcoming students without regard to ethnicity, gender, religious commitment, national origin,

or disability.

6/07



Board of Trustees

GardnefWebb University is governed by a Board of Trustees of tHsitynembers.
Trustees serve fowyrear terms. Following each term of service a minimum of one year must
elapse before the trustee is eligible for reelection. Each January lenineistees begin
service. Responsibility for the nomination of new trustees resides with the Board itself.

The Board of Trustees is responsible for the overall policies of the university. The full board
meets three times each calendar year. Batweeetings of the board the Executive Committee
is empowered to act on behalf of the board. In order to organize its responsibilities the board has
several standing committees. In addition the board may establish special or ad hoc committees.
The boardelates to the faculty and administrative staff through the President of the university.



Administrative Policy

The administration of Gardn&/ebb University makes every effort to practstered
governancen administrative mattersThe authority for the administration of the university is
vested in the Board of Trustees and in its selected administrative officer, the President. The
faculty, however, is given the responsibility of making the decisions which involve the teaching
program of the university. Faculty committees are asked to make studies and to report to the
faculty, which renders decisions within the scope of its authority. On matters beyond the
authority of the faculty, the faculty may make recommendations to tiselene

The administration recognizes that the most important function of the university is that of
teaching. Itis the aim of the administration to maintain an atmosphere of academic freedom.
Under the principles of shared gonance such afreedom actually obtains only as the faculty
exercises that freedom and assumes its responsibility to guard that freedom against abuses.

10/14



Statement of Academic Freedom and Responsibility

Faculty members are entitled to freedwnthe classroom in presenting and discussing
material relevant to the subject of courses taught. Care should be exercised not to introduce into
teaching controversial material which has no relationship to the subject. Faculty members are
also entitleda freedom in research and in the publication of the results. Faculty members are
citizens, members of a learned profession, and representatives of an educational institution.
When faculty members speak or write as citizens, they should be free frouomim st
censorship or discipline, but their special positions in the community impose special obligations.
As persons of learning and as educators, faculty members should remember that the public may
judge the profession and the institution by their attees. Hence, the faculty members 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 do not speak for the
institution.

All faculty members are entitled to all the foregoing provisions of academic freedom
regardless of the nature and term of their respective contracts.

8/10

Adapted from the A1940 Statement of PrincipCesmment academAAUFP
Policy Documents & Reports
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GARDNER-WEBB UNIVERSITY FACULTY CONSTITUTION

PREAMBLE

The Faculty of GardnéWebb University recognizes that the Trustees and President SUBJECT
TO THE CHARTER OF THE INSTITUTION must exercisdiaal, legal responsibility, and

thus authority, for decisiemaking and the determination of university polidut in a society
organized for the advancement and transmission of knowledge, those who are professionally
devoted to these activities in tharious fields of learning must necessarily offer their guidance
and leadershipThe application of their collective professional competence is needed to assure
maximum effectiveness in making the many judgments involved in the conduct of the

u ni v eaffirstTlyedaculty has a vital responsibility for initiating, structuring, and directing
the learning activities for which the university exislistollows that they should accept and
exercise this responsibility for the content of that learnirgctinditions under which it is

carried out, the selection of student personnel who will engage in it, and the appointment,
development, and coordinated activity of those who will help to design and share in the
responsibility for admission policy, curriaurh, academic standards, and requirements for
graduation; and for instruction, including the recruitment, professional activities, continuing
education, research, remuneration, promotion, censure, dismissal, and tenure of faculty members.

Faculty members sb share a concern for the instructional budget, the operation of the library,
the granting of scholarships, and the selectiddegartmentaChairs and major university
officers.

Inseparable from these matters are those aspects of campus life, especaty life, which
have a clear bearing upon the conduct of the learning pro€hssfaculty believes, therefore,
that if institutional support is to have its fullest possible meaning, it should incorporate the
strength, freshness of view, and idealsithe student body. Accordingly, ways must be
provided to permit significant student participation.

In order to assure the existence of the clearly defined organizations, procedures and channels of
communication which are necessary if it is to dischésgeesponsibilities in these areas, the

AFacul tyoWellb Gdmidnersity adopt sUnleskspscifigd,Rhec ul t vy
term Afacultyo refers to the Gener al Facul ty.
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ARTICLE ONE. MEMBERSHIP AND VOTING RIGHTS
Section I. Membership

TheGeneral Faculty shall include in its membership the following:

A. The teaching faculty, that is, those ftithe faculty members whose primary
responsibility is teaching!Primary responsibility” is defined as a projected fifténemur
minimum teaching lad over the two semesters of the academic year. For this purpose,
release time from teaching to do other academic work, such as that performed by a
DepartmenChair, is considered part of the teaching logBaculty status and rank do
not necessarily cdar faculty membership.)

B. The President of the University, the Provost and Executive Vice President, the Associate
Provosts, théssociate Provost for Digital Learningfe AssociateProvost for
Academic Services, the Deans of the various academicgmsgthe Professional
Librarians, and the Director of the First Year Program.

10/10

Within the General Faculty, the following schools or programs have faculties which meet at
regular intervals, as specified in their bylaws: @syle Bolt Price School of Professional and
GraduateStudies andhe School of Divinity The faculty of each school shall consider academic
matters affecting that school and make such recommendations in accordance with the pertinent
bylaws. The Dean oftie school shall preside at the meetingke actions shall be guided by
Robertds Rules of Order

Faculty status in graduatevel programs must be approved by the Graduate Council, or as
specified by the particular school ds byl aws.

9/08
Section Il. Voting Rights

Voting rights in meetings of the General Faculty shall be limited to members of the General
Faculty as defined above.

9/91; 2/09

ARTICLE TWO. OFFICERS
Section I. Chair of the Faculty

The Chair of the Faculty shall be a tenured professor wiis hioé rank of Associate or Full
Professor. This faculty member shall be elected as Chair Elect two years before becoming Chair.
The Chair shall have a twgear term and may not serve two consecutive terms. The Chair shall
preside at faculty meetings,ahchair the Administrative Advisory Committee, and shall be the
faculty liaison to the University Administration.

During the fall semester following the end of
will convene a committee consisting of thietgoingChairand the members of tli&@mmittee

on Committes to review the Faculty Handbook. They should give particular attention to ensure

all recent amendments and policy changes have been properly included as well as to note areas

of contradiction antbr confusion in the Handbook. The committee shall report its

recommendations regarding the Handbook to the current Faculty Chair for consideration by the
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Administrative Advisory Committee. This report should be delivered no later than the January
meetingf ol | owing the end of the previous Chairds

9/91; 2/09
Section II. Chair Elect of the Faculty

The faculty shall elect a Chair Elect for a tywar term. This faculty member shall meet the
requirements for the office of Chair. At the end of the-ywar term, the Chair Elect shall

become Faculty Chair for a twear term. If the office of Chair becomes vacant, the Chair Elect
shall assume the office of Chair immediately. The term served as Chair cannot exceed two years
and one semester. The facudhall elect a new Chair Elect to fill any vacancy in the Chair Elect
position. The Chair Elect shall serve on the Administrative Advisory Committee, and shall meet
regularly with the Chair of the Faculty.

8/90; 8/03; 10/04
Section lll. Secretary

A Secreary, elected by the faculty, is responsible for keeping records of all meetings. The
Secretary may serve a maximum of four consecutiveyeaeterms. If the office is left
unexpectedly vacant, the faculty will elect a replacement according to the roétledtion
described in Section V except for dates.

10/04; 3/13
Section IV. Parliamentarian

An elected Parliamentarian shall see that all meetings are conducted accoRlm®t@ r t 6 s Ru | e
of Order(latest edition) except as amended or modified in this docuniémt.Parliamentarian

may serve a maximum of four consecutive-gear terms. If the office is left unexpectedly

vacant, the faculty will elect a replacement according to the method abeldetcribed in

Section V except for dates.

10/04; 3/13
Section V. Method of Election

A. Nominations by the Committee on Committees will be made at the March
meeting. Additional nominations can be made from the floor at that time and at the time
of eledion.

B. The election will be held at the April meeting. The vote will be taken by printed ballot
drawn up by the Secretary of the Faculfihose elected will be the candidates receiving
the highest number of votes from those cast during the officieligdated election.

3/13

C. Electees will assume their duties on September 1st.
3/13

D. The faculty may decide to recall an officer by majority vote at any official meeting of the
faculty. Immediately following a recall, theormal procedure for nominating candidates
will be followed (except for the date), with voting to take place at the next regularly
scheduled meeting of the faculty.

10/04; 3/13
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Section VI. Officers of Specific Schools or Programs

Officers of faculties otér than the General Faculty are governed by the relevant bylaws of their
particular school or program.

ARTICLE THREE. MEETINGS
Section I. Reqular Meetings

There shall be one meeting per month during the school year except as determined by the
Administraive Advisory Committee.

11/14
Section Il. Special Meetings

Additional meetings may be called by the President, the Provost and Executive Vice President,
one of the Associate Provosts, the Administrative Advisory Committee or upon a request

directed tahe Administrative Advisory Committee by ten percent of the voting faculty. Seven
days written notice shall be given. Less notice shall suffice in unusual circumstances. In no case
should that time frame be less than twelatyr hours. A quorum must lpgesent. In such cases,
electronic mail, or voice mail may be used to give notice.

8/90; 10/04
Section Ill. Procedure
A. Robert's Rules of Ordélatest edition) shall be observed unless otherwise specified.

B. Special Rules

1. Copies of committee reparand recommendations shall be circulated to all
members of the faculty at least one day in advance of the meeting at which they
are to be considered.

2. No new measure will, except by consent of thiaeths of the faculty present, be
put to final vote aithe meeting at which it is first proposed, unless circulated as
prescribed in (1) above.

C. Intra-Faculty Communication

Suggestions, inquiries, comments, or recommendations may be submitted to any
committee or department of the university by any indialdur group within the

university community. Any individual, group, or committee making a recommendation
should make it in writing.

D. Quorum
A simple majority of the faculty is necessary for a quorum.
E. Voting

Routine votes will be taken Ishow of handsThe presiding officer or a faculty member

may request a standing vote at any time. Ten percent of the faculty present can request a
secret ballot on any issue. Voting on all major issues, including elections, will be by
secret ballot on any issue. &@sons are determined by a simple majority of the quorum
unless otherwise specified.



5 of 35 pages Faculty Constitution -6

11/15

F. Order of Business
The Administrative Advisory Committee will determine the order of business.
G. Attendance

If a member must miss a regularly schedutezbting, the member will notify the
Dean/Department Chair. Repeated absences will be reported to the appropriate Associate

Provost.
10/04
H. Minutes
The Secretary will distribute the minuties each meeting prior to the following meeting.
3/13

|. Executive Session

In instances where the faculty needs to address confidential or controversial issues, a
faculty meeting may go into executive session (i.e. limit attendance only to voting
members) as per the relevant stipulationRafb er t 6 s d&ul es of Or

3/09
Section IV. Bylaws

A majority of the faculty will establish bylaws as needed.

ARTICLE FOUR. FACULTY JURISDICTION
Section |. Responsibilities

Faculty responsibilities are granted to the General Faculty by the Trustees, according to the
Charter of Gardnewebb University. These responsibilities most directly pertain to the
educational process, and to a lesser degree those areas related toatienadiprocess. These
include the following:

1. The curriculum of the programs under their jurisdiction;
2. The conduct of work in courses, including grades, assignment of credits and absences;

3. The conditions for graduation and the nature of theesdegto be conferred by Gardner
Webb University;

4. Requirements for admission to programs under their jurisdiction;
5. Matters affecting the social, academic, cultural, and religious activities of students.
3/98
Section II. Limitations

Faculty decisionsra limited by the Gardnevebb Charter and Bylaws, the Statement of
Purpose, this Faculty Constitution, as well as veto action by the President or the Board of
Trustees.
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A. The President may veto faculty action, with a written explanation, within thiys. da
B. Appeal to Trustees

If, after the President has vetoed the faculty action, and given the reasons(s) for doing so,
the faculty by majority vote upholds its own action, the following steps shall be taken, in
the order given:

1. The matter shall be relsmitted to the President for further consideration.

2. If, within twenty days, the President approves the faculty action, no further steps
need be taken by the faculty.

3. If, within twenty days, the President takes no action, or again vetoes what has
beenaffirmatively voted upon by the faculty, the faculty may ask the Provost and
Executive Vice President, the Associate Provosts, and/or the Chair of the Faculty,
to make an appeal to the Board of Trustees within the next twenty days.

4. The Provost and Exative Vice President, the Associate Provosts, and/or the
Chair of the Faculty, will make the appeal as directed.

5. The faculty may designate a representative, or representatives, to appear and
speak at the Board meeting considering the matter.

6. The decsion of the Trustees shall be final.
8/90; 8/03; 10/04

ARTICLE FIVE. ACADEMIC ORGANIZATION

Section I. Schools

A school is an academic entity comprising multiple disciplines and/or awarding multiple
degrees. The determination of whether an academic entity is a school shall be made by the
Administrative Advisory Committee in consultation with the Provost and Adsoeravosts and
approved by the general faculty, the President, and the Board of Trustees. The Provost and
Associate Provost fdProfessional and Graduate Studiesll bring a proposal for the structure
of the school to the Administrative Advisory Comraétfor approval.

A. Appointment of Deans

The Dean of a school within the University is appointed by the President upon the
recommendation of the Provost and the Associate ProvoBtdéessional and Graduate
Studies Each Dean of a school shall be raspble to the Associate Provost for
Professional and Graduate Studi¢See appointment and duties@Hairs under Section
IV.)

B. Duties of Deans

1. Supervise faculty, curricular, and school matters.
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2. Serve as liaison between the school and thecfsded”rovost.
3. Serve as the chief representative of the school.

4. Preside at school faculty meetings; either coordinate or oversee those chairs or
directors

coordinating such activities as course offerings, hours taught, and scheduling.

5. Preserve school records, particularly meeting minutes, proposals and actions.
6. Encourage academic and teaching excellence.

7. Submit budget requirements for the school and supervise expenditure of funds.

8. Be actively involved in establishing and enforcing entrance requirements and
academic

standards within the school.

9. Make written annual reports to the Associate Provost for Professional and Graduate
Studies

concerning matters suck #aculty evaluations, budget, statistical summaries, and other
required data.

10. Provide documentation relevant to the
consideration for promotion or tenure.

11. Bring school recommendations to the@uate Council or other appropriate
committees.

12. Serve as liaison between the school and the Associate Provost for Extended Campus
Programs (for applicable Distance Learning Programs and courses)

13. Serve as liaison between the school and Hsd&ate Provost for Student Success for
academic services programs.

14. Coordinate accreditation, University, school and program assessment activities,
including

Assessment Days and Five Year Reviews (if applicable).
15. Supervise the hirg and evaluation of adjunct faculty members.

16. Supervise school secretaries, administrative assistants, graduate assistants and work
study

students.

17. Cooperate with the Associate Provost for Professional and Graduate Studies and
Human

Resources on filling faculty vacancies.

18. Supervise selection of departmental representative to the General Education
Committee and

appointment of coordinators of programs within the school.
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19. Supervise and assist coordinators of programs wvitirischool.

9/088/17
Section Il. Council of Schools

A. Membership

The Council of Schools shall be composed ofdlears of eactschool,the directors or
chairs within the schools who have staffing and scheduiggonsibilitiesand he
Associate Provddor Professional and Graduate Studigbo will serve a£hair.

B. Meetings

The Council of Schools will meet monthly or when requested b Haar. A called
meeting may also be requested by at leastGauncil members.

C. Responsibilities

1. Provides dorum for disseminating information and for discussion of all matters
affecting the academic life, structure, and environment of the schools.

2. Considers academic matters affecting two or more schools and makes
recommendations to the appropriate bodies.

3. Reviews and evaluates educational policies and practices of the University
concerning academic standards, admissions and graduation requirements, faculty
standards and welfare, professional ethics, and similar matters and makes
recommendations to the @opriate bodies.

Section lll. Departments in the College of Arts and Sciences

A department comprises a faculty, led b@lzair, and offers one or more primarily

undergraduate major course(s) of study in a recognized academic discipline or related
discigines. The determination of whether an academic entity is a department shall be made by
the Administrative Advisory Committee in consultation with the Provost and both Associate
Provosts and with the approval of the general Faculty, the President, @8whtldeof Trustees.

The Provost and the Associate Provost for Arts and Sciences shall bring a proposal for the
structure of the department to the Administrative Advisory Committee for approval.

Section IV. Department Chairs
A. Appointment of Departmer@hairs

The Chair of a Department is the head of the Department, and is appointed feyeafive
period by the President, upon the recommendation of the Provost and the Associate
Provost. Departmer@@hails may serve more than one fiyear appointment. Re
appointment oDepartmenthairs or appointment dChairs-elect will be made as soon
as feasible, ordinarily no later than December of the fifth year of the c@han® s
tenure. When a change occurs i@lzair, the Associate Provost will meet with all
members of the department. ThepartmenChairmust have faculty status at the
University.

B. Duties
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1. Supervise faculty, curricular, and departmental matters.
2. Serve as liaison between the department and the Associate Provost.
3. Serve as the chief representative of the department.

4. Preside over department meetings; coordinate and direct department duties, including
course

offerings, hours taughénd scheduling.

5. Preserve departmental records, particularly meeting minutes, proposals and actions.
6. Encourage academic and teaching excellence.

7. Submit budget requirements for the department and supervise expenditure of funds.

8. Provideguidance for majors within the department.

9. Submit annual written evaluations of each member of the department to the Associate
Provost.

10. Provide documentation relevant to departmental faculty members who are under
consideration for pmotion or tenure.

11. Bring departmental recommendations to appropriate Faculty committees.

12. Serve as liaison between the department and the Associate Provost for Extended
Campus

Programs (for applicable Distance Learning Programs and courses)

13. Serve as liaison between the department and the Associate Provost for Student
Success for

academic services programs.

14. Coordinate accreditation (if applicable), University, department and program
assessment

activities, including Assessment Days and Five Year Reviews.
15. Supervise the hiring and evaluation of adjunct faculty members.
16. Supervise departmental secretaries and work study students.

17. Cooperate with the Associate Provost and Human Reesoan filling faculty
vacancies.

18. Supervise selection of departmental representative to the General Education
Committee and

appointment of coordinators of programs within the department.
19. Supervise and assist coordinators of programs whikidepartment.
9/088/17
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Section V. Program Coordinators

Deans and Department Chairs will appoint a qualified program coordinator for each of the
majors or degree programs offered by the School or Department. It is the responsibility of the
program coadinator, in consultation with the appropriate Dean or Chair, to

1.

2.

Advise the School or Department on appropriate curriculum content and pedagogy for the
program,

Advise the School or Department on appropriate assessment of the program and its
curriculum,

Advise the School or Department on changes to the program that may be necessary to
improve or maintain quality, and

Provide consultation to the Undergraduate Curriculum Committee and/or the General
Education Committee on proposals or isswdevant to s or her designated
undergraduate program and to the Graduate Council or school of divinity faculty as
appropriate on proposals or issues relevant to graduate programs.

3/13

Section VI. Council of Arts and Sciences

A. Membership

The Council of Arts an&ciences shall be composed of @feairs of departments in the
College of Arts and Science, and the directors of certain academic and academic support
programs (as determined by the Provost) who report to the Associate Provost for Arts and
Sciences. The gsociate Provost will serve &hairof the Council.

9/08
Meetings

The Council of Arts and Sciences will meet monthly or when requested Bhtie A
called meeting may also be requested by at least two council members.

C. Responsibilities

1. Provides a forum for disseminating information and for discussion of all matters
affecting the academic life, structure, and environment of the departments and
programs in the College of Arts and Sciences.

2. Considers academic matters affecting two orerairthe member departments
and programs.

3. Reviews and evaluates educational policies and practices of the University
concerning academic standards, admissions and graduation requirements, faculty
standards and welfare, professional ethics, and simd&ers and makes
recommendations to the appropriate bodies.

10/04
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ARTICLE SIX. FACULTY COMMITTEES
Section |I. Structure of Faculty Committees

A. Committee Membership

1. Ex officio members of committees (as p&wberts Rules of Ordeare members
by virtue of their office Ex officio members, unless otherwise indicated, do not
have voting rightsEx officio members may designate someone to represent them
on committees as needed.

10/04; 9/08; 3/13
2. Student members of commigg will have voting rights.
3/13

3. Faculty committee membership will consist of those nominated by the Committee
on Committees, or nominated from the floor, then elected by a vote of the Faculty
(See Committee on Committgemless otherwise spedd in this @nstitution.

3/13

B. Election of Committee Members

1. A slate of nominees for each committee requiring elected faculty members will be
presented by the Committee on Committees at the March faculty meeting. In
each case the slate will be equal in number to at least twice the number of
committee members to ledected. Additional nominations will be accepted from
the floor of the faculty without limitation as to number. Those elected will be
those receiving the highest number of vot&sting will occur at the April
meeting.

8/90; 9/97; 3/13

2. Each year the @nmittee on Committees will make nominations for faculty
committee membership and for faculty offices as indicated elsewhere in this
Constitution.

8/03; 3/13

3. Unless otherwise stated in the Constitution, nine faculty members will serve on
each of thedculty committees and they will serve thygar terms. On each
committee, terms will be staggered so that in a given year approximately one
third of the elected faculty membership will be replaced. When a new committee
is created, nine members will beeted. Length of terms will be determined by
the drawing of straws among the members.

3/13

4. In case of an unexpected vacancy, the Chair of the Faculty, in consultation with
the Committee on Committees, will appoint a replacement.

8/03
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5. Bothselection of nominees for committees and appointment of members of
committees should reflect the diversity and various constituencies of the faculty.
Therefore, no more than two faculty members per department or school should be
nominated for election ta committee. Typically no individual faculty member
will be nominated for election (as opposed to appointmeex afficio
membership) to more than one committee.

10/04; 3/13

C. Period of Service
1. Each year of service will be from September 1 throighust 31.
3/13

2. In no case will an elected faculty member serve two consecutive terms on the
same committee.

3. All elected committee positions, unless otherwise indicated, carry aytbaee
term in office.

3/13

D. Election of Committee Officers

Unless otherwise specified in this constitution, each committee will elect its own Chair
and other necessary officers from faculty members elected to that committee. In August
of each year it will be the responsibiliy the outgoing Chair to call a meeting of the

new committee for the purpose of electing new officers.

3/13

E. Disposition of Recommendations and Reports

1. Each committee will report, in writing, at each scheddiéeliity meeting. Such
reports willgo to the Office of the Associate Provosts within one week of the
regularly scheduled Friday committee meeting time. In months where there is
only one week between regularly scheduled committee meetings and the faculty
meeting, committee reports are duehte Office of the Associate Provosts by
noon on Tuesday following the scheduled Friday committee meeting time. Copies
will be distributed to faculty members at least 24 hours in advance of the faculty
meeting.

2/09: 3/13

2. Upon motion, the faculty, bymsiple majority vote of those present, will approve
or reject actions or recommendations of its committees. In the absence of a
motion and vote by the faculty, decisions reported by committees to the faculty
are considered approved. If affrmative actiotaleen on a recommendation, the
committeeChairwill be responsible for facilitating the implementation of such
recommendations (e.g., inclusion of policy changes in handbooks, inclusion of
changes in catalogs, or communication of decisions to relevams)ar

9/97; 3/13
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3. CommitteeChairs, in their enebf-the-year reports, will include a status report of
all decisions requiring follovup.

3/13

F. Participation by Committee Members

Committee service is an integral part of shared governance, and as such, faculty members
elected to committees are expected to serve actively. This may take many forms including
chairing or serving on subcommittees, writing proposals, taking minutes,ieggag

di scussions of issues or any other activit)
The minimum expectation of membership is regular attendance at committee meetings.
CommitteeChairs should encourage and facilitate participation by each coeamitt

member.

1. Addressing NorAttendance by Committee Members

If a committee member finds good reason that he or she is unable to fulfill his/her
duties with a particular committee, he/she should voluntarily resign. The
resignation should be tendered to thai€bf the Faculty in order to facilitate the
process of filling the newly created vacancy.

a. Informal Procedure

If a member is not attending meetings, the comm(@ieair should make a
conscientious effort to encourage the member to participate. If this is
unsuccessful, the committ€hairshould contact the Chair of the Faculty
who will encourage the committee member to either participate or resign.

b. Formal Procedure

If informal efforts are unsuccessful in encouraging either attendance at

meetings or resigiian, the committe€hairmay request a vote on declaring

the elected memberés position as vacat
Chair of the Faculty either in person or via email. The position is declared

vacant upon a twthirds majority vote of thelected faculty member on the

committee (excluding the negparticipating member). The Chair of the

Faculty will submit the results of the vote for verification to the Provost and

Vice Chair/Chair Elect of the Faculty and then communicate them to the
commiteeChairand the faculty member who failed to exercise her/his

committee obligations.

c. Ex Officio Members

In instances wherex officio members are not attending, commit@wairs
may, if the issue cannot be resolved directly, report the situation to the
individual 6s supervisor.

2. Meritorious Service

Conversely, in cases where committee members have performed exemplary
service,Chairs are strongly encouraged to indicate such contributions in their
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annual reports to the Prboomtbdbe Omémber
DeariDepartmentChairof these instances of extraordinary service.

3/09
G. Meeting Times

Course schedules are designed to leave Friday afternoons after 2:00 pm open for
meetings, including those of faculty committees, necessary for shared governance

of the University. Because they are composed primarily of elected faculty

members, and addretee major regularly occurring universityide issues

involving faculty participation in university governance, Administrative

Advisory, Faculty Development and Improvement of Instruction, Student and

Campus Life, Educational Policies and Standards, Unaléugte Curriculum,

Technology and Facilities, Athletics, and Library Committeesnally meet

during these reserved times. Other committees may utilize this time as well if
member sd6 schedules permit or may schedu

10/14

Section I. CommitteeResponsibilities, Membership, and Duties

1/14
A. Administrative Advisory Committee
1. Responsibility

The Administrative Advisory Committee is charged with representing the
opinions and concerns of the faculty in matters relating to the peirparection,
administration and overall governance of the University and in general matters
pertaining to the faculty as a whole.

2. Membership

a. Ninefaculty members

b. President of the University

c. Provost and Executive Vice President
d. Chair of the Faculty (committe@hair)
e. Chair Elect

f. Director of Human Resources

04/13
3. Duties

a. Provides general advice and guidance to the administration regarding
policies, programs, academic structure and-@rgye and/or strategic
planning.

b. Provides advice and guidance to the administration regarding budget
priorities and concerns.
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In case of a major administrative vacancy, represents the desires and
concerns of the faculty to the President or, in the event of a Presidential
search, tohte Board of Trustees.

Reviews the overall functioning of the committee system and makes
recommendations accordingly to commit€eairs and, when appropriate,
to the faculty at large.

e. Sets agenda for general faculty meetings.

3/98; 8/03; 10/04

B. Faalty Development and Improvement of Instruction Committee

1. Responsibility

The Faculty Development and Improvement of Instruction Committee is charged
with endeavoring to bring about continuous improvement in instruction, to
promote the professiondevelopment of the faculty, and to enhance faculty
morale and weibeing.

1/14

2. Membership

a. Ninefaculty members
b. AssociatéProvost for AcademiDevelopment

3. Duties

3/091/14

Develops and conducts an effective program of faculty development, to
include overseeing the sabbatical and rsetbatical program.

Continually reviews the faculty development program and makes
necessary improvements and changes.

Plans and implements the annual faculty retreat in corisultaith the
Provost.

Serves as an advisory committee to the Provost in all matters paytinin
improvement of instruction, including orientation of new faculty.

Works to encourage full participation by faculty members in the faculty
development programnd promote exceltee in teaching, high standards
of professionalism, and high faculty morale.

Upon request, serves in appeal process fostepared faculty who are
appealing notice of nereappointment or dismissal, and, upon request,
serves as the hearing committeedontested cases of tenured faculty
dismissed for cause. Hearings and/or appeals under these conditions will
be conducted according to the terms and guidelines publishedrro#te
recent edition of the documeriRecommended Institutional Regulations
on Academic Freedom and TenofdAUP Redbool. See Faculty
Handbook, 49, Procedure for Dismissal.

4/94; 3/98 0114

C. Student and Campus Life Committee
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1. Responsibility

a.

Works to promote a campus atmosphere conducive to the academic,
religious, sociglemotional, physical, and cultural growth of our students.
11/13

2. Membership

a.
b. Vice President of Student Development

C.

d. Six students representing a cross section of the student body and selected

3. Duties

Nine faculty members

Provost

by the Student Senate.
8/90; 3/98; 10/0411/13

Serves as a liaison for the faculty, students, staff, and administration in
addressing issues pertaining to studentcampus life.

Makes recommendations to appropriate elements of the University
community on matters pertaining to student and campus life.

Advocates fair, reasonable, and responsible policies and procedures in
matters pertaining to student and camigiego insure that the needs of all
studentd particularly groups such as thandicapped;ommuter,

married, minority, and international students and students with disabilities
1 are met.

Nominates one faculty member per year to represent the carariitthe
University Appeal Board.

Promotes environmental sustainability on campus.
11/13

D. Educational Policies and Standards Committee

1. Responsibility

The Educational Policies and Standards Committee is charged with constant
oversight of thestandards and policies within the undergraduate academic
program.

11/13

2. Membership

a.
b.
c.
d.

Nine faculty members, excluding School of Divinity
Director of Academic Support for Student Athletes

One Associate Provost designated
Registrar or designated representat:i
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e. Two students chosen by the Student Senate

3. Duties
a.

b.

3/98; 8/02; 9/0811/13

Serves as an advisory committee to the Provost in matters pertaining to
academic policies and standards.

10/04

Provides review of academic standards and policies throughout the
academic program, strives to ensure consistency of standards and policies,
and recommends policies which are fair, effective, and consistent with

high academic standards.

Recommads to the faculty guidelines for graduation requirements and
requirements for graduation with honors.

Serves as an appeal board throughout the calendar year (or designates a
subcommittee as such) for academic appeals as provided for by catalog
policy and when called upon by the Provost or the appropriate Associate
Provost. To maintain the confidentialiby the appeals, only EPSC
members, includingx officio members, may be in attendance at meetings
of the committee when appeals are being heard. At its discretion the
committee may, for the purpose of obtaining additional information, invite
other persos directly related to the issue or appeal under discussion.

9/94,3/98;10/04 11/13

E. Undergraduate Curriculum Committee

1. Respo

nsibility

The Undergraduate Curriculum Committee is charged with review of the
undergraduate curriculum to ensure acadejuality and consistency with the
mission of the University.

01/14

2. Membership

a.

oo

3. Duties
a.

Nine faculty member$érom departments and schools with undergraduate
programs.

Either the Associate Provost for Arts and Sciences or the Associate
Provost forProfessionband Graduate Studies.

Registrar or Associate Registrar

Two students selected by the Student Senate in accordance with the SGA
Constitution.

8/90; 3/98; 10/04; 9/08; 4/111/13

Reviews the department and school curricula to ereamsistency with
the Universityds mission statement.
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Receives fronbDepartmenChairs andDears and acts upon
recommendations for course additions and deletions.

Reviews and acts upon all other recommendations and proposals
pertaining to theindergraduate curriculum, excluding duties assigned to
the General Education Committee and including, but not limited to, all
existing curricula and new course proposals.

Reviews and acts upon proposals for new programs and degrees and
additions to theequirements for any major or minor.

9/08; 4/111/14

F. Library Committee

1. Responsibility
The Library Committee's purpose is to act as a liaison between the library and
the classroom faculty and student body. It should keep faculty and students
informed about the librafy its resources, personnel, services, policies, and
facilities. It shouldalso inform the Dean dhe Library of problems or needs
which the library should address, and give recommendations concerning them.

2/14

2. Membership

a.
b.

The Dean otheLibrary

Nine elected members of the classroom faculty. At least one of the faculty
must teach at the graduate level. Ideally, at least one of the faculty should
teach either online, at a remote center, or enahcampus Degree
CompletionProgram.

c. Two students: onendergraduate and one graduate.

4/13
3. Duties

a. Promotes among faculty and students the library faculty's role in the
instructional process.

b. Promotes among faculty and students more effective use of library
resources, services, and facilities.

c. Serves as liaison to classroom faculty in determining evolving research
skill needs.

d. Solicits input from faculty and students on library equipment, technology,
and resource needs, including administering periodic user satisfaction
surveys.

e. Assists in thelevelopment of library fiscal and personnel policies and
procedures.

f. Provides recommendations to the Provost on issues of library budget and
policies.

g. Selects a member to serve on search committees for library faculty.

h. Assists in the formulation of loagnge plans for major library facility

changes: new facilities, additions, and construction.
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G. Technology and Facilities Committee

1. Responsibility
TheTechnology ad Facilities Committee will make recommendations to the
Provost 6s Of Ity attase imragardsttdtres pHysacal and
technological needs and policies of the learning community.
2/14
2. Membership

a. Nine faculty members, at least two of which must have graduate faculty
status.

The Provost.

The Associate Vice President fbechnology Services.

The Director of Digital Learning

The Associate Vice President for Plant Operations.

Others will be invited to participate as needs arise.

All will be voting members.

@+pooo

7/08;2/14

3. Duties

a. Addresses the technological and physical spaeels of the learning
community and makes formal recommendations to the Provost concerning
infrastructure and support.

b. Addresses issues related to implementation and support of online
education.

c. Serves as a liaison between faculty and departments/indwidtha
provide support services.

2/14

H. Athletics Committee
1. Responsibility

The Athletics Committee is charged with representing the opinions and concerns
of the facultyand students matters relating to the operationoftbe i ver si t yo s
athleticprogram.

04/14

2. Membership

Nine faculty members

Faculty Athletic Representative

Vice President for Athletics

Seni or Womends Administrator
Compliance Coordinator

Director of Academic Support for Student Athletes

One male and one feteastudent, selected by the SGA

3/98; 8/03; 10/0404/13

@roaoop
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Recommends policies governing the program of intercollegiate athletics.

Reviews and makes recommendations concerning issues related to athletic

scheduling.

Monitors and recommengi®licies relating to eligibility requirements for
participation in the intercollegiate athletic program.

Reviews recent expenditures and makes recommendations to the
Faculty/Staff Financial Committee concerning the annual budget of the
Athletic Departmat.

Serves as an Eligibility Appeals Board for students denied transfer
residency waivers.

Recommends student and faculty representatives on search committees
involving Athletic Department personnel.

Administers policy and procedure for Facithletics Representative
(FAR) selection and makes FAR selection recommendations to the
President.

. TheChairof the committee will represent the committee on the Athletic

sub.committee of the Board of Trustees.

7/08 2/14

Committee on Committees

1. Responsibility
The Committee on Committees is charged with overseeing the nomination and
election process for standing committee membership and for faculty offices as
indicated elsewhere in th®onstitution. TheCommitteeassessethe committee
structure and trains incoming commit@ékairs. The Committee also serves as a
Constitutional Interpretation Committee.

04/14

2. Membership
This committee will be composed of the three most recent Chairs of the Faculty,
excluding the curregrone, from among those still serving as-tithe faculty
members. Should there be fewer than three former Chairs, a special election by
the faculty at large will be held to fill the vacancies. Services by virtue of special
election will be only for theaspective year; however, there will be no limitation
regarding reelection. TheChairof the Committee on Committees will be the
former faculty Chair whose term as Chair was earliest.

3. Duties

a. Prepares ballot for election of standing committee members,
b. Distributes and tallies final ballots,

C.

Receives copies of the annual reports from the comn@iteds,
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d. Conducts orientation sessions for incoming committeairs.

e. Advises the Chair of the Faculty when there is a need to appoint a
replacement in case of anexpected committee vacancy.

f. Provides interpretations of the Faculty Constitution when requested. Any

faculty member may submit a written request for interpretation of any
portion of the Faculty Constitution. The ruling of the Committee on
Committees idinal unless overruled by a twthirds vote of the faculty.

04/14

J. Information Liteacy Designated Course Committee
1. Responsibility
The I nformation Literacy Designated Cou
evaluate and take action on requestdritormation Literacy Designated Courses.

2. Membership

a) One faculty librarian from the Library Instruction Team who will serve as
Chair, appointed by the Dean tife Library on a permanent, nemotating
basis

b) Three faculty members, each elected for a tyeze term

c) Each year the Committee on Committees will nominate two persons for
each place to be filled. (In the first year of implementation, three members
will be elected to the committee and grtevo-, and threeyear terms will
be determined by the drawid straws among the members.)

3. Duties
a) Receives requests and makes recommendations to the Undergraduate
Curriculum Committee for Information Literacy Designated Courses
based on the Student Learning outcomes stated in the Information Literacy
Plan, LeveB.
b) Process for requesting Information Literacy Designated Courses:

i. Professor will meet with an Instruction Librarian in order to create
assignment(s) that will meet the Student Learning Outcomes
designated for Level 3.

il. Professor will submit the Informatidriteracy course request form
and course syllabus to the Information Literacy Designated Course
Committee.

ili. If the course is approved by the Information Literacy Designated
Course Committee as an Information Literacy Designated Course,
it will be sent to(1) the Undergraduate Curriculum Committeeea
point of information for review, inclusion in the curriculum, and
reporting to the general faculty, (@) appropriate Associate
Provostas a point of information, and B)h e Regi str ar 6s ¢
processing
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K. General Education Committee

1. Responsibility

The General Education Committesviews and evaluates thaedergraduate
GeneraEducation curriculunand its assessment toddsensure academic
guality and consistency with the mission and General Education curriculum
learning goals of the University. Members of the committee will report
regularly to their respective departments/schools.

1/15

2. Membership

a)

b)

A representativérom each undergraduate department and school will be
chosen by the respective department/school no later than each December
for a term to be served in the next academic year. The length of term will
be determined by the respective department/schoolthé isesponsibility
of eachChairDeanto report this information to the Committee on
Committees by the beginning of spring semester.

11/13

Two students selected by the Student Senate in accordance with the SGA
Constitution.

Ex officio (nonvoting) members include:
i.  AssociateProvostfor Arts and Sciences
ii.  Vice President for Planning & Institutional Effectiveness
iii.  Registrar.
11/13

d) The committe&€Chairis elected by the committee for a eyear, non
consecutive term.
04/11

3. Duties

a)

b)

c)

d)

Establishes and reviews underlying philosophy, criteria, standards, and
learning goals for the General Education curriculum.

Reviews and assesses the General Education curriculum to ensure
academic quality of content, consistency with the missions of the
University, and underlying philosophy and learning goals of the General
Education curriculum.

Approves and recommends to the faculty requests for additions and
deletions to the General Education curricul¢ROTE: Requests

regarding general education caegsurrently in the University catalog

must be made by departments/schools or the Undergraduate Curriculum
Committee. Proposals foew coursemust first be approved by the
Undergraduate Curriculum Committee.

Approves course substitutions within the Gah&ducation Curriculum.
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10/16

e) Every five (5) years, produces a summative report which includes an
examination of assessment data and recommendations for improvement of
the General Education curriculum as needed, to be presented to the general

faculty forappropriate action.
1/15

L. Promotion and Tenure Committee
1. Membership

The committee will be composed of seven tenured faculty members, all of whom
have been at Gardn&ebb for five or more years. At least four shall be full
professors. All membemsill serve threeyear terms with no person serving more
than three consecutive years. Faculty members shall be ineligible for promotion
while serving on this committee.

11/13

2. Duties

a. Receives from the Associate Provosts a list of faculty membersreho
eligible for tenure and/or promotion in rank.

10/04
b. Considers the merits of each candidate for promotion and/or tenure based
upon evidence in the candidateds por
relevant by the committee.
11/14

c. Submits to the Petdent of the University recommendations for the
academic year not later than January 10 of each year.

d. Reviews thgoromotion and tenure process and makes recommendations to
the faculty for changes and improvemastneeded.

9/98 11/14
M. Teacher Eduamtion Committee

1. Membership

a. One representative from each program providing a specialty studies
component for teacher preparation;

b. One representative from each program providing courses for the
professional studies component of the teapheparation program;

c. One regularly employed public/private classroom teacher;

d. One regularly employed public/private school administrator, counselor, or
supervisor; and

e. One undergraduate and one graduate student currently enrolled in an
education ppgram.
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f. Associate Provost fdProfessional and Graduate Studiesan of the
School of Education, and Dean of the Graduate School.
g. All members have voting privileges.

10/04 1/14

Each department or school falling under the stipulation of a or b above
shall recommend a candidate for membership on the TEC, and the TEC
shall recommend candidates to fill the practicing educator and student
positions. These recommendations are to be submitted to the President by
April 15th of each year.

Teacher Education@nmittee members shall be appointed annually by
May 1st by the President. Members shall serve ayeaeterm. The Dean

of the School of Education, or designee, shall serve as Chair of the TEC
and shall preside over all meetings of the TEC.

1/14

2. Duties

The Teacher Education Committee serves as the decisakimg body for alll

policies and procedures governing the operation of the professional education
unit. All teacher education programs and/or proposals require the approval of this
committee.

8/95;3/98 1/15

N. Graduate Council
1. Membership
a. Voting members:

1. Deans orChairs of schools or departments with graduate programs
or a director/coordinator for each school or department which
offers at least one graduate program, appointed by the Dean o
Chair

2. Three members possessing terminal degrees and elected from the
University faculty from departments that do not have graduate
programs

3. One graduate student

4. Dean of the School of Graduate Studies

5. Associate Provost for Professional andéate Studies

10/04 114
b. Nonvoting members:
1. Registrar or a designated represent
2. Recorder from the School of Graduate Studies
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The student member of the Council shall be nominated by the
Deans/Chairsdirectors/coordinators and shall be elected by the Council
before the end of each academic year. If the student member becomes
unavailable for service, the vacancy will be filled by the same process.

The Chair, ViceChair, and other necessary officefg¢he Council shall be
elected from among the voting members of the Council, all of whom are
eligible with the exception of the graduate student

1/14

Establishes criteria and reviews applications for appointment to the
graduate faculties;

Approves general policies and procedures for governing admission to
graduate study, minimum requirements for admission to courses of study,
new graduate courses, criteria for graduation, and serves as a court of
appeal (by way of an Appeals Committee) oocedural questions
involving admission to graduate study and on academic grievances;
Produces and administers policies concerning assistantships, fatisyws
and scholarships;

Is responsiblgointly with the administration, for acting on mattefs o
conduct affecting students in the graduate programs;

Acts on recommendations concerning addition, revision, or removal of
graduate programs.

1/92; 3/98; 6/01; 10/Q4L/15

O. Degree Completion Progra@ouncil

1.

Responsibilities
The DCP Councitonsiders all matters related to the D2#®gram

2/15

Membership

a.Voting members include

1.

Six members elected from the University faculty, one of who shall serve
as chair of the committee by election.

. Chairs or Deans (or their designated repnéstive) of departments or

schools housing a major in the Degree Completion Program.

Chairs or Deans (or their designated representative) of departments or
schools not housing a major in the Degree Completion Program, but
offering DCP courses, unlesese entities are already represented by
elected faculty members.

An Instruction Librarianappointed by the Dean of the Library.
OneDCP student
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10/04; 7/08; 11/0811/13 2/154/16

b. Ex officio (nonvoting) Members include:

3. Duties

NoahkwhpE

Provost and Executivéice President
Associate Provost, Digital Learning
Director of Enrollment, Digital Learning
Registrar
Director of Partnerships, DCP
Associate Director dPartnerships, DCP
Director of DCP
4/16

The election of the DCP student member, on recommendationthe
academic advisors and tAssociate Provost of Digital Learningill
occur at the final meeting of the Council during eacldewsac year.The
student member shall serve a gmar term.

2/154/16

Approves general policies aptdocedures fogoverning admission to the
DCP program.

Reviews procedural questions involving admissions and course transfers
and makes recommendatians.

Acts, jointly with the administration, on matters of cortiaffecting the

DCP program

Acts on recommendations concerning addition, revision, or removal of
DCP programs and courses.

Acts on recommendationegarding changes in sites for DCEnters.

7/00, 2/154/16

P. Firstyear Experiencédvisory Committee

1. Responsibility

The FirstYearExperience Advisory Committee serves as both an advisory board
and decisiormaking bodyfor student experiences related to Fi¥sar Programs,
particularly University 101 and 111.

2/15

2. Membership
a. Membership will include the Director of the Firgear Programs and nine

faculty or staff members. Each of these nine members will serve a three
year term. Six of the nine members with University 111 experience will
be selected by the Director in consultation with the Associate Provost for
AcademicDevelopnent Threeof the nine members will be elected by the
Faculty.

Ex officio members: Associate Provost for Academic Development and
two students as appointed by the President of the SGA. These students
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should be peer leaders with at least one yeakpérience. The Director
of FirstYear Programs will provide a list of potential candidates.
c. The Director of Firstyear Programs will serve as t@dairof the
committee.
d. No appointed committee member may serve two consecutive terms.
1/14

3. Duties

The committee servde review, recommend (as needed), and implement policies
and procedures governing tRestYear Experienc®rogram , including peer
leader selection, text selection, program marketing and evaluation.

10/04 2/15

Q. HonoraryDoctorate Committee
1. Membership

a. The committee will consist of the Chair of the Faculty; one senior
administrator, appointed by the president; two other administrators,
appointed by the president; three faculty and two staff members, appointed
by the @mmittee on Committees in consultation with the Chair of the
Faculty.

b. Appointments to the Honorary Doctorate Committee will be made before
May 15 in order to begin deliberations early in the following fall.

c. Each member will serve a twaear term.

2. Duties

The committee will decide upon candidates to be presented to the faculty for
awarding of the Honorary Doctorate, according to the procedure, criteria, and
guidelines described below.

3. Procedure for Selection of Candidates for the Honorary Ddetora

a. The committee will accept letters of nomination for Candidates for the
Honorary Doctorate at any time. The committee will have the right to add
to the list of nominees. The committee will meet early each fall to review
nominees. The committee wilake recommendations to the President by
October 15 of each year for that yea
choice(s) will be presented to the faculty for approval before being
presented to the Board of Trustees. Nominees will remain strictly
confidential.

b. ThePresident of th&Jniversity may present candidates for the Honorary
Doctorate to the faculty on special occasioligime is an issugea special
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faculty meetingnaybe convened to allow a vote to be tak&therwise a
vote will be takerat a reglarly scheduled faculty meeting.

3/15
4. Criteria for Candidates for Honorary Doctorate

a. Candidates will be persons of regional, national, or international
prominence. The goal of awarding the degree is to honor the
achievements of the individual ardhance the stature of the university
through association. Individuals awarded the degree will embody the
ideals of GardneYWebb University, including caring and Christian
service. The honorary doctorate will not be given to individuals for
purposes otareer enhancement, but rather as an affirmation of the
uni versityodos values and as an honor

b. Suggested (though not exhaustive) categories of nominees are academic
leaders, religious leaders, philanthropists, corporate digadlieaders,
and individuals who have made an outstanding contribution to a given
field(s) or cause(s).

5. Additional Guidelines for Honorary Doctorates

a. Normally nomore than three Honorary Doctorates may be given in any
year.

3/15

b. The committee and the President will have the option of inviting any
individual chosen to receive the Honorary Doctorate to be the
commencement speaker.

10/04 3/15
R. Institutional Review Board

1. Responsibility

The GardnetWebb University Institubnal Review Board exists to support and monitor

the ethical research of undergraduate students, graduate students, faculty, and any other
researchers requesting supervision. The IRB supports research ethics as described by the
U.S. Department of Healtmd Human Services. As an independent university, Gardner
Webb voluntarily adheres to the Common Ruld®CFR 46 the federal regulation

governing research falling under the oversight of the Department of Health and Human
Services (DHHS).

In terms d individual responsibilities, every person involved in rese@rstbjects, the
Institutional Officer, the IRB Administrator, the IRB Chair, the IRB Representatives and
Members, Principal Investigators, Faculty Sponsors, Student/Staff ResearchengiResea
Coordinators, Contract Research Organizations, and Spénsbosiid understand his or
her role on a project in light of the ethical principles described in the Gavdelel

Un i v e institutiogabReview Board: Policies and Procedures Manual
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The IRB will meet in September, and at midterm of both semesters. Other meetings may
be scheduled as needed.

2. Membership

The IRB fosters review by a peer group not involved in the study protocol under
consideration. In order to provide an open discussion regarding human subjects and
protection from risk and adverse events, the IRB maintains a commitment to involve a
diverse group involving persons from all walks of the institution.

a. IRB Chair
The IRB Chair signs all relevant documents related to compliance on behalf
of the institution and has the authority to schedule and direct IRB meetings.
This person is responsible for assuring thatprogram is functional,
adequately staffed and funded, and respected in the research community.
The IRB Chair is elected for twgear terms by the voting IRB membership.

b. Institutional Administrator (1A)
The institutional administrator is responsible for management of the flow of
research documents; ensures internal IRB and research compliance by faculty,
staff, and students; and maintains copies of all IRB records (e.g., applications,
approvals, prstocol completion forms, archives of meeting minutes and policy
documents) in a central and secure location. IRB records will be stored for a
minimum of ten years. The Institutional Administrator will be the Dean of the
Graduate School

c. Institutional Official (1Q
The 10 is the I RB6s | iaison to the uni
person is responsible for advocating for the needs of GWU to senior
administration and for signing official Gardréfebb Unversity IRB
documents that involve entities outside of Gardiebb University (e.g., the
Office for Human Research Protections Fedaiide Assurance). The
Associate Provost fdProfessional and Graduate Studsesves as the 10.

d. IRB Representatives and Members
The IRB Representatives and Members are appointed by Department Chairs or
Deans. Each department/school/program that might be involved in research
with human subjects must have at least two appesri@ the IRB, a
Representative and a Member. Each department/school with more than two
programs in which research with human subjects is being done should appoint
one Representative for every two such programs. Only Representatities (
designees) from each department/school/program need to attend IRB meetings
and have voting privileges. The other appointee(s) will be known as an IRB
Member. The IRB Chair will contact Department Chairs, Deans, and program
coordinators (e.g., Honors) represented to determine their IRB appointees in
August of each year. The IRB may also invite one additional member interested
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in research from outside of GardAatebb University to serve. Other outside
consultants may be asked to attend meetings as is necessary. A list of all
Representatives and Members will be maintained by the IRB Chair.

3. Duties

The IRB is charged with the responsibility of approving and monitoring research. If
researchs questionable, the board discusses the problems and recommends changes if
necessary. The Board may decide NOT to approve the research.

Individual IRB representativesre responsible for:

a. disseminating the IRB information to the faculty andetis within their areas

of responsibility (e.g., department members);

b. presenting a summary of all research being conducted in their respective
department or school at IRB meetings;

c. presenting NofiExempt Research Proposals feview by the full board,;

d. maintaining folders containing original applications and copies of the research
instruments (if applicable), dated IRB approval forms, consent forms,
debriefing statements, abstracts from completed rese&agplicable), and
researchersodo course completion certifi
involved with the study and approval by its IRB is also required, those
institutional approval documents should also be housed witbidgpartment
file;

e. filing copies of applications, signed approval forms, and Protocol Completion
forms with the Institutional Administrator.

The collective IRB is responsible for

a. Reviewing qualitative inquiry and quantitatagsessment;
b. Reviewing the inclusion of any vulnerable population;

C . Promoting respect for the | RB&s advi
d. Assessing acceptability of a study in terms of institutional commitments and
regulations;

e. Assessing applicablaws and standards of professional conduct and practice;

f. Reviewing all IRB applications and their protocols submitted by all faculty,
staff, and students in their departments/schools;

g. Assuring that applications meet IRB minimum requinetsie

h. Attesting that the proposed research is valid and appropriate according to the
regulations and ethical principles;

i. Awarding IRB approval certificates to researchers with exempt/expedited
research as is appropriate;

j. Conduding full IRB review for research projects exceeding exempt/expedited
status;

k. Developing and revising appropriate IRB policy as needed;
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|. Disseminating information to faculty and students regarding ethics and policy
concerning reseandnvolving human subjects. GWU research policy and
forms are found in The Gardr&/ebb Universityinstitutional Review Board
Policies and Procedures Manyal

m. Supporting faculty and student research involving human subjects;

n. Maintainng records, supervising, and tracking research involving human
subjects;

0. Recommending changes to inappropriate research designs involving human
subjects;

p. Recommending and implementing consequence for violations of IRB policy;

gRsolving intellectual property disput e
Intellectual Property policy.

7/08, 6/10
S. Faculty/Staff Financial Committee

1. Responsibility

The Faculty/Staff Financial Committee will facilitate communication amdierstanding
among members of the campus community and the administration regarding University
resources and the context in which budget decisions are made.
4/15
2. Membership
a. Faculty Chair
b. Faculty ChatElect(will chair this committee)
c. Provost
d. Seven faculty members and five staff members, appointed by the Faculty Chair
in consultation with the Academic Advisory Committee. Faculty members will
include: one department chair, three faculty members from the College of Arts
and Sciences, one deamd two faculty members from the Schools. Staff
members will include: one each from tD€P Program, Technology Services,
Athletics, the Library, plus one-&rge staff member.
4/15
3. Duties
a. Fosters an understanding of
- University resources and tlkapacity and limitations of those resources
and
- the process by which budgetary decisions are made in relation to the
Universitydéds mission and strategic p
b. Participates in the identification of institutional priorities consistent with the
Universittd s mi ssi on and strategic plan
c. Assists in the process of aligning budgetary decisions with institutional
priorities, and
d. Assists the University in operating, planning, or budgeting processes and
procedures that maximize efficiency
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4/15

T. PREDesignation Committee

1. Responsibility
The PRE Designation Committeeds mquessose 1 S
for PRE Designated Courses and Experiences. The Committee is also charged with
evaluating all PRE Designated Courses and Experiences randomly in order to maintain
PRE rigor and designation.

2. Membership

a. Four faculty members, each elected forrag¢hyear term, who will be voting
members.

b. Four staff members who oversee specific areas of PRE: Director of Student
Leadership Development, Director of the IMPACT Center for Christian Ethics &
Social Responsibility, Career Center Certified Internshigfrm and Director of
International Programs, all of whom will be voting members.

c. Two students, to be appointed annually from the Student Government Association,
who will be voting members.

d. Committee Chair: The Director of Center for Career Developmehs@ae as
Committee Chair and be a voting member. If the Director of Center for Career
Development is unable to serve, he/she will appoint a Career Center staff member to
serve in that role.

e. The Office of Academic Advising will be an ex officio and masting member of the
Committee.

f. Each year the Committee on Committees will nominate two persons for each place to
be filled. (In the first year of Committee implementation, four members will be
elected to the Committee and enevo- and threeyear terms wi be determined by
drawing straws among these members).

3. Duties

a. Receive requests and approve courses and experiences to be PRE designated based on
the PRE Student Learning Outcomes and rubric for PRE Courses and Experiences.

b. Report approved PRE designatenlirses and experiences to General Education and
Undergraduate Curriculum Committees as appropriate.

c. Report approved PRE designated courses and experiences to Office of Registrar to be
flagged in Banner system.

d. Report approved PRE designated courses gperences to the Office of the Provost
and Vice President of Student Development.

e. Guidelines for submitting requests to the PRE Designation Committee are available
in Faculty Handbook and in WebbConnect.
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Steps in the Process of Submitting a Course @&xperience for PRE Designation

The following steps outline how a course / experience becomes a PRE (Professional Readiness
Experience):

1. The Department / School which subnatsourse / experience for PRE Designation must
complete the required process.
2. TheFaculty Handbook will contain the Submission Form and-biegtep instructions
that faculty will use when submitting a course / experience to the PRECDC. The PRE
Designation Committee is available to assist faculty in preparing courses/experiences and
the form for submission as needed. This form will also be available on WebbConnect.
3. The Department / School will submit the PRE course request form, a course syllabus and
any additional supporting information to the PRE Designation Committee.
4. If the coursdexperience is approved by the PRE Designation Committee as a PRE
Designated Course/Experience, it will be reported to:
a. The Dean/Chair of the Department/School who submitted the course / experience
b. The General Education Committee and/or the Undergradustee@um Committee
c. The appropriate Associate Provost for initialing
d. The VP for Student Development
e. The Registrards Office for processing
5. Inthe event a course / experience is not approved, guidance will be provided for the
Department/School to revise aresubmit.

2/17

U. Writing-Intensive Designated Course Committee

1. Responsibility
The Writingl nt ensi ve Designated Course Committeeds p
action on requests for Writinlgitensive Designated Courses.

2. Membership

a. Six faculty members, each elected for a thyear term. At least two faculty will
represent Schools and two will represent Arts and Sciences.

b. Committee Chair: During the QEP, the QEP Director will serve as the seventh
faculty member and the Committ€&air. If the QEP Director is unable to serve,
the QEP Committee will select another Committee member to serve. After the
QEP, the Director of Writingntensive Curriculum and Instruction will serve as
the Char.

c. Each year the Committee on Committeell mominate two persons for each
place to be filled. (In the first year of implementation, six members will be
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3.

elected to the committee and envo-, and threegyear terms will be determined
by the drawing of straws among members.)
Duties

a. Receives requésand approves courses to be Writingensive based on QEP
Writing-Intensive Student Learning Outcomes for the appropriate Tier for the
proposed course.

b. Reports approved WI courses to the General Education Committee and the
Undergraduate Curriculum Comitteie, as appropriate.

c. Guidelines for submitting requests to the Writingensive Designated Course
Committee are available in the Faculty Handbook and in WebbConnect.

11/16
AMENDMENTS

This Constitution and Bylaws may be amended by the folloprogedure:

1.

An amendment to the Constitution may be proposed by the President, the Provost and
Executive Vice President, the Associate Provosts, the Board of Trustees, a standing
committee, or a request submitted by ten percent of the voting facultgpyAwill be
provided to every voting faculty member at least two weeks before the amendment is
voted on.

10/04

. The proposed amendment will be placed on the agenda of the next faculty meeting,

where it shall be read, discussed, and voted on.rdEdives a majority affirmative vote,

it will be read and voted on a second time at the next regularly scheduled faculty meeting
or at a called meeting. If a called meeting is held, two weeks must have elapsed since the
first vote. For passage, the amemaht must receive at this second reading attwas
affirmative vote.

When the faculty has passed an amendment at this second reading, it shall become
effective immediately upon approval by the Board of Trustees.

Bylaws may be amended or added bgjanty vote of the faculty.

When titles of existing positions and departments change, these changes can be made in
the Constitution without faculty vote.

ADOPTION

This revised Constitution will become adopted and placed in effect by:

1.
2.

A two-thirds dfirmative vote of the entire faculty, and
The approval of the President and the Board of Trustees.

REVISION
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This Constitution may be revised one year after its adoption upon request by a majority of the
entire faculty. A fivemember revision committeeill be selected by the Administrative
Advisory Committee.

8/90
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A. Full-time Faculty

GardnefWebb University provides two types of contracts for-futie faculty: tenure
track and noftenure track.

1. Tenure track contracts are offered to ifjeal faculty members in cases where the
vacancy has been declared to be a tenure track position consistent with the number of
tenured faculty in the department and in the entire faculty. The decision as to whether
a position is to be tenure track or A@mure track is made by the President upon
recommendation from the Provost through the appropriate Associate Provost, after
consultation with th®eariDepartmentChair. Tenure track positions provide for a
period of evaluation by the university and theulzy member before the tenure
decision is made. The definition of and provisions for tenure are described in the
section of this handbook entitled "Tenure Policies."

A faculty member must have an appropriate terminal dégreea regionally
accreditednstitution,in the field of the teaching appointment to be offered a
tenure track contract even if the vacancy is that of a tenure track position.
Possible exception will be made only when the faculty member has unusual
gualifications and/or a terminaédree in a cognate discipline as determined by
the Provost through the appropriate Associate Provost. If the highest degree of a
potential faculty member earned was in the United States, the degree must have
been awarded by a regionally accredited institu Degrees from international
institutions will be evaluated to ensure comparability with the academic standards
of regionallyaccredited American institutions.

5/05 1014

2. Nontenure track contracts provide for fixed periods of employment wih t
understanding and agreement that-temure track faculty members have no
expectancy of reemployment or tenure. The purpose in providing for a clearly
delineated nottenure track contract provision is to enable Gardiebb University
and the noxtenue track faculty member to extend the contract fixed termination date
with a new fixed noftenure track contract when mutually agreed. This eliminates the
complications and limitations that sometimes occur in the tanack& contract when
the university$ compelled to grant tenure or terminate employment following a
probationary period. The ndgenure contract may be for one year or more.

3. While only tenured faculty members have expectation of continued employment, the
university does try to providedequate notice of nenenewal to all fultime teaching
personnel.

10/14

4. The university makes no distinction between faculty onteoare track contracts
and those on tenure track contracts with regard to salary, fringe benefits, teaching
loads, academic freedom, committee assignments, and other faculty responsibilities.
Faculty on both types of contracts are equally eligible for promotions, salary
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increases, professional travel, study leaves, and any other available faculty
development programs.

Under certain circumstances the contract for a faculty member magrged from
nonttenure track to tenure track. The initiative for a change resides with the
DearDepartmentChair, who makes a recommendation to the appropriate Associate
Provost, who consults with the Provost. The Psbvecommends to the President,
who must approve the requediVhen the contract change is made the faculty
member will enter the tenure probationary process at least three years before the

tenure decision is to be made.
6/07: 8/16

B. Administrative Staff

A number of members of tteministrative staff of the university have academic rank
and are eligible to teach either as a part of their contractual obligations or on an overload
basis. These teaching assignments have no relationship to the tenure process.

C. Padtime and Adynct Faculty

1.

All parttime or adjunct contracts are issued for the term of employment and carry no
expectation of renewal.

Adjunct contracts are issued for specific courses and may be cancelled or reduced
should enrollment in the course(s) heufficient to offer the course(s).

Paritime and adjunct contracts are official only when signed by the President, or by
the Provost and Executive Vice President in the President's absence.

Adjunct contracts carry no expectation of any fringeefits unless granted in the
contract itself.

Paritime and adjunct contracts may be issued to an individual for as many
consecutive or interrupted terms as deemed necessary by the President, the Provost,
and/or the appropriate Associate Provddarttime and adjunct faculty have no

expectation of tenure.
6/07
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A. Definition of Academic Tenure

Academic tenure at Gardr&/ebb University is the assurance given to experienced

faculty members which warrants the expectation of continued employment in a
professional position unless adequate cause for dismissal is demonstrated in a reasonable
and fair manner. Adequate cause for dismissal of a tenured faculty includes, but is not
limited to, the following:

1. Professional incompetence to a degree which imperils the teaching/
learning process for students.

2. Gross insubordination to a degree which destroys collegiality and/or
professional respect.

3. Professional misconduct which eesdhe confidence of the academic
community in the integrity of the faculty member as a member of the
teaching profession.

4. Gross personal misconduct of sufficient degree as to seriously hinder the
teaching effectiveness in a Christian institution ighler education.
Examples include, but are not limited to: conviction of a felony or any
crime of violence or moral turpitude, repeated public drunkenness, sexual
harassment of a student or an employee of Gaifedab University, and
habitual misuse ofrgy controlled substance.

5. Discontinuance of a faculty member's department or discipline due to a
decrease in student enrollment or alteration of the mission of the
university as determined by the Board of Trustees or by the faculty and
administration wth the concurrence of the Board of Trustees.

6. Demonstrated financial exigency which required a reduction of tenured
faculty to avoid serious budgetary consequences of more than a temporary
nature, all other reasonable alternatives having been exgrsirgdct to
the notice provisions in48.

At GardnefWebb University the granting of tenure is a contractual matter and as such
carries the weight of the law behind it. In a more general sense, tenure has legal standing
to the extent that the courtsveaheld that when a tenured faculty membea private
university is dismissed, the institution must provide upon request a written statement of
the reasons for termination and if requested a hearing for the aggrieved party. In such
instances, the burdeof justification for the dismissal rests on the institution. Conversely,
no such actions have been required of private universities by the courts when a non
tenured faculty member is dismissed. A fienured faculty member has no claim to
his/her positia beyond the stated terms of the contract.
1/06
B. Eligibility for Tenure Consideration
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Only full-time tenure track teaching faculty are eligible for tenure. Upon
recommendation of the President, tenure may be granted by the Board of Trustees after
completion of a probationary period. The length of the probationary period is determined
at the issuance of the initial tenure track contract according to the following guidelines:

1. Seven years of futime teaching experience in a regionally accestlitollege or
university is required before a faculty member is eligible for tenure. A minimum
of four years of probationary status at Gareérbb University is required
provided the faculty member has at least three years of prigmhdlteaching
experience in a regionally accredited college or university.

2. A maximum of three years teaching credit may be granted in instances of relevant
experience prior to employment with Gardivéebb University.

3. ltis the general policy of the university notrecommend anyone for tenure who
has not earned the terminal degree in the assigned field of teaching from a
regionally accredited institution. In addition, it is the general policy of the
university that the candidate for tenure should have taughteareat the college
or university level after earning the terminal degree.

4. Leaves of absence for periods in excess of a semester, with or without pay, due to
illness, disability, or additional study will in most instances interrupt, but not
cancel taure track status. For purposes of probationary serviceydal leaves
will not be counted as years of service. Exceptions to this policy must be granted
by the Provost in writing in advance of the leave.

Candidates for tenure are expecteddmplete a migerm tenure reviewl he year for
the midtermtenurereviewwill bestated in the initial contract for every new tentrexck
faculty member. Then each subsequent contvidictontainthis date until the miderm
review has been accomplesh The Promotion and Tenure Committee will be notified in
the event of a failure to complete the Agadm tenure review, even though the candidate
is not disqualified from tenure consideratidime Deanor Chairand the appropriate
Associate Provosthould conduct an individual migrmtenurereview with each
candidate. The tenure candidate is responsible for scheduling #ermignurereview
meeting.

7/08 1014

The granting of tenure must never be assumed to be an automatic process.cada@ro
must be duly initiated and the person found to be qualified. University needs will be
considered in the tenure decision.

1/06
Under certain circumstances the granting of tenure may be delayed.

Candidates will be considered for tenure only onetifthose candidates not awarded
tenure may be given an additional year of employment with terminal provisions. ltis
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understood and agreed that ftenured faculty members have no expectancy-of re
employment.

1/06, 7/08
If at any time during the prolbanhary period a decision is made that an individual is not
to be granted tenure after serving the probationary period, the individual will be notified
at that time.

C. Procedures Utilized in Reaching a Tenure Decision

Faculty members on tenure track status will be evaluated byCibaifDepartmentChair

and the appropriate Associate Provost on an annual basis in consultation with the Provost.
Specific written recommendations will be provided to the faculty membdreby t

appropriate Associate Provost if there are specific conditions of continued probationary
status of which the faculty member should be aware.

The tenure decision will be made during the last year of the probationary period. The
following steps occur:

1. The appropriate Associate Provost will notify the faculty member andbeir
orDepartmenChairof t he faculty member 6s el igibi
of the preceding academic yedrhe eligibility notificationwill containthe
app!l idate of appantment to the Gardiwebb University faculty, the
number of years of teaching experience credited for tenure at the time of the
faculty appointment, and the year of the fredmreview.

7/08 1014

2. The faculty member must respond to the notice of eligibility with a request for
consideration for tenure to tieanor DepartmenChairand to the appropriate
Associate Provost by April 1%of the preceding academic year. Failure to apply
for tenurewill be understood as equivalent to a request for a terminal contract or
resignation in March of the following academic year.

7/08

3. ByMay2%0of the preceding academic year the
will meet with the applicants to review the process, answer questions, and provide
the timetable for submission of all supporting materials. Any individual problems
with the tenure processitwoe dealt with at this time.

4 . Upon receipt of the written request
wi || request an evaluati on aDeghrtrmeetc o mme n
Chairor Dean If the candidate is tHeepartmenChairor Dean the Associate
Provost will request an evaluation and recommendation from a senior tenured
member of the department or school.

7/08



Tenure Policies I1-2

5. The faculty member will prepare the following materials for consideration for
tenure. All materials (excepté material described in 5d) will be submitted
electronically to a secure location in accordance with instructions provided by the
Office of the Associate Provosts in the Letter of Eligibility. Due Date is
September 1.

7/08; 1/13

a. An upto-date currialum vitae which includes all colleges and universities
attended, degrees earned, and work experience.

b. An autobiographical statement which addresses the formative experiences and
values regarding the academic discipline, academic training, andsioofes
teaching, and commitment to the Christian faith and the church.

c. Any supporting documentation that demonstrates teaching effectiveness,
professional achievement, scholarly activity, and religious commitment, or
any other portfolio materials w¢h support the application for tenure.

7/08

d. An evaluation and recommendation from Bre@anor DepartmentChairbased
in part on consultation with department members. If the person being
considered for tenure iszeanor DepartmentChair, theassessment should
come from the immediate supervisor or a senior tenured member of the
candidateds department or school i f th
Provost. The evaluation and recommendation letter should reflect
consultation with the fadty of the department or school and include
minimally the following: address the major areas of faculty evaluation
(teaching, mentoring, professional development and service): provide a clear
affirmation for or against the granting of tenure; and confiomuletion of a
mid-term tenure review oexplain why notThese evaluations and
recommendations will be sedirectly to the Office of the Associate
Provosts not included in theubmission.

7/08 10'14; 7/15

e. Course syllabi from at least twiferent levels of courses that represent the
candidatebds teaching assignments.
7/08

f. Annual seKevaluations an®epartmentChairor Deanevaluations for the
three years immediately prior to the September submission. Because the Chair
or Deanédés evalwuation for the most rece
September 1, the candidate may submit it after the September 1 deadline, but
no laterthan October Jlvia email from the Dean or Chair to the Chair of the
Promotion and Tenure Committee and to the Associate Prdivastandidate
for tenure has received a mark of Unsatisfactory (Poor) on the Department
Chairoés or De anechingeategdryy thetcandidate must t he t
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provide an explanation or a plan of remediation and, if available, the outcome
of the remediation plan.
7/08; 1/138/17

g. Annotated bibliographical information regarding publications in refereed
journals; books anthonographs; scholarly presentations at state, regional,
national, and international meetings.

7/08

h. Student evaluations for all classes taught during the past three years.

i. Names and addresses of five Gareiwabb graduates who would be able to
evaluate the candidate for tenure as to teaching effectiveness and suitability
for tenure. A copy of this list should be sent to the administrative assistant
in the Office of the Associate Provosts by July 1.

1/06, 7/08

6. Method of PortfolioSubmission

Delivery of the digital document should be tendered to the Office of the Associate
Provosts causing control to be surrendered by the candidate for promotion and/or
tenure and resulting in the inability to make changes to the document after
delivery. Consequently, the document should not be considered to have been
submitted unless either 1) The document is successfully uploaded to the Dropbox
belonging to the Office of the Associate Provosts, or 2) The document is delivered
using a pobrot)abdlirei v(efitthoum he Office of the
the document can be copied to computers used by the Associate Provosts for
review. Links to external content may be included for illustrative purposes, but all
required documentation must be inclddsther in the upload or on the portable

drive if it is to be considered.

7/15

7. The Associate Provost makes available materials about the candidate for tenure to
the Promotion and Tenure Committee and to the Provost. These materials
include, but are at limited to, materials supplied by the faculty membére
recommendation of thBeanor DepartmentChair, student letters of
recommendation, and letters of rebuttal from previous evaluations if applicable
While the Associate Provost supplies matertalthe Committee, he or she will
not participate with the Committee in evaluating the materials and formulating a
recommendation.

10/14

8. The President receives three separate sets of recommendations: one from the
Promotion and Tenure Committee, dramn the appropriate Associate Provost,
and one from the Provost and Executive Vice President. These recommendations
are due no later than January 10.
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Tenure Policies -2

Upon t he Pr e e Rresidentptise Proreotjam ansl Tenuret
Committee, the Provost, anget Associate Provosts will meet to discuss
recommendations. On the basis of the recommendations, the President submits
his/her recommendation to the Educational Affairs Committee of the Board of
Trustees. The recommendation of the Educational Affairs Gtieens
presented to the Board of Trustees, with whom the final authority for the decision
rests. The normal time for the Board to act on tenure and promotion decisions is
the February meeting. A faculty member who is granted tenure will be notified in
writing by the President of the decision. The faculty member who is not granted
tenure will be given adequate notice of that decision.

8/17

10. The work of the Promotion and Tenure Committee is confidential.

11.

Therefore, it is not appropriate for the datate for tenure to discuss his or her
case with any member of the Committee. Any questions the faculty member may
have are to be directed to the appropriate Associate Provost.

Grace Period for Incomplete Submissions

Occasionally, it may happen treportfolio submission for promotion or tenure is
missing required documentation. The Promotion and Tenure Committee will
review all portfolios early in the semester, ideally by October 1, to determine
whether all portfolios contain all required docunagiain. If it is determined that a
required component (or components) are missing, the committee will immediately
notify the candidate of the omission. The candidate will have 10 days from the
date of notification to provide the missing documentation.dfdgandidate fails to
provide the missing materials, the portfolio will be considered incomplete, and the
candidate will not be considered for promotion or tenure. Submission of an
incomplete portfolio at this point will have the same effect as the sulomisti
no portfolio.

7/15

12. Format for File Submissions Submit single file or separate files in Word or PDF
format (PDF minimizes formatting changes).

If Single File (PDF (preferred) or Word):

1) Name of file should b&.astName_FirstName_P&T_Application”

2) The Checklist should be included first with checks next to items submitted.
3) Include a Table of Contentsname sections using the numbering and section
headings () found in the Checklist, with page numbersridicate the locations of
the sections. (Example -Gomplete Syllabipg09")

If Separate Files(PDF (preferred) or Word):
-If zipped, then name of zipped file should be
"LastName_FirstName_P&T_Application”



Tenure Policies I1-2

1) The Checklist should be included first with dkeeaext to items submitted.

2) Includea Table of Contents file, using the same file name convention
(Example LastName_FirstName_P&T TOC"). Sections of the Table of

Contents should use the numbering and section headw®dduind in the

Checklist, wih numbers to indicate the number and names of the associated files.
(Example "tLetter of Eligibility" or "2-Checklist")

3) Name separate files (whether zipped or not) using the same numbering and
section headings {Q) found in the Checklist and in theila of Contents.

(Example LastName_FirstName_P&T5-Complete Syllabi”) Note: when

submitting separate files,"astName_FirstName_P&Tmust begin each and

every file name.
8/17
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Timeline and Checklist for Tenure and Promotion

1. Timeline:

March 15: Deadline for applicant to be informed of tenure eligibilityAssociate Provost

April 15: Deadline for applicant to respond if interested or not interested.

May 25: Deadline for tenure applicant to meet with the appropAassciate Provogb review the tenure process
and ask questions, if desired. Candidates for are encouraged to meet with the appregotdte Provost they

have questions regarding policies or procedure.

July 1: Deadline for submitting names and addresses of gresluwdo can speak to teaching effectiveness.
September 1: Deadline for electronic submission of tenure portfolio and letter of recommendation from Dean or
Chair.Letters of recommendation should be sent directly to the Office of the Associate Provpsitamg should
submit material electronically to the Office of the Associate Provosts according to instructions provided by that
office.

October 1: Most recent evaluation by Dean or Chair dsee Checklist, #8).

January 10: Deadline for Tenure and &mnotion Committee recommendations.

2. Checklist of Application Requirements (Please check spaces and include this docunyent
1)) All applicants for tenure are required to prepare and turn in one complete application (see above for deadlines).
2.) Application materials will be submitted electronically in accordance with instructions in the Letter of
Eligibility.
3.) Application must contain the following material organized into-sattions, as follows:

1. Letter of Eligibility from appropiate Associaté®r ov o st . This letter will als
of appointment to Gardn&tebb University, the number of years of teaching experience credited for
tenure and/or promotion at the time of the faculty appointment, and the yeamufittenure review.
2. Tenure and/or Promotion Checklist
3. Current Curriculum Vitae
4. Autobiographical Statementwhich addresses the formative experiences and values regarding the
academic discipline, academic training, @ndfession of teaching, and commitment to the Christian faith
and the church.
5. Complete Syllabifrom at least two different courses that represenatipep | i cowseassigaments
6. Six (6) most recent Fall/Spring semesterStufdent Evaluations (Include Summer Termsf
candidate taught during Summers).
7. Three (3) most receiBelf-Evaluations.
8. Three (3) most receiitaculty Evaluations by the Dean or Chair (Most recent evaluation due
October 1via email fronthe Dean or Chair to the Chair of the Promotion and Tenure Committee and
to the Associate Provoyt
9. Names and contact information ®iGWU Graduateswho would be able to evaluate the candidate as
to the teaching effectiveness and suitabilitytéorure (and promotion if applicabléy.copy of this list
should be sent to the administrative assistant in the Office of the Associate Provosts by July 1.
Any Supporting Documentationthat helps to prove merit (i.e. additional letters of recommendatiomtated
bibliographical information regarding publications in refereed journals; books and monographs; scholarly
presentations at state, regional, national, and international meetings; additional student/faculty/self evaluations,
awards, etc.). Cleaxplanation of relevance of all supporting documents must be included.

NOTE: 't is the applicantdéds responsibility to confirm th:
submission. No additional information can be added after the finalissiomdate with the exception of the

Chairdés [/ Deands |l etter of recommendation, (8habovk i s due
for policy on AGrace Period for I ncomplete Submissions.

2/13 7/158/17



Statement of Faculty Rank -3

At the time of initial appointment to the faculty of Gardiéebb University, each member of

the faculty will be assigned one of the faculty rankings listed below. Minimum requirements
may not be compensated by experience factors excegrieiinstances of unusually qualified
prospective faculty, and only after consultation with the Provost and appropriate Associate
Provost. Specific determination of rank is made by the Provost in consultation with the
appropriate Associate Provost and déipgropriate Dean or Department Chair, and, in the absence
of a Dean or Chair, a representative chosen by the department.

RANK MINIMUM REQUIREMENTS
Adjunct Instructor, Temporary, term appointments assigned totfolke
Adjunct Professor, parttime, anddr reduced assignment faculty with
Guest Lecturer, no expectation of promotion.

Visiting Professor

Lecturer Bachelor's degree.
Instructor Master's degree.
Assistant Professor Masterds degr ee -foursemester hoeirs)y e a r

ofgraduatestudg eyond t he masterds deg
eighteen semester hours must be in the field of teaching. (In
exceptional cases, ten years of satisfactory-tiiuié
collegelevel teaching may suffice for all or part of the
graduate study r eccpdaegeeeld beyond
such cases, highly distinctive professional experience
directly related to the teaching field may combine with
college teaching to satisfy this stipulation.) Three years of
satisfactory fulitime, collegelevel teaching experience.
Initial rark for faculty holding a terminal degree with less
than seven years of fetiime, collegelevel teaching
experience.

1/06, 7/08

Associate Professor Appropriate terminal degree. Seven years of satisfactory
full-time, collegelevel teaching experience. A nmimum of
four years at the rank of Assistant Professor. Faculty are
considered eligible to apply only after the beginning of
their third year teaching at GardAétebb University.

7/08, 2/13

Professor Appropriate terminal degree. Twelve yearsatisfactory
full-time, collegelevel teaching experiencA.minimum of
five years at the rank of Associate Professor.

7/08



Statement of Faculty Rank -3

Professor Emeritus/EmeritaReserved for those who have retired from-futie teaching at
GardnefWebb University with at leastffeen years of service to the university as a member of
the faculty. Anyone appointed to this rank must be recommended by the faculty through the
academic department, the Administrative Advisory Committee, and the university
administration. Appointment tive rank is by action of the Board of Trustees. Symbolic in
nature, this rank is to be used to recognize outstanding faculty contributions to the life of
GardnerWebb.

1/06



Policies Regarding Promotion in Rank -4

A. General Criteria

GardnefWebb Unversity is primarily a teaching institution. As such, the primary
standard for evaluation of all faculty is excellence in teaching. While the primary focus of
this activity is transmission of knowledge and the development of new skills, insights,
and sengivities within the classroom, teaching is not limited to that setting. It also
includes the informal dialogue between teacher and student, the sharing of ideas with
colleagues, and the presentation of intellectual and moral concerns within the yniversit
community.

In addition to teaching excellence, factors included in evaluation for promotion include
the following: academic preparation (degrees held); productive scholarship, and creative
activities (research, publication of articles in refereed jalgtrbooks, and fine arts
performances in academic settings); participation in university activities; guidance and
counseling of students and leadership in student activities; personal attributes such as
integrity, objectivity and industry; years of sewim rank; community services; and
participation in professional societies. In addition to the above criteria, the following
factors are also considered:

1. Loyalty to the university as demonstrated by willingness to serve beyond the call
of duty.

2. Devotion to the declared ideals of the university as shown by willingness to abide
by and promote those ideals.

3. Willingness to cooperate with the administration and faculty by serving on
committees, attending faculty meetings, and sharing in othg@mnassnts from
time to time.

Policies Regarding Promotion in Rank

It should be noted that while there is a minimum number of years that a faculty
member must teach before being eligible for promotion to a higher rank-(3ge Il

time in rank is in itself at the major component in the decision process. Promotion is
an acknowledgment of merit.

B. Expectation Levels for the Various Ranks

The higher the faculty rank, the greater the level of expectation in terms of performance
and leadership. For examplesaciate professors, besides holding doctorates or other
appropriate terminal degrees, should be recognized as outstanding teachers and should be
actively engaged in teaching, advising, service, and scholarship activities of a high

quality. Professors shtaly beyond what is expected of faculty at other ranks, be

recognized as master teachers and advisers and as professional and institutional leaders.
Their teaching, advising, and other contacts with students should reflect high professional
competence anshould serve as models for the less experienced.
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Policies Regarding Promotion in Rank -4

Procedures

1. The appropriate Associate Provost will notify the faculty member and hBelisor
DepartmenChairof t he faculty member 6s "afthe gi bi

preceding academicyeaf.he el i gi bi l ity notificati on

date of appointment to the Gardiwebb University faculty, and the number of years
of teaching experience credited for promotion at the time of the facultyrapait.
7/08

2. The faculty member must respond to the notice of eligibility with a request for
consideration for promotion to tfi@eanor DepartmentChairand to the appropriate
Associate Provost by April 15of the preceding academic yeddeans or
DepartmentChairs that desire consideration for promotion should respond directly to
the appropriate Associate ProvoBshose faculty members who chose not to apply for
promotion or those who were not promoted remain eligible for promotion in the
future, lut will not be notified of eligibility a second time. Those who intend to
submit promotion materials in a subsequent year must notify the appropriate
Associate Provost by April 15.

7/08 1014

3. The burden of proof of worthiness for promotion rests withfaculty member,

including evidence of having fulfilled the responsibilities of faculty rank, as outlined
in [I-12, Section C. All supporting reasons for promotion should be made by
September 1 to theeariDepartmentChairand to the appropriate Assate Provost.
Faculty who are requesting promotion and tenure considerations concurrently do not
need to submit additional supporting evidence, but they do need to request
consideration for promotion in the letter which requests tenure consideration.

1/06

4. Shoul d the faculty member desire, he o

Associate Provost. This meeting should occur by M&ydtGhe academic year in

which the request for promotion i s made.

review the process, answer questions, and provide the timetable for submission of all
supporting materials. Any individual problems with the promotion process will be
addressed at this time.

7/08

5. The faculty member will prepare the following materialsdonsideration for

promotion. All materials (except the material described in 5d) will be submitted
electronically to a secure location in accordance with instructions provided by the
Office of the Associate provosts in the Letter of Eligibility.

7/08; 143

a. An upto-date curriculum vitae which includes all colleges and universities
attended, degrees earned, and work experience.

r



Policies Regarding Promotion in Rank -4

b. An autobiographical statement which addresses the formative experiences and
values regarding the academic discipliaeademic training, and profession of
teaching, and commitment to the Christian faith and the church.

c. Any supporting documentation that demonstrates teaching effectiveness,
professional achievement, scholarly activity, and religious commitment, or any
other portfolio materials which support the application for promotion.

d. An evaluation and recommendation fromBe&anor DepartmenChairbased in
part on consultation with department members. If the person being considered for
promotion is éDeanor DepartmenChair, the assessment should come from the
i mmedi ate supervisor or a senior tenure
or school if the immediate supervisor is an Associate Provost. These evaluations
and recommendations will be setitectly to the Office of the Associate
Provosts not included in theubmission
7/15

e. Course syllabi from at least two different levels of courses that represent the
candidateb6s teaching assignments.

f.  Annual selfevaluations an®epartmentChairor Deanevaluations for three years
i mmedi ately prior to the September subm
evaluation for the most recent year may not occur until September, the candidate
may submit it after the September 1 deadline, but no latelQbsber 1 via
email from the Dean or Chair to the Chair of the Promotion and Tenure
Committee and to the Associate Provdisa candidate for promotion has
received a mark of Unsatisfacy (Poor) on the Departme@haido s or Deanos
evaluation in the tching category, the candidate must provide an explanation or
a plan of remediation and, if available, the outcome of the remediation plan. An
evaluation of fAexceedingo expectations
be considered for promotiont Af ul | 6 professor.
1/138/17

g. Annotated bibliographical information regarding publications in refereed journals;
books and monographs; scholarly presentations at state, regional, national, and
international meetings.

h. Student evaluains for all classes taught during the past three years.

i. Names and addresses of five Gareiwabb graduates who would be able to
evaluate the candidate for promotion as to teaching effectiveness and suitability
for promotion.A copy of this list shoutl be sent to the administrative assistant
in the Office of the Associate Provosts by July 1.

. The Associate Provost makes available materials about the candidate for promotion to
the Promotion and Tenure Committee and to the Provost. These matehais,in
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but are not limited to, materials supplied by the faculty member and the
recommendation of thBeanor DepartmentChair. While the Associate Provost

supplies materials to the Committee, he or she will not participate with the Committee
in evaluatinghe materials and formulating a recommendation.

The President receives three separate sets of recommendations: one from the
Promotion and Tenure Committee, one from the appropriate Associate Provost, and
one from the Provost and Executive VReesident. These recommendations are due
no later than January 10.

The President, the Promotion and Tenure Committee, the Provost, and the Associate
Provosts will meet to discuss recommendations. On the basis of the
recommendations, the President subrhis/her recommendation to the Educational
Affairs Committee of the Board of Trustees. The recommendation of the Educational
Affairs Committee is presented to the Board of Trustees, with whom the final
authority for the decision rests. The normal timethe Board to act on tenure and
promotion decisions is the February meeting. A faculty member who is granted
promotion will be notified in writing by the President of the decision. The faculty
member who is not granted promotion will be given adequatiee of that decision.

The work of the Promotion and Tenure Committee is confidential.Therefore, it

is not appropriate for the candidate for tenure to discuss his or her case with any
member of the Committee. Any questions the faculty member ey dre to be
directed to the appropriate Associate Provost.

10. Grace Period for Incomplete Submissions

11.

Occasionally, it may happen that a portfolio submission for promotion or tenure is
missing required documentation. The Promotion and Tenure Committeeview
all portfolios early in the semester, ideally by October 1, to determine whether all
portfolios contain all required documentation. If it is determined that a required
component (or components) are missing, the committee will immediately tiaif
candidate of the omission. The candidate will have 10 days from the date of
notification to provide the missing documentation. If the candidate fails to provide the
missing materials, the portfolio will be considered incomplete, and the candidate wil
not be considered for promotion or tenure. Submission of an incomplete portfolio at
this point will have the same effect as the submission of no portfolio.

7/15

Format for File Submissions Submit single file or separate files in Word or PDF
format(PDF minimizes formatting changes).

If Single File (PDF (preferred) or Word):

1) Name of file should be "LastName_FirstName_P&T_Application”

2) The Checklist should be included first with checks next to items submitted.
3) Include a Table of Contentsname sections using the numbering and section
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headings (29) found in the Checklist, with page numbers to indicate the locations of
the sections. (Example ‘Gomplete Syllabipg09")

If Separate Files(PDF (preferred) or Word):
-If zipped, then name of zied file should be
"LastName_FirstName_P&T_Application”
1) The Checklist should be included first with checks next to items submitted.
2) Includea Table of Contents file, using the same file name convention (Example
"LastName_FirstName_P&T TOC"). Sectias of the Table of Contents should use
the numbering and section heading®){Tound in the Checklist, with numbers to
indicate the number and names of the associated files. (Exarrpédtét of
Eligibility" or "2-Checklist")
3) Name separate files (whet zipped or not) using the same numbering and section
headings (2) found in the Checklist and in the Table of Contents. (Example
"LastName_FirstName_P&T5-Complete Syllabi") Note: when submitting separate
files, "™LastName_FirstName_P&Tmust begin ach and every file name.

8/17
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Timeline and Checklist for Tenure and Promotion

1. Timeline:

March 15: Deadline for applicant to be informed of tenure and /or promotion eligibilidspciate Provost

April 15: Deadline for applicant to respond if interested or not interested.

May 25: Deadline for applicant to meet with the appropriassociate Provogb review the promotion process and
ask questions, if desired. Candidates for promotion are encouraged twithabe appropriatéssociate Provost
they have questions regarding policies or procedure.

July 1: Deadline for submitting names and addresses of graduates who can speak to teaching effectiveness.
September 1: Deadline for electronic submission aditfolio and letter of recommendation from Dean or Chair.
October 1: Most recent evaluation by Dean or Chair dsee Checklist, #8)

January 10: Deadline for Tenure and Promotion Committee recommendations.

2. Checklist of Application Requirements (Please check spaces and include this document)
1.) All applicants for tenure and/or promotion are required to prepare and turn in one complete application (see
above for deadlines).
2.) Application materials will be submitted electronically.
3.) Application must contain the following material organized into subsections as follows:

1. Letter of Eligibility from appropriatédssociate Provost This | etter wildl al so st
of appointment to Gardné&Webb University, the nuber of years of teaching experience credited for

tenure and/or promotion at the time of the faculty appointment, and the year of thenomiel review.

2. Tenure and/or Promotion Checklist

3. Current Curriculum Vitae

4. Autobiographical Statementwhich addresses the formative experiences and values regarding the
academic discipline, academic training, and profession of teaching, and commitment to the Christian faith
and the church.

5. Complete Syllabifrom at leastwo different courses that representéhe p | i cowseassigements

6. Six (6) most recent Fall/Spring SemesterStfdent Evaluations(Include Summer Terms if candidate
taught during Summers).

7. Three (3) most receBelf-Evaluations.

8. Three (3) most recefaculty Evaluations by the Dean or Chair (Final evaluation due Octobey\lia
email from the Dean or Chair to the Chair of the Promotion and Tenure Committee and to the Associate
Provost)

9. Names and contact imfmation of5 GWU Graduateswho would be able to evaluate the candidate as to
the teaching effectiveness and suitability for promotion (and tenure if applicAldejy of this list
should be sent to the administrative assistant in the Office of thssociate Provosts by July 1.

Any Supporting Documentationthat helps to prove merit (i.e. additional letters of recommendatiorotated
bibliographical information regarding publications in refereed journals; books and monographs; scholarly
presentatins at state, regional, national, and international meetings; additional student/faculty/self evaluations,
awards, etc.). Clear explanation of relevance of all supporting documents must be included.

NOTE: I't is the appl i c &irmthdtall pertsmenpdocamsentbarelincludgd inthe finalo n

submission.No additional information can be added after the final submission date, with the exception of the
Chairbdés/ Deanbés Il etter of recommend aibal abthattime(Bee abbvei s due |
for policy on AGrace Period for I ncomplete Submissions.

1/06; 1/13 7/158/17
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Teaching Load

. Basic Teaching load for futime teaching faculty is 25 workload hours / semester, for
an annual total of 280 workload hours. Undergraduate courses provide workload credit
on a 1:1 basis (e.g., a 3 semester hour course results in 3 hours of fackload:).
Graduate courses provide 4 hours of workload credit for eaem&ster hour course.
Workloads are proportionatetalculatedor faculty who teach a combination of
undergraduate and graduate courses. Current practice is to compensate oueddhd o
faculty member exceeds 24 workload hours for the year (or 12 hours for the Fall
Semester, assuming the faculty member will have at least 12 workload hours for the
following Spring Semester). Summer teaching is excluded from the load calculation for
faculty on 9 and 1:0nonth contracts. (These faculty are compensated under a separate
contract.)

. Faculty contracts for 10, 11 or 12 months which allow a faculty member to carry out
administrative duties during the summer break months may include expes tati
teaching load without additional compensation.

. Full-time faculty memberare on occasiogranted release time for administrative or
other dutiesvhich are calculated as part of the workload. The amount of release time is
subject to annual reviewnd approval by the appropriate Associate Provost.

. Multiple sections of the same course are counted separately. Alistedscourse is
counted as a single courska course is listed both as a graduate and an undergraduate
course, the majority enrollmedetermines whether it is calculated as a graduate or
undergraduate course. For courses whightearrtaught workload credit ismormally
divided evenlyamong the instructors of record. (See below on exception for
interdisciplinary courses.)

. Courses eamlled with less than 6 students require approval of the appropriate Dean or

Chair and Associate Provosita low-enroliment course is approved as part of a faculty

me mb e r 6 s, campensatioo ia chlculated a prerated basis of 1/6 workload

creditfor eachstudent and a 1/6 course remuneration for each student. Full enrollment is
normally calculated at 6 studentow-enrollment courses that are part of a faculty

member 6s regular | oad do not affect compen

.CBAG6s and | nde p equiesapptovalot thedppomiateDeanmr Chair

and Associate Provost and should be offered whign there are extenuating

circumstances i n t he case of CBAOGSsS) or a persuasi:
the case of Independent Studies). BOBA6s and I ndependent Studi
compensated separately from faculty load at the current rate of $100/credit/student.
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Thedefaultworkload credit for undergraduate internship supervision, including summer
supervision, is calculated at the followiraje:

Student Credit Faculty Workload

1-2 credit hours .17 workload credit per student
3-5 credit hours .33 workload credit per student
6-12 credit hours .67 workload credit per student

Exceptions require approval of the appropriate AssociateBto

Workload is calculated in the following order:
a. Load credits for noinstructional duties (e.g., release for administrative
responsibilities)
b. For appliednusic (determined by multiplying the total student credits generated
by 0.330 i.e., course @&dits x students enrolled x 0.33)
Seated & hybrid graduat®ursegwith enrollments of six students or more)
Seated & hybrid DCP (with enrollments of six students or more)
Seated & hybrid TUG (with enrollments of six students or more)
Online graduate
Online DCP
Online TUG
UNIV 111
Courses with enrollments of five or fewer students are calculated on that@do
basis.
k. Honors thesis supervision is counted as one hour of overload.

S@ e ao0

— —

Any work by a fulttime faculty member that exceettie calculated fulvorkload fora
semeste(i.e., as defined in paragraph 1, abagejonsidered an overload, unless that
faculty member did not meet his or leaiculatedvorkload in the previous semester. (In
such instancesyorkload credits in excess tife full-time catulationare used to offset

prior shortages before they are counted as overload credits.) If only a portion of the load
credits of a course is required to re#ioh full-time calculationthat portion is counted

toward the fullt i me f a c u lwbrkloadaadile eemairsierésunted agn

overload.

10. By default, fulltime faculty members are compensated for overload credits during the

semester invhich they are generated.itWthe consent of the Deamn Chairand

Associate Provosh faculty member magxchangeverload credit for release time in a
subsequent semester. Any ssithanganustoccurwithin one yeaof the overload.
(Consequently, a faculty member may elect to be compensated for an overload or with
the appropriate authorization carry itvi@ard for exchange. An overload may not be
compensated once the election is made to carry forward for exchange.)

11.The maximum overload is 1P6 workload credits peyear beyond 24 hours, not to

exceed Loursef 3-4 hours eachrhis limit includes releasttme for nonteaching
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13.
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duties. Written authorization of the Dean or Chair and appropriate Associate Provost is
required for all overloads. Summer teaching is not figured into overload calculations. The
maximum may be exceeded when there are urgent ciranoest (i.e., typically

consisting of a course which must be offered with no available instructor), but exceptions
may not become an ongoing pattern. By consensus of the higher education community,
overloads are an obstacle to faculty excellence.

Inter-disciplinary Study courses (IDS) may be structured in a variety of ways. They are
defined as a course taught by multiple members of the faculty (typically 2) representing
different disciplines. But unlike a teataught course, the expectation for an IDS seur

is that both instructors are fully invested in the teaching/learning experience throughout
the semester. All instructors in an IDS course receive full waa#l credit for the course.

Expectations for IDS courses include the following:
1 Both faculty aren attendance at all sessions
1 Both faculty are engaged in the evaluation of student work
1 Faculty use a portion of class time to engage each other in dialogue
1 The course carries an enrollment of at least 12 students (lower enrollments
become teartaught)
1 The course is approved by the appropriate Associate Provost

See Sabbatical Policy for an explanation of the effect sabbaticals have on load credit and
overloads.

4/17
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Summer School Assignments

1. Mostfull-time faculty and selected pamne faculty are eligible for assignments to teach
courses in the summer school which is offered in the Toadit Undergraduate Program,
Degree CompletioRProgramand Graduat&tudies ProgramDue to certain limitadns,
these assignments are distributed byDRkars/DepartmentChairs in consultation with the
Graduate Dean, the Dean of Adaitd Continuing Education for DCBnd the Associate
Provosts.

2. All contracts for summer school assignments are subject to cancellation due to insufficient
enrollment.Summer school courses which are offered for fewer than five students will be
compensated on a prorated bagisljustments in summer school pay arerégponsibility
of the Dean of Adult and Comtiing Education for DCANd the Associate Provosts for all
otherprograms

5/05 1014
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Outside Employment

Accepting an appointment to teach at Gardivebb is a professional commitment to a
full-time occupation. Therefore, it is expected that the faculty member's primary concern
will be the completion of professional duties and responsibilities. At no hoddthe

faculty member become involved in outside activities or secondary business or
avocational interests which deflect the individual from effective and conscientious pursuit
of professional duties, or which interfere with the mission and effectiserfabe

university. It is the duty of thBeariDepartmentChairto decide when a faculty

member's performance is hindered. Ultimately, it is the responsibility of the Associate
Provost in consultation with the Provost to determine if cessation orlgwetaiof

outside activities is warranted.

Employment of a faculty member by other educational institutions will not be allowed
during the period of contract, unless prior approval is given by the Associate Provost in
consultation with the Provost. Emplagnt during the nogontract period should be
discussed in advance with the Associate Provost in consultation with the Provost.

5/05



Statement of Notice of Nereappointment -8

A. Tenure Track, Probationary Appointments

Faculty who have tenure track appointments have a legiimatectation of renewal of

their contract throughout the probationary period. However, should a decision be reached
not to renew the contract, or not to extend tenure at the conclusion of the probationary
period, the faculty member should be notifiedliow maximum time to seek a position
elsewhere.

Tenure track, probationary appointments may be subject toemawal for the following
reasons:

1. Unforeseen alterations in the plans, purposes, programs, or enrollment projections
of the university.

2. Failure of the probationary appointee to make satisfactory progress as noted in
written annual reviews by the appropriate Associate Provost in consultation with
the faculty member and tii#geariDepartmentChair.

3. Unsuitability for tenure as detamad by theDeariDepartmenChair, the
appropriate Associate Provost, and the Provost and Executive Vice President.
Occurring usually within the first or second year of the probationary period, this
information will be shared with the faculty member by #ppropriate Associate
Provost as a warning in a sufficient timely manner before written notice of non
reappointment is given.

4. In the case of faculty appointed to a tenure track position prior to July 1, 1986,
who do not possess a terminal degregice of norreappointment may be given
at the end of any year in which insufficient progress was made toward a terminal
degree.

Notice of norreappointment or notice of decision not to recommend for tenure and non
reappointment will be given in writings follows:

1. Not later than March 15 if it is during the first year of probationary employment.

2. Not later than December 15 if it is during the second or subsequent years of
probationary employment.

A notice of norreappointment may be appealadvriting to theDeariDepartment

Chair, the appropriate Associate Provost, the Provost and Executive Vice President, the
Faculty Development and Improvement of Instruction Committee, and the President, in
that order. The decision of the President islfina

B. Nontenure Track Appointments



Statement of Notice of Nereappointment -8

Faculty who have noetenure track appointments have no expectation of renewal of their
contracts. Therefore, notice of nrenewal will be given no later than March 15 prior to
the expiration of the contract period.

Non-reappointment of a netenure track appointment is without prejudice; therefore, no
reasons have to be given for the ieappointment. Should reasons be given, they will
be made in writing by the appropriate Associate Provost and made a partrefezagce
given by the university for future employment.

Appeal of the decision not to reappoint must be made in writing tD¢hdDepartment
Chair, the appropriate Associate Provost, the Provost and Executive Vice President, the
Faculty Development anidhprovement of Instruction Committee, and the President, in
that order. The decision of the President is final.

C. Paritime Appointments

Faculty who have pattme contracts have no expectations of renewal and will not be
entitled to formal notice afonrenewal. No formal appeal procedure is warranted. The

decision of the appropriate Associate Provost is final.
5/05
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Dismissal of any faculty member is an action of the administratio®eadd of Trustees of
GardnefWebb University and is an action of sufficient seriousness as to require the utmost in
patient and steadfast efforts to avoid. Accordingly, the causes and procedures for dismissal are
described as follows:

A. Dismissal for @Quse

1. Professional incompetence to a degree which imperils the teaching/learning process for
students

2. Gross insubordination to a degree which destroys collegiality and/or professional respect

3. Professional misconduct which erodes the centid of the academic community in the
integrity of the faculty member as a member of the teaching profession

4. Gross personal misconduct of sufficient degree as to seriously hinder the teaching
effectiveness in a Christian institution of higher edwcatiExamples include, but are not
limited to:

proven criminal charges in a court of law

repeated public drunkenness

sexual harassment of a student or an employee of Gakbtlidy University
habitual misuse of any controlled substance

apop

B. Procedures

Dismissal for cause of a faculty member is the termination of a contract which may be
immediate or at a date to be determined by mutual agreement, by recommendation of the
appropriate Associate Provost and the Provost and Executive Vadd?re by
recommendation of the Faculty Development and Improvement of Instruction

Committee, or by decision of the President. The dismissal for cause may be without

remuneration.
5/05

Immediate suspension and removal from teaching duties wiatiitloout pay is an action
taken by the President only in cases where the faculty member is an immediate physical
threat to another member of the university community. Otherwise, a faculty member
who is appealing a decision to dismiss for cause may corteaghing through the full

extent of the appeal/hearing procedure or until the end of the contract, whichever is
earlier.

1. Tenured Faculty
a. Administrative consultation

When reason arises to question the retention of a faculty member who has tenur
the DeariDepartmentChairand the appropriate Associate Provost, in consultation
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with the Provost, will discuss the matter with the faculty member. The procedure
may be terminated at this point by mutual consent. Mutual consent could involve
options ot limited to the following:

(1) A decision reached that the difficulty is of minor and correctable nature
which requires follow up by th€hairDeanwith reports to the appropriate
Associate Provost, but no further consequences

(2) A plan of comctive action supervised and reported to the appropriate
Associate Provost in writing by both the faculty member and the
Department Chaibeanof the school

(3) A specific period of grace not to exceed one academic year extended to
the faculty membemiwhich other employment opportunities are sought.
At the expiration of the period of grace, the faculty member will resign
without prejudice

(4) An agreement to resign at the end of the current academic year

(5) An agreement for immediate resitjoa

b. Dismissal hearing
If the issue is not resolved by mutual consent, the faculty member may request a
hearing by the Faculty Development and Improvement of Instruction Committee.
The faculty member requesting the hearing may present the griemaaoe may
be represented by a faculty member chosen for that purpose. Legal counsel may
be chosen by the faculty member, and if so, by the university. Witnesses for the
faculty member and the university may be questioned by both parties and/or
respectie counsel.

5/05

The recommendations of the Faculty Development and Improvement of
Instruction Committee concerning the disposition of the case are given to the
President. The President is not bound by the recommendations of the Faculty
Development and lprovement of Instruction Committee, but will inform the
faculty member of the President's decision and the privilege of appeal.

c. Board of Trustees
If requested by the faculty member, the President will take the full report of the
Faculty Developmerdnd Improvement of Instruction Committee to the Board of
Trustees stating the recommendation of the Faculty Development and
Improvement of Instruction Committee and the President's own
recommendations. The faculty member and/or representative or cowaysel m
plead the case to the Board. The Board may accept the recommendations of the
Faculty Development and Improvement of Instruction Committee and/or the
President, in whole or in part. Or the Board may return the recommendation to
the Faculty Developmennd Improvement of Instruction Committee and/or the
President for reconsideration, and final review by the Board at the faculty
member's request. The decision of the Board is final.
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2. Probationary, tenuteack faculty

Dismissal for cause of a probatiary contract is a decision made by the Provost and
Executive Vice President after administrative consultation which includes the faculty
member, théeariDepartmentChair, and the appropriate Associate Provost.

Because dismissal for cause mayrbmediate, and may be without remuneration, the
faculty member on a probationary appointment who has been informed of the intent to
dismiss for cause may appeal the decision in writing to the Faculty Development and
Improvement of Instruction Committee gtPresident, and the Board of Trustees.
Because the probationary appointee is given the privilege of appeal and not the privilege
of a formal hearing, no counsel is permitted, although a faculty member so charged may
choose another faculty member as aesentative.

5/05

3. Nontenure track faculty

Dismissal for cause of a nganure track faculty member may be immediate and may be
without remuneration. The decision to dismiss for cause is made by the Provost and
Executive Vice President after administrative consultation which includes the faculty
member, thddeariDepartmentChair, and the appropriate Associate Provost.

The faculty member may appeal the decision to the Faculty Development and
Improvement of Instruction Committee and the President. The decision of the President
is final.

4. Paritime faculty
Dismissal for cause of a pdine faculty member is a decision of the appropriate
Associate Provost. It is immediate, and may be without remuneration. The decision to

dismiss for cause of a pdrine faculty member may be appealed onlyhe Provost and
Executive Vice President, whose decision is final.

5/05
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A. Justification of Position Opening

1. Vacancies in the faculty of Gardnaiebb University will beconsidered for approvéaly
the Pregdent on the recommendation of the Provost in consultation with the appropriate
Associate Provost. The decision will be made concurrent with the announcement of an
opening as to the tenure track/A@mure track status of the position. Sufficient
justification must be presented to the Provost to warrant a recommendation to the
President.The submission of the Authorization to Fill Position form will summarize the
rationale for recommending the positidine respectiv®eariDepatmentChairwill be
informedof the approvastatusof the opening by the appropriate Associate Provost.
8/15
2. Positions for undergraduate faculty shoul d
more graduate hours in the discipline of the vacaoicgther demonstrated competence
and achievements that contributestiective teaching and student learningositions for
graduate faculty should require a terminal degree in the discipline of the vacancy.
10/14

B. Factors which Merit ConsiderationrfBosition Opening

1. Substantial growth in the number of students in the academic program, which alters the
desired studerteacher ratio

2. Addition of new programs or majors within a school or department
3. Lack of coverage of crucial areasaafiscipline

4. Expansion of service andf@eneral studiesourse offerings which has been initiated by
approved programs of the University
8/15
5. Needs of oftampus programs to maintain an acceptable ratio of Gawlabb full
time faculty

C. Sarch Committee Procedures

1. Search CommitteAppointment: The search committee will be appointed by the
appropriate Associate Provost and will be composed of at least two members of the
school or department involved and one faculty member from outside the school or
departmentln the case of a gradte faculty search, the outside member will be
appointed from the graduate faculty to represent the requirements of graduate faculty
membership, as required by Graduate Couifibié Deanor DepartmentChairshould
serve a<hairof the search committee, less the appropriate Associate Provost
approves anothe&ehairfor the search committee.
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2. Procedure

a.

Assemble the committee: The Chair of the Search Committaavite the

appropriate Associate Provost and the Director of Human Resources to the initial

meeting to go over procedures and to answer quesgtated to employment

practices and to provide guidance in constructing the position announcement.
8/10, 8/15

Review the position and define qualifications: A search is an opportunity to
define precisely the specialties needed and to decide whether the position needs to
be redefined.Establish a checklist of qualifications which will be useful i
reading and screening applications.

8/15
Establish a timetable for the search and appointment: Remember to set the cutoff
date carefully because it is unethical to conclude a search before the expiration of
the cutoff.

Writepositionannouncement and develagstrategy for announcing the opening

Make a conscientious effort to attract culturally diverse applicivitere

appropriate, advertise in publications readdayiale and minority populations.
Positionannouncemesiand postig sites must be approved by the appropriate

Associate Provost prior to being postéthe Associate Provost will request that

the position announcement be posted in appropriate posting sites and on the
GardnetWe b b Uni ver sity Humam gRseds gouargcee so ff ctuhr
University website.Applicants should be directed to send their materials to the

Chair of the Search Committee. The Chair will respond to each applicant.

10/14 8/15
Conduct investigative search: Include extensive study of craldeontensure
that the candidateds institutions are r

degree programs are reputable. Utilize telephone conference calls to find out as
much as possible prior to any decision to interview a candidate on campus.

Conduct reference check for all candidates of intelestandidate will be
offered a position unless the search commiftkaircan verify the completionf
referencechecks.
10/14
It is the policy of the University to h

faith mission and who selfientify as Christian. The following statement must be
included in all facul t y-Welb#niversityisa announ
private institution founded by North Carolina Baptists in 1905 and employs

i ndividuals who participate in and whol
While there is no definitive set of questions for a search committee to use, some

effort shoudbemasdl t o establish the candi dateds
identity. For example, the committee ma
religious faith affect your work as a s
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how it will helpyousupppt t he Universityds Christiar
your faith journey and how it affects your relationship with students and what you
do in the classroom. o

8/16

h. Recommendip tothree finalists to the Associate Provost for campus visits:
Candidates must have returned the Confidential Data Eothe Administrative
Assistant to the Associate Provoatsl submitted official transcripts before havang

campus interview.
8/15

i. Scheduleand carry out campus visit6he Chair of the SearchoGmittee will

maketravel arrangements (secure tickets or approve the same within University
guidelines) The Business Office can assist with airline reservations and use a

university credit card to purchase flights. See paragraph D.2. b&gdvedule

overnight accommodations and local meals for the candidates. See paragraph D.2.
below. In advance of the campus interview, the search committee chairewitip

the appropriate Associate Provost, Provos
Confidental Data Form, and official transcriptsSchedule interviews with the search
committee, the appropriate Associate Provost, Provost and President. Copies of each
candidateds agenda should be distributed
include a teduing lecture or presentation, and a campus tour.

8/15

3. Selection Process

a. Rankthe candidates who should be considered for a contract: The Chair of the
Search Committee should convey the commi:tt
Associate Provost, who will consult with the Provost before making a
recommendation to the Presid&rto will make the final decisionlf the first
candidate rejects the offer, the Associate Provost will proceed to the next on the list,
etc. If no recommended candidate accepts an offer, the Associate Provost will discuss
with the Chair of the Search Caonittee a strategy to fill the position.

8/15

b. Notification ofapplicants not selectedfhe Chair of the Search Committee will
notify finalists who were not selected, as welblisapplicantsno longer under

consideration.
8/15

c. New faculty member acclimatioithe Search Committeeembershould assist the
new faculty member in getting acclimated to campus and to the new position.
8/15
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d. Record retentionThe Chair of the Search Committedl submit all records related
to the search to theideanor Chairwho will forward all records related to the search
to the Human Resources Offic&Confidential data forms, official transcripts, and all
other original application materials for candmnterviewed should be retained for
three years in the Associate Provéstfice. Records for the candidatého is hired
will become partoftheew f acul ty member ds per manent

8/15
D. Search Committee Expenses

1. Advertising the position. Chargésr position announcements will be paid by using the
faculty procurement account by the appropriate Associate Provost.
10/14
2. Financial considerations for campus interviéiae appropriate Associate Provost will
approveup tothree qualified candidates being invited to campus for each position
advertised and will pay no more tha80$ of the cost of a single round trip, coach airline
ticket, as well as the standard mileage rate from the airport to campus for any single visit,
based upon the limits detailed in the following categories:
10/14
a. Travel to and from campus: If a candidate chooses to drive to campus for the
interview, the Associate Provostso Of fi
currentUniversity approvednileage and meal ratdf it is unreasonable to expect
the candidate to drive to campus, the search committee should research the cost of
an airline ticket with the universityos
considerations should be given high ptipriWith the approval of the Provost or
appropriate Associate Provost, the ticket will be purchased and mailed to the
candidate in advance of the visit. Under normal circumstances, the university will
pay the first $80 of the cost of a single round trignach airline ticket, as well as
the standard mileage rate from the airport to campus. Travel costs in excess of
this amount which have not been approved will be absorbed by the academic
department (s) involved. Airline travel for the spouse of a clateliwill not
normally be reimbursed.
8/15

b. Lodging: The University uses th&mericlnn in Boiling Springs for overnight

stays for candidates who are invited to campus. Contact the Administrative
Assistant to the Associate Provosts to make reservations for the candidate. The
University will pay up to $150, not including lodgiraxt for a maximum of two
nights (i.e. up to $75 per night plus tax) in an approved local hotel. Lodging
expenses in excess of this limit must be approved in advance by the appropriate
Associate Provost.

8/15

c. Meals: The University will pay reasonable costs for meals ordered for the
candidate and the candidatebés spouse in
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with the Search Committe# the Search Committee members as a graugh to

have a meal witthe candidate as a part of the campus visit. The University will
not pay for meals with the candidate for members of a school or department who
are not on the Search Committéae Search Committeghairshould submit all

meal receipts to the appropeadssociate Provost.

7/07, 1014
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Faculty Professional Development
A. Faculty Travel

1. Each fulitime faculty member may apply to the Office of the Associate Provosts
through theDeariDepartmentChairfor travel funds in the amount ol @00per
year to travel to professional meetings. Graduate faculty (approved by the
Graduate Council) may apply for an additiona0@per year.

2. Faculty development funds not utilized may be rolled tve¢hefollowing year.
The previous year6s funds not wused in
that academic term.

3. Faculty members may receive additional funds to apply toward expenses incurred
for making a scholarly presentation at a regional or natioonference ($200 for
each paper, up to two per year) when a copy of the presentation is provided to the
Office of the Associate Provosts. Funds are not transferable to other faculty
members within the school/ department.

4. Originals of all receipts st accompany travel vouchers and should be submitted
to the Office of the Associate Provosts upon completion of the travel.
6/07, 7/08 1014

B. Campus Opportunities

In order to maximize faculty development and in view of limited university fuzatsh

faculty member is encouraged to utilize a variety of opportunities which are available.

For example, all campus activities of cultural, artistic, athletic, and social nature are open
free of charge to all faculty and dependents. Activities whicloféeeed to students for
admission fee are open to faculty for the same admission fee unless announced otherwise.

Additional ideas for professional development Witthe or no cost to the faculty
member of the university include:

Frequent and dlhough use of the Dover Library

Enlightened sharing across disciplinary boundaries with colleagues
Interdisciplinary courses in the liberal arts program

Workshops on media and information technology

Opportunities afforded by onlinesources and the Center for Excellence in
Teaching.

The annual Writing Across the Curriculum retreat.

arwnE

o

6/07, 7/1010/14

t
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The Faculty Evaluation System
Introduction

In all organizations, periodic evaluation of employees is essential for growth and
continwous improvement. This is especially important in an educational institution where
it is also required by our accrediting organizations. A faculty evaluation system serves
diverse purposes. It may have a formative function (i.e., providing feedbaek to th
faculty member for purposes of professional development), a summative function (i.e.,
providing information that can lreviewed for decisions concerning employment, salary,
tenure, and promotion), or both.

At GardnefWebb University, the annual evaliat system functions primarily as a

formative tool, while the evaluations carried out prior to decisions for promotion and

tenure are primarily summative. In general, faculty salary administration follows a single

salary schedule with merit opportunittdésa pr omot i on. ( See Appendi)
Admini stration Plan for Faculty. 0)

Given that the University is a community composed of diverse disciplinefsciiey
evaluation systens intended to provide a fair and flexible means both to accommodate
discigine-specific issues while at the same time recognizing norms common to the entire
faculty. The success of the system depends on the willingness of the participants
(particularly individual faculty memberBepartmentChairs, andDears) to be objective,
introspective, honest, and most of all, actively involved in the system. The opportunity
for professionals to engage in sefftical assessment coupled with fair and honest
feedback from fellow professionals is both a privilege and a responsibility.urhese

of this document is to establish the basic philosophy of the Gavidlabb University

Faculty Evaluation System.

Criteria for Evaluation

The faculty evaluation process has two aims: (1) to affirm excellence and identify

strengths throughout thwoad skiltset that is essential to higher education, and (2) to

identify areas where individuals might seek specific types of professional growth. An
essential component of any evaluation syst
performance. Whilmo oned6s performance as an educato
value without gross ovesimplification, the process of evaluation is inescapably based

upon comparison with agreeghon standards. Just as the feedback provided to students is
accorded aalue within a grading scale, so feedback in the faculty evaluation system is
summarized in terms of a ranking that allows for meaningful comparisons against a

standard.

Consequently, in each of the four critical areas of evaluation, the faculty member is
assigned one of the following five designations in each area:

57 Outstanding (Excellent) Far exceeds expectations

47 More Than Expected (Very Good) Exceeds expectations

31 Expected (Good) Meets expectations

27 Less Than Expected (Fair) Falls sharof meeting expectations
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17 Unsatisfactory (Poor} Falls far short of meeting expectations

Obviously, when human judgment is at work, there is always room for error. The
approach of the current system is to provide the faculty member with feedbaclobased
evidence presented by students, bylleanor DepartmentChair, by peers, and by the
faculty member him or herself. Even with an evidebhased system, however, it is still
possible that the faculty member finds the feedback inaccurate. The @ystam

allows for dissent, records it as such, and views it as an opportunity for further
discussion. What matters as far as salary administration is concerned are patterns that
emerge over years (as discerned at promotion opportunities) rather than.months

In order to be effective, the ratings should be applied honestly and with as much
objectivity as possible. Clearly, it it the goal to apply rankings according to an
artificial bell-curve to each school or department. Likewise, the standards hawvedbiee
in such a way that it is highly unlikely that any department or school would have
everyone eitherdt Out st aonfdUmgadt i sf actory. o

Because of the diversity of programs, skiits, and faculty expectations throughout the
University, the evaludion system assumes that the rankings should be awarded

according to the standards set by individual departments and schoolNevertheless,

the University has set minimum standards f
each of the areas of reviewychthese are described below. Schools and departments may
choose to add additional standards or to raise the rigor of the minimum standards.
Documentation of standards unique to a department or school should be developed in
dialogue with the appropriatessociate Provosind be made available to all faculty

within the division.

Full-time faculty at GardneWebb University are evaluated annually according to the
standards listed below in paragrapHs. Parttime faculty members without other
responsibilites are evaluated only in the area of teaching.

. TEACHING

GardnefWebb University is dedicated to excellence in teaching. Teaching is a

challenging vocation that embraces a number of complex components. While it is

under st ood t h abilitiepas &téasherglow dvér Bme and dhay even wax

and wane over a lifetime, certain basic expectations should apply at any point in a
teacherdos career. What follows is a summar

Design/Development The design and develognt of courses reflect an acceptable
level of course organization which is evident in the course materials.

A. Syllabi clearly explain the subject matter of the course, objectives/outcomes,
assignments/learning activities, and general expectationsbiSydiaform to
the guidelines laid out in the Faculty Handbook-{IA).
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B. Assignments /Learning Activitieare clearly related to the
objectives/outcomes identified for the coursmmote understanding of
concepts listed on the course syllabus or cordktite course, and
incorporate writing, active learning, critical thinking and information literacy
skills as appropriate for the course and target population.

C. Online Courses (where applicable) are designed in accordance with best
practices of online pedagy.

8/14
Implementation - Teaching is not about entertaining students or popularity in the

classroom. It is about effective communication and student engagement.

I. Content reflects the faculty member ds
subject matter for the level of instruction; instructional techniques and tools
(including lectures, discussion, audio/visuals, group activities, or technology)
promote understaiy of concepts, course objectives/learning outcomes or
content of the course; and bibliographic references or analogous research
tools referencedin the course are appropriate to the subject matter.

il. The course objectives, learning outcomes, learningites, and
instructional techniquesnd tools (including lecture, discussion,
audio/visuals, group activities, or technology) are appropriately challenging
(i.e., rigorous) to the target population; and syllabi, assignments, learning
activities, and instrctional techniques and tools demonstrate efforts to
stimulate studenihterest,achievement and intellectual growth.

iii. The classroom experience reflects a basic level of organization, and includes
effective instructional techniques and tools (includinguetdiscussion,
audio/visuals, group activities, or technology) that are clearly related to the
course objectives or learning outcomes; activities and assignments are
structured in a logical sequence; and contact hours are used efficiently and
effectively.

Online courses (where applicable) contain all of the required components, are
effectively organized, and include learning activities that promote active
learning.

8/14

V. It is expected that the classroom experience will be marked byantir
reasonablattempt to make the course interesting by engaging students in the
experience of learning, respectful dialogue and interchanges with students,
reasonable accessibility to students outside of class, and reasonably prompt
responses to inquirie®nline instuctors (where applicable) are expected to
provide feedback to student work and inquiries within a reasonable time
frame.

8/14
AssessmentThe faculty memberd6s assessment polic
learning activities are clearly articulated and appropriate for the target
population. Execution of those plans represents fair and valid measurements
of student learning at approate levels. In other words, the faculty member
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is able to ascertain the degree to which his/her students are mastering the
material and that the level of mastery is appropriate to the courses taught.

Administrative T Teaching responsibilities at any cgéeor university also include a set
of administrative responsibilities. At GardAdfebb University these include,
but are not limited to, timely completion of enroliment verification and early
warning reports, submission of grades at the conclusion skthnester, and
providing assistance to the school or department on the assessment of student
learning outcomes. Faculty are expected to comply with reporting deadlines
and assist the school or department in carrying out its administrative duties.

8/14

2. Mentoring/Advising

The University considers the academic advising and mentoring of students to be a key
component of successful academic outcomes. Not all faculty are assigned students for
academic advising. Those who do advise are expected to keep abféasgfraduation
requirements; (2) major and minor requirements; (3) curriculum changes; (4) procedures for
accessing and navigating student records via Webb Connect; (5) advisor training offered by
the Academic Advising Center; (6) avenues of refegi@vant to student success and

retention such as counseling concerns, financial issues, academic support services and
excessive absences; (7) services available in the career services office;, and (8) policies
relating to registration, grading, etc. Adwis are also expected to see each advisee at least
once each semester.

All faculty members bear responsibility for mentoring students. This responsibility requires
at a minimum (1) being accessible to students during posted office hours and by wayl of em
and/or telephone; (2) consistently treating students in a professionally ethical and courteous
manner; and (3) providing encouragement and guidance to students in their learning,
vocational interests, and related areas. While this latter trait istextafy difficult to

measure, it remains a basic expectation of Gardvedsb faculty.

3. Professional Enrichment
AProfessional enrichmento is a general term
associated with sharing and enhancing thefagul me mber 6 s experti se in

discipline. It includes, although is not limited to, keeping abreast of the field, contributing
new knowledge through publications or presentations, communicating knowledge of the field
to a wider community b@nd the University, artistic performances, or external awards or
recognition for accomplishments withime 6 s f i el d.

The faculty evaluation system also recognizes and encourages efforts on the part of faculty
members to improve their abilities as classnanstructors and to promote student learning.
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Faculty are encouraged to participate in educational and scholarly activities such as the

following:

1 Student engagement

1 Active learning

1 Assessing student learning

i Effective use of educational technology

i Partcipation in events sponsored by the Center for Excellence in Teaching and
Learning

1 Effective online pedagogy (where appropriate)

8/14
At a minimum, faculty are expected to show evidence of a formal professional enrichment
activity each year. Attendingac hol arl 'y conference in oneos f

this expectation. (Professional reading alone or memberships in a professional organization
would not be sufficient to reach this threshold.) Exceeding expectations in the area of
professional emchment requires a more active engagement, such as presenting a paper,
public performance of a new composition, or publication of an article in a refereed journal.
The possibilities for professional enrichment are rich and varied. The examples abaooe are
prescriptive, but rather are offered merely to help illustrate the level of expectation.

4. Service

The service category includes séMehbi ce t o one
University, or to the community. It is assumed that to qualifytr category the activities

must stand outside the specific requirements
service is vast. Listed below are common examples of the types of activities that are

recognized for fulfilling this expectation:

a. Service to School/Department: serving on a search committee or other
departmental committee, developing curriculum revisions, assisting with an
accreditation or fyear assessment review, etc.

b. Service to University: serving on a standing or ad hoc commgézeing as an
advisor to a student club or organizations, accepting responsibility for special
projects, assisting with recruitment or development activities, etc.

c. Service to community: serving on boards of public or-paofit organizations,
participaton in public service projects, awards or recognition for public service,
etc. Receiving an honorarium for a community service role does not necessarily
disqualify the activity as service. The activity, however, should be something that
brings positive reagnition to both the faculty member and to Gareviabb
University.

Each year, faculty are expected to show evidence of service activities representative of
categories (a) or (b). Category (c) adds wei
regardedaa substitute for service to the Univers
Participation inDawg Days regular attendance at faculty meetings, school/departmental, and
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commencement exercises are basic expectations of faculty and as such are not oifficient
meeting the expectation of the standard.

5. Administrative Support Role

Some members of the faculty are assigned an administrative responsibility to coordinate or
direct an academic support program, in addition to their teaching responsibilisesryn

case, oversight of a support program should be reviewed annually. It is the responsibility of
the supervisor of record to develop written
role. (The expectations themselves should be the subjechadlareview and involve

dialogue between the faculty administrator, supervisor and the Provost or appropriate

Associate or Assistant Provost.) If the administrative role is supervised by the Dean or Chair,
the annual review may be incorporated into theuahfaculty evaluation process. If the role

is supervised by an Associate Provost, Assistant Provost, or the Provost, then the annual
review should be conducted in a separate meeting.

Procedure for Annual Faculty Evaluations

Documentation for facultgvaluation consists of 3 parts: the annual report, a peer review,
and the evaluation of the Chair or Dean.

1. Who must submit an Annual Report

Faculty must prepare an annual report each year following the instructions provided
below. An exception to this fioy applies to tenured faculty and ntenured faculty

with 7 consecutive years of satisfactory service to the University. Faculty who fall

into this category are required to submit a complete annual report every 3 years at a
minimum. In those years in wih a complete report is not required, they may choose

to submit a full annual report or an abbreviated annual report. The abbreviated report
consists of a report on godls short list of key goals for next year, and concise

report on outcome of previoyse ar 6 s g o a Id eind (h@ evaduation dbteel o w)
Chair or Dean. It does not include a peer review; however, tenured faculty may be
requested to share their expertise by serving as a peer reviewer.

2. Faculty Annual Report

The faculty member will submé report to the appropriate Dean or Chair sometime
after the conclusion of the academic year. Generally, evaluations may be submitted
electronicallybetween June 1 and September. 1Schools or Departments may elect
to set a deadline earlier than Septermber order to accommodate internal
schedules.)

The selfevaluation should contain the following:
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a) A24 page overview of the yeard6s teachi ng
accomplishments, significant improvements or challenges, resporfSeslenmt
Opinion of Instructiordata, or other issues of note;

b) Brief summary of advising or mentoring experiences (both formal and informal)
with students in the previous year;

c) List of professional enrichment events or accomplishment from the previous year;

d) List of service activities from the previous year;

e) A short list of key goals for next year, and concise report on outcome of previous
year 6s goal s;

f) At least two sample syllabi from the previous year;

g) Atleast two sample assessment instruments (e.g., esanple of student work
for a major assignment, etc.);

h) Any other evidence of professional strengths the faculty member wishes to
highlight (e.qg., video of a portion of a class, a peer assessment of teaching,
awards, outside recognitions, etc.).

The selfevaluation should remain concise and focused, and avoid simply
summarizing the content of courses taught. It should focus on the previous year
and should not be viewed as a summary of career accomplishments.

Note: The faculty member is not required tokr&im or herself according to the five
point scale (Outstanding, More than expected, etc.).r&ekings are optional.

Instructions for Peer Review

Peer reviews are recognized as a potentially important source of information in the
overall processfdaculty development. Research has cautioned, however, that
procedures for peer review should be implemented carefully and with forethought if
they are to be effective (SBeveloping a Comprehensive Faculty Evaluation System
3 ed., by Raoul A. ArreolaAnker Publishing, 2007, pp 9&7).

The purpose of the peer review is not to provide summative data for determination of
salary increases or to make a case for promotion. Rather, it is designed to provide
feedback to the faculty member to assist ingteeess of professional development.

The peer reviewer will document the process usingPter Review Checklisound

below. The completed checklist is provided to the faculty member under review and
the appropriate Dean or Chair. The Dean or Chairtixglh verify to the Associate
Provost and Provost that an annual peer review has been completed. Faculty members
are of course free to submit tReer Review Checkligbluntarily as additional

evidence of excellence in teaching. The forms may also be gabtiras part of a
promotion or tenure portfolio at the discretion of the faculty member. Because the
primary benefit to peer reviews is faculty development, reviewers are strongly
encouraged to meet with the faculty member to discuss their findings
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Procedure

The faculty member déds annual report and su
exception of Student Opinion of Instruction) are to be submitted to a peer reviewer (a
faculty member from within the individual

Chairor Dean anotheiChairor Dear). The peer reviewer will scrutinize the narrative

and the documentation material, pointing out particular strengths or offering
suggestions. When necessary, the reviewer should contact the peer to ask questions or
clarify information.

Selection of Peer Reviewers:

Faculty

a. Faculty members submit names of three department or school pebesrsoor

Dears during Faculty Retreat.

b. Chairs oDears select, from the list provided, a peer reviewer for each member of
the department or school. As much as possibleCtregror Deanwill honor the first

choice listed by each faculty member. Assignments should be made by September 1.
c. Each member of the faculty should serve as peer reviewer for only one portfolio.

Chairs and Deans

a. Chairs an@®ears submit names of thr&ghairs orDears toAssociate Provost
during Faculty Retreat.

b. Associatd’rovosts select, from the list provided, a peer reviewer for Eaelir
andDean As much as possible, tRessociate Provoswill honor the first choice
listed by eaclChairor Dean Assignments should be made by September 1.
c. EachChairandDeanshould serve as peer reviewer for only one portfolio.

Peer reviews should be completed3sptember 30using thePeer ReviewChecklist
found below A copy should be submitted electronically to the faculty peer and the
appropriate Dean or Chair.

Instructions for Department Chair / Dean

Chairs and Deans have access to the greatest array of relevant and valid evaluation
information and most likely have the best disciplapecific qualifications and

professional vantage point from which to make professional assessments. Therefore, it
is essential to the success of the system that the Chairs and Deans understand their role
andgive it proper attention.

Chairs and Deans are expected to address the issue of defining expectations for their
faculty in each of the four evaluation categories. This is agoaomng task, as

expectations should be modified and refined over time. Caagd$eans are expected

to involve their faculty members agsociate Provostin this task and to develop the
definition of standard in a cooperative, collaborative and transparent manner. This has
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the advantage of creating a sense of fairness and empewntewhile also protecting
Chairs and Deans from charges of being capricious or arbitrary.

Chairs and Deans should utilize the full array of evaluation resources at their disposal.

SOl summaries and data on grade distribution will be provided to eachadda

Department Chair for their respective faculty members. Schools and departments may
choose to require submission of additional documentary evidence beyond the faculty
member 6s annual report, such as peer revi

a. AnnualPerformance Review

At the beginning of the Fall semester the Chair or Dean will schedule meetings with
their respective faculty members for an annual performance review. These meetings
should be completed eptember 30The meetings are intended as gularly

scheduled opportunity to provide feedback to faculty on professional development. The
annual review stands at the core of the faculty evaluation system. The meetings should
include, but are not limited to

a) An affirmation of recognized strengthsdaaccomplishments;

b) A review of SOI and grade distribution data from the previous year;
C) Frank discussions of any area in which either party perceives
performance to be below expectations or unsatisfactory;

d) Frank discussions of any obstacles that mightléx a successful

decision for tenure or promotion, where appropriate;
e) A review of goals for next year.

Deans and Chairs are free to shape the expectations of the annual review in a way that
meets the unique demands of the school or department. Adti#gwdance or
documentation may be required beyond the minimum expectations detailed here.

. Reports of the Dean/Chair

The Dean or Chair wil!/ compl ete a copy of
faculty member within hiusmnhaerry dFiowinsdi ons. aT
recommended form. A school or department may elect to create an alternative form in
order to meet special or disciplispecific needs of the division. If so, the alternative

form must at least address the four areas of review on theltdefan and be

approved by the appropriagessociate Provogirior to use. This form along with the

annual reports of the faculty for each school or department should be submitted
electronically to the appropriate Associate ProvosDbtober 1.

TheProost 6s office will schedule a meeting
Dean/Chair and appropriate Associate Provost. The purpose of that meeting is to

review faculty evaluations conducted by the Dean/Chair and to conduct an annual
performance review of theean/Chair. Normally, the Provost will also be present for

these meetings.
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Documentation reviewed in that meeting wi
report, SOl and grade distribution dat a,
For mo or andjany add#ional documentation required by the school or
department.

If, in the process of the review, it is determined that either the Provost or Associate
Provost would assess a faculty member 6s a
Dean or Chair, &sed on available evidence, then the Provost or Associate Provost

will complete an additional fAEvaluation &
assessment. The alternative assessment will be provided to the faculty member with
explanation when the Dean/Chaincduicts a followup interview with the faculty

member.

c. Follow-up Interview

The Dean or Chair will initiate a followp interview with the faculty members of

his/her division sometime following the meeting with the Provost/Associate Provost.
Atthisseconane et i ng, t he Dean/ Chair wil/ presen
Formo to the faculty member (i f this has

In the case of a faculty member who has received an assessment in the area of
teaching that is one of the following:

21 Less Than Expected (Fair)Falls short of meeting expectations
17 Unsatisfactory (Poor): Falls far short of meeting expectations

then a written growth plan or plan of remediation will be required. The plan should be

filed with both the Dean/Chair amgssociate Provost. Plans for remediation in any of

the other areas designated as Aunsatisfac
discussed and agreed upon, although a written growth plan will not be required by the
Associ at e Pr ov o sdudssare espetiadllcpeoblamaticce ss t he

TheEvaluation Acknowledgement form should be completed and signed at this
meeting, and copies should be included with the documentation filed with both the
Dean or Chair and the Associate Provost.
1/13
3. Letters of Response

If the faculty member believes that he or she has been assessed unfairly in any of the four
areas of review (by the Dean/Chair, Associate Provost or Provost), he or she may write a
letter of response offering evidence and rationale for aréifit evaluation than the one
received. The letter will be received and attached to the annual review documentation and
filed in the office of both the Dean or Chair and the office of the Associate Provost.
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Letters of response will be included in the fagdile reviewed by the Promotion and
Tenure Committee for candidates who are applying for promotion or tenure.

D. Procedures for Annual Pdine/Adjunct Faculty Evaluations

Parttime/Adjunct Faculty members without other responsibilities are evaloatgdn the area
of teaching utilizing the following form and checklist.

Instructor Name: Date of Instructor Submission:

Course(s) Taught: Seamester(s) of Review:

Instructions/Checklist for Completing the Adjunct Faculty Teaching EvaluaBoocess

The Adjunct Faculty member submits via email the completed/signecss#fissment
(Adjunct Faculty Evaluation form) to higihDean or Chair annually by June. 1st

Adjunct faculty members who taught courses in more than one department or school
need to submit an Adjunct Faculty Evaluation fornreémhchair or dean under whose
direction they taught.

The Dean/Chair completes the Dean/Chair evaluation foh @aljunct faculty member

and submits the completed form to the Online File folder system annuallyibg 30th

lye | Redzy Ol CI Odzt G & 98I KB4 deh BFa CAAXY aY2 NBY
the Dean/Chair.

Deans/Chair meet with the appropriaessociate Provost to review completed Adjunct
Faculty Evaluation forms and evaluation scores aseudised and finalized by July 15th

The Dean/Chair schedules a Final Evaluation Conferencet¢iiaee, web conference,
phone, etc.) with eachdjunct Faculty member by July 34t which the Adjunct Faculty
member acknowledges the receipt of the results presented at the Final Evaluation

Conference via email.

The Dean/Chair provides the Adjunct FacMit$s Yo SNB Q | O 2hef SRISYSy
appropriate Associate Provost.

The completed/signed Adjunct Teaching Evaluation forms are uploaded by the
appropriate Associate Provost to the Online File folder system for record maintenance.
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Please complete the following Adjunct Faty Evaluation Form

I-12

Design/Development: (If syllabi are prdesigned by your department,
please acknowledge that information in your faculty comments)

1. Syllabus clearly explains course subject matter, student learning 1-2. Needs | 3. Meets 4-5. Excee

outcomes,assignments/learning activities, and general expectations Improvement | Expectations| Expectatio

Faculty comment:

Dean/Chair Comment:

2. Syllabus conforms to GWU Faculty Handbook guidelined (H), is free | 1-2. Needs | 3. Meets 4-5. Excee

of grammatical errors, and communicates in simple, clear, positive Improvement | Expectations| Expectatio

language

Faculty comment:

Dean/Chair Comment:

3. Assignments, projects, activities, and assessments are clearly related| 1-2. Needs | 3. Meets 4-5. Excee
learning outcomes identified for the course. Improvement | Expectations| Expectatio

Faculty comment:

Dean/Chair Comment:

4. Assignments incorporate writing, active learning, critical thinking, and | 1-2. Needs | 3. Meets 4-5. Excee

information literacy skills as appropriate for the course and target Improvement | Expectations| Expectatio

population.

Faculty comment:

Dean/Chair Comment:

5. Assignments are free of grammatical errors and communicate in simp, 1-2. Needs | 3. Meets 4-5. Excee

clear, positive language. Improvement | Expectations| Expectatio

Faculty comment:
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Dean/Chair Comment:

Implementation

M® [/ 2dz2NBRS adffloA NBFESOG GKS FI|1-2. Needs |3. Meets |45 Excee
knowledge of the subject matter for the level of instruction. Improvement | Expectations| Expectatio
Faculty comment:

Dean/Chair Comment:

2. Instructional techniques and tools (including lecture, discussion, 1-2. Needs | 3. Meets 4-5. Excee
audio/visual, group activities, or technology) promote understanding of | Improvement | Expectations Expectatio
concepts, course objectives/learning outcomes or course content

Faculty comment:

Dean/Chair Comment:

3. Bibliographic references or analogous research tools referenced in th¢ 1-2. Needs | 3. Meets 4-5. Excee
course are appropriate to the subject matter. Improvement | Expectations| Expectatio
Faculty comment:

Dean/Chair Comment:

4. Course objectives, student learning outcomes, assignments, learning | 1-2. Needs | 3. Meets 4-5. Excee
activities, and instructional techniques and tools (including lecture, Improvement | Expectations| Expectatio

discussionaudio/visual, group activities, or technology) are appropriately
challenging for the target population.

Faculty comment:

Dean/Chair Comment:
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5. Syllabi, assignmentggarning activities, and instructional techniques an¢ 1-2. Needs | 3. Meets 4-5. Excee

tools demonstrate efforts to stimulate student interest, achievement, and| Improvement| Expectations Expectatio

intellectual growth.

Faculty comment:

Dean/ChailComment:

6. Instructional techniques and tool@ncluding lecture, discussion, 1-2. Needs | 3. Meets 4-5. Excee

audio/visual, group activities, or technology) are clearly related to the Improvement | Expectations| Expectatio

course objectives or learning outcomes.

Faculty comment:

Dean/Chair Comment:

7. Assignments and learning activities are structured in a logical sequeng 1-2. Needs | 3. Meets 4-5. Excee
Improvement | Expectations| Expectatio

Faculty comment:

Dean/Chair Comment:

8. Contact hours are used efficiently and effectively. 1-2. Needs | 3. Meets 4-5. Excee
Improvement | Expectations| Expectatio

Faculty comment:

Dean/Chair Comment:

9. Faculty member attempts to make the course interesting by engaging | 1-2. Needs | 3. Meets 4-5. Excee

students in the experience of learning. Improvement | Expectations| Expectatio

Faculty comment:

Dean/Chair Comment:

10. Faculty member demonstrates respectful dialog and interchanges wit 1-2. Needs | 3. Meets 4-5. Excee

students. Improvement| Expectations| Expectatio

Faculty comment:




The Faculty Evaluation System

I-12

Dean/Chair Comment:

and accurate manner (roll verification, submissions of mandatory acader
reports, travel reports,submission of final grades, completion of annual
evaluations, etc.)

11. Faculty member is accessible to students outside of class and promp 1-2. Needs | 3. Meets 4-5. Excee
responds to student inquiries. Improvement| Expectations| Expectatio
Faculty comment:

Dean/Chair Comment:

12. Evaluation of student work is clearly in line with course objectives an¢ 1-2. Needs | 3. Meets 4-5. Excee
learning outcomes. Improvement| Expectations| Expectatio
Faculty comment:

Dean/Chair Comment:

Administrative Procedures 1-2. Needs | 3. Meets 4-5. Excee
1. Complies with University established policies and procedures in a tim¢ Improvement | Expectations| Expectatio

Faculty comment:

Dean/Chair Comment:

Below, in a one page document, please provide a seflective assessment/overview of the
2 OSNIA S o
relevant professional development activities, significant improvements or challenges, and
must include a response to your Student Opinion of Ingttion (SOI) data.

{LINAY3I unmt aSYSaidsSNna

G§SIFOKAy3Id ¢KS

Please also provide a short list of goals for improving your instruction in general and, should

you be asked to teach this course(s) again, include what you would do differently. If you have

reported previous goals, please provide arise outcome update for those goals.
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Include with this submission to your Dean/Chair, a sample syllabus and sample assessment
instrument from a course taught during this semester.

|l Redzy Ol CIF Odzf 1@ aSYOoSNRa {AIylFddz2NE o6GeLIS yIYS G2
Date

5SFEyk/ KFEANRa {AAyl G§dz2NE 6! LRY wS@OASsY GeLlsS ylyYS Gz
Date

1 3420A1GS tNr@2aitQa {A3IyYylGdz2NBE 6c2tft2gAy3d aSSiAy3
Date

Cl Odzf 1@ aSYoSNRa {A3AylFGdz2NE Yy uyuyuyuyyy

(Faculty signature indicates acknowledgment that this evaluation was reviewed with him/her, and is not intended
to infer

agreement. If a facultynember wishes to submit a written response to the appropriate Associate Provost, he or
she will do so within 30 days of the final evaluation conference.)

8/17
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Evaluation Summary Form
Evaluation Period: May - May

Faculty Member Department/School

Instructions: This document should be completed by Chairs/Deans. Hard copies should be kept by the Associate Provost and
Chair/Dean. Chairs/Deans should deliver the original copy of this document to the faculty member during the final evaluation
meeting. Note: Ratingsf 1 or 2 in the area of teaching will require the faculty member to submit a growth plan to the

Chair/ Dean. It is assumed that all faculty members meet the
in paragraph 2.3 of thHeersonn&Policy Manual If, however, there are goals or deficiencies related to these standards, they may

be addressed as an addendum to the evaluation.

Rating Scale

51 Outstanding (Excellent) Far exceeds expectations

47 More Than Expected (Very GoodExceeds expectations

31 Expected (Good)Meets expectations

271 Less Than Expected (Fair)Falls short of meeting expectations
17 Unsatisfactory (Poor)Falls far short of meeting expectations

A. TEACHING
Overall
Design/Development
Implementation
Assessment
Administrative
8/14

Provide a brief explanation for any ratings of 1 or 2.

Goals for the comingyedérr evi si ons of or additions to the faculty member

B. MENTORING/ADVISING
Overall

Provide a brief explanation of any ratings of 1 or 2.
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Goals for the coming yedrr evi si ons of or additions to the faculty member

C. PROFESSIONAL ENRICHMENT
Overall
Achievements (publications, presentatigms;formances, etc)
Participation in conference or workshops related to area of expertise or pedagogy

Provide a brief explanation for any ratings of 1 or 2.

Goals for the comingyedérr evi si ons of or additiabgoads) to the faculty member

D. SERVICE

Overall
Department/School
University
Community Optional)

Provide a brief explanation for any ratings of 1 or 2.

Goals for the coming yedrevisions of or additions to the facutye mb er 6 s ori gi nal goal s)
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Dean/Department Chair Date

Peer Review

(Faculty Member) (Peer Reviewer) (Date)

5 - Outstanding (Excellent)
Far exceeds accepted expectations of professional performance
(Justification must be included in comments section)
4 - More Than Expected (Very Good)
Consistently exceeds accepted expectations of professional performance
3 - Expected (Good)
Consistently meets accepted expectations of professional performance
2 - Less Than Expected (Fair)
Falls short of meeting accepted expeotat of professional performance
1 - Unsatisfactory (Poor)
Falls far short of meeting accepted expectations of professional performance
(Justification must be included in comments section)

[Instructions: Using the suggested criteria identified for eadegary and the designations listed above, review the
portfolio material. If you feel a category is Outstanding, comment on the strengths in that area; if you feel a category is
Unsatisfactory, comment on ar e a sestionsorishareideap Alsoyvhenaa nd , if youéd |
category meets expectations, your peer may appreciate comments about strengths or about alternate techniques or
approaches. If you are unable to assess a particular category or if additional material or informegfioreds please
explain.]

TEACHING

Overall

Outstanding More Than Expected Expected Less Than Expected Unsatisfactory

Overall Comments (Please provide a brief explanation of criteria you feel exegpdctations or do not meet expectations.)

2. DESIGN/DEVELOPMENT

Outstanding __ More Than Expected____ Expected Less Than Expected___ Unsatisfactory

a. Syllabus
Assessments may be based on the following criteria:

i. Clearly explains the subject matter of the course, objectives/outcomes,
assignments/learning activities, and general expectations;
ii. Conforms to Faculty Handbook guidelinesllIA);
iii. Is free of grammatical errors and communicates in simple, clear vedsitiguage.

Comments:

b. Assignments /Learning Activities
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Assessments may be based on the following criteria:

i. Assignments, projects, activities, and exams are clearly related to the
objectives/outcomes identified for the course;
. Assignments incorporate writing, active learning, critical thinking and information
literacy skills as appropriate for the course and target population;
iii. Assignments are free of grammatical errors and communicate in simple, clear,
positive language.

Comments:
IMPLEMENTATION
Outstanding ___ More Than Expected____ Expected___ Less Than Expected___

Unsatisfactory _
Comments:

a. Content (Only department or school reviewers are to evaluate this sé¢ction

Assessments may be based on the followingteria:

i. Course syl l abi reflect the facultyds memb
subject matter for the level of instruction;
. Instructional techniques and tools (including lecture, discussion, audio/visuals, group
activities, or tehnology) promote understanding of concepts, course
objectives/learning outcomes or content of the course;
iii.  Bibliographic references or analogous research tools referenced in the course are
appropriate to the subject matter.

Comments:
B. Rigor
Assessments may be based on the following criteria:

i. Course objectives, learning outcomes, assignments, learning activities, and
instructional techniques and tools(including lecture, discussion, audio/visuals, group
activities, or technology) are ampriately challenging for the target population;

ii. Syllabi, assignments, learning activities, and instructional techniques and tools

demonstrate efforts to stimulate student interest, achievement and intellectual growth.

Comments:

C. Organization
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Assessments may be based on the following crited& demonstrated by the portfolio
material and or classroom observation

Instructional techniques and tools (including lecture, discussion, audio/visuals, group

activities, ortechnology) arelearly related to the course objectives or learning
outcomes;
Assignments and learning activities are structured in a logical sequence;
Contact hours are used efficiently and effectively.

Comments:

D. Delivery/Engagement

Assessments may be based on the following critei@@ demonstrated by classroom
observation (if applicable):

Faculty member attempts to make the course interesting by engaging students in the

experience of learning;

Faculty member demonstrates respeatfalogue and interchanges with students;
Faculty member is accessible to students outside of class and promptly responds to
student inquiries.

Comments:

3. ASSESSMENT

Outstanding ____ More Than Expected____ Expected ____ Less Than Expected___

Unsatisfactory _

Grading/Assessment
Assessments may be based on the following criteria:

Course and assignment grading policies are clearly articulated:;

Grading policy is appropriate for the target population;

Grading techniques are faircaappropriate for course;

Grading of assignments and exams are clearly in line with course objectives;
Written feedback to students offers constructive criticism and suggestions for
improvement.

Comments:

MENTORING/ADVISING

Outstanding ___ More Than Expected___ Expected Less Than Expected Unsatisfactory

(Please provide a brief explanatiohcriteriaidentified as Outstanding or Unsatisfactory.)

Overall Comments
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Assessments may be based on the following criteria:

i.

ii.
iii.
iv.

Holdsregular office hours;

Meets regularly with assigned advisees;

Consistently treats students in a professionally ethical and courteous manner;
Provides encouragement and guidance to students in their learning, vocational
interests, and related areas.

PROFESSIONAL ENRICHMENT

Outstanding ___ More Than Expected____ Expected Less Than Expected Unsatisfactory
(Please provide a brief explanation of criteria identified as Outstanding or Unsatisfactory.)

Overall Comments

a.

Development
Assessmentsnay be based on the following criteria: (Check criteria that apply)

Participates in activities related to professional growth
Attended professional conference(s)

Delivered papers or presentations

Chaired sessions or forums

Other professional participation

Comments:

Activities

Assessments may be based on the following criteria: (Check criteria that apply)
Researching/developing publication or presentation

Other professionalevelopment activities

Comments:

Achievements
Assessments may be based on the following criteriaCheck criteria that apply)

Held an office in professional organization(s)
Published book, article, or other professiahatument
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Received honors or awards

Comments:

SERVICE

1. Department or School fo be completed by department/school peers Begartment
Chair/Dean)
Evaluation Criteria vary and are to be provided by each department or scbol.

Outstanding ___ More Than Expected____ Expected Less Than Expected___ Unsatisfactory

(Please provide a brief explanation of criteria identified as Outstanding or Unsatisfactory.)
Overall Comments

2. University
Assessments may be basendh the following criteria: (Check criteria that apply)

__attended most faculty meetings
_____served on a standing committee (e.g., AAC, Promotion & Tenure)
_____served on special committees (e.g., TEC, IRB)
_____attended graduate faculty meetingséitessary)
___served on ad hoc committees or interviewed for scholarship competition
_____served as chair of a standing or ad hoc committee
_____served as advisor to groups outside of your department/school (e.g., SGA)
_____served as faculty parliamentariar recording secretary
_____served as Faculty Chair or Cheliect
_____served as a Faculty Marshall
____ taught UNIV 111

performed community service activities (directly related to academic discipline or
background)

Comments:
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Associate Provost Date

Evaluation Acknowledgement

Evaluation Period: May - May

[Instructions Following the discussion of the Evaluation Summary Form, the faculty member should complete and sign this
form. Chairs and Deans should sign the form, makecopies (one copy for the faculty member and one copy for
department/school files) and deliver the original to the

| reviewed the Evaluation Summary Form with my Dean or Department Chair during a final
evaluation conference on

If I wish to submit a written response, | will do so witltlirty working days of the evaluation
conference. The response@shbe signed, dated, attached to the original Summative Evaluation
form, and submitted to the appropriate Associate Provost.

SIGNATURES:

Faculty Member Date

Dean/Department Chair Date

As s
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Student Opinion of Instruction Survey

Professorrelated performance qualifiers (used to determine final SOI score)

The professor was present for all regularly scheduled class sessions.

The course was well organized.

The professor followed his/her stated course (syllabus) outline.

Student responsibilities in this course were defined.

The professor treatesfudents fairly.

The professor emphasized conceptual understanding of course material.

The professor thoughtfully answered questions raised by students.

The professor provided clear explanations to clarify concepts.

The assignments contributed améngfully to my understanding of the subject matter.
10 Exams and other assessments concentrated on the important aspects of the class.
11 The professor informed students of their progress.

12 The professor's teaching methods were effective.

O©CO~NOOUITA,WNPE

Courserelated assessment variables

13 The course was:
unrealistically difficult
appropriately challenging
rather easy
extremely easy
No Opinion / Not Applicable

14 Regular class participation was necessary for understanding course material.
StronglyAgree
Agree
Disagree
Strongly Disagree
No Opinion / Not Applicable

15 The text used in this course was:
the primary source of course information
a good complement to overall course material
referenced occasionally
required but rarely, if ever, used
No Opinion / Not Applicable

16 Technology associated with class instruction enhanced the learning process.
Strongly Agree
Agree
Disagree
Strongly Disagree
No Opinion / Not Applicable

17 Examinations / Quizze/sOther Assessments were administered with appropriate frequency.
Strongly Agree
Agree
Disagree
Strongly Disagree
No Opinion / Not Applicable
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Student-reported variables
18 The amount of time spent each week preparing for class

19 The final gade expected
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Advisor Survey

Is the advisor identified on this survey your current advisor? If no, please write your correct
advisordés name here.

1. My advisor is knowledgeable about course requirements for my selected academic program
(i.e. course sequencing, levappropriate courses, etc.).

2. My advisor helps me plan a course schedule which takes into account my other academic
and noracademic obligations.

3. My advisor invites and accepts my input regarding my academicapnaaf study.

4. | feel comfortable seeking advice from my advisor related to both academic and non
academic matters.

5. My advisor makes every attempt to schedule an appropriate time to meet with me for
advising purposes.

6. My advisor assistee in planning for shoiterm and longterm academic success.
7. My advisor encourages me to be accountable (take responsibility) for my academic progress.

8. Please include any comments concerning your experience with your academic advisor.
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Appendix A

A Compensation Plan for Faculty
Rev. 11/16/2009

The determination of salaries and annual increases for all employees, corporately and
individually, is the responsibility of the President of the University, as delegated by the Board of
Trustees. Wat follows is a set of proposed, nbimding guidelines to assist in the determination

of annual increases.

1. Basic Premise
The guidelines attempt to achieve 3 goals:
a. Communicate clearly to faculty the process and criteria by which decisions regarding
changes in annual salary are made.
b. Create a system which rewards exemplary service by linking the system of faculty
promotion to additional compensation.
c. Create a system which is widely perceived by faculty to be objectively administrated
without perception of bias.
2. Annual Salary Increases

a. Each year the Board of Trustees will determine an amount to be designated within the

foll owing yearo6s budget for faculty salary
standard percentage increase which aplbly to most faculty, with exceptions as noted
below.

b. When a faculty member gromotedn rank (e.g., Instructor to Assistant Professor,
Assistant Professor to Associate, etc.) an increase in base salary beyond the standard
increase is appropriate.

c. Occasionally situations will arise in which there is need fsalary adjustmentwWhile
reasons for such an adjustment will vary, the most likely include the following:

I. The salary is discovered to be inconsistent with salary amounts received by other
faculty members with similar credentials and years of experience working in the
same field of expertise;

ii. The duties of the faculty member have changed.

d. Additional exceptions to the salary increase schedule are possible in certain extraordinary
circumstances:

i. In recognition of exceptional achievement beyond the high expectations of
excellence in the professoriate, the University may elect to bestow a salary increase
above and beyond the standard increase. (Note: Typioahyt increase®f this
type will be thanneled through the promotion system. The exception allows the
University to recognize exceptional service or performance when the faculty
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member has achieved terminal rank or is several years away from promotion.)

The award of any salary increase assuithat the faculty member is upholding the

values, mission, and goals of Gardiéebb University in a satisfactory manner in

work and conduct. The University reserves the right to utilize salary adjustments as

a corrective incentive in cases where a facultme mber 6 s per f or mance
relevant area remains at an unsatisfactory level after the usual means of remediation
have been attempted.
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Attendance of Administrators at Departmental Meetings
Administrators who hold faculty appointments should be invited to departmental

meetings and should receive minutes. Generally speaking, they do not vote, unless, by
departmental action, they are invited to do so.

8/97
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Goalsof Library

The primary goal of the library faculty and staff shall be to provide the highest
guality resources and the very best services to enhance and supplement the
teaching/learning process of Gardivéebb University.

Professional Librariarend Faculty Rank

Librarians have an integral role in the educational process just as do teaching
faculty. Consequently, professional librarians hold faculty rank commensurate with
credentials and experiences, and are voting members of the faculty.

Initial appointment to faculty rank and consideration for promotion follow the same
procedures and guidelines as for teaching faculty. In consideration for promotion in
rank, years of fullime experience as a professional librarian at the college level are
equal to years of fultime, collegelevel teaching for teaching faculty members.

Tenure applies only to teaching faculty.

The University statement of academic freedoth)(applies to librarians just as to
teaching faculty.

Salary for library faculty ifsommensurate with rank, qualifications, experience and
performance just as for teaching faculty. Consideration for salary increases is based
on the same criteria as for teaching faculty.

Quialifications and Duties

All professional librarians (thigbrary faculty) shall have a graduate degree from a
school accredited by the American Library Association or, if the professional is a
specialist in a particular field such as paimt media, another appropriate graduate
degree.

All librarians shall beesponsible for duties appropriate to their education and
experience, shall keep themselves well informed about developments in their field of
specialization and about computer and information technology and its relationship to
their area of expertise.

Library Organization and Administration

Library faculty shall be organized as a separate academic unit in the same manner as
other academic departments. The library faculty members are responsible to the
Dean of Libraries in the same manner thegaeching faculty member is responsible

to theDeariDepartmenChair. They serve on university and faculty committees in
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developing the changing instructional programs and educational purpose and
philosophy of the institution.

The library faculty attendfaculty and committee meetings, ever mindful that the
need to provide service to library users is the first and foremost goal of each
professional.

Library policies are developed by the library faculty with input from faculty,
students, and the Faculty @opment and Improvement of Instruction Committee
and the Library Committee.

Hours

Because of the nature of the position, library faculty work irregular schedules.
Every attempt is made to have the services of a professional librarian availatble
hours which the library is open.
As professionals, the members of the library faculty are expected to maintain
sufficient hours for completion of their duties, but not less than 40 hours per week.

6/05, 7/10
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Faculty Sabbatical

GardnefWebb University provides support for a maximum of four sabbatical leaves per
academic year to include graduate and/or undergraduate faculty. When possible, there
should be equal distribution beten the granting of graduate and undergraduate faculty
sabbatical requests. A sabbatical leave shall cover the sitstnacademic term in
either the fall or spring semesters at full faculty salary and full benefits, or a sabbatical
leave shall cover lib sixteeaweek academic terms in the fall and spring semesters of the
same academic year at elnalf faculty salary and full benefits. The Faculty Development
and Improvement of Instruction Committee (FDIIC) will issue a call for proposals at the
beginnirg of each fall semester. Sabbatical proposals must be received@yainef
the FDIIC by no later than 5:00 p.m. on the second Wednesday in October. Faculty can
apply for a sabbatical that will take place in the next academic year or following
academig/ear to allow the applicant adequate time to secure outside funding
opportunities to assist in the accomplishment of the proposed project.

7/10
A. Eligibility

1. Sabbatical leave is available to ftilne faculty of GardneWWebb University.
Applicants need to have completed five (5) years oftinie faculty service
at GardneiWebb University before the sabbatical begins. Faculty are eligible
for subsequent sabbaticals provided five (5) additional years dfrdl
faculty service (followmg the earlier sabbatical) are completed before each
additional sabbatical begins. Misabbaticals do not count against a faculty
me mb e r gear interval lsetween another full sabbatical.

2. The applicantds Dean/ Departtanent Chair
accommodate the request for faculty leave.

3. Faculty from the same department may concurrently apply for sabbatical leave
within the same academic year. Ideally no more than one recipient from the
same school/department may be on sabbatical leavegcamngiven
semester.

4. When applications are of equal quality, the preference will be given as
follows:

a) First time recipient over a second time recipient

b) Faculty rank (Professor, Associate Professor, Assistant Professor,
Instructor)

c) Tenure will not be adctor in showing preference based of,lpage
2.

7/10
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B. Ground Rules

1.

The sabbatical is designed for renewal involving specific professional
development activity or activities. The sabbatical should be directly linked to
a public outcome (e.g.scholarly paper, a lecture series, a performance, an
exhibit, etc.) which is appropriate to the discipline for which the sabbatical is
granted. Examples of approved sabbatical proposals include:

a) Write a book.

b) Contribute a chapter or chapters in book.

c) Write one or more scholarly articles

d) Provide an exhibition of visual or performance art.
e) Deliver a series of lectures.

7/08, 7/10

Recipients of sabbatical leave will be eligible for faculty development funds
for the semester(s) in which the leave oscur

While the university recognizes that faculty members may have duties apart
from the university community, the sabbatical is designed to be a time when
distractions are removed. Many faculty members supplement their income by
teaching overloads. Afipants must be open about duties outside of the
university and can petition to teach up to one course during the sabbatical to
lessen the financial impact of the sabbatical leave. The applicant has the
responsibility to demonstrate to the FDIIC and to mdstration how the non
university duties will not keep the faculty member from achieving the
sabbatical goals.

7/10
The recipient will be expected to report the results of the sabbatical in an
appropriate manner within the next academic .yddre FDIIC will contact
the recipient and establish the forum for the formal presentation of the
sabbatical report.

7/10
Following the sabbatical leave, the recipient will provide a brief written report
to the Pr ov o sheasedtodain helpfel information thaticdn |
enhance the sabbatical experience for faculty. The report should be about two
pages or 500 words and include the following:
a) A summary of the sabbatical proposal
b) A brief report on the achievement of the sabladiyoals
c) An evaluation of the sabbatical process
d) Suggestions for enhancing sabbatical leaves

7/10
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6. The recipient of a sabbatical is expected to remain in service to Gty
for at least two years following a sabbatical leave. If the recipientisieo
complete the two years of the pasibbatical service, the individual and the
administration will negotiate a resolution.

7. Should the recipient of a sabbatical be unable to take advantage of an awarded
sabbatical during the year for which iagvapproved, approval for that
sabbatical will not be carried over into the next academic year. He/She is
invited to resubmit a proposal for the FDIIC to consider for the next year.

2/09
C. Proposal Format

The sabbatical proposal must be a vdelelgped professional document that is

neatly prepared and organized. While there is no specified page length for the
proposal, candidates must organize the document according to the prescribed format
presented below:

Name, department, years of teachiny®e at G.W.U., and tenure status

Academic year and semester(s) of preference for sabbatical leave

A brief description or overview of the proposed project

The goals of the proposed project

The methods and activities by which the goals ateetachieved

The plan for evaluating and reporting results of the sabbatical to colleagues

A letter from the applicantds i mmedi at
Department Chair/ or appropriate Associate Provost) indicating the ability to
accommodad sabbatical leave

NoakrwnNpE

The most successful proposals tend to be very detailed. They often include a

description of the way the project contributes to, challenges, or extends existing

scholarship in the applicantdés area of e
7/10

D. Ewaluation

1. The FDIIC reserves the right to reject proposals that do not conform to the
proposal format outlined above.

2. The FDIIC will evaluate proposals on each of the following five criteria:

a. Organization, clarity, and thoroughnegstee proposal
b. Scholarly impact (Publishability or Public Outcome)
c. Communication of goals
d. Innovation and creativity
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3. The FDIIC will present its summary recommendations to the appropriate
Associate Provost.

4. The commi tt e e 6 saresubjecbtorfims appraval byadhe s
Provost and the President.

5. The Provost will inform the applicant of the decision on the sabbatical request
following the February trustee meeting and prior to any public announcement
on the granting of the sabbatical.

6. Sabbatical proposals and reports maint
be made available upon request to any member of the faculty who would like
to view them as a resource for planning their own sabbatical project. Faculty
who would prefer thaé proposal or report be maintained confidentially
should make that request to the Provost in writing.

6/05; 7/10

Mini-Sabbatical

GardnefWebb University also provides support for m#aibbatical leaves during the academic
year to include graduate dondundergraduate faculty. When possible, there should be equal
distribution between the granting of graduate and undergraduate facultyahbatical requests.
The Faculty Development and Improvement of Instruction Committee (FDIIC) will issue a call
for proposals at the beginning of each fall semester.-8éihbatical proposals must be received
by theChairof the FDIIC by no later than 5:00 p.m. on the second Wednesday in October.

A. Eligibility

1. Mini-sabbatical leavé up to a two course reductigne. 6-8 hours)in one
semester or over two semesteis available to fultime faculty of Gardner
Webb University. Applicants need to have completed three (3) years-of full
time faculty service at Gardr&/ebb University before the misiabbatical
begins.

7/15

2. The applicantds Dean/ Department Chair
accommodate the request for faculty leave.

3. Faculty from the same department may concurrently apply forsaishatical
leave within the same academic year. Ideally no moreahamecipient from
the same school/department may be on is@fibatical leave during any given
semester.

4. When applications are of equal quality, the preference will be given as
follows:

a) First time recipient over a second time recipient
b) Faculty rank (Profesor, Associate Professor, Assistant Professor,
Instructor)
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c) Tenure will not be a factor in showing preference based-n Il

B. Ground Rules

1. The minisabbatical is designed for renewal involving specific professional
development activity or activities éor beginning the process of research or
writing for a professional activity or activities. Examples of approved-mini
sabbatical proposals include:

a) Begin research for or begin writing of a book or continue work on
a book in progress.

b) Contribute a chaptear chapters in book.

c) Write one or more scholarly articles.

d) Provide an exhibition of visual or performance art.

e) Deliver a series of lectures.

f) Complete a requirement for a doctorate degree (dissertation,
comprehensive exams).

g) Complete a course proposal osim a syllabus for an approved
course.

h) Write a grant proposal of sabbatical proposal.

i)  Work on a Scholarship of Teaching and Learning project.

2. Recipients of minsabbatical leave will be eligible for faculty development
funds for the semester(s) in whittte leave occurs.

3. The recipient will be expected to report the results of the-sahbatical in
an appropriate manner within the next academic year. The FDIIC will contact
the recipient and establish the venue for the formal presentation of the mini
satbatical report.

4. Following the minisabbatical leave, the recipient will provide a brief written
report to the Provostds office that wi
can enhance the misabbatical experience for faculty. The report should be
about two pages or 500 words and include the following:

a) A summary of the minsabbatical proposal

b) A brief report on the achievement of the nsaibbatical goals
c) An evaluation of the mirsabbatical process

d) Suggestions for enhancing msabbatical leaves

5. The recipient of a mirsabbatical is expected to remain in service to
GardnefWebb for at least one year following a mgabbatical leave. If the
recipient is unable to complete the one year of thempastsabbatical
service, the individual and the adnstration will negotiate a resolution.

6. Should the recipient of a misabbatical be unable to take advantage of an
awarded minsabbatical during the year for which it was approved, approval
for that mintsabbatical will not be carried over into the nagademic year.
He/She is invited to resubmit a proposal for the FDIIC to consider for the next
year.

7. A mini-sabbatical precludes the possibility of an overload during the same
semester.
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C. Proposed Format
The minisabbatical proposal must bevall-developed professional document
that is neatly prepared and organized. While there is no specified page length
for the proposal, candidates must organize the document according to the
prescribed format presented below:

Name, department/school, yeafdeaching service at GWU, and rank

Academic year and semester(s) of preference for-saibbatical leave

A brief description or overview of the proposed project

The goals of the proposed project

The methods and activities by which the goals are to be\aathi

The plan for evaluating and reporting results of the +safubatical to

colleagues

A letter from the applicantds i mmed

Dean/Department Chair/or appropriate Associate Provost) indicating

the ability to accommodate misalbatical leave

oA LNE

~

D. Evaluation
1. The FDIIC reserves the right to reject proposals that do not conform to the
proposal format outline above.
2. The FDIIC will evaluate proposals on each of the following five criteria:

a) Organization, clarity, and thoroughnesghe
proposal

b) Scholarship or service

C) Communication of goals

d) Innovation and creativity

3. The committeebs recommendations ar e
Provost and the President.

4. The Provost will inform the applicant of the decision on the mini
sabbatical request following the February trustee meeting and prior to any
public announcement on the granting of the rsatbatical.

5. Mini-Sabbatical proposals and report maintainedenfii n t he Pr ovo
office will be made available upon request to any member of the faculty
who would like to view them as a resource for planning their owr+mini
sabbatical project. Faculty who would prefer that a proposal or report be
maintained confideraily should make that request to the Provost in
writing.

04/11 1014
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Leave of Absence

Faculty members may request an unpaid leave of absence for a specific length of time to
be determined in advance, but not to exceed two years. The request must have the
approval of thddepartmenChairand be considered by the appropriate Associate Provost
and the Provost and Executive Vice President.

Factors which determine approval of the leave of absence include but are not limited to
the following:

A. Contract status

B. Sufficient notice so as to be able to secure adequate replacement

C. Purpose of leave

The conditions inherent in granting a leave of absence are as follows:

A. Upon returning from leave, the faculty member will be entitled to any across
the-board salary increases as may have been granted during the period of the
absence.

B. Merit raises will not be factored for faculty members except in instances
determined by the appropriate Associate Provost and the Provost and

Executive Vice President.

C. Faculty on leave of absence who decide to resign sinooiddiately notify
the university in writing of the intention to resign.

D. Upon returning from leave, the faculty member is guaranteed a faculty
position, but not necessarily the specific teaching assignment previously held.
Every effort will be mad to accommodate the faculty member to assignments
in the area of academic preparation.

E. Unpaid leaves of absence are not computed as length of service, salary merit
increases, probation fulfillment, or promotion purposes.

F. Exceptions to theolicies stated above may be negotiated by the Provost and
Executive Vice President.

6/05
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Notice of Resignation

Professional courtesy dictates that a faculty member who decides to resign an
appointment should give the University as mmnotice as the University is pledged to
give to the faculty member. Therefore, it is expected that all conthoaingact faculty
members who intend to resign at the end of the contract year will provide a written
resignation to the appropriate Assoei&rovost, with a copy to the Provost, as soon as
the decision is made.

Immediately upon completion of the academic term, the resigning faculty member must
also submit to the appropria@hairor Deanthe following:

Grade books, grade sheets or electronic records of all grades and attendance for all
courses taught while employed by the University.

Student papers, exams, assignments, etc., that were for whatever reason not returned

to students

Thorough informationoany pendi ng fAincompletesodo gran:
the name of a coll eague who has agreed to
Current and past Advisee folders

Personnel Clearance Form

<< < < <

Members of the faculty who terminate employment with theséhsity must also arrange
an exit interview with the Director of Human Resources, as is the case for all University
employees.

7/07, 7/10,8/16
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lll. FACULTY RESPONSIBILITIES

Basic Faculty Responsibilities
AcademicAdvising

Substantive Change Policy

Curriculum & Curriculum Changes

Independent Study or Course by Arrangement
Procedures for Student Academic Appeals
Access to Student Records

Communication between Faculty and Atits Staff

Online Policy
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A. Teaching

The primary mission of Gardn&/ebb University is teaching students in the context of a liberal
arts curriculum. GardnéNebb faculty members should demonstrate a passion towards student
learning and sharing the knowledge of their academic discipline.

1.

o

Filing Syllabi: Syllabi for all courses must be filed with the Dean/Department Chair
at the beginning of each semester and submitted to the Office of the Associate
Provosts upon request.

Instructional Preparedness:Faculty members should prepare adequdtalgach

class. Demonstrating knowledge of best practices and the willingness to experiment
with various teaching strategies are hallmarks of good teaching. Use of various
instructional technologies and assessment strategies are encouraged.

Class time It is an expectation that faculty members utilize every class meeting to its
fullest potential. With the exceptions of illness, emergencies, approved professional
development travel, and University closings it is expected that the professor will be
presat and on time for all scheduled class sessions. Faculty should inform their
Dean/Chair as early as possible of any unavoidable conflict.

AssessmentsClear and meaningful assessments should support student learning
out comes and st uoisubjettsnatterunder st andi ng

Grading Policy: The faculty member 6s assessment
and learning activities should be clearly articulated and appropriate for the target
population. Execution of those plans should represent fair ardimaksurements of
student larning at appropriate levels.

Faculty Conduct: All faculty members bear responsibility for mentoring students.
This responsibility requires at a minimum (1) being accessible to students during
stated office hours and by wayerhail,chat, video conferencand/or telephone; (2)
consistently treating students in a professionally ethical and courteous manner; and
(3) providing encouragement and guidance to students in their learning, vocational
interests, and related areas.

. Academic Policies:Faculty members are expected to be familiar with all academic

policies in the current Academic Catalog. Additional publications for which the
faculty member should be aware include School/Department Handbooks, the GWU
Faculty Handbook, anithe GWU Pakies and Procedures Manual.

Attendance: Regular class attendance is an important student obligation. Students

p C
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are responsible for all course work conducted in class meetings and are required by
University policy to attend a minimum of 75%tbe scheduled class meetings.

Failure to meet this attendance requirement will result in a grade of @F in the course.
In faceto-face classes, attendance is counted from the first scheduled meeting. In
online classes, att enampietoe ofthekniolment wi t h
Verification Activity or first required course activity or assessment, whichever comes
first. Furthermore, it is the prerogative of the professor to set a more stringent class
attendance policy. The professor will clearly stiait the syllabus the attendance

policies which will govern the class. Students are responsible for knowing the number
of absences that they accumulate.

In online classes, attendance satisfying the 75% requirement as defined by the
instructor, measureloly the documented participation in the class on the part of the
student, e.g., a minimum of one activity per week that demonstrates attendance such
as submitting an assignment, attending a webinar, or participating in a discussion
board (logging into a ao'se in Blackboard does not constitute participation or
attendance in the class). As in faogace classes, the professor in an online class

may stipulate a more stringent atience policy in the syllabus.

Academic Reporting: Faculty are required to comply with early warning reports,
athletic reporting, roll verification, roll verification with the enroliment verification
activity (EVA) for online courses, and timely submission of gradéiseatonclusion
of each term.

10. Institutional Policies: All course and university policies should be exercised with

consistency and fairness.

11. Academic Integrity: As a community of scholars founded upon the ideals of

Christianity, GardneWebb University expects students to develop disglay
academic integrity. Faculty members are expected to be familiar with and to base
their actions upon the responsibilities found in the Policy of Academic Honesty as
stated in the Academic Catalog.

12. Final Exams: A final comprehensive assessmentaquired for each course taught,

in accordance with academic program guidelines, and it is to be given as scheduled

t

h

by the Registrarés office during exam wee

final assessment product is to be filed with the Deap&tment Chair and delivered
to the Office of the Associate Provosts upon request.

13. Register of grades:An accurate, uppo-date register of all grades for each course

taught showing attendance, assessment grades, weights, written assignments, final
exam grades, and final grade for all students must be maintained at all times by all
faculty. Faculty are encouraged to download a preservation copy of gradebooks that
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are hosted on a learning management system or third party tool/software. Faculty are

expe¢ ed to submit all final grades to the |
deadline. A responsible party (typically the Chair or Dean) should have access to each
faculty memberds grades in case of emerge

an extremely confidential register of information and should be kept indefinitely by
all faculty. There is no statute of limitations on these records.

14.Course Syllabus RequirementsCourse syllabi should provide all information that a

student needs throbgut a course. The following required components of the course
syllabus are aligned with the Quality Matters Higher Education Rubric (2014), the
goals of which are to assure quality in course design and continuous improvement in
education. To review the lfiset of Quality Matters (QM) standards, contact the

Center for Teaching and Excellence in Learning (CETL).

MarylandOnline. (2014)Quality Matters Higher Education Rubr{bth ed.).
Maryland Online, Inc.

Components of Course Syllabi

CourseOverview and Introduction

T
T

Students are informed regarding the purpose/description of the course, course title,
number, credit hours, classroom location and hours, and prerequisites for the course.
Instructors include their name, office location, offieits, phone number, and email
address.

Students are provided with a course calendar that includes due dates for exams,
assessments, activities, and readings.

Course and University policies are clearly stated or links to those polices are
provided. Thidncludes, but is not limited, to: academic honesty and plagiarism,
attendance, late arrival to class, unsubmitted or late assignment submissions, missed
exams, final exams, lab safety rules, and emergency evacuation policies (if
applicable).

Prerequisite knowledge, minimum technology, and technology skill requirements for
participating in the course are clearly stated.

Aligns with QM Standards 1.2, 1.3.,1.4,1.5, 1.6, 1.7

Student Learning Outcomes

T

T

Student learning outcomes should beasurable, appropriate to the level of the course,
clearly written, and written from the perspective of the learner.

The relationship between student learning outcomes and course assessments/activities
should be clearly aligned.
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Aligns with QM Stanlards 2.1, 2.3, 2.4, 2.5

Assessment

1 Student learning outcomes and the measurement of those outcomes are identified and
aligned with course activities, assignments, products, exams, performances, projects, etc.

1 Policies for grading and evaluationagsessments and activities are clearly stated and
descriptive.

1 Students should be informed of how various assessments will be weighted and how
grades in the course will be calculated.

Aligns with QM Standards 3.1, 3.2, 3.3

Instructional Materials

1 Instructional materials used in the course should be appropriately cited.

1 Instructional materials used in the course should be current and/or appropriate to the
discipline.

1 The distinction between required and optional irgtamal materials should be clearly
defined.

Aligns with QM Standards 4.3, 4.4, 4.6

Course Activities and Learner Interaction

T The instructordés plan and time frame for
assignment/assessment feedback is cleatgdbt

1 Requirements and expectations for student interaction and participation inside and
outside the classroom/online classroom are clearly stated.

Aligns with QM Standards 5.3, 5.4
Learner Support

1 Instructors include information, links, and contact information to Gardierb b 6 s
academic and student support services. This includes LEAP (Bua@thinking
(DCP), Writing Center, Noel Center for Disability Resources, and the Library.

1 Syllabi for allcourses must contain the following statement from the Noel Program for
Students with Disabilities:
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If your learning or participation in this class might be affected in anyway by a
disability recognized under the Americans with Disabilities Act anantsndments,
you will need to do the following:
1 Register with the Noel Center for Disability Resources at4@B7270 or
emaildisabilityservices@gardnsvebb.edy and
91 Discuss your situation ithh me (your instructor)so | can work with you and
the Noel Center to arrange necessary accommodations.

Aligns with QM Standards 7.2, 7.3
04/16

B. Policy and Protocol For Accessibility Of Multimedia Material

GardnefWebb University is committeth providing reasonable accommodations so that
students with appropriately and properly documented disabilities can have access to
educational opportunitiesAs part of that commitment, any and all audiovisual media used
during, with, or in support of céses, including supplemental instruction and "extra credit"
assignments, must be made accessible to every student enrolled in the class who has a
hearing impairment and has been properly documented through The Noel Center for
Disability Resources.

In rareand exceptional cases, faculty members may use inaccessible audiovisual media in a
class in which a student with a hearing impairment is enrolled only if the faculty member has
consulted the Associate Dean of The Noel Center for assistance in the niatereved

the written approval of the Associate Provost or Dean of his/ her department or school.
Approval may be granted only when presentation of the material in an inaccessible format is
critical to the scholarly value of the class and that criticatine documented prior to the

first class session.

There are several options faculty members can use to ensure audiovisual materials are
accessible to students with hearing impairments.

Option 1: Purchase Audiovisual Materials Containing Captioning

Eachdepartment and school will need to review the format of all videos and determine whether
the material is accessibldcademic departments and schools will have the fiscal responsibility
to cover all related purchasing and captioning expenses unlessistharvanged with his/her
Associate Provost.


mailto:disabilityservices@gardner-webb.edu
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If this option cannot be achieved; then movegton 2

Option 2: Request to Borrow Captioned Audiovisual Materials through Interlibrary Loan
Program or Free Loan of Captioned Material

Exchange of @aptioned audiovisual work may be accomplished through an established "loan"
program. Most library and learning resource centers cooperate with other library systems, and
have entered into intdibrary loan program agreements. Consultation with the usitye

librarian would be useful to identify the procedures and process already in existence on campus.

If Option 2 cannot be achieved, then movegton 3
Option 3: Obtain Permission to Caption Audiovisual Materials

If a closedcaptioned version of theeeded video is unavailable from the publisher, the next best
option is to request permission from the copyright owner to caption the vitdeomportant

that you obtain written permission to caption the video. You should not interpret a lack of
respamse from the copyright holder as permission to caption. Academic departments and schools
will have the fiscal responsibility to cover all related captioning expenses.

If Option 3 cannot be achieved, then mov®pion 4.
Option 4: Provide an Alternate Sdection of Instructional Material

The copyright holder may be unavailable, unknown, or unwilling to provide permission to
caption. Under these circumstances, you must select an alternate video, as long as it is
captioned, for use by all students.

7/15

C. Assigned Faculty Responsibilities

The Associate Provosts are responsible for distribution of faculty assignments. In
addition to regular instructional work, assignments for atioie faculty member

will include: assistance in departmentiersity committee work; moderating
student activities; preparation of syllabi; keeping office hours and making other
provisions for conferences with students; service as faculty advisor for specified
students; and registration duties.
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In addition to theegular instructional work, patime faculty members and adjunct
faculty are expected to prepare course syllabi, provide conferences for students, and
participate in university/department meetings as appropriate.

The University reserves the right to canaey course for which there is insufficient
enrollment and to reassign a faculty member to other courses or duties related to the
faculty member6s training.

6/05, 7/10

D. Attendance

Full-time members of the faculty may be required to report to caonqmisveek

before the opening of each term, and remain until one week after Commencement.
They are expected to use the time in professional improvement and preparation, or
assisting with registration and student orientation and counseling.

1. Generaldculty meetings are held on the last Friday afternoon of each month,
unless otherwise announced. All faculty members are required to attend these
meetings unless, because of an emergency, they are excused by the appropriate
Chairor Deanbefore the hourfahe meeting.

2. All full-time faculty members are required to be present at departmental
meetings and special meetings which may be called by the administration.
Full-time faculty members are required to be presecomtocations, and
commencemestand are encouraged to be present for dthditional
universityfunctions suclasFamily WeekendandHomecoming

10/14

3. Faculty members are required to attend all meetings of committees on which

they hold membership.

6/07
4. Attendance &@imensions Programs is encouraged.

5. If for some reason a faculty member must be absent from a class, he or she
should inform thédeariDepartmenChairof provisions made for the class. The
Registrar should be notified whenever a situation necessigbermanent
change in time or place of a class, or its cancellation.

E. Faculty Offices and Office Hours
1. Office assignments are made at the beginning of the year by the Provost.

Faculty members may obtain keys to their offices from the Director of Safety
and Security. Requests for minor repairs should be made to the Director of
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Physical Plant. Howeverequests for additional office furniture or major
renovations should be directed to the Office of the Associate Provosts.

6/05

2. Each fultime faculty member is required to maintain a minimum of ten office
hours per week scheduled throughoutwieek and distributed so that students
may be able to make convenient appointments. As soon as the semester
schedule is arranged, faculty members are expected to file a copy of their daily
schedule with the Dean or Chair. Office hoursand class schetiushould be
indicated A copy must be posted on the faculty member's office door.

6/07, 1014
F. Academic Processions

Academic processions are held at the time of Commencement Exercises and on other
occasions. All administrators and ftilne facultyare required to participate in

academic processions in appropriate academic regaliatirRartaculty are invited to
participate. Faculty members are responsible for obtaining academic regalia.

6/05
G. Appearance Standards

Employee appearanceimportant to the overall image of the University. Employees

are expected to maintain a neat, clean, professional appearance (which includes

proper hygiene) that is appropriate for the respective work areas. Employees may be
warned or sent home to changéhiéir appearance is inappropriate as determined by

the supervisor. Such time away from worKk
leave.

H. Institutional Review Board Policy
Faculty must report to the Institutional Review Board (IRB) research involving
human subjects. See Sectied 4 Faculty Constitution, Section I8pecial
CommitteesH. Institutional Review Board.
6/07

I. University Required Student Absences

When a student is required to be absent from class because of a required university
sponsored function, the faculty member will afford the student the opportunity to fulfill
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required academic obligations without academic penalty, as long as the student has
provided reasonabl e advance notice and ha
attendance policy.

7/09
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A. Responsibilities

The University considers the academic advising and mentoring of studdets key

component of successful academic outcomes. Faculty advisors are responsible for keeping
abreast of (1) graduation requirements, (2) major and minor requirements, (3) curriculum
changes, (4) navigation and access to student records via WebbcC¢h) advisor training
offered by the Academic Advising Center; (6) avenues of referral relevant to student success
and retention such as counseling concerns, financial issues, academic support services and
excessive absences; and (7) policies reldabrggistration, grading, etc. Advising is critical.

It is important that advisors endeavor to see each advisee at least twice each semester.

While the above responsibilities describe procedural elements of advising, academic advising
and mentoring isnuch more than simply assisting with class schedules. Academic advising
and mentoring is a host of encounters both in and out of the classroom that develop the
academic success of students. Perhaps the most basic activity in successful academic
mentoringis the relationship built with the student. This relationship involves being

available to students both in person and via email and having the insight and ability to initiate
deeper discussion about their universitigle academic experience. The follogiactivities

may suggest ways to develop this mentoring relationship such as: (1) getting to know
students as individuals with respect to their background, academic, and career goals; (2)
attending and supporting their extracurricular activities; (3Yyidnog appropriate

encouragement in their successes and challenges; and (4) assisting their career interests by
discussing necessary basic skills in their career, opportunities within the major, and contact
information for both the job market and gradusthool.

Topics to explore with students in the mentoring relationship would include (1) background
information (home, family, strengths, weaknesses, and interests), (2) ways to assist students
(major, time management skills, demands on studentsygaoftuencing class schedules,
guestions about graduation requirements), and (3) their future plangd€fom@nd shost
term goals, gaining valuable and practical experiences, assistance in job market and/or
graduate school). Sample questions can bedauthe Academic Advising Manual.

6/09

B. Assignment of Advisors

1. Members of the faculty, along with members of the Academic Advising Center, serve as
academic advisors to assist students in curriculum planning and to utilize available
campugesources for academic success. Many faculty members are asked to advise both
first-year and uppeclass students in the traditional undergraduate program who have
declared majors. Some faculty members are asked to assist the Academic Advising
Center in dvising students who have not declared their majors. Some faculty members
are also asked to advise graduate students. Graduate student advisees are assigned to
advisors within the appropriate graduate school rather than by the Academic Advising
Center. Howver, the procedure for advising and registering of graduate student advisees
is similar to that for traditional undergraduate advisees, described in D. below.
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2. Declaration of Major/Minor forms are not processed until-fiestr students have
completedJniversity 101 or 111. Some exceptions exist such as accepted nursing majors
and music majors. Once a student has declared a major following the completion of
University 101 or 111, the Academic Advising Center will request a major advisor from
thestuden 6s decl ared major department.

3. Transfer students in the traditional undergraduate program who have not declared a major
will be under the advisement of the Academic Advising Center. Transfer students in the
traditional undergraduate program who haegeldred a major are assigned advisors after
consultation with the appropriaeanDepartmenChair.

6/09

C. Change of Advisors (This section applies to the traditional undergraduate program only)

1. If a change of advisor and/or major is desiredsthdent secures a form from either the
advisor or the Academic Advising Center.

2. The student completes the form and turns it in to the Academic Advising Center for
processing.

3. The Academic Advising Center will then enter the form into the systelpdapending
on the school or department, either assign
from the appropriat®eariChair.

4. The new advisor of an advisee will be notified either through the Academic Advising
Center or through the approgieDeariChair. The student may access new advisor
information via Webb Connect.

5. The Academic Advising Center will secure the advising folder from the previous advisor
and route it to the new advisor.
06/09

D. Advising Session and RegistratiBrocess

1. Prior to and during each registration period the faculty advisor should be available to
discuss with advisees their selection of courses. Faculty advisors may begin to advise
students at any time prior to the time of registration. In facylfy advisors are
encouraged to have advised students prior to the first day of available student registration.
After advising the student, the faculty member is authorized to give the student a
registration PIN (Personal Identification Number). RegdigiraPINs are not to be given
to a student unless the student has been advised by the advisor. For example, registration
PINs are not to be given over the phone or througtaé unless advisement has
occurred. Once the student has received advisememneegigied the registration PIN, the
student may register him/herself.
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2. Itis recommended that during the advising session advisors secure a signature from the
advisee on suggestions made for course selections. The suggestions signed by the student
shout be placed in the advising folder. The advisor should also generate a current degree
evaluation to determine the studentds stat
core course requirements. It is recommended that a copy of the degree evaluatin sho
be given to the student and one copy should be signed by the student and placed in
hi s/ her folder. The adviseeds folder shou
advising the student. In the event an advisor reassignment becomes nendhsary
traditional undergraduate program, the Academic Advising Center will notify the advisor
to forward the folder to the Academic Advising Center. The Academic Advising Center
will be responsible for routing the folder to the new advisor. In a graguageam, a
reassignment of advisor is handled through the office of the ajgegraduate school.

In the DCR a reassignment of advisor is hamtitbrough the Coordinator of DCP
Academic Advising.

3. By accessing Webb Connect, each faculty advisor leasliity to access his/her list
of advisees along with advisee informatiom{ail addresses, registration PINs,
transcript, degree evaluations, grade information, current class schedule, and hours of
enrollment). Instructions on how to access this infran can be found in the
Advising Manual and from the Academic Advising Center.

6/09
E. Course Changes and Withdrawals

1. The drop/add period during the regular academic semester is one week from the beginning
of classes. For summer terms the drdg/period is the day class begins in a-fiweek
term and one week after the first day of class in aweek term. Specific dates are
published on the Academic Calendar | ocated

2. A student wishing to withdraw from a classcompletely from school after the drop/add
period is over will need to go the registrar services website and complete the withdrawal
form and submit the form online. Advisors do not have the accessibility to withdraw a
student from courses. Advisorsaaild refer to information as stated above when
answering questianwithregard to course withdrawals. Course or complete withdrawals
are not official until they have been processed by the registrarailEotifications are
sent to the student, the aslor and the professor(s) of the course once the withdrawal has
been processed.

10/14
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Substantive Change Policy

Substantive change is a federal term for any fisig
accredited inwebbuUnobwnebsiGhydaseregi onal accrediti
of Colleges and Schools Commission on Colleges (SACSCOC), is required by the federal government to
monitor compliance with the substantive change pditd to approve any major changes. Gardner

Webbdés responsibility is:

A to notify SACSCOC of substantive changes in a
A in many cases to seek SACSCOC approval up to s

The types of substéime change and the procedures for addressing them may be found in the
Commi ssionbés policy on substantive change.

Substantive changes occur at different levels of the University. In general, the University must notify
SACSCOC or obtain approval before ttieange can be implemented. The following is a list of the types
of changes that will likely require communication with SACSCOC:

1. Adding programs at a different degree or credential level than currently approved;

2. Adding new programs, majors or minors thatresent a significant departure from
current practice;

3. Initiating certificate programs at any location;

4. Initiating a collaborative academic arrangement, such as a joint or dual degree program
with another institution;

5. Increasing the length of a programrsigcantly;

6. Adding a new campus site; and

7. Closing a program.

The above list is representative of the types of changes that require notification or approval, but is not
exhaustive. For a complete list, visit the SACSCOC websitevai.sacscoc.org.

A Schoolor Department that is considering a substantive change should contact the Office of the Provost
for information on accreditation compliance. If a prospectus is required, it is generally the responsibility
of the School or Department requesting the changedpare the document with assistance from the

offices of Institutional Effectiveness and Institutional Assessment.

In order to avoid confusion, SACSCOC requests that institutional faculty and staff not contact the
Commission directly but rather channél@mmunication regarding accreditation and substantive

change through the institutionds Accr eWebbisati on Li
the Provost & Executive VP.

Internal Substantive Change Procedure

1. Notifications of substantive eimge should be reported to the Provost in order to
determine whether notification alone, approval, or submission of a prospectus to
SACSCOC is required. Communication will typically proceed from Deans or Department
chairs through an associate provost,@ltyh there is no requirement specifying point of
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origin. But no substantive change may be implemented without confirmation from the

Provostodos office that al/l necessary approv
2. The Provost will determine whether the change has the appeoatttorization of the

faculty (e.g., if it is a curriculum change, has the appropriate curriculum committee been

involved?). The Provost is responsible for securing approval of the President and

reporting the substantive change to the Board of Trustedse lcase of substantive

changes that are a significant departure from current practice, Board approval may be

required prior to implementation.

Questions regarding internal procedures may be directed to the Office of the Provost.

07/15
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A. Departmentor schoolwide approval must be given to all proposals for changes in course

titles, course numbers, course descriptions, or number of credits a course carries; changes in

maj orsod6 requirementssjinchadgerg nommenootsodéhoe
number of hours); new courses; new programs; new degrees; and deletion of courses, programs,
and degrees. Such proposals should not be the action of individualsdeparbment groups.

B. Most proposalor curriculum revision should continue from the department or school to the
appropriate body, as described below. Exceptions are course or program name changes, course
numbering changes, changes in course descriptions that are not so substantialisnare
essentially new course, and deletions of electives from programs; these do not require further
approval but should be communicated to the Undergraduate Curriculum Committee, General
Education CommitteeDCP and/oGraduate Council (graduate) iaformation.
04/11 01/17
1. Responsibility is assigned to the Undergraduate Curriculum Committee to give careful
consideration to proposed changes in the undergraduate curriculum.
04/11
a. Proposals for the traditional undergraduate curriculum ¢oevses as well as
courses currently in the University catalog) are submitted to Undergraduate
Curriculum Committee after first being approved by the faculty of the applicable
department/school.
04/11
b. Proposals in the DGRirriculum, after being appved by the faculty of the
applicable department or schoahould be submitted to ti#CP Council for advice
and/or endorsemernthe DCP chair will provide a signature on the request for review
before the Undergraduate Curriculum Committee acts on the progdsptoposals
for new or substantively modified programs in the DCP should be submitted to the
council chairperson no kat than two weeks before the scheduled DCP Council
meeting.
04/11 01/17
2. Proposals for gradualevel curriculum revision should be made through the appropriate
governing bodyRevisions for programs from the School of Graduate Studies should be
propo®d through Graduate Council after being approved by the préggraduate
faculty. Revisions for Divinity School programs should be proposed through the School
of Divinity faculty.
10/14
3. Program and course proposals involving content pertinent to neorette department or
school should be joint proposals.

4. Any formerly approved major, minor or degree program that has not appeared in the
appropriate University catalog for three or more consecutive years should be treated as a
new proposal.

5. All proposdas submitted to the Undergraduate Curriculum Committee must be
accompanied by a completed Cuation Committee Request for Revidarm (located
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on Webb Connect) and must be submitted to the committee chairperson no later than two
weeks before the schedulgddergraduate Curriculum Committee meeting.
4/11

. The general faculty must approve, on recommendation of the Undergraduate Curriculum
Committee andhe General Education Committee at a regularly scheduled faculty meeting,
all proposals for new undergraduate majors, minors, or degrees, changes in a program or
major that would affect the General Education curriculum of a student in the program or
major, and additions in requirements in a major that would cause the number of required
hours in the major to exceed 45 hours.
04/11
. The entirgGraduateFaculty mustapprove all proposals for new graduate programs or
degrees at a scheduled graduate fagultgting and then recommend the proposal to
Graduate Council for final approval. General faculty will be informed of these actions.
10/14
. Proposals for new Teacher Education Programs or changes to existing Teacher Education
Programs must be approvedthg Teacher Education Committee before submittal to the
Undergraduate Curriculum Committee (undergraduate) or Graduate Council (graduate).
04/11
. New course proposals should be carefully developed and should include the following:

1. Catalog numbetitle, description and number of semester hours of credit
2. Number of sections anticipated per academic year
3. A statement regarding staffing and/or budget implications
4. A statement justifying the course or changes (rationale and objective)
5. A stdement justifying the amount and level of credit hours assigned (regardless of
mode of delivery). Justification may be demonstrated in many ways. The following are
common examples:
a. Seatime for seated classes
b. Evidence that required readingg@mmensurate in level and amount with other
courses at the same degree level receiving the same credit
c. Comparison with learning outcomes in similar courses or courses offered at
other accredited institutions
d. Standards of specialized accrediting badyere appropriate
e. Statement of School/ Departmentds
appropriate to | evel of fered (under
with the assigned credit

pro
grad

7/15

6. Statement of how the course supports the Gafedab University mission statement
(this may be included in the rationale or be a separate stajemen

7. Course outline (should include objectives of course, topics to be covered, types of
learning activities, ways student learning will be assessed, possible required texts)

8. Bibliography

9. A statement from the Librarian regarding needed librasguees

10 Signature oDepartmentChairwhose departments are involved
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Procedure for Proposing Newor Substantively Modified
Undergraduate Programs (TUG & DCP)

The following procedure provides for thorough and timely communication among all GWU
stakeholders.

1.
2.

3.

4,

The School/Department votes to pursue the program.
The Dean/Chair submigsPreliminary Analysis Documel(PAD, attached) and the minutes
of the meeting at which the School/Department votguutsue the program to tla@propriate
Assaiate Provostor consultation andeview.
Upon satisfactory review, the Associate Provost requests an opportunity for the proposing
School/Department to present a summary of the proposal to the Senior St#Esblceate
Provost submits the PAD to Ser Staff for review and a preliminary analysisthe viability
of the program in concept.
The Associate Provost informs the Dean/ Chai
(Note: I f the senior staff inssndafaeriablesthes of t he
Dean/Chair retains the ability to proceed with the proposal if he or she chooses.)

5. If a decision has been made to procest a proposal, thAssociate Provostotifies the

following stakeholders: Vice President for Enrollmerandgementyice President of
Institutional Effectiveness and Distance Learning, Associate Riiesident of Institutional
Assessment, Associate Vice President for Operations, Assvitat®resident for
Technology Serviceg\ssistant Vice President fétinance Assistant Vice President for
Financial PlanningAssistant Vice President for Technology Servjdisector of
Undergaduate Admissions or Director, Director of Marketing, Director of University and
MediaRelations, Associate Director for CreatiServices, Assistant Director of International
Programs, Registrar, and Business Office Manager.

6. The Dean/Chaicompletes @Proposal for a Newr Substantively Modified Undergraduate

Progran® and submits ito theappropriate Associate Provdet conailtation and review.

7. Upon satisfactory review, the proposasifbmitted by the school/department to the

appropriate faculty committees. In the case that the proposal impacts General Education
curriculum, teacher licensure, or the Degree CompletiogrBm (DCP), the proposal must

be submitted for appropriate action to appropriate committees (i.e. General Education

Committee, Teacher Education Committee, and/or DCP Council) before being submitted to

the Undergraduate Curriculum Committee. Proposagéhded for implementation in the

following catalog school year must be submitted to the Undergraduate Curriculum Committee

no | ater than two weeks prior to the committ
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8. Uponthe recommendation of the Undergraduate Curriculum Committeproposal goes to
the general facultfor review and a vote.

9. If the decision of the faculty is positivehe Associate Provosbmmunicates that decision to
Senior Staff and the Board of Trustees.

10. UponTrusteeapprovalthe Associate Provosg-notifies the stakeholders identified#5
above of the statusf the new program.

11. UponTrusteeapprovalthe school/department develapgrospectusrhich the Associate
Provost submit$o the appropriate accrediting bodies accordintihe accreditig b odi es 6
requirementsg.g.SACS)

Note: The typical timeline for approval of new or substantively modified proposals may be from
12-24 months.

Recommended Timeline for Submission of New or Substant@efnged Proposal Forms:

Recommended dates for proposals
Action intended for implementation in the
following catalog schoolear

Submit PAD to Associate Provost for review
and consultation No later than theSlof October

Submit proposal for a New @&ubstantively
Modified Undergraduate Program to Associat
Provost for review and consultation. No later than the®1of November
Submit proposal for a New or Substantively
Modified Undergraduate Program to
Undergraduate Curriculum Committee for No later than two weeks prior to the
review. commi tteebs Januar
2/15
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New or SubstantivelyModified Undergraduate Program (TUG & DCP)
Preliminary Analysis Document

Date:

School/Department:

Dean/Chair:

Proposed Degree Program Name:

NoteThis is an fAExecuti ve SumfladgedypmposhbRleaseent r at
provide the following information as concisely as possible.

l. Overview and Rationale of the Program:
(100 words or less)

Il. Mission Connectedness of the Program:
(50words or less)

lll.  Market Analysis and Feasibility Statement:
(Includes national trends, Bureau of Labor Statistics data, survey results, identification of
similar programs and competitors, documented student or applicant inquiries)

IV.  Anticipated Date of First Enrollment:
(If the program being proposed is a significant departure from currently offered BA or BS
programs at GWU, it will likely require a SAGSOC prospectus. Please consult your
appropriate Associate Provost for interpretation of ficamt departure. Once the
prospectus has been received by SATGIC, theminimum timeframe for review is 6
months plus 2 months for Department of Education certification for federal financial aid)

V. Enrollment
Number of Students in First Enrollment:

VI. Program Format
Length of Program:
Total Hours:
Mode of Delivery (Facéo-face, Hybrid, Online):
Internship/Practicum/Capstone:

VII.  Faculty, Staff, and Facility Needs:
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New faculty load expectation:

Overload expectation for fulltime faculty:
Adjunctfaculty expectation:
Administrative staff:

Library Resources:

Office space:

Campus location/Site(s):
Classroom/Lab/Space requirements:
Technology support expectation:

VIIl. Four-year Revenue/Expense Analysis:

-4

[Eny
N

Years (Academic) I

w

Total

Revenue

Proposed uition

Technology Fee (per semester)

Program Supervision Fee (if applicable, per semes

Research Supervision Fee (if applicable, per seme

Other Anticipated Revenue

Endowments

PR RSB B PP
PR RSB B PP
PR RSB B PP

Grants

AR R| B B PP

PR RSB B PP

Revenue Total

Costs/Expenses

Salaries

Faculty (Teaching)

Administrative Staff

Faculty (Adviser/Supervisor)

Salaries Subtotal

Resources

Library

Computers/Software/Technology Requirements

Other

Resources Subtotal

Marketing

Promotional Materials

Advertising

Marketing Subtotal

Other

Discipline-specific accreditation expense

Travel (per student per year)

Supplies (per cohort per year)

Miscellaneous (per cohort per year)

Other Subtotal

PR R BB P ARk AR h P AR B|H
PR R|B B P LRk AR AR AR AR R|H
PR\ R A B P LRk AR AR AR AR R|H

Costs/Expenses Total

AR BB B P R AR eE AR AR AR AP A B

PR R B B P ARk BB R B BB B|h

Net Benefit

@
&
&

&

@

2/15
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Proposal for Newor Substantively Modified Undergraduate Program (TUG & DCP)

School/Department:
Dean/Chair:
New Degree Program Name:

VI.

Overview and Rationale of the Program:
(100 words or less)

Mission Connectedness of the Program:
(50 words or less)

Market Analysis and Feasibility Statement:
(Includes national trends, Bureau of Labor Statistics data, survey results, identification of
similar programs and competitors, documented student or applicant inquiries)

Goals: Program Outcomes and StudenLearning Outcomes
(Include what students should know, think, value and/or do as a result of successfully
completing the program, as well as career pathways of graduates)

Program Description

Length of Program:

Total Hours:

Mode of Delivery (Face¢o-face,Hybrid, Online):

Internship/Practicum/Capstone:

Projected Number of Students in First Enrollment:

Program format: (Include title and description of each course in the program, sample
syl l abi for at | east 3 cdearshes uil @0t lne pgoag
sequence of offerings through program completion of the first entering class. Subsequent
course syllabi will need to follow new course proposal policies to be approved by the
faculty.)

Admission Requirements (as applicable)

A. GPA expetation

B. Standardized test(s), including minimum score recommendation
C. Criminal background check/drug screen

D. Current licenses/certifications
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G. Other
VII.  Internship/Practicum/Capstone

(Include supervisory needs, supervisory compensation, and IR #&tons.)
VIIl. Faculty Requirements

A. Describe in detail the impact of the program on faculty loadsiad, overload,
adjuncts, etc.

B. Complete the following Faculty Roster: name of each faculty member who will teach
in the program, the ewse(s) each will teach, relevant academic degrees and course
credits, and other qualifications.

Name Courses to be Taught| Relevant Academic Other Qualifications
Degrees
IX. Library Resources

(Document available library and informatiogsources, resources that must be acquired,

and their cost. Attach a letter from the Dean of Libraries assessing the adequacy of the

resources.)
X. Staff Requirements

(Identify any additional necessary staff other than Faculty above.)
XI. Facility Needs

(Spedfy campus|es]/site[s], buildings, rooms, equipment, office space.)
Xll.  Technology Needs

(Include both existing and needed resources in hardware, software, connectivity, and

support.)

XIll.  Four-year Revenue/Expense Analysis:

Proposed Hourly Tuition Rate:

Years (Academic) o 1 ]2 | 3 | Total
Revenue

Proposed Tuition $ $ $ $ $
Technology Fee (per semester) $ $ $ $ $
Program Supervision Fee (if applicable, per | $ $ $ $ $
semester)

Research Supervision Fee (if applicable, per | $ $ $ $ $
semester)

Other AnticipatedRevenue $ $ $ $ $
Endowments $ $ $ $ $
Grants $ $ $ $ $

Revenue Total

Costs/Expenses
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Salaries
Faculty (Teaching) $ $ $ $ $
Administrative Staff $ $ $ $ $
Faculty (Adviser/Supervisor) $ $ $ $ $
Salaries Subtotal $ $ $ $ $
Resources
Library $ $ $ $ $
Computers/Software/Technology $ $ $ $ $
Requirements
Other $ $ $ $ $
Resources Subtotal $ $ $ $ $
Marketing
Promotional Materials $ $ $ $ $
Advertising $ $ $ $ $
Marketing Subtotal $ $ $ $ $
Other
Discipline-specific accreditation expense | $ $ $ $ $
Travel (per student per year) $ $ $ $ $
Supplies (per cohort per year) $ $ $ $ $
Miscellaneous (per cohort per year) $ $ $ $ $
Other Subtotal $ $ $ $ $
Costs/Expenses Total $ |3 $ $ $
Net Benefit (3 [$ [3 |3 E

XIV. Assessment

XV.

(Summarize the procedures for the systematic evaluation of the Program Outcomes and
StudentLearning Outcomes in IV. above. Include a statemenbo$ultation from the
Associate Vice President of Institutional Assessment.)

Discipline-specific Accreditation
(Identify and describe the accrediting agencies, processes, and timelines to which the
proposed program would be subject and include accrieditexpenses in XlIl above.)

2/15
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H. The following guidelines must be used for all proposals for new graduate programs:
Procedure for Proposing New Graduate Programs

Gayle Bolt Price School of Graduate Studies

The following procedure provides for thorough and timely communication among all GWU
stakeholders.

1. The School/Department votes to pursue the program.

2. The Dean/Chair submits the New Graduate Program Preliminary Analysis Document
(PAD, attached) and the mites of the meeting at which the School/Department voted to
pursue the program to the Dean of the School of Graduate Studies for consultation and
review.

3. Upon satisfactory review, the Dean of the School of Graduate Studies submits the PAD
to the Associte Provost for Professional and Graduate Studies for consultation and
review.

4. Upon satisfactory review, the Associate Provost requests an opportunity for the proposing
School/Department to present a summary of the proposal to the Senior Staff. The
Associde Provost submits the PAD to Senior Staff for review and a preliminary analysis
of the viability of the program in concept.

5. The Associate Provost informs the Dean/Chair and the Dean of the School of Graduate
Studies of the outoaysi® of the Senior Staff

6. If the outcome favors proceeding with a proposal, the Dean of the School of Graduate
Studies notifies the following stakeholders: Vice President for Enroliment Management,
Vice President of Institutional Effectiveness and Distance Learning, lssdice
President of Institutional Assessment, Associate Vice President for Operations, Associate
Vice President for Technology Services, Assistant Vice President for Finance and
Controller, Assistant Vice President for Financial Planning, AssistantRfesident for
Technology Services, Director of Graduate Admissions or Director of Graduate School of
Business Admissions, Director of Marketing, Director of University and Media
Relations, Associate Director for Creative Services, Assistant Directoteoh&tional
Programs, Registrar, and Business Office Manager.

7. The Dean/Chair submits a complete Proposal for a New Graduate Program (attached) to
the Dean of the School of Graduate Studies for consultation and review.

8. Upon satisfactory review, the propbsacirculated to the appropriate Graduate Faculty
to whom the Dean/Chair proposes the new program for a vote. In the case of Teacher
Education programs, the proposal must be approved by the Teacher Education
Committee before it is submitted to the graéuaculty.

9. Upon approval, the proposal goes to Graduate Council for review and a vote.

10.Upon approval, the proposal goes to the Associate Provost who submits it to Senior Staff
for approval.

11.Upon approval, the proposal goes to the GWU Board of Trustedshe Dean of the
School of Graduate Studiesmetifies the stakeholders identified in 6 above of the status
of the new program.

12.Upon approval, a prospectus is submitted to the appropriate accrediting bodies according
to the accr edenentdsHhCShecdli esd requir

10/14
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New Graduate Program Preliminary Analysis Document
(for current forms contact the Dean of the Gayle Bolt Price School of Graduate Studies)

Date:

School/Department:

Dean/Chair:

Proposed Degree Program Name:

NoteThi s is an AExecuti ve SumffedgedpmposhbRleaseent r at
provide the following information as concisely as possible.

l. Overview and Rationale of the Program:
(100 words or less)

Il. Mission Connectedness of the Program:
(50words or less)

[ll.  Market Analysis and Feasibility Statement:
(Includes national trends, Bureau of Labor Statistics data, survey results, identification of
similar programs and competitors, documented student or applicant inquiries)

IV.  Anticipated Date of First Enrollment:
(Minimum SACS timeframe for new degree programs requiring full prospectus is 6 months
plus 2 months for DOE certification for federal financial aid)

V. Enroliment
Number of Students in First Enroliment:
Projected Total Number of Students at Full Enrollment:

VI. Program Format
Length of Program:
Total Hours:
Cohort or Open Enrollment:
Anticipated Hours per Semester:
Mode of Delivery (Fac¢o-face, Hybrid, Low Residency, Online):
Internship/Practicun@apstone/Thesis:
Start Cycle (e.g., Fall Only, Fall and Spring):

VII.  Faculty, Staff, and Facility Needs:
New faculty load expectation:
Overload expectation for fulltime faculty:
Adjunct faculty expectation:
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Administrative staff:
Library Resources:
Office space:

Campus location/Site(s):

Classroom/Lab/Space requirements:
Technology support expectation:

VIIl.  Four-year Revenue/Expense Analysis:
Years (Academic) lo[1]2]3] Total
Revenue
Proposed Tuition MEIRIEIE]
Technology Fee (per semester) $.5(95(%|9
Program Supervision Fee (if applicable, persemes $ | $|$|$| $
Research Supervision Fee (if applicable, perseme| $ | $|$|$| $
Other Anticipated Revenue $.5(95/%3
Endowments MEIRIE IR
Grants MEIRIE IR
Revenue Total
Costs/Expenses
Salaries
Faculty (Teaching) $.$5(5/%|3
Administrative Staff $/$(5 (%%
Faculty (Adviser/Supervisor) MEIRIEIES
Salaries Subtotal $ 8|3 %3
Resources
Library $.$5(5/%3
Computers/Software/Technology Requirements| $ | $ | $|$| $
Other MEIRIEIE
Resources Subtotal MEIRIEIE
Marketing
Promotional Materials $
Advertising $($|$ |99
Marketing Subtotal $
Other
Disciplinespecific accreditation expense $ . $5(5/%|3
Travel (per student per year) $($|$|9| %
Supplies (per cohort per year) $.$5(5/%%
Miscellaneous (per cohort per year) $|$|$ |99
Other Subtotal $ 8|3 %3
Costs/Expenses Total $ (8% |9
Net Benefit EHEEBEEE

-4

10/14
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Proposal fora New Graduate Program
Gayle Bolt Price School of Graduate Studies
(for current forms contact the Dean of the Gayle Bolt Price School of Graduate Studies)
Date:

School/Department:
Dean/Chair:
New Degree Program Name:

L. Overview and Rationale of the Pogram:
(100 words or less)

Il. Mission Connectedness of the Program:
(50 words or less)

Il Market Analysis and Feasibility Statement:
(Includes national trends, Bureau of Labor Statistics data, survey results, identification of
similar programs and compietrs, documented student or applicant inquiries)

IV.  Goals: Program Outcomes and Studentearning Outcomes
(Include what students should know, think, value and/or do as a result of successfully
completing the program, as well as career pathways of grayluates

V. Program Description
Length of Program:
Total Hours:
Cohort or Open Enrollment:
Anticipated Hours per Semester:
Mode of Delivery (Fac¢o-face, Hybrid, Low Residency, Online):
Internship/Practicum/Capstone/Thesis:
Start Cycle (e.g., Fall Only, Fall and Spring):
Number of Students in First Enroliment:
Projected Total Number of Students at Full Enrollment:
Program format: (Include title and description of each course in the program, sample
syllabiforatleast3caus es i n t he pr otgaram,s phreodwlsed dirl c
sequence of offerings through program completion of the first entering class.)

VI.  Admission Requirements
A. GPA expectation
B. Standardized test(s), including minimum score recommendation
C. Ciminal background check/drug screen, if applicable
D. Current licenses/certifications, if applicable
E. References (including how many and from whom)
F. Evidence of entrevel skills (e.g., required work history, years of experience)
G. Other
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VII.  Internship/Practicum/Capstone/Thesis/Dissertation
(Include supervisory needs, supervisory compensation, and IRB implications.)

VIIl.  Faculty Requirements
A. Describe in detail the impact of the program on faculty loadsiad, overload,
adjuncts, etc.
B. Camplete the following Faculty Roster: name of each faculty member who will teach
in the program, the course(s) each will teach, relevant academic degrees and course
credits, and other qualifications.

Name Graduate Courses to | RelevantAcademic Other Qualifications
be Taught Degrees

IX. Library Resources
(Document available library and information resources, resources that must be acquired,
and their cost. Attach a letter from the Dean of Libraries assessing the adequacy of the
resources.)

X. Staff Requirements
(Identify any additional necessary staff other than Faculty above.)

XI. Facility Needs
(Specify campus[es]/site[s], buildings, rooms, equipment, office space.)

Xll.  Technology Needs
(Include both existing and needed resourngsardware, software, connectivity, and

support.)
XIll.  Four-year Revenue/Expense Analysis:
Proposed Hourly Tuition Rate:
Years (Academic) lo][1]2]3] Total
Revenue
Proposed Tuition $($|$ |99
Technology Fee (per semester) MIBEIEIRIR
Program Supervision Feedjplicable, per semester] $ | $ | $|$| $
Research Supervision Fee (if applicable, perseme| $ | $|$|$| $
Other Anticipated Revenue $/$($ (%%
Endowments $/$($ (%%
Grants $/$($ (%%
Revenue Total
Costs/Expenses
Salaries
Faculty (Teaching) $/$($ (%%
Administrative Staff $/$($ (%%
Faculty (Adviser/Supervisor) $($(5 (%%
Salaries Subtotal $ (3% (3
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Resources
Library $.$5(5/%3
Computers/Software/Technology Requirements| $ | $ | $|$| $
Other MEIRIE IR
Resources Subtotal $ 8% %3
Marketing
Promotional Materials $
Advertising MEIRIEIE]
Marketing Subtotal $
Other
Disciplinespecific accreditation expense MEIRIEIER
Travel (per student per year) $.95(95(%|9
Supplies (per cohort per year) MEIRIEIER
Miscellaneous (per cohort per year) $.5(95/%3
Other Subtotal MEBEIEIEIR
Costs/Expenses Total $| (%% |9
Net Benefit HEHEE

XIV. Assessment
(Summarize the procedures for gystematic evaluation of the Program Outcomes and
StudentLearning Outcomes in IV. above. Include a statement of consultation from the
Associate Vice President of Institutional Assessment.)

XV. Discipline-specific Accreditation
(Identify and describe the e®diting agencies, processes, and timelines to which the
proposed program would be subject and include accreditation expenses in XIII above.)
10/14

l. Any proposed curricular revision that either directly involves or affects the General Education
Curriculum of any student must be approved first by the Undergraduate Curriculum
Committee, the General Education Committee, and finally by general faculty.

04/11

J. All assignments or changes in course numbers must be approved by the Registrar.

8/09

Curriculum Committee Request for Review
Please complete and submit this form to the Curriculum Committee chairperson to request review by the
CurriculumCommittee.Attach all supporting documentation including accrediting agency requirements if
applicable. All materials must be forwarded to the committee chairperson no latexthareksefore the
scheduled Curriculum Committee meeting. For questionsrerete Faculty Handbook Z8.
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Date Submitted:

Nature of the Request (Please check)
New Program of Study Proposal

New Course Proposal (Please complete and attach the New Course Proposal Form)
Substantive Change to Program or Course
Other Request

Please state the exact proposal clearly and succinctly.

Provide the following signature of approval

Department Chair/ School Dean: Date:
The signature of th€hairor Deanrepresents approval of the department or school faculty. This signature is
required for all requests for action submitted to the Curriculum Committee.

Provide the following signature(s) of review:

Department Chair/Schod@lean: Date:

If the proposal affects more than one department/school, this signature represents that the Dean or Chair of this
department/school has reviewed the proposal. If additional schools and/or depmaraeaifected, please attach
additional signatures.

Associate Provost: Date:

The signature of the approprigissociate Provoss required only in the casef new program of study
proposalsor if there are budgetary and/or staffing implication3his signature represergspport anda review of
the proposahnd the proposal can now move on to the Undergraduate Curriculum Committee.

Curriculum Committee Reporting

Information onlyReport to faculty.
Approved. No substantial change. Report to faculty.
Approved. Recommended to Faculty for approval.

Not Approved.
Curriculum Committee Chair: Date:
Faculty Chair: Date:

The signature of the faculty chair represents appropriate approval of the University faculty.
Return signed form to originating Chair or Dean and send a copy of the signed form tgigteaRe

Revised Fall 204
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NEW COURSE PROPOSAL 6 UNDERGRADUATE

This form is to be used in submitting a course to the Curriculum Committee for approval.
(Please read Section 1B of the Faculty Handbook and be sure to attach all items listed
underitem #8.)

1. Course number and title:

2. Course description(Important: Must include prerequisites, if applicable)

3. Semester hours credit recommenddthclude rationale for amount of credit
awarded

4. Number of sections anticipated peacademic year:

5. Staffing implications (please indicate whether course will require an adjunct or will
be taught by a permanent faculty member either as a part of the regular rotation or as
an overload):

6. Budgetary implications (please indicatadjunct or overload pay, if applicable):

7. Rationale for course:
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8. Please attach the following:
a. course outline
b. bibliography (texts used to design the course and texts which will be
required within the course)
c. statement fromLibrarian regarding library needs

9. School(s)/Department(s) submitting course proposal and signatures of

Dean(s)/ Chair(s):TheChairof the Undergraduate Curriculum Committee will use this checklist
to review initial submissions of new course proposals and provide the submitting individual
with feedback. Once all areas of the proposal meet minimum requirements as outlined below,
the full committee will review the proposallt is not necessary for the submitting inddal to
complete this checklist
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New Course Proposal Checkli{ Ready for | Needs further Details
review by | information
full
committee

Catalog number, title, description an
number of semester hours of credit

Number of sections anticipated per
academic year

A statement regarding staffing and/q
budget implication$ Consider
possibilities of overload or adjuncts i
this statemen

A statement justifying the course or
changes (rationale and objective
including justification of credit hou)s

Statement of how the course suppo
the GardneiVebb University mission
statement (this may be included in tt
rationale or be aeparate statement)

Course outline (should include
objectives of course, topics to be
covered, types of learning activities,
ways student learning will be
assessed, possible required texts)

Bibliographyi Texts used in
facilitation and developmeioif the
course

A statement from the Librarian
regarding needed library resources

Signature of approval from
DeariChair.

Signature of alDepartmentChair's
and/orDearis whose department/s al
affected. These signatures demonst|
review of prgosal.

Signature oSupport and a Review

from Associate Provost.
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Independent Study and Course by Arrangement

Independent Study application and Course by Arrangement forms are available Shiiahents
must not be allowed to begin an Independent Study or Course by Arrangement until final
approval is given. Under NO circumstances is a faculty member permitted to receive money
from a student for private instruction. The student makes paymgnthenBusiness Office, and
the instructor is paid only by the University.

A. The term Aindependent studyo is reseryv
guided reading and/or for studenttiated research that includes a comprehensive
project.An Independent Study cannot replicate a course already in the catalog.

B. Independent Study
1 Will not be used to repeat a course;
1 Is restricted to a degree or licensgeeking student in a GardAé&febb program
(i.e., not a transient student);
Requires juror, senior or graduate standing; and
Requires the approval of the following: (1) the professor offering the study, (2)
the studentdés major department/ school,

T
T

C. The amount of student effort in an Independemdysshould be roughly equivalent to
the work that would be required of a student taking such a comparable course.

D. Proposals for Independent Study must be submitted by the student and approved by
the end of the semester preceding the study.

E. No morehan one course of Independent Study may be taken in any one semester.

F. No more than two courses in Independent Study may be applied toward graduation
requirements.

Course by Arrangement
A. A Course by Arrangement is restricted to a catalog course needed to graduate which
(1) is not offered by the University during a given semester, or (2) cannot be
scheduled by the student because of a time or place conflict with another required
course thacan otherwise not be resolved.

B. A Course by Arrangement
1 Will not be used to repeat a course;
1 Is restricted to a degree or licensgeeking student in a GardrAéfebb
program (i.e., not a transient student);
Requires junior, senior, or graduate standimgt a
Requires the approval of the following: (1) the professor offering the study,
(2) the studentodés major department/ sch
Provost.

1
1



Independent Study and Course by Arrangement -5

C. The amount of student effort in a Course by Arrangement should be equivalent to the
work that would be required of a student taking the same course in a classroom
situation.

D. A Course by Arrangement must be scheduled before the end of the drop/add period
of each semester.

E. No more than one Course by Arrangement may be taken in any ondéesemes

F. No more than two Courses by Arrangement may be applied toward graduation
requirements.

01/11

Special Courses

Courses are not given privately or to small groups of student without the approval of the
appropriate Associate Provost. Students masbe allowed to begin a special course

until final approval is given by the appropriate Associate Provost. Under NO
circumstances is a faculty member permitted to receive money from a student for private
instruction. The student pays money only toBlasiness Office and the teacher is paid
only by the university.

6/05
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I. Procedure for Undergraduate Student Grade Appeal

A. It goes without saying that all grading must be fair, carefulhswtered, and based
solely upon the merits of the academic work involved. Every grade is critically
important to every student, and every student deserves the most careful consideration.
This careful consideration must be made at the time the semesterigrassigned.
In the interest of fairness to all students, it is critically important that a gadhe
changed, after having been submitted to the Registrar, on the basis of reconsideration.
As sympathetic as the faculty member may be to the sted#uation, it must be
remembered that in fairness every student in the class would be entitled to the same
kind of reconsideratiah and such could easily become an endless and unworkable
situation. Thus it is stressed that diligent and careful coridermust be given at
the time the grade is assigned.

8/01

B. After a final grade has been submitted to the Registrar, there are only two conditions
upon which it may be changed:

1. Aclerical error or error in calculation attested to by the professor
2. A determination of unfairness, as determined by the appeal process described
below:
7/09

C. The official university policy on grade appeals is found in the undergraduate catalog
in the "Grades and Reports" portion of the Academic Regulations saatien
AAcademic Appeal s. o Academic Appeal Fili
Office of Associate Provosts (102 Webb Hall, PhoneZ0&3522). The appeal
document should include the student's local or permanent address, University emalil
address, studémD number, and a current phone number where he or she may be
reached. All appeals should be signed and dated. Appeals made on behalf of the
student by another party (e.g. faculty, official of the institution, another student, or a
parent) will be dismis=d. Supporting documentation submitted by a member of the
faculty or administration to augment or clarify the student's appeal is welcome and
will be given full consideration.

7/09
D. The student who believes a grade to be unfair should discuss thewithttbe
professor who assigned the grade.
7/09
E. I f the student i s not satisfied with t

should appeal in writing to tHeeariDepartmenChairusing an Academic Appeal
Filing Form. TheDearDepartmentChairshould discuss the matter thoroughly with
both the student and with the professor. Within ten days of receiving the student's
written appeal, th®eariChairshould notify the student in writing of the decision.
7/09
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If either the studentr the professor is not satisfied with the determination of the
DeariDepartmentChair, he or she may appeal in writing to the Educational Policies
and Standards Committee (EPSC) using the Academic Appeal Filing form. The EPSC
Chairor the Chairof the EPSQAcademic Appeal subommittee will research the
appeal, consult witthe appropriate Associate Provost, and report to the committee.
EPSC will then reach a decision on the matter. The student will be informed of the
action taken by the EPSC. Decisionghe EPSC are final and cannot be further
appealed.

6/05, 7/09, 04/11

The deadline for initiating a grade appeal is the end of the following fall or spring
semester. An exception to this time limit is a grade appeal inl&cprsure program
of theSchool of Nursing, which must be submitted to the professor within two weeks
of the end of the semester.

7/09; 4/10

Any grade change, whether as a result of the appeal process or as a result of clerical
or calculation error, must have the written eqyal of the appropriate Associate

Provost. Such approval serves as an additional safeguard of the integrity of the
grading system and also serves as a form of appeal for a faculty member whose grade
has been overturned by tBeariDepartmenChairor theEducational Policies and
Standards Committee.

An Incomplete may be assigned only when a small amount of coursework (e.g., tests,

project, research paper, or final exam) is not submitted by the end of the course. An
Incompletes is appropriate only in situations where there are mitigating life
circumstaces of a serious nature that prevent completion of course requirements.

When semester grades are submitted, the

the grade for the student needing an Incomplete. Within 24 hours of submission, the
Regi st rawill&end teffdcultcmember asmail notification that

f

theAl ncompl ete Contracto is available thro

Cl a s s e sTae fécolty deenber completes the online contract and submits it
electronically through WebbConnektelbConnect automatically sends the contract

to the student v -Wabb éentaitaddyessu Tthe stutdeditsnusGa r d ner

Afacceptd the contract in order to confi
contract, the faculty member will be notified dagither a revised contract will need
to be submitted or a final grade assigned for the course.

The final date for completion of the coursework and conversion of the Incomplete
designation to a grade can be no more than 90 days after the last dateohthre
which t he Al o thevd® day peudd expites wathibut conversion of the
Incomplete, notification is sent to the faculty member by email requesting the final
grade. If no grade is submitted at that time, the Incomplete is convertédab a

rn
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grade O©OrceFtlbe AFO i s recorded, thre stude
are notified by email.

6/07,6/16
Il. Proceduredfor Graduate Student Grade Appeal

A. It goes without saying that all grading must be fair, carefully considered, and based
solely upon the merits of the academic work involved. Every grade is critically
important to every student, and every student deserves the most careful consideration
This careful consideration must be made at the time the semester grade is assigned.
In the interest of fairness to all students, it is critically important that a gadhe
changed, after having been submitted to the Registrar, on the basis sideration.

As sympathetic as the faculty member may be to the student's situation, it must be
remembered that in fairness every student in the class would be entitled to the same
kind of reconsideratiah and such could easily become an endless and unhklerka
situation. Thus it is stressed that diligent and careful consideration must be given at
the time the grade is assigned.

8/01

B. After a final grade has been submitted to the Registrar, there are only two conditions
upon which it may be changed:

1. A clerical error or error in calculation attested to by the professor
2. A determination of unfairness, as determined by the appeal process described
below:

C. The official university policy on gde appeals is found in theaduate catalog

A student who experiences a problem concerning a grade or any other aspect of a course
should first discuss the matter with the professor. If the problem is not resolved, he or she
should go next to the dean of the school, the chair of the departmé, or t
coordinator/director of the particular graduate program, whichever is appropriate. If not
satisfactorily resolved, the matter should be taken to Dean of the School of Graduate
Studies, who will hear only thogmrties involved and make a decision in ¢hse.

D. If a student is not satisfied with the decision in his or her case regarding an academic
matter,that student has a right to appeal. (This right to appeal academic matters applies to
applicationsof written academic policy, to acadendiishonesty decisions, and to grade

and other course complaints that have already been through the process stetgdrab

order to appeal aacademic matter, he or she should address a letter to theoCthezr
Graduate Council, statirthe reason forie appeal and explaining the circumstances. If

the student is asked to appbafore the Council, he or she at that time may bring a
representative from within the University act as counsel.
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E. Deadline for an academic dishonesty appeal is severaftayshe datef the
decision being appealed. Grade appeals must be comptetedefore the lastay of
the following semester. Deadline for all other typeacddemic appeals &ghteen
months after the date of the decision being appealed.

10/14

[Il. Other Academic Appeals
A. The policy on other academic appeals is as follows:

A student who has a question about an academic decision should consult the
university official responsible for the decision. If the matter is not resolved to the
student'satisfaction, the student may appeal in writing, preferably using an
Academic Appeal Filing Form, to the Assistant Provost and Dean Collegaudtf A
and Continuing Education (DCfudents only) and then the appropriate Associate
Provost, who will consulvith the Provost. The final step in the appeal process is to
the Educational Policies and Standards Committee. Decisions of the EPSC are final
and cannot be further appealed.

7/09

B. All academic appeals (other than grades as noted above) shouldém maiting no
more than twelve months after the date of the decision being appealed.
04/11
C. Forothergraduate student appeals, follow the process as outlined Gathtog of
Graduate Programs.

6/07, 1014
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Access to Student Records

The Family Educational Rights and Privacy Act of 1974 (commonly referred to as
FERPA or the Buckley Amendment) requiresppst condary i nstitutions to
basic rights regarding theidecational records. The Act was designed to protect the
confidentiality of student records, guarantee student access to certain records, regulate disclosure
of information from the records, provide students with the opportunity to correct or amend
recordsand add explanatory statements, and ensure annual notification to students of their
pursuant rights.

Student records are considered to be-malplic and are maintained by filme staff of
the University who are employed for that purpose: Director @hidsions/Financial Aid,
Registrar, Director of Counseling, Director of Residence Life, and Dean of Student
Development.

Release of Information

In accordance with The Family Educational Rights and Privacy Act of 1974, Gaktsdy has
designated the follwing categories of releasable information about students:

Personal Information

Specific data or information, which may include admissions, enrollment, financial aid,
disciplinary, residence, personal information, social security number, counsslorgs,

and/or other personally identifiable information (exception for professional notes kept
apart from studentés official records, fil
contract with the University, and/or University officials, whitly include, but are not

limited to, the President, Vice President, Provost, Deans and appropriate Department
Heads/Directors with a legitimate "need to know".

Directory Information

Directory information wil/ b eessteelstacders e d wi t
requests, in writing, that it be withheld. Directory information categories are name,

address, telephone listing, date and place of birth, major field of study, classification by
year, parentsd names and eardolled,enargabstatus, n u mber
nationality, rank in class, participation in officially registered activities and sports, weight

and height of members of athletic teams, dates of attendance (including matriculation and
withdrawal dates).

8/05
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Communication between Faculty and Athletics Staff

Members of the coaching staff are instructed not to initiate direct communication with faculty or
staff in other University departments regarding the status or acaderfimmpnce of student
athletes. Contact with current faculty members about the academic standing ofathid¢es

should be initiated by the Assistant Athletic Director for Academic Services.

However, faculty and staff may initiate contact about thustor academic performance of

particular studenathletes with a member of the coaching staff and, on these occasions, the coach
is permitted to continue the dialogue about those same staiihdeties without Athletics
Administration approval Also, a nember of the coaching staff is permitted, without prior

approval, to return telephone calls placed by faculty or staff members.

Any questions about this policy should be directed to the Assistant Athletic Director for NCAA
Compliance.

8/10
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Online, Hybrid and Blackboard Enhanced Courses:
Policies and Procedures

January 2001. Revised January 2002, September 2003, January 2004, January 2005, January 2006,
January 2007, April 2008, March2009, March 2010, August 2010 and March 2012.

Preface

Every generation of academe has believed that profound changes were occurring in higher
education in its own day, so it is nothing new to suggest that a revolution may be taking place.
Nonethelesst can surely be said that the potential for change in higher education being brought
about by technology and its applications in online learning is unprecedented. Potential is the key
word, for we do not yet know what the loteym effects will be. Theris much that is uncertain.

Early on it was thought, or at least hoped, that technology would save money while enhancing
guality. Many institutions of higher education found that the opposite was the case. The
increased use of technology requires tbguasition of additional teaching skills for online

faculty and a greater commitment of time for the conduct of the course. To date, however,
GardnefWebb has been able to hold cost to a low level while maintaining quality as reflected by
student and inatictor evaluations. In some cases, quality has been enhanced in traditional
classes as an ancillary benefit of involvement in online technologies. In addition, evening
programs have also been able to document ancillary support and growth in tradibgnais

as a direct consequence of the presence of the online cohort.

Fears existed in the last decade that online courses would become so dominant as to threaten
traditional, especially residenti alo,] ueaduwmngtdoi d
it appears sage to predict that online instruction will not be the demise of traditional modes of
instruction in which education is a genuine experience and not just a commodity. It is clear that
many institutions have experienced phenorhgrawth, which can be attributed to the presence

of online programs and the demand for them. It is incumbent on Gahbtay to use

technology and distance learning to enhance the quality of the learning experience and to enrich
faculty-student interpemnal relationships and thus strengthen its competitive position.

Definition

1. For the purposes of theBelicies and Procedures A Di st ance Learningbo
a course online: The course materials are delivered online (syllabus, course infgrmatio
Al ectures, 0 announcements, astide@nments, at
discussions) with the instructor online. There may be somed&aeee contact of
professor and students, but students are in a classroom as a group and with the professor
significantly less than the time they would be in a traditidoahat course.
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The line betweennlineandweb-enhancednay be unclear when there is still a
significant amount of fAseat time. 0O Cl asse
hybrid classes as long as at least 50% of the semester hourly requirements are satisfied

using faceto-face individualized class meetings. Throughout this document, online will

refer to fully online or hybrid classes.

2. Inits Policy Statement, the Commission ooll€ges of the Southern Association of
Coll eges and Schools recognizes the follow
extension of the Principles developed by the Western Interstate Commission on Higher
Educationo:

Distance Education is definefthy the purposes of accreditation review, as a

formal educational process in which the majority of the instruction occurs when
student and instructor are not in the same place. Instruction may be synchronous
or asynchronous.

Distance education may empgloorrespondence study, or audio, video, or computer
technologies.

Distance Education: Definition and Principie# Policy Statement. The Commission
on Colleges, Southern Association of Colleges and Schools. (2000).
Purpose

GardnefWebb engages in @ine Learning for two primary purposes:

=

To employ technology to maintain or enhance academic quality.
2. To be competitive by offering students time and place conveniences afforded by Distance
Learning.

Principles

1. GardnefWebb will employ Distance Learrgnn a manner consistent with its mission. It

will be used:

1 To provide superior undergraduate and graduate education strongly grounded in the
liberal arts.

1 To foster meaningful intellectual thought, critical analysis, and spiritual challenge
within adiverse community of learning.

1 To assist in preparing Gardréfebb graduates to make significant contributions for
God and humanity in an evehanging global environment.

2. Distance Learning will be continuously evaluated on the basis of the above purpose.
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1 Distance Learning will operate in a manner consistent with Gaktfieeb b 6 s
institutional values: Academic Excellence, Liberal Arts, Strong Work Ethic,
Christian Heritage and Values, Teamwork, Personal Accountability, Student
Centered Focus, Institutiongvolvement and Responsibility, and Diversity.
9 Distance Learning at Gardr&/ebb will fully comply with the Criteria for
Accreditation of the Commission on Colleges of the Southern Association of
Colleges and Schools. It will also comply with the Commiesn 6 s Pol i cy St a;
1 Theleadershipof Gardnr®ve b b 6 s Di st ance Learning progr
current developments in distance learning and particularly with descriptions of
generally accepted standards and principles of good practice, andasadar
consistent with University policies and principles will comply with these standards
and principles.
1 GardnerWebb is mindful of concerns expressed with regard to distance learning,
particularly those described by the council for Higher Educationefittetion.
Judith S. Eaton, president of CHEA, write
central to the history and tradition of higher education. Distance learning, however
unintentionally, challenges thawle val ues?o
Regional Accreditation: The Challenge of Distance Learning, CHEA Monograph
Series 2000, p. 1) These values are:
1 Institutional autonomy;
1 Collegiality and shared governance;
1 The intellectual and academic authority of faculty;
1 The degree (whetherassedi e, baccal aureate, profess
doctorate);
General education; and
Site-based education and a community of learning.

E

Because they are consistent with its own purpose and values, Gérdhbrwill strive to
preserve these values in its enyplent of Distance Learning.

. The University06<201@dalls fortthe gavetlopnieht af onlire @oirges.
The objectives and guidelines of the Strategic Plan will be incorporated in the overall
planning for Distance Learning.

Strategic goalfour includes the following objective:

(4.8) Gardneiwebb will develop and implement a plan to encourage its schools and
departments to create online courses.

Action items related to this objective include: creation of a policy manual; maintaining
of aninventory of online courses; appropriate management of course loads of instructors
who teach online courses; and adequate technical assistance.

Strategic goal six, related to technology, provides the following guidance which will be
considered in the delopment of Distance Learning:
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GardnefWebb recognizes the importance of technology and the critical
role that it plays in educational programs and administrative operations.
Technology is not an end in itself but a tool. Our goal is to use technology
to enhance as fully as possible the quality of teaching and learning. We
will not allow technology to depersonalize our University community.
Rather, we will use it to improve relationships among students, faculty and
staff by saving time and effort thatay be applied to those relationships,

and we will use it to improve productivity and efficiency. To accomplish
this, we must provide and maintain technology that continues to be state
of-the-art, and we must provide sufficient technical support.

Academic Issues

Oversight and Division of Responsibility

The roles of Department Chairs, Deans, and Program Coordinators related to online courses are
the same as those for traditional format cour&sansDepartment Chairs have the ultimate
responsibility br staffing and evaluating online course content.
The following issues concerning online courses are the prerogative and responsibility of the
Deans, [@partmentChairs,andProgramCoordinator

1 Approval of online courses

1 Scheduling and listing of online oses

9 Staffing online courses

1 Certification of comparable standards in conventional and online courses.

Teaching methods

In developing an online course, the instructor should not think in terms of simply transposing the
objectives and methods of a traditional course into the online context. When planning the
course, an instructor should begin with a thorough considerdtibtie capabilities of the

available technology, particularly asynchronous communication, and the resulting impact on
teaching methods and learning styl€sculty are encouraged to base course objectives on
demonstration of competencies and learning on&o

Communication between students and instructors

Students will be instructed to access a syllabus within Blackboard, which will typically be
provided in the week prior to the scheduled onset of the course. Students and instructors should
both recogree the importance of timely communication.

Instructor Competency
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Those who wish to teach fully online classes must complete training conducted by the Technical
Services division covering skills on both introductory and intermediate levels.

StudentCompetency

The university assures that students interested in enrolling in online classes are competent and
possess appropriate levels of technical proficiency to take online courses by the following:
1 Disclaimers are offered in advance of the semesgcantral location, the Online
Learning website, where students learn of the technical knowledge required to enroll in
the class. These requirements may include specific hardware, software, or technical
student background and ability.
1 Students are expedéo have personal access to a computer which allows them to load
courserelated software, access the internet, and complete basic assignments. The
computer should conform to University minimum specifications (See
http://www.gardnemwebb.edu/information/departments/technolsgyvices/policies
proceduresandagreenents/frequenthaskedquestions/index A Di r ect accesso
the student has access to the computer daily or almost daily, and that the student has the
authority to install software and save files on the computer. This excludes computer
accessthrody oneds | ocal l i brary. Access to a c
employee is discouraged.
1 Students are required to receive competency certification prior to enrolling in their first
online course. Competency certification is located within every onboese.
1 Students and instructors are able to access timely assistance the Blackboard Helpdesk.

Course Delivery Method

To insure consistency, a minimum amount of documentation should be offered using the
standard course delivery software (curre®lgckboard). Minimum documentation includes a
general description of the course approach, a syllabus, a course schedule, a list of specific
assignments, and a general description of testing methods. Instructors may choose to use
websites to complement duplicate class materials included in Blackboard. Since copyright
issues are reduced and public domain issues are diminished for documents offered through
Blackboard, instructors are encouraged to provide copysgmsitive documents within this
framewak, rather than through the use of a website. Instructors are encouraged to use audio and
video files for orientation purposes and to deliver course instructions and content, where
appropriate.

Class size

The effect of online instruction on teaching leahd class sizes continues to be studied. Itis
understood that teaching a course online takes more time than the same course, with the same
number of students, in the traditional format. The scale for pay for online teaching provides
incremental increses in pay for corresponding increases in enrollment beyond a class size that is


http://www.gardner-webb.edu/information/departments/technology-services/policies-procedures-and-agreements/frequently-asked-questions/index
http://www.gardner-webb.edu/information/departments/technology-services/policies-procedures-and-agreements/frequently-asked-questions/index
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considered to be normal. The targeted etazss for online courses will be 15 to 30 students.
Final determination of enrollment limits and class sizes will reside with DeeahBepartment
Chairs.

Classification
Classes will be categorized according to the following classifications:

Faceto-face: Classes categorized as fdodface should include at least one of the following:
1 Traditional instructional facéo-face classrom meetings, or
1 Individualized tutoring or advisement meetings, or
1 Laboratory meetings, field trips, and other instructapervised educational activities, or
1 In-classroom tests, exams, student presentations, and other evaluation meetings.

Hybrid: A hybrid course consists of a combination of faadéace group or individualized
meetings and online educational opportunities as designated by the instructor. Online
opportunities may include independent study, visual electronic interaction, and other online
communication.
1 In order to teach a hybrid course, the instructor must first complete the instructional
technology course provided by the university.
1 Students who enroll in a hybrid course are expected to complete the online orientation
included withinevery online course.
1 Faceto-face group or individualized class meetings must comprise at least 50% of the
semester hourly requirement for the course.

Online: An online course involves online resources to compensate for-toféaee

requirement of lesthan 50% of class meetings. Normally online courses are conducted with
few or no faceo-face requirements with the exception of instructor requirements for the final
exam.

Testing

Testing in online courses and the obvious concerns related to acatkegyity are among the

most problematic aspects of Online Learning. Policies related to testing must preserve the
academic integrity of the University and cons
objectives and teaching methods. Specifikces regarding testing include the following:

1 All online course instructors must include a statement in their course syllabus regarding
the final exam, giving the date, time, agde of delivery (online or facw-face, for
example)lIf online finals ae required, information should be given as to dates the final
exam will be available, time limits and any other requirements set by the prof#ssor.
faceto-face finals are required, information shouldoab& given as to the location (DCP
Center, but nbnecessarily room #), and students should be informed that they are
expected to sit for the exam at that time unless extenuating circumstances of a limited
nature and beyond their control can be documented. Htéafzee finals are
requiredtwo conditons must be met by the student before a change will be permitted:
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the reason must be of a serious nature and must be beyond the student's control.
Students in online courses must be informed of the Honor Code, and the syllabus must
describe expectationsgarding academic honesty.

Instructors will take reasonable steps to ensure compliance with the University Academic
Honesty Policy in all online courset order to facilitate more deliberate student
identification measures, to ensure the communicati@pe€ific University Academic

Policy information, and to enhance the integrity of assessments in courses offered online,
the following provisions apply, beginning in fall, 2010.

o0 The FTFC will be responsible for the generation and ongoing modificatiolisbiod
measures, which can be used to enhance the integrity of assessments in online classes.
These measures should be continuously reviewed and improved and are included in
Integrity Enhancement Methods for Online Assessmikow)

0 Although final examinations in online classes have historically been offered in person,
instructors in online courses may offer periodic and final assessments online if they use
over half of the measures includedmtegrity Enhancement Methods for Online
Assessments increase the integrity of these assessments.

0 Students are required to complete their own academic work. Three practices will verify
the identity of the student and establish student knowledge of academic honesty and
ethics.

A Software willbe added in the future by Technology Services, which will
facilitate additional identity checking through a series of questions and answers
within Blackboard.

A Information regarding GWU academic honesty and ethics policies will be
included within each omie course.

A Instructors will be required to include information about the GWU academic
honesty policy in their syllabi. Instructors will be encouraged to have students
submit a statement that indicates that they have read the academic honesty policy
and aree to honor it in the online environment.

o Integrity Enhancement Methods for Online Assessnireitedes the following specific
options:

1. Randomize guestion and answer order

9 Set up a question bank and have the test randomly draw from the bank. Each test
and each student will have different questions. The Blackboard software allows
the course administrator to set up question banks from which you can randomly
draw questions for each test and for each student. This is known as using
Question Sets. Each studémpresented with a unigue test, which makes it very
difficult to collaborate with other students during the exam. It also deters students
from copying their question set and passing it along to their peers who may not
have started the exam yet. This meéhat no two students receive the exact
same test and thus cannot significantly aid each other in answering those
guestions of a multiple choice, filh-the-blank, or matching nature.

1 Randomize the order of answer choices in questions (where prastichht
students cannot simply tell others "the answer is B." (Warning: if a student opens
a quiz that uses randomly ordered questindanswer choices for questions,
then backs out without submitting the test, when they reopen the quiz the same
guestionswill show in the same order but the answer choices will be in a new
order.)

2. Set a time and availability period limit on the quiz
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1 The length of each test and the time slot during which the quiz can be taken is
controllable through the test editor. Trgnlting the quiz to one attempt and make
it time limited. Once it is opened, the clock starts whether or not any questions
have been answered. Even if the quiz is closed and the student returns at a later
time, time would have been logged on the trackiraduiees of Blackboard. You
can look into the time spent on the test to reveal when students originally opened
the test and when they actually began to save answers.

1 If an exam has a long availability period, it's possible for a few students to take
the testearly on and share the questions/answers with other students who have
not yet taken the exam.

Control the number of times a student can take a test

1 The number of times that the student can take a test can be managed through
Blackboard. The course admimatior can also control the exact grade students
receive when they receive a graded test and even specific breakdowns that
compare individual answers for the same question.

9 Allowing students to take the assessment twice and averaging the grades together
maylower the level of anxiety, which may in turn lower the need to cheat.

Wait until the exam availability period ends before providing exam feedback

1 Prevent students from seeing which questions they missed until all students have
taken and submitted tlexam.

Assume that all online quizzes are open book format

91 Allow students to use their notes and resource materials with the understanding
that they will have a limited amount of time to take the assessment, so they will
not be able to look up all the answe

1 Create group assessments/assignments where they can use notes, other resources,
and each other.

Reuvisit question formats

1 Use essay questions to eliminate some cheating. Essays are helpful in
"encouraging” students to take the path of honesty in catisiguheir answer.

1 Include operended questions that require thoughtful analysis of the subject
matter and compare student submissions.

Deter or prevent quiz printing

T Use the "no print
to copy or print quiz questions.

1 Set Quizzes in Blackboard to have only one question per screen to make printing
of quizzes more difficult. Release questions one at a time without the ability to
revisit a question.

1 Make the printing of quizzes in Blackboarara difficult by setting the text as
white and the background as dark blue. Click on each of the custom colors for
background and text to change them to dark blue and white.

Rethink your assessment strategy

1 Change the way you do assessments: switch fradgitimnal, objective testing to
more alternative assessments, like portfolios, projects, papers, or group activities.
Use quizzes more as a saffsessment and base the major part of their final grade
on other criteria.

1 Provide many graded and ungradedeasmient opportunities for students
(consider using the Self Test tool or weekly "practice” quizzes).

1 Increase the number of assessments so that each one is not worth as much;
therefore, students are not as likely to feel they need to cheat. You can also

script available in
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combine this with the ability to drop a grade or two.
9. Utilize Blackboardracking features
1 The test software can keep track of all logins by each student for each test
administered. Thus, a complete record of when each student enters and exits the
test anchow long he/she stays entered is available. This feature makes it easy to
identify the students who pop in and out of tests for the express purpose of
looking up answers.
10. Finally, develop distance test proctoring arrangements
9 If appropriate and possiblproctor the assessment. Do not rely 100% con un
proctored online quizzes for the total grade in a course. You may also want to
consider adding a password to proctored exams, and an IP restriction if feasible.

Length of online courses

Online courses shud be offered over a time frame similar (within 20%) to the length of similar
faceto-face classes in a given semester. Online final exam dates typically precede-tbe face
face final exam period to minimize conflicts.

Attendance

Attendance will be messured by the documented participation in the class on the part of the
student. Consequently, students are required to have some meaningful interaction with the
instructor with timing and frequency that would be similar to the timing and frequency of the
same course offered in the traditional format. Typically, emails which are sent from the student
and replied to by the instructor mark attendance. Alternatives such as posts and replies in
discussion boards are legitimate alternatives.

Attendance mudie tracked by the instructor in the online format using the same rules which
apply to classes conducted in the traditional format, including:

1 The requirement for 75% attendance to comply with accreditation requirements.

1 The requirement for reportirggudents not attending to appropriate university officials.

Specific language providing for an attendance policy will be carefully communicated in the

syllabus and in other course documentation. Because of the unusual nature of attendance in

online classs, the interpretation of attendance in the class may involve the professional

judgment of the instructor or administrators in online programs. Online instructors must

recognize the importance of documented attendance to the administrative policies of the
university, including Business Office charges
withdrawals.

Initial attendance of an online course occurs once a student completes an assignment or
otherwise begins to participate in the course (e.g., posargpmment, emailing the professor,
etc). In most cases the initial assignment will be the orientation module found in every online
course. Students enrolled in an online course who do not complete an initial assignment may
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be administratively withdrawn @ cei vi ng a grade of A@W0) from a
or subsequent enrollment verification periods.

Intellectual property

GardnefWebb University compensates for the development of online course content within the
parameters of the coursentract, and provides university resources for course development.
Accordingly, the university reserves the right to use online course content at a later time for its
own purposes. The course syllabus, course schedule, assignments, organizationatsiocume

and the design of the course are included in this provision. Extensive content notes, short stories,
audio and video files produced by the instructor, and other substantial personal works are
excluded.

Copyright

It is understood that Gardn&/ebb Lhiversity is entitled to the copyright for any course which
is the Universityds intellectual property.

Tuition, fees and refunds

Tuition, fees and refunds and related policies for online courses will be the same as those for
traditionalformat courses Tuition, fees, and refunds related to attendance in online classes will
be implemented in accordance with the attendance policy above.

Financial aid

Financial aid policies and procedures for online courses will be the same as those for traditional
format courses. Financial aid policies and procedures related to attendance in online classes will
be implemented in accordance with the attendance policy above.

Reqistration

Registration procedures and policies for online courses will be the samdraslitanalformat

cour ses. Registration is officially indicate
communicated through university class rolls and other traditional documents. Registration on a
Blackboard class roll is unofficial and deemet#ehnical convenience. Registration policies

related to attendance in online classes will be implemented in accordance with the attendance

policy above.

Withdrawal
A student who withdraws from a course after the drop/add period must withdraw directly

through the Registrar's Officd he student is responsible for carrying out the withdrawal and
must secure written documentation of the withdrawtal. st udent who call s the
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to withdraw from a course should request that documentatioarntbéoshim or her by hard copy
in the mail or by email.

An @W (administrative withdrawal) may not be assigned to a student who has begun to
participate in an online course. Logging on to a course to simply to view a syllabus or course
content does not catitute attendance or participation.

Technical support

Technical support for students and instructors in online courses will be coordinated by the
Coordinator of Information Technology.

Teaching Issues
Course development

Course development is assunteadbccur initially and, to some extent, each time the course is
taught. Because textbook edition changes and changing technology options imply frequent
course modifications, an additional stipend is included in the base course pay amount.

Teaching loads

See the section on AClass sized above.

Office hours

Faculty teaching online courses are expected to be available to students during regular office
hours or at alternate times and plac8tudents in online courses should have opportunity for

faceto-face access to the instructor as well as online communication.

Assessment and Evaluation
Course evaluations

Policies for course and instructor evaluations by students are the same for online courses as for
traditionalformat courses. The online evaluation form is available from the Vice Prekdent
Planningand Institutional Research. Students in every entiass will be provided with the
opportunity to evaluate the course and the instructor. Additional assessment tools such as peer
reviews (by instructors) and ppmst tests are also encouraged for every online class.

Assessment
Continuous assessmentasfline courses will be conducted by the Vice President for Planning

and InstitutionaResearch. Prests and podests are recommended to provide evidence of
appropriate learning and are provided for on the Online Course Delivery approval form.
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Assesment plans for the future should include comparisons between online classes and the same
classes in the traditional setting.

Planning

Strategic planning for distance learning and online courses is the responsibility of the Director of
Online Learning wh the approval of the Dean of Adult and Continuing Education and the
Provost and Executive Vice President.

7112

TUG Online Enrollment

A traditional undergraduate student wanting to take online courses must complete and submit the
online requestorm.

A TUG student may request to take up to 2 online Gardvedsb courses in a fall and/or spring
semester. A TUG student is allowed to take up to 5 online Gawiebb courses during any
given summer.

Students wanting to exceed these limits may appaaketEPSC with the approval of their
advisors, so long as the total number of online hours is fewer than half of the total number of
hours for the semester (for fall and spring semesters). Decisions of the EPSC are final.

E-mail notifications willbeset o t he studentds academic advi so
request form. An-enail notification will be sent to the student once the student is registered for
the online course(s).

Schools/departments may restrict TUG students from enrolling inetirat the
school/department determines are inappropriate for their majors/minors.

11/15
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Five-Year Academic Program Review

Purpose of the FiveYear Review
The FiveYear Review is designed to serve many of the same ends achieved through specialized
accreditation. It is an accountability process designed ultimately to
1 improve student learning
1 improve the quality of instruction
1 ensure best practices in therculum relative to the discipline(s)

Who Completes the FiveYear Review?

The FiveYear Program Review is required of all academic schools and departments (referred to
hereafter aslivisiong not evaluated by a specialized accrediting body. If only soogr@ams

within a school or department are nationally accredited, the unit should still complete a Five
Year Program review for those programs not reviewed by the national agency.

Timeline
April
1 Institutional Effectiveness (IE) office contacts divisidrag/dean to confirm the
di vi sion6s submi ssi oYearBregachRevieve f or t he nex
1 Division chair/dean works with IE office to answer any questions about the timeline or
procedure and to begin the process of obtaining relevant data not afr¢laelyrands of
the division.
August

1 Division chair/dean coordinates work effort with the faculty of the division, making
writing assignments, etc.

f Division faculty begin work on the divisio
1 IE office begins the process of providirglevant data not already in the hands of the
division
November/December

1 Division chair/dean submits nominations for external reviewers to the appropriate

Associate Provostds Office along with a CV

below for more iformation on the external reviewer.)

Associate Provost, in consultation with the Provost, approves external reviewer.

Associate Provost appoints Internal Review Committee. (See below for more

information.)

1 IE Office extends official invitation to the extel reviewer. Dates for-8ay visit by the

external reviewer will normally be set in March or April. IE office collaborates with the
chair/dean and the external reviewer to arrange an appropriate date.

January

= =

1 Internal Review Committee meets to discussréveew document and provide feedback
to the division.

T ITE Office prepares agenda and make arrange
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February
1 Division completes the review document and deliverslactroniccopy to the offices of
the Provost, Associate Provost and IE.
1 Division sends report to external reviewer.

1 External Reviewer visits campus to conduct assibe review of the program. The VP for
IE (or designee) hosts and coordinates the visit
1 Exitinterview

May
1 By mid-May the external reviewer submits a written report with recommendations
1 Within 90 days of receiving the written report, the division chair/dean arranges for a
follow-up meeting on action steps. The folloyg meeting should include invitations to
the
o President
o0 Provost
0 Associate Provost for the division
o VP for IE

Review Documat Guidelines

The review document consists of a divisionos
which are considered foundational to higher education. Where relevant, the standards are adapted
from thePrinciples of Accreditatiomf SACSCOC. Fora&ch standard, the division explains in a

written narrative and provides documentary evidence as to why the division meets the standard
(or does not). Evidence should take the form of documentation typically included as part of an
appendix. Required documation is noted for each standard.

Note: For each standard, the narrative must be both descriptivyaloative

Standard 1 The division articulates a clear mission which appropriately encompasses all
programs offered. (Mission)

Required documentation
f Divisionbdés mission statement as it appears
1 Explanation of the appropriateness of the mission statement for programs offered

Standard 2. The division shows evidence of improvement based upon the lasYEare
Review.

Comment:Compliance with Standard 2 can be demonstrated through a summary of the
di vi si on-Bear Review procéss anathe results.

Required documentation:
1 List of findings or recommendations from previous Fear Program Review
1 Report on progress implementing improvements
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Standard 3. The division offers degree programs that embody a coherent course
of study, are compatible with its stated mission, and are based upon best practices current within
the discipline. (Curriculum) (cf. SACSCOC CR 2.7)

Comment: Compliance can be demonstrated by providing a narrative explanation of the
curricular logic of each program along with evidence demonstrating that the program meets
current expectations and best practices within higher education. Minors, concesjratid
certificates should also be referenced.

Recommended documentation:
1 Comparisons of program curricula with those of peer institutions
1 Comparison with recognized standards of excellence (This may include accreditation
standards from national agerei@hich donot currently accredit the program.)
Standard 4.Each program enrolls sufficient numbers of students to create a community of
learning and justify the availability of the program. (Enroliment)

Comment: While there is no established minimum kment to justify the existence of a

program, good stewardship entails ensuring University resources are utilized efficiently to
provide educational opportunities for the greatest number of students. Good educational practice
requires that there be at leasminimum sized group of learners to allow for appropriate peer
interaction. Use this section to document enrollment patterns over the last 5 years for each
program and evaluate the prospects for growth or decline. Enroliment data is available through
the office of IE. Data set should include second majors and minors.

Required documentation:

1 Five-Year enrollment data on each program offered by the division
Standard 5. The division identifies student learning outcomes for each of the programs it offers,
assesses the extent to which it achieves these outcomes, and provides evidence of improvement
based upon analysis of the results. (Student Learning Assessment)

Comment: Evidence of student learning is the fundamental benchmark for the success of every
acalemic program. Because academic divisions conduct student learning assessment on an

ongoing basis, compliance with this section may consist of a short narrative describing the

di vi sionb6s assessment activiti es sssunpepnotr t(eAdL Abdys
formerly PIRO6s) for each of the divisionbés pr
document assessment of minors, certificates or concentrations.)

Evidence of student learning should be disaggregated for mode of deéwgryobline, seated,
or low residency), and by portal (TUG vs. DCP). [For the sake of reporting, hybrid programs
may be counted as online.]

Required documentation:

T Copies of all program ALAG6s (or PlIRO6s) for
Standard 6. (Only for divisions that contribute to undergraduate general educationYhe
division identifies general education learning goals, assesses the extent to which students are
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achieving these goals, and provides evidence of improvement based upon the analysis of the
reailts. (General Education)

Comment: Like standard 5, standard 6 asks for information related to the assessment of student
learning. The general education curriculum, shared by multiple divisions across campus, is the
foundation of student learning in undeaduate programs. This standard is an opportunity to
assess the iIimpact of the divisionds contribut

Evidence of student learning should be disaggregated for mode of delivery (i.e., online vs.
seated), and by portal (i.e., TUG ZCP).

Required documentation:
1T Copies of all program GELO26s (or GELOOGS)

Standard 7. (Only for graduate programs)T h e d i v i -baccalaufesate ppogrants are

more advanced in academic content than its undergraduate prograncul&include (1)

knowledge of the literature of the discipline, and (2) ensure student engagement with in research
and/or appropriate professional practice and training experiences. (Cf. SACSCOC CS 3.6.1 and
3.6.2) (Graduate Curriculum)

Comment: Incresed rigor at the graduate level is a fundamental component of American higher
education. The division should demonstrate a clear distinction between undergraduate courses
and expectations on the one hand and graduate courses and expectations on thihetbere
courses that enroll both graduate and undergraduate students, the division must demonstrate a
distinction between the expectations for undergraduate students and graduate students.

Required documentation:
1 Sample syllabi that demonstrate grate level rigor, engagement with literature and/or
research or appropriate professional experiences
Recommended documentation:

9 Copies of catalog or other official information containing program requirements
1 Examples of independent research projects, @, case studies, theses, dissertations,
or other examples by graduate students

Standard 8.The division employs competent faculty members qualified to accomplish
the mission and goals of the institution. The number oftiimié faculty members is adegte to
support the mission of the division and to ensure the quality and integrity of each of

its academic programs. (Faculty) (Cf. SACSCOC CS 3.7.1 and CR 2.8)

Comment: This standard addresses two closely related quéstimmgualifications of facultyo

offer instruction and the adequacy of the number of available faculty. The narrative on faculty
gualifications may be quite brief, since the
The narrative addressing adequate number of faculty shoosdibdleo patterns of faculty

overloads and the percentage of courses taught by adjunct faculty. Data should be disaggregated
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by portal (i.e., TUG vs. DCP). If overloads are excessive, a plan of correction should be
included.

Required documentation:
1 UpdatedCVos for all facul ty -Wabmstaff teathingfgrthe T f a c L
department and adjuncts) who taught during the last academic year (all terms)
1 Faculty roster for last academic year
1 Overload data for the last academic year, disaggregatedrtay (TUG vs. DCP)
1 Evidence of FT faculty participation in all portals (TUG vs. DCP)
Recommended documentation:

1 Samples of Dean/Chair evaluation of FT and Adjunct faculty
Standard 9. Library collections and services are sufficient to support the eduahtieads of
the division.(Learning Resources) Cf. SACSCOC CR 2.9

Comment: While the process of demonstrating adequacy should be collaborative, the Dean of the
Library has the authority and expertise to certify the adequacy of the current collectlom for t
educational needs of the division. If there are any shortcomings, this standard provides an
opportunity to identify the shortcomings and develop recommendations for correction.

Required documentation:
1 Certification by the Dean of the Library
Standard 10. The division has adequate physical and {femulty) human resources to support
the mission of the institution and the scope of its programs and services. (Physical and Human
Resources) (Cf. SACSCOC CR 2.11.2)

Comment: Physical and human resouredsrs to the buildings that house a program, labs, other
learning spaces, faculty office spaces, building maintenance, clerical support, technology,
software or other similar types of resources that play a role in the delivery of educational
services. (Idoes not include sufficient faculty or library resources, both addressed elsewhere.)
Narrative should include a description of current facilities highlighting any perceived
inadequacies. Inadequacies should be documented as best as possible (e.gtosith ph
reference to best practices that might support the need for certain pieces of equipment, etc.).

Required documentation:
1 Narrative description of current physical resources

Standard11.The di vi si onds programs apllprelevantto at el y pr
success in a profession or calling. (Professional Readiness) (cf. SACSCOC FR 4.1)

Comment: Gardnewebb University has identified professional readiness as a priority. Use this
section to document efforts on the part of the divisigorépare students for successful entry

into the professional workforce (including preparation for transition into a graduate -or post
graduate program of study).
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Recommended documentation:

Data on student participation in internships and other Profesfeaaliness Experiences
Placement data

Licensure data (where appropriate)

Data on student acceptance into graduation programs

Data on demand for professions related to the program (e.g., U.S. Bureau of Labor
Statistics data)

Description of capstone cousse

Professional mentoring provided by division
Samples of student portfolios (where used)
Recognitions or honors of students in the program

= =4 =4 -8 -

= =4 =4 =4

Standard 12.Programs are designed to encourage student learning in the realm of service or
community engagement. é&vice)

Comment: Gardnewebb has identified service and community engagement as priority learning
goals. Use this section to document ways in which students are exposed to service learning or
community engagement in the divisionds progra

Recommendedocumentation:
1 Service learning courses within the curriculum
1 Community engagement projects connected to the division or its programs
1 Other ways that the division encourages service and community engagement

Other Considerations

Comment: Anoptionat o mponent of the Review Document, AC
the division with an opportunity to evaluate important aspects of its programs that might not be
captured in the standards above but which the division wishes to draw attention to. Tlése mig

be any issues or concerns that affect the efficacy of student learning or the success of the

di visionds progr ams.

Findings and Recommendations

Comment: Once the standards have been addressed, the division should assemble for careful
reviewofdataanfl i ndi ngs. The #AFindings and Recommendas
the division to summarize what it considers to be the results of the research for the twelve
comprehensive standards. The report should highlight strengths to be maintainedaas well
weaknesses to be remedied. fAFindings and Reco
the next five years that will become the subject of dialogue with the external reviewer and the
administration.

Reference to the di vhesniversitystrategit planis agropgaterida n an
encouraged. Funding needs may also be documented.
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Response to the Review Document
Internal Review Committee

The Internal Review Committee wibnsist of the VP for IE (or a designee with assessment
experence) who will serve as chair, two senior faculty members from outside the division
selected by the VP for IE, and the Associate Provost. Ideally, one faculty member should come
from a professional school and the other from an arts/science departmecnThitee works

in a consultative role relative to the division. The committee may recommend changes to the
review document but may not require changes.

The responsibility of the Internal Review Committee is to

1 Ensure that the review document is compleie that guidelines were followed
1T Evaluate the divisionds recommendations an
1 Offer constructive feedback as needed on any aspect of the subjget covered by the
review document (or that should have been covered by the review document)
Selecting an External Reviewer:

The Department is responsible for identifying and forwarding a list of at least two potential
external reviewers to the appropriate Associ a
consultation with the Chair/Dean, wépprove the external reviewer. Once the external reviewer

is chosen and has accepted, the IE office will coordinate thelayaisit in collaboration with

the division.

1 The external reviewer may not have any other contractual relationship with the
Universty.

1 Divisions are encouraged to identify outside reviewers who are not former colleagues or
personal acquaintances. While it is understood that this may not always be entirely
possible, prior relationships between the reviewer and the faculty shouldsdeay
disclosed.

1 Every effort should be made to find external reviewers who are within driving distance of
GardnefWebb.

1 External reviewers will be reimbursed for reasonable expenses for meals, lodging and
travel, and should be instructed to save receipts
1 Honoraria are negotiated by the IE office on a case by case basis.
The External Reviewer s Responsibilities

The external reviewer will

9 Carefully review the Five¥ear Review document

1T Evaluate the divisionbés programs in | ight

1 Use the2-day visit to conduct any followp research needed to verify the findings of the
division

1 Evaluate the overall capacity of the division to fulfill its mission considering best
practices of the relevant fields of study

1 Provide a verbal exit interview die conclusion of the campus visit
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1 Provide a written report within 45 days of the exit interview including recommendations
for improvements
Campus Visit:

The external reviewer will exercise his/her own judgment as to how best to utilizel#tye 2
visit. Common elements will include the following:

1 Interviews with
o Dean/Chair
o0 Associate Provost
o Program Coordinators
o Students of the Programs
o IE office

1 Inspection of facilities

Exit Interview

The exit interview is an opportunity for the external reviewer to report preliminary findings. It
should include the VP for IE or his designee, the division chair/dean, the principal writer or
coordinator of the review document and invitations to the

1 Presdent

 Provost

9 Associate Provost for the division
Final Report & Debriefing

The External Reviewer will provide a written report within 45 days of the exist interview that
includes division strengths and recommendations for improvements. Once the writt¢msrep
received, the VP for IE will assemble the division chair/dean, Provost, Associate Provost,
President (if available), and any members of the division the dean/chair would like to include for
a debriefing session. The purpose of the debriefing seissioriscuss a plan that addresses
recommendations and action steps.

Document Retention

The Office of the Associate Provosts will maintain copies of the Review Document, written
feedback from the Internal Revi ecand alymtmeni t t e e,
substantive documentation related to the-frear review. Divisions are encouraged to maintain

their own copies of the documentation.

05/168/17
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1. Honorary Doctorate
(See Faculty Constitution)

2. Posthumous Honorary Degrees

GardnefWebb University believes inaving a compassionate interaction with families and friends

of students who died while enrolled at the University. The awarding of a posthumous, honorary
degree can bring closure to a tragic situation for the family and friends of the deceased student as
well as the University faculty. The family of the deceased student may initiate a request for a
post humous degree through the school/ depart mert
the school/ department of oOintatethemoeessed st udent

A. Eligibility

To be eligible for the award of a Garda&ikebb University degree posthumously, the
student generally must meet the following conditions:

1) At the time of death, the student had completed at leasthinds (2/3) of all
coursework towards a degree.

2) The student was in good academic standing and was successfully progressing towards
completion of degree requirements.

3) Recommendation for awarding of the degree was approved by the majority of the
facul ty wit higorschdoleleparttnentas well asdheanDepartment
Chairor, when appropriate, the Dean of the Graduate School.

Final approval for awarding of posthumous degrees shall rest with the Board of Trustees, which
will act upon recommendation of the PresideihnGardnesWebb University.

B. Approval Process

The process for identifying and considering candidates for the award of degrees
posthumously shall be as follows:

1) The DeariChair of the department recommending the student shall send the
posthumous degreerfo along with a degree evaluation and student transcript to the
Provost and Executive Vice President. If the request is made by the family it shall be
sentto thdearnChairof t he deceased studentods major

2) The Provost and Executive Vié&resident will certify the eligibility of the deceased
and prepare a recommendation to the President.

3) The President will determine if the request should be presented to the General Faculty
for approval and, if approved, forwarded to the Board of Trusteestheir
consideration.

C. Awarding of Posthumous Degree
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Upon approval by the General Faculty and the Board of Trustees, the following procedure
will be implemented:

1) The family of the deceased will be notified of the approval.

2) The degree will be conferreat the next regularly scheduled commencement exercise
unless otherwise requested by the family.

3) The honorary nature of the award will b ¢
permanent record and the commencement program.

. Extraordinary Circumstances

Under special circumstances, the President may grant the awarding of a posthumous degree
to a student who has completed less thanthwrds (2/3) of the degree coursework. In

such cases, the appropriate faculdgariDepartmentChair, and Provost and Exetive

Vice President will be consulted prior to a recommendation being prepared for
consideration by the General Faculty and the Board of Trustees.
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Gardner -Webb University
Posthumous Degree Request
Office of the Provost and Executive Vice President

STUDENT INFORMATION:

Name of Student: Student ID:
Degree Being Sought: School/Department:
Attached:

o0 Degree Evaluation
o Transcript
o Letter of Request

DEGREE REQUESTING PARTY:

School/Department:

OR

Name (family):

Email Address: | Phone Number:

Mailing Address:

FOR UNIVERSITY USE:

This Degree Request Has Been:

o Approved
o Denied

Comments:

Provost and Executive Vice President Signater

Date

If approved and signed please forward to the Office of the President.
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Listed below are services which commeder the jurisdiction of the Campus Shop:

Textbook and ancillary orders
General office and school supplies
Special orders

GWU merchandise and apparel

oowp

A. For the convenience of faculty, staff, and students, the Campus Shop handlesnorders
sales of all textbooks and related supplements as needed, working with faculty requests and
enrollment forecasts. The cooperation and support of faculty and staff in submitting accurate
information and adhering to deadlines is appreciated.

The orderprocess functions in the following manner:

1. Reminder notice will be given to faculty and staff approximately 2 weeks prior to the
deadline that textbook requisitions are due. Electronic order forms are emailed with
the notice; printed order forms areadlable in the Campus Shop.

2. Faculty members should complete the standard book request form in its entirety,
listing ALL required texts and supplements watkactiISBNs for the text or package
requested. Forms should be returned tdtepartmentChairwho will submit them
to the Campus Shop on the specified date.

3. Forms with invalid, discrepant, or missing ISBNs will be returned t®#martment
Chairfor correction.

4. Requisitions are processed and book orders are placed by the Campus Steop. In t
event of a change request after orders have been placed, all subsequent related costs
as a result of the change will be charged to the department.

Cancellations, additions, and changes in courses and sections should be relayed to the
Campus Shop imméately so quantity adjustments can be made.

Completed textbook requisition forms from all departments are due in the Campus Shop in
accordance with the following schedule:

Spring Semestér 2"dweek of October

Summer Sessioh 29 week of March
Fall Semester last week of March
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Members of the teaching faculty are urged to convey to the Campus Shop listings of
supplementary books and supplies (such as maps, diskettes, reference books) which will be
recommended to students. Whenever possible therss will be made available for sale.

Desk copy requests must be made directly to the publisher by the faculty member or
department. The Campus Shop does not loan or order complimentary copies.

For the convenience of faculty, staff, and studémésCampus Shop stocks general office
and school supplies. Orders for specific supplies are made by the department directly
through Forms and Supplies, Inc. [FSI Office]. Current printed catalogs for FSI Office are
available in the Campus Shop.

The Campus Shop will place special orders for trade books, specific texts, or select supplies
upon request. Please contact the appropriate person (Textbook Manager or Supplies
Manager) with an exact description and detail of the item requested.

TheCampus Shop offers a variety of Gardiéebb University collegiate apparel,
accessories, and gift items in addition to textbooks and school supplies. Faculty and staff
receive a discount on personal purchases (10% on books; 15% on supplies; 15% on GWU
merchandise). Merchandise on sale is not eligible for discount.

Cap and gown rental for graduation exercises and other occasions which require academic
regalia is the responsibility of the individual. If a faculty member needs to rent academic
apparel, it$ his/her responsibility to order in time for the event.

Order directly from Jostens at8D0-854-7464.

6/05
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The following is a listing of business policies and procedures that have been reviewed and
affirmed by Senior Staff. As does any business, the University must have and adhere to sound
business practices. Please review these policies and procedures carefully and incorporate them
into your business activities.

All requests for reimbursement (ravel expense reimbursements as well as reimbursements
for goods purchased out of pocket) must be submitted as soon as possible, but no later than
two months after the expense was incurred or within two weeks of the end of the fiscal

year, whichever comedirst). Requests for reimbursement for travel to and from classes

that are more than 20 miles away (round trip) should be submitted at midterm and the end
of the semester, without exceptions. Reimbursement requests submitted outside of this
time frame will not be paid. 12/08

Purchasing

A All requests for vehicles, furniture (desks, chairs, file cabinets, etc), computers
(hardware, software, printers, etc.), and large ticket office equipment such as copiers,
television/VCR/DVDs, fax machines, etc. must be channeled throudbejbertment
Chair, director, orDeanto the respective Vice President or Associate Provost. The V.P.
can approve purchases up to $250. Purchases in excess of $250 are to be forwarded to
the President or his designee.

A Office supplies should be purchased througtctimapus shop directly or online with FSI.
The campus shop has established an agreement with FSI, who should be able to meet all
of your office supply needs including direct delivery to your offices. Should the campus
shop or FSI not be able to meet yoeeds, please contaCampus Shop Manager

A Requests for clothing purchases should be made on a Purchase Order, including
guantities, costs, and design. The purchase order must then be approved by the
respective Vice President or Associate Provost poiplacing the order. A copy of the
Purchase Order should accompany the invoice when approving and submitting to
Accounts Payable for payment. (Purchase Orders can be obtained from Accounts
Payable at extension 4284.)

A Flowersshould nobe chargedo University budgets for funerals, weddings,

anniversaries, and the |ike. The Presiden
University Relations Office) will handle flowers for these occasions. If you or your staff
know of a situation thatwarrans f | ower s, pl ease notify the

A The University will not reimburse funds spent for staff birthday parties, anniversaries,
showers, and so forth. Retirement celebrations and/or gifts will be reimbursable expenses
when the appropriai@pprovals (Vice President or Associate Provost and/or President)
are obtained in advance.
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A Group meals for staff development purposes are reimbursable only with prior approval of
the Vice President or Associate Provost.

A Departmental budgets shouldh be used for employeesd meal
directly related to their job and approved by their Vice President or Associate Provost.

Gifts for student workers are not reimbursable department expenses.

Memberships, dues, and substdps must be approved by the respective Vice President
or Associate Provost.

A The President must approve payment of membership dues in individual employee names
to civic organizations (i.e. Rotary, Chamber of Commerce).

A Prepayment for goods is pibited unless the vendor will not bill the University. Many
ti mes vendors will accept a University pur

invoice the University upon receipt of a valid purchase order. The purchase order should
be issued by thdepartment making the purchase.

Printing

A Printing orders and pieces that are to be sent off campus are to be requisitioned through
the Publications Office.

Cash Management

A Any time you collect money on behalf of the University (deposits, orientation income,
disciplinary fines, etc) from individuals or groups, you must issue a receipt. The receipt
should be a prerinted, prenumbered receipt showing the date, amount, pgyagimg,
purpose, and signature of person receiving the payment. Receipt books are available
through the Campus Shop. Receipts are not required for sales of game tickets,
concessions, etc.

A Money should be kept in a safe, secure location if retaimedroght.

A Monies should be turned into the Business Office as soon as possible (same day or next
day when practical).

A Business office personnel must verify the deposit in the presence of the person making
the deposit. This means that depositsnot be sent via campus mail and cannot be left
in the Business Office.

A All deposits must be accompanied by a deposit ticket and presented at the Business
Office window.
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Travel

A When traveling, you must check with the Office of BusinessiSes\to see if a
University vehicle is available. You will not be reimbursed for using a personal vehicle
if there was a University vehicle available.

A All local rental cars are to be arranged through the Office of Business Services at
extension 4299.

A Documentation for all travel expenses charged to the University credit card (designated
only for travel purposes) should be presented to the Accounting Office immediately after
returning from travel. This includes receipts for lodging, vehicleateatc. Adhering to
this policy will enable the Accounting Office to maintain a current balance and avoid
finance charges.

1 Faculty and staff will be reimbursed for meals consumed during required business travel
up to $30.00 per day. This amount is inclusive of tax and gratuity. Excessive gratuity (in
excess of 20%) will not be reimbursed. Itemized receipts detailing items purchased and
sales tax MUST be submitted for reimbursement. Incidentals (i.e. gum, mid -morning
coffee, etc.) will not be reimbursed.

1 Faculty utilizing professionalevelopment fundwill follow the stated daily allowance
when attending conferences or other overnight travel.

A When asking to be reimbursed for a meal that included several other individuals, receipts
must be attached and you must list the names of those individuatsegmarpose of the
meal.

1 Adjunct faculty and fulltime faculty and staff teaching in an adjunct capacity will be
reimbursed up to $7.00 per meal when teaching at a site more than 10 miles from their
homes. No receipt is required.

A Adjunct faculty traveexpenses (meal, mileage, etc.) will be reimbursed twice a semester
(mid-term and at the conclusion) and once at the concludieach summer session.
The DCR Graduate, and Accounts Payable Office will agree upon a reimbursement
schedule each semesterd will make the faculty aware of this schedule. Persons who do
not submit the travel expense form by the due date will be required to wait until the next
scheduled payment cycle.

A All travel reimbursements should be thoroughly reviewed by theopppte Department
Head or Vice President prior to their approval and submission to Accounts Payable. The
reviewing/approving supervisor should verify that the travel is a legitimate University
expense, reimbursements for meals and the like are withoy piohits, all necessary
receipts are provided and the travel reimbursement voucher is accurately tallied.
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A A Travel Expense Reportshould be completed for reimbursementdoy expenses that
are travel related. The Travel Expense Report should lyectuthpleted, including
column and row totals. The purpose of the travel as well as the original signature of the
person being reimbursed must be included on the form, and the original of the form as
well as of all required receipts submitted.

Accounts Ryable

A All properly approved (appropriate signature(s) and account number(s) to be charged)
invoices, payment requests, travel reimbursements, advances, etc. received in the
Accounts Payable Office by one Friday will have checks available for issuance by 10:00
am. the following Friday. Checks made payable to faculty and staff will be available for
pickup in the Business Office unless it is requested that they be mailed. Checks payable
to vendors, organizations, or persons not employed by the University wiiaited
Friday unless it is specified on the source document that the check will be picked up.
Those checks will be available in the Accounts Payable Offurgginal forms,
receipts, and signatures are required (no copies, faxes, or signature stamps).

A Individuals may have only one advance at a time and should clear their advance
immediately following the purpose or event for which it was requested. Unused advance
monies should be deposited at the Business Office to the advance account from which
theywere taken and not be held for another upcoming event. Advances should be
requested for the minimum amount needed.

A All advances, reimbursements, or check requests for faculty, staff, and students must
have the individual 6s unberlisted.l e g al name and

A We do not accept CODs. Other arrangements will need to be made with the Accounts
Payable Office and the outside vendor.

A All invoices should be mailed directly to the Accounts Payable Office at PO Box 997.

A A Payment Request Fornshould be completed to request reimbursement for items
purchased out of pocket that are not related to travel, as well as to compensate individuals
for services provided. All fields on these forms should be completed. If the individual
being paid is a sdent or employee of the University, he/she should sign the signature
line for Requestor.

A Payment for services rendered to any indiyv
be processed through the Payroll Office, and these individuals wididep their next
scheduled pay date. Timesheets must be attached to a Payment Request Form for a non
exempt employee. (This category includes students who have been awarded Work Study,
RAs, GRDs, and graduate assistants.)
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A Payment for services renddréncluding stipends and honorariums, are taxable to the
recipient and shouldlwaysbe processed through the Accounts Payable Office. Cash
money shouldheverbe given to anyone for services rendered.

Human Resources & Payroll

A All new as well as rdpcement positions must be approved in advance by the President.
Once the position has been approved and filled, all new hires (except for new faculty)
should report immediately to the Human Resource Office for formal paperwork and
orientation. New facty will receive orientation from Human Resources at the beginning
of the academic year but are encouraged to report to Human Resources to complete
paperwork as soon as they arrive on campus to begin work.

A Faculty members who resign should do so intarléb the appropriate Associate Provost
as soon as the decision is made. Any personnel terminations, voluntary or involuntary,
should be immediately reported to the Human Resources Office and the Payroll Office.
Please indicate the last day of work nder for the last pay period to be calculated.

A Please consult the Personnel Handbook or the Human Resource Office for questions
relating to all personnel benefits (using vacation time, sick leave time, FMLA, tuition
remission, etc.).

Fund Raising Gift Solicitation

A All University fundraising projects must be approved by the appropriate or Associate
Provost. All gift solicitations to individuals / businesses / organizations outside GWU
must be submitted tilne VicePresident foinstitutionalAdvancement for approval.

A Decisions on making donations to other charitable organizations on behalf of the

University wil!/ be made by the Devel opment
Office.

Media Communications

A The President, Vice Presiddot Institutional Advancement, and the Director of
University and Media Relations are the official spokespersons for the University. All
media contacts with employees of the University should be referred to the Director of
University and Media Relationshe Director will handle the inquiry personally or will
request the assistance of a faculty member, staff member or administrator, as appropriate.

4/05, 5/08, 12/08
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GardnerWebb University
Pedagogic Improvement Record (PIR)

Assessment as a scholarly activity to improve student learning

Directions: The Pedagogic Improvement Record or PIR is the Gakddadr Universities Assessment

cycle document for all academic areas. On thwl®, assessment is a cyclical process focusing on
improvement (assuring quality); assessment is not a static process and not about the individual person.
Assessment is all about providing a solid education for the Gaidfedrb student. At GardnéWebb
University, assessment is the process of gathering and interpreting information to determine if your
department/major is meeting the intended student learning outcomes associated with a goal then
making decisions or creating a new plan off the informatioltected.

The PIR is designed to be used at the department/school level as well as the program/major level. It is
recommended that the department/school should fill out a PIR as a unit and then an additional PIR
should be filled out at the program/majdevel. For example, the Education Department will fill out the
PIR and then the Elementary Education major and the Doctor of Education program will each have an
individual PIR. As a another example, the Athletic Training program is part of Health Science
Department but is distinct enough to have its own list of goals and outcomes that need to be recorded
in a PIR.

Below each department/major is going to be asked to follow prompts and answer specific questions in
different sections. Please read throutte entire form before beginning to fill out the individual
sections. If you have any questions or need help filling out the PIR please contact the Assessment Office.

Cover Information

Department/School

Degree Program(s)/Major(s) or concentrations
under review

Chair/Dean

l. Mission

Directions: In this section you are asked to list the department/school mission and the program/major
mission for whom the outcomes are being analyzed. Each major within a department/school should
have its own mission statement. The Gardigebb Universitynission is provided for reference; please
keep the institutions mission in mind when writing or updating mission statements.
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GardnerWebb University
Mission Statement

GardnerWebb University, a private, Christian, Baptistated universityprovides outstanding
undergraduate and graduate education that is strongly grounded in the liberal arts while offering
opportunities to prepare for various professions. Fostering meaningful intellectual thought, critical ang
and spiritual challenge ithin a diverse community of learning, Gardr&iebb is dedicated to higher
education that integrates scholarship with Christian life. By embracing faith and intellectual freedom,
balancing conviction with compassion, and inspiring a love of learningcsgavid leadership, Gardner
Webb prepares its graduates to make significant contributions for God and humanity in achewing
global community.

Table 1 Mission Statement

Mission Statement (Department/School)
This defines what is moshportant/guides the curriculum

School/Department mission statement:

Program/Major mission statement:

Il. Student Learning Outcome(s)

Department/Major/Concentration | Major Space Exploration
(chose one)

Directions: This section provides apportunity to list goals and outcomes. The department/program

can list as many goals as it has in the goal section. Not all the goals listed need to be measured on an
annual basis; different outcomes from the list of goals can be measured in subseqaentAgainthe
department/program does not have to measure every goal or attach an outcome to every goal in this
process. Moreover, each goal can have more than one outcome (outcomes can be broken down to
specifics from the broad goaSoal 1 can = outcome 1A, 1B, dt€.). Remember, when moving forward,
that assessment is systematic; it is smart to think beyond one year for planning purposes. From the list
of goals please list at least four outcomes that each department/program intends to measure (can list
more if desired); typically these are the most important outcomes to the department during the current
year. Please remember that SLO(s) and Goals must be faculty designed and implemented. Please code
the outcomes to correspond with the listed goals. Please numbeh goal and maintain the numbering
system throughout each PIR if possible. Moreover, identify any SLO(s) that are connected to a general
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the program or are only delivered in that method).

Section Il is inteded to answer the following questions: What are we trying to do? How will we know if
we are successful? How successful were we? What are you going to do about it?

Table 2 Goals

Goal
Goals are typically linked to themes in the mission. Goals are fotigeted statements that stress what a program will strive for in relation to
students, or what is planned for in regards to the students. Goal statements are usually vague esthvked that can be focused later in the
outcomes. A goal is what needshie cultivated.

AIWIN|PF

Table 3 SLOs

Student Learning Outcome (SLO)
Make sure there are specific student learning goals (student centered) and not just program goals (for example, a prdgvamdybe to
increase enrollment in the majorktudent centered means what students should know, think, value, and/or do (i.e. Students who complete
YI22NI Ay (GKAA& RSLI NIYSyid Attt 0SS 0ftS (G2Xdd0 ¢ KAY | nleystasifrid&now)
Bloons Taxonomy.

*The learning outcomes for General Education@@munication, reasoning creatively and critically,
gquantitative and gualitative reasoning and analysis, human civilization, physical and life science, holistic
wellness, andbiblical foundationsGeneral Education learning outcomes should be continued in the
major. In addition, there may be learning outcomes that are specific to your program; those should be
listed here as well.

Table 4 SLO Activity
Numbe List the Class and or activity that the SLO is linked to
r Outcomes must be linked to a class(s) or an actimignsity of coverage of the outcomes must be understood and accurately
(GoallS R20dzYSy G SRk Yl LILISR® LGQAa AYLEZNIIYG rdatathldocudsd 8 é PR Y I 22 NJ |
LO)
1

2
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3
4
Table 5 SLO Planning
Numb | Direct Method | Indirect | Populat Timetable Persons Number of
er of Assessment Method of ion Date and/or Responsible consecutive
(Goal/ eg. tExamS? Assessmer| Being semester of (sz;?” doing thf] aclf_on years
capstones; an € person checking
SLO) |  presentations: t | Assesse  Assessment | i iauesure the action | G0aI/SLO has
portfolios; papers; | (€-g., Alumni, d (Dept. should have has been done/taking been
etc.) Student, and (be matrix for various place)
Employer P m rement points) measured
All outcomes must mploye specifie easurement po
have at least one | Surveys/Focus| e /jeyel
direct measure groups; of
retention data; student)
etc.)
1
2
3
4

Helpful Hints: Clearly explain the dafallection process (make sure its related or appropriate to the
desired result; e.g., sampling techniquespost design to measure gain, rater relations in performance
tasks); Desired results are specified and defensible/warranted; Course grades ameapptopriate
measurement tool at GardnéWebb; Departments should create method matrix for data gathering
toolslisting all surveys/projects available and link them to outcomes; Review the design before you
begina bad design will produce bad results;$il pass the relevance test or the old fashioned smell test.

Table 6 SLO Reliability and Validity

Numbe How was/is Reliability and Validity (trustworthy results) being addressed?
r
(Goalls
LO)

1

2
3
4

Table 7 SLO Summary

Numbe | Summary of assessment results Summary of use of Results
r
(Goalls
LO)

AIWIN|F
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*Departments are turning in summaries; however, departments must keep detailed reports on file for
further department use and reference.

Helpful Hints: Results must be shafadulty-decision makerstakeholderscommittees; How are the

results going to be used for improvement (provide exampledS ®> (KA & WAYLIX SYSy Gl GA:;
beginning of the spring semester; Interpretatiorttd results must be reasonable; Results must be

clearly present and directly related to the outcome; How are these results related to past results (past
iterations); Based on the finding what is the plan now?; Information should be used to modifyegractic

and even policies; Make sure interventions are not misapplied; Make sure there is a realistic timeframe

for improvement.

lll. Other Goals, Plans, and Need(s)

Directions: This section provides an opportunity for goals to be listed that fall outsdadsnt leaning
outcomes. Goals listed can be anything that a department/major feels is important and anything the
department/major wants to list for planning purposes. For example, a program goal could be to send
faculty to more conferences to increaserponal knowledge base and the institutions profile.

Table 8 Program Goals
Goal/Plan | Outcome | Method of Date of Persons Results of Comments
assessment assessment responsible| assessment
for
assessment
1
2
3
4

Directions:This table is for reviewing the year. Write brief narratives touching on the topics listed in
bold and feel free to add anything that is important that was not touched on in the above tables.

Table 9 Year in Review

Accomplishments and Strength8Vork in Progress/Obstacles to Achieving
Departmental/School Goals/Lon&ange Plans
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GardneIzWebb Committee Annual Report
UIliVeI‘Sity Evaluation by Committee Chair

Please submit this evaluation via email no later

than May 25
Committee:
Chair:
Academic Year:
Committee Membership
Faculty:
Students:
The membership composition of this committee is:
Satisfactory Unsatisfactory
Committee meetings were:
Well attended Poorly attended
Committee meetings were conducted:
Less than once per month Monthly More than once per
month
resulting in  a meeting schedule that was:
Too infrequent Adequate Too frequent

List the major issues addressed by the committee during year.

Did any of the issues cited above deviate significantly from the duties of the committee as
outlined in the faculty handbook? If yes, please explain.
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Describe any unfinished committee work that will need to be addressed during the upcoming
academic year.

What was the most significant accomplishment of the committee this year?

List the major strengths of the committee.

List the major weaknesses of the committee.

As chair, how would you rate the effeceéness of this committee?

What suggestions do you have for improving the effectiveness of this committee?

Other comments?

Other than this committee, how many committees have you chaired at (G

0 1 2 3 4

Has your experience as chair of this committee made you more likely or less likely to accept a
similar appointment in the future?
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Sexual Misconducand General Harassmeiitolicy

Notice of Nondiscrimination

Various federal regulations, including the regulations implementing Title IX of the Education
Amendments of 1972 and Section 504 of the Rehabilitation Act of 1973reahait each recipient of
federal financial assistance, such as Gardifebb University, publish this Notice of Nondiscrimination.
GardnerWebb University does not discriminate on the basis of race, color, national origin, sex,
disability, or age in emplgment for any of its programs and activitiesThe person designated to
oversee policies, procedures and complaints related to possible discrimination on the basis of sex
(including sexual harassment and sexual misconduct) is referred to throughout thismdat as the

Title IX Coordinator. The Title IX Coordinator for Gariiiebb University is:

Dr. Cary Poole,

Tucker Student Center, Room 303
Ext. 2155
cpoole3@gardnewebb.edu

GardnerWebb University believes the journey to acquire knowledge can only flourish in an environment
free from sexual misconduatr genderbased discrimination Sexual Misconduct includes, but is not

limited to sexual assault, sexual harassment, domestience, dating/acquaintance violence and

stalking. All forms of sexual misconduct are viewed as acts of aggression and repression and are not
conductive to a positive educational environment and therefore prohibited on campus.

All students andemployge 2 F (G KS ! yAGSNARAGE I NB &adzoaSod
I F NFaaySyid LRtAdOed ¢KS LRt AOehttpNawnwdardndelS R 2y
webb.edu/Assets/gardnerwebb/Information/sexualisconductpolicy.pdf

2 (K
KS |

S
y



mailto:cpoole3@gardner-webb.edu
http://www.gardner-webb.edu/Assets/gardnerwebb/Information/sexual-misconduct-policy.pdf
http://www.gardner-webb.edu/Assets/gardnerwebb/Information/sexual-misconduct-policy.pdf

Sexual Misconduct and General Harassment Policy

Gardner-Webb University

V-5

List of Title IX (Sexual Harassment and Sexual Assault)

Campus, Local, State, and National Resources
Title IX Coordinator

Dr. Cary Pooléssistant Vice President for Title IX Compliance,
Tucker Student CentelRoom 303.

704-406-2155.

cpoole3@gardnewebb.edu

Title IX Deputy Coordinatorfor complaints related to faculty or academic peraehwithin their

respective areas.

Dr. Doug Bryan, Associate Provost for Academic Development
Tucker Student Center

Ext. 4398

dbryan@gardnewebb.edu

Title IX Deputy Coordinatorfor complaints related t@thletics

aad® tlyY {ONMzZZ3&ax ! 4a20A14S !'GKESiGAOa

LutzYelton Convocation Center
Ext. 4341
pscruggs@gardnexrebb.edu

Title IX Deputy Coordinatorfor complaintsrelated tonon-faculty employees

Frances Sizemore, Associ&teector of Human Resources
Webb Hall

Ext 3502

fsizemore@gardnewebb.edu

Title IX Deputy Coordinatorfor complaints related to students

Ms. Sarah Currie, Dean of Students
Tucker Student Center

Ext 2081

scurrie@gardnewebb.edu

Title IX Deputy Coordinatorfor complaints related to Admissions personnel or procedures

Ms. Gretchen Tucker, saciate VP for Undergraduate Admissions
Dover Campus Center

Ext. 4491

gtuckerl@gardnewebb.edu

5ANBOG2 NI
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Title IX Deputy Coordinatorfor complaints related toff-campus and distance learning

Ms. Elizabeth Packjrector of the Degree Completion Program
Washburn Hall

Ext.2173

epack@gardnewebb.edu

Title IX Deputy Coordinatorfor complaints related to Graduate programs

Ms. Kathi Simpson
Graduate House

Ext. 3020
ksimpson@gardnewebb.edu

University Resources

SART (Sexual Assault Response Team)
Please contact University Police at 7426-4444 who will contact a 24/7 counselor on call

Campus Counseling Centmunselor on call 24 hours a day at 7880-1910
Cindy Wallace, 70406-4103 cwallace@gardneavebb.edu

University Police
Chief Barry Jatson, 704406-4440 bjohnson@gardnexrebb.edu

Vice President for Student Development
Dr. Dee Hunt, 70406-4373 dhunt@gardnewebb.edu

Dean of Students
Sarah Currie, 76406-2081 scurrie@gardnexebb.edu

Residence Education
John Johnson, 76406-4303jrjohnson@gardnexvebb.edu

Cleveland County Resources

Cleveland County Abuse Prevention Council
24-hour crisis line 70481-0043

Boiling Springs, NC Police Department
http://www.boilingspringsnc.net
7044349691

Shelby, NC Police Department
http://www.cityofshelby.com/govt/dept police/index.php
Non-emergency 70484-6845
Emergency 4-1
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http://www.clevelandcounty.com/sheriffs_office
704-484-4888
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http:/ /www.ncdistrictattorney.org/27B/victims_rights.htm
7044767810

State and National Resources

North Carolina Sexual Assault Response Team
http://www.nccasa.org

North Carolina Department of Public Safety
https://www.ncdps.gov

RAINNRape and Incest National Networks the nation's largest anti-sexual violence organization
and was named one of "America's 100 Best Charities" by Worth magazine. RAINN created and
operates the National Sexual Assault Hotline (800.656.HOPE and in partnership with more
than 1,100 local sexwal assault service providers across the country and operates théboD Safe
Helpline for the Department of Defense.

WWW.rainn.org

1-800-656-4673

SAVAN Statewide AutomatedVictim Assistance and NotificatianSAVAN is a free, anonymous,
computerbased telephone program that provides victims of crime with two important services:
information and notification. The SAVAN program is designed to provide you with a quick easytacce
offender information and to alert you when an offender's custody status changes

www.ncsavan.org

National Sexual Assault Hotline
1-800-656-HOPE (4673)

National Domestic Violence Hotline
1-800-799-7233

06/16
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EMPLOYEE -STUDENT AND FAMILIAL RELATIONSHIPS

1. Policy

The facultystudent relationship lies at the foundation of the educational process.
Typically, there are also other membefshe University staff who enter into significant
relationships with students in an educational context. As a matter of sound judgment and
professional ethics, all employees have a responsibility to avoid any apparent or actual
conflict between their pressional responsibilities and personal relationships with
students.

Romantic and/or sexual relationships between an employee and a student have the
potential to pose risks to the employee, the student, or third parties. In such relationships,
voluntary casent by the student is suspect because of the inherently unequal nature of
the relationship. A romantic and/or sexual relationship between an employee and a
student can lead to a complaint of sexual harassment when the student feels that he or she
has ber exploited. In addition, employees, or students may express concerns about
undue access or advantage, favoritism, restricted opportunities, or unfavorable treatment
as a result of the relationship. These concerns are damaging whether the favoritism is rea
or perceived. They also arise in cases where the relationship between the employee and
the student remains amicable, as well as in cases that lead to accusations of exploitation.
For all these reasons, the University strongly discourages romantic sexi/ail

relationships between employees and students.

In spite of these warnings, the University recognizes that sometimes such relationships
occur. If a romantic and/or sexual relationship occurs or has occurred between an
employee and a student for whain@ employee has supervisory responsibility, an
inherent conflict of interest arises. When a conflict of this nature occurs, the employee
must disclose the relationship so that a resolution to the conflict can be sought. The
University also recognizes theometimes a romantic and/or sexual relationship may
occur between an employee and a student where the employee has no supervisory
responsibility over the student. These relationships must also be reported to determine
whether a conflict of interest exsst

This policy applies to any University employee. Throughout this policy, the term

Aempl oyeed is used to refer to regular ins
faculty, preceptors, administrators and staff. This policy makes no distihetioeen
undergraduate and graduate students or students who amné&dnd those who are

parttime.

2. Definition

Supervisory Responsibility includes, but is not limited to, teaching; research; academic
advising; coaching; service on evaluation, thesidissertation committees; grading;
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recommending in an institutional capacity for employment, scholarships, or awards;
directing activities; training;, leading;, evaluating; disciplining; assigning responsibilities;
and recommending for rewards. Thigpswision can occur on or off campus, in

curricular, cecurricular, or extrecurricular activities. (A student auditing a course is for
the sake of this definition not considered to stand within a supervisory relationship.)

3. Regulations

a. Prohibition of Spervision
An employee is prohibited from having supervisory responsibility over a student
with whom he or she is currently having a romantic and/or sexual relationship. An
employee may be prohibited from having supervisory responsibility over a
student wih whom he or she has had a romantic and/or sexual relationship in the
past.

b. EmployeeStudent Relationships: Disclosure and Conflict Resolution

i. Disclosure Requirement: If an employee is having or has had a romantic
and/or sexual relationship with a studdght employee must disclose the
relationship to his or her Department Chair, Dean, Supervisor, Associate
Provost or the appropriate Vice President. The appropriate Vice President
or Associate Provost in consultation with the Department Chair,
Supervisorpr Dean, will determine if a genuine conflict of interest exists.
Failure to disclose could result in disciplinary action up to and including
dismissal.

ii. Development and Approval of a Conflict Resolution Plan (hereafter
referred t o aaenflidisfeunditpdxist,rawijtten plantd a
resolve the conflict of interest should be developed by the employee in
consultation with the appropriate Dean, Department Chair, or Supervisor.
In most cases, the aim of the plan will be to remove the emoyee
responsibility for supervising the student and to make alternative
arrangements. The plan must address the need to preserve and maintain
t he student 6s -ternrmedacdtioraltogportanitids, abilityrtay
meet program requirements, and careegpssion. For these reasons, the
student must find the plan to be acceptable.

At any time, the student, the employee, the Dean, Department Chair or
Supervisor may consult with the Office of Human Resources. Final
approval of the plan is the responstyilof the appropriate Associate
Provost or the appropriate Vice President.

4. Determination of Plan Acceptability
Making alternative arrangements for the em

a negative impact on other students, other employees, and the University. Therefore, the
Associate Provost or the Vice President has the authority to decide that pialblece
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resolution to the conflict can be found.

a. When a Conflict Resolution Plan Is Not Agreed Upon: If it is not possible for all
the relevant parties to agree on a plan to resolve the conflict of interest, the
romantic and/or sexual relationship must sedntinued until the employee no
longer has supervisory responsibility for the student (also see Paragraph 10,
Sanctions). In the case of a past relationship, the Provost or Vice President in
consultation with the President will decide on the coursetairac

b. Record Keeping: A written record of the approved conflict resolution plan must
be placed in the employeebds personnel
(also see Paragraph 8, Confidentiality).

5. Role of the Dean, Department Chair, Supervésat Vice President

A Dean, Department Chair, Supervisor, or Vice President who learns that an employee
has supervisory responsibility for a student with whom the employee is having or has had
a romantic and/or sexual relationship is obligated to attéogevelop a plan to resolve

the conflict of interest. If the Dean, Supervisor, Department Chair, or Vice President
learns of a potential conflict of interest from another source (e.g., student or third party),
he or she is first obligated to determineettter a conflict of interest exists. If a conflict

of interest exists, the Dean, Department Chair, Supervisor, or Vice President must
attempt to develop a plan to resolve the conflict of interest.

6. Impact on Third Parties

Any student, faculty member, staff member who believes he or she has received
inappropriately favorable or unfavorable treatment as the result of a romantic and/or
sexual relationship between an employee and a student may file a complaint with the
Dean, Department Chair, appropri&tgsociate Provost, or the Office of Human

Resources. Complaints will be received in accordance with the Student Grievance Policy
as found in the Student Handbook, the grievance procedure found in the Personnel Policy
Manual or t he Un Poligy,wkichéver & mosthppropriate tmthen t
situation.

7. Existing Student Policies
This policy does not preempt existing codes of student conduct.

Nothing in this policy shall be deemed as supplanting or otherwise affecting the
UniversityobdicyHar assment P

8. Confidentiality
University administrators need to respond appropriately to all conflicts of interest that

arise under this policy. Within this context, every reasonable effort will be made to
preserve confidentiality and protect the privacy ofalities in the course of
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investigating a potential conflict of interest or, where a conflict of interest exists, in
attempting to develop an alternative plan for supervision of the student.

9. Sanctions

Violations of this policy will be considered miscontioa the part of an employee and
will be subject to institutional sanctions up to and including termination of employment.
Violations of this policy include but are not limited to the following:

a. An employee is having or has had a romantic and/or seXatbreship with a
student but fails to disclose the relationship promptly (see Paragraph 3.b.,
Disclosure Requirement).

b. The employee discloses the relationship but fails to cooperate in the development
of a satisfactory plan to resolve the conflict obneist (see Paragraph 3.b
Development and Approval of a Conflict Resolution Plan) or fails to adhere to an
agreeaupon plan.

c. The employee discloses the relationship, but after the Department Chair, Dean,
Supervisor, Vice President, and/or Associate Prodetsrmine(s) that no
satisfactory plan is possible to resolve the conflict of interest; the employee
continues the relationship (see Paragraph 4. When a Conflict Resolution Plan Is
Not Agreed Upon).

10. Other Familial Relationships between Employess &tudents

Because family relationships also have the potential for conflict of interest, favoritism,
bias, or perceptions of the same, they must be addressed in a similar fashion. When an
employee finds he or she is or will be in a facigtydent relaonship with a member of

his or her immediate family (spouse, parent, child, or sibling) the faculty member must
immediately notify his or her Dean, Department Chair, or Supervisor and initiate the
process of conflict resolution as described above. dicéise of more distant relatives

(aunt, uncle, cousin, brothar-law, etc.), employees are encouraged to exercise good
judgment and discretion in consultation with their Dean, Chair, or Supervisor to
determine whether a Conflict Resolution plan is neecgssa

Additional familial relationships involving staff are addressed in policyrbtBe
Personnel Policy Manual, Employment of Relatives
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Faculty Marshals

The four fulktime faculty memberwith the rank of professor who have the longest tenure at
GardnefWebb will be identified as Faculty Marshals. Vacancies will be filled by appointment
of the Provost.

Duties of the Faculty marshals will be to assist in Fall Convocation, Commencenahesact

and any other activity requiring formal presentation of the faculty in academic regalia. Duties
will be assigned by the President, the Provost, or their designates.

5/06
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The faculty approved a policy that permitprafessor to waive the requirement for a
comprehensive final examination for undergraduate students on the candidates for graduation list
who meet the following criteria:

A student must:

1. Be enrolled in a 300 or 400 level course

2 . Hav e gerorthekadursa v er a

3. Have not exceeded the number of absences permitted

4. Be graduating in the semester in which the option is used (Must be listed on the
Graduating Senior List on the Web site)

5. Have the faculty momber 6s approval for

Any professor has the prerogative to require that comprehensive exams be taken. This is up to
the individual professor to decide.

The final exam schedule for each semester can
http://lwww.gardnemwebb.edu/academics/registrar/exmschd.html

6/07
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GardnefWebb University students are pledged to uphold honesty, integrity, and truthfulness in
all realms of University life. $idents are not to lie, cheat or steal nor tolerate those who do.

The Student Government Association requires all studiemite traditional undergraduate

programto sign the Honor Code Form as a part of the enrollment process at the University. This
signed form is kept in the Office of the Vice President of Student Development.

04/13
Policy of Academic Honesty

Preamble

As a community of scholars founded upon the ideals of Christianity, Gavdelei

University expects its students to develop and display a strong sense of academic
integrity. As in any community, this institution must be governed by regulations; and

like the laws of any community, these rules function best when they are fully understood,
accepted and cherished by each and every individual member of the community.
Therefore, all students and faculty members are expected to be familiar with and to base
theiractions upon the following statements regarding academic honesty.

Student Responsibilities
1. Students should recognize that the regulations governing academic integrity exist

for the protection of the honest and that dishonesty in an academic setting must
not be tolerated, much less condoned.

2. Students are responsible for their own work. Asgignment turned in by a
student is assumed to be the work of the student whose name appears on the
assignment.

3. Students are ultimately responsible for

instructions for any assignment. If instructions are not ciadents must seek
clarification from the instructor.

4, Students must understand the definitions of plagiarism and academic dishonesty.

5. Students should familiarize themselves with the proper use of citations and
guotations in order to avoid accidehta} passi ng someone el sebd
own.

6. Students are expected to report incidences of academic dishonesty to their
professor.

7. Any student who threatens or coerces another student or faculty member for

reporting an Honor Code violation wikhce disciplinary action, with expulsion
being the recommended punishment.

Faculty Responsibilities

1. Faculty must explain all assignments as thoroughly as is reasonable and should
address any extraordinary limitations on outside assistance.
2. Faculy members should take reasonable precautions in giving tests to ensure that

violations do not occur. The fact that a faculty member did not take a specific
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precaution does not, however, constitute an excuse for any form of academic

dishonesty.

3. Faculyy members must be willing to investigate and, if circumstances warrant,
press charges against students suspected of academic dishonesty.

4. Faculty members must file an Academic Dishonesty Report any time they issue
an Official Warning or charge a studewith an infraction.

5. Faculty members must seek to be fair in their dealings with students, particularly

regarding cases of academic dishonesty, and must realize that no student can be
found responsible on suspicion alone.

6. Faculty members may ask dants to sign a statement of academic honesty prior
to turning in an exam, term paper, or p
neither given nor received unauthorized
Definition of Academic Dishonesty
AcademicDi shonesty is the deliberate and knowi

work. A student is dishonest when two circumstances occur: (1) The student could
reasonably be expected to know that his/her professor would disapprove of some aspect
orcircum¢ ance of the studentds academic wor k;
instructor for evaluation while hiding that particular aspect or circumstance from the
instructor. To do so is clearly dishonest because the instructor will evaluate the work as
what he/she understands it to be. The student has deceived the instructor by
misrepresenting the work, and the evaluation has not been rightly earned.

From another perspective, academic dishonesty may be viewed as the use of

unauthorized assistance inyawork that is to bevaluated iunaut hori zedo me a
that the professor would not approve of the form of assistance received and is unaware of

its use. The student is being dishonest if he/she deliberately hides this assistance from the
instructor whie knowing the instructor would not approve of this assistance. If the

instructor is unaware of the assistance that has been received, he/she will evaluate the
work as being entirely the studentds own.
by the student. Furthermore, any student who knowingly gives unauthorized assistance is

also guilty of academic dishonesty.

On tests and examinations academic dishonesty occurs when a student receives any
assistance that the professor has not expresstyitpen. It may take the form of looking

on another studentbés test paper or bringin
not expressly permitted by the professor. Both of the above definitions of academic
dishonesty apply: the student hasnejsesented the test as being entirely his/her own

work. Furthermore, the student has received unauthorized assistance.

On research papers, reports and other written assignments a form of academic dishonesty

is plagiarism, which is the use of someohesee 6 s i nf or mati on or exac
properly Adocumentingo or identifying that
words are used those words must be properly punctuated as a quotation and the source

fully identified. Also, any information or ideahat have been taken from a source other
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than the studedd own personal knowledgei b ook, arti cBbewstbent er vi e
properly documented, even though the student may be rephrasing the information in
his/her own words. A student should not hésita consult the professor about any
guestion or uncertainty regarding proper documentation or research information.

A professor may often allow and even encourage students to work together on
assignments or receive assistance from other studentsfaithity members, other

university staff members, friends, family or others. However, if the professor has not
expressly allowed such assistance and expects the assignment to be done entirely by the
student, to do otherwise would be dishonest. The ststientd consult the professor if

there is any doubt about outside assistance being allowable.

Becausd UG students receive academic credit for the DIMENSIONS program and
because grading for this program is based exclusively on attendance, academic
dishaesty also includes any attempt to gain credit for DIMENSIONS without attending
or staying for a complete program.

The examples above are not intended to be a full list of cases of academic dishonesty, but
they illustrate the definition. Ultimately, agemic dishonesty amounts to deliberately

hiding something from the professor. So the best advice is this: whenever in any doubt,
consult the professor.

PROCEDURES FOR HANDLING CASES OF ACADEMIC DISHONESTY FOR
UNDERGRADUATE STUDENTS

Official Warning Purpose

The purpose of the official warning is to provide the Gardflebb community with a more

flexible way of addressing instances of academic dishonesty. In essence, the official warning
creates a way of handling misdemeanor cases to compuiehee existing system for handling

more serious instances (see Formal Charges section below). Faculty should issue a warning when
they deem it appropriate; typically this will be when a student engages in academic dishonesty on

a relatively minor assignemt, or where the academic dishonesty affects only a small portion of a
larger assignment. A warning would also be suitable in cases where the instructor judges that the
student 6s actions, while unaccept albateefforttwer e m
deceive. A warning is also acceptable in other cases where faculty members who, in their best
professional judgment, believe that an act of academic dishonesty occurred, but for whatever
reason, do not wish to file formal charges againstdiispected perpetrator. Faculty members

must indeed have evidence to issue a warning; they must be able to explain what specific violation
has occurred and be able to document their charges. Students have, as always, the right to appeal
any decision madey university officials.

Procedure
The instructor must meet with the student(s) involved and thoroughly explain the specific type of

violation, the reasons for suspecting an irregularity, and should also emphasize the importance of
academic honesty the student(s). In this conference, the instructor should also conscientiously
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|l isten to the studentds position as well. Up ¢
a warning is merited, he or she should send an Academic Dishonesty iRejpating an Official
Warning has been issued. The Report should also include details of the incident (including copies
of any evidence available), the student's position and the faculty member's rationale for not filing
formal charges of academic diskesty. The Report must be signed by both faculty member and
student and filed with the office of the Vice President of Student Develogoréei/G students
and the Office of the Associate Provost for Digital Learning for DCP studdrite Academic
Dishonesty Report must be filed within one week of the faculty member's conference with the
student. The Report will become part of the student's confidential disciplinary file in the Vice
President'soffcer t he As s o c i aahdewill Berve as eecotd 6f she suidentihavieg
been warned about the nature and consequences of academic dishonesty. Thus, it may be used as
evidence should any charges of academic dishonesty be filed against that student in the future.

The warning, howevedoesnotout as a studentdés first i1 nciden:
an actual charge be filed at some future date

on any assignment remains in effect.

In cases where a student has alreegheived a warmig or hasbeen found responsible for
Academic Dishonesty (first or second incident) a warning is not appropriate. In these cases, the
office of the Vice President of Student Developm@lG) or the Associate Provost for Digital

learning (DCPwill contactt he i nstructor i ssuing the warning
prior responsible outcome. The instructor must then file formal charges against the student.

The studentédés right of appeal and abnsmaippeal s
in this procesdn the case of an official warning, a student may indicate, within one week, that he

or she is not responsible and request a review of the decision commensurable with the process of
review in the case of a formal charge outlitetbw.

Formal Charges

When a faculty member suspects a student of academic dishonesty, he or she must investigate the
incident as fully as is reasonably possible. If, based upon a thorough investigation of the incident,
the faculty member concludes thia student has committed an act of academic dishonesty serious
enough to warrant formal charges the faculty member must present the charges and the evidence
to the student in a conference. A student may plead responsible to the charges and thereby waive
his/her right to a hearing. The student who pleads responsible agrees to accept whatever penalty
the faculty member deems fitting (ranging from a lowered grade on the assignment to assigning a
"FX" for the course). An Academic Dishonesty Report indigatine incident and the penalty
assessed for the infraction (or the studentds
member and student and filed with the office of the Vice President of Student Devel¢po@nt

or the Associate Provost f@rigital Learning (DCP) The Academic Dishonesty Report must be
filed within one week of the faculty member 6s
assigns a grade of i F X @f, Studeht eveldpmanU&) oothe Vi c e
Asscaiate Provost for Digital Learning (DCRJll send a copy of the Academic Dishonesty Report

to the Registrardos Office.

The case is closed at this point, unless one or both of the following occur:

1) The student wishes to contest the faculty mi
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newly discovered evidence, or unfair treatment. Such an intention must be filed in writing, with
the office of Vice President of Student Developm@dG) or the Asociate Provost for Digital
Learningwithin one week of conference with the faculty member (i.e. the date listed on the
This intention to contest should state as fully and plainly as

Academic Dishonesty Report).
possible the grounds for contesting thergba

2) The Vice Presidenof Student DevelopmenfTUG) or the Associate Provost for Digital
student O0s

Learning(DCPd et er mi nes

In either case, the Vice Presidesft Student Developmer{for TUG cases), or the Associate
Provost for Digital Learning (for DCP casems)l notify the Chair of the Academic Honor Court
who isthe faculty representative to tB®urtappointed by the Chair of the Faculty for a three year

t hat

V-9

this is the

term. The Chair of thAcademic Honor Court will convene a meetwfghe Court

TheTUG Academic Honor Court is composed of the following members or their alternate in case

of aconflict of interest:

Member Alternate

Faculty representativghair) Faculty member appointdry Chair of
Faculty.

President of Alpha Chi Vice-President of Alpha Chi

Student elected from SGA from among its | Alternate SGA member elected at time that

membership. representative is elected.

Vice President of Student Development

Associate Provosor Arts & Sciences

The DCP Academic Honor Court is composed of the following members or their alternate in case

of a conflict of interest:

Member

Alternate

Faculty representatig€hair)

Faculty member appointed by Chair of
Faculty.

Member of AlphaSigma Lambda selected b
the Chair of the Honor Court

Member of Alpha Sigma Lambda selected
the Chair of the Honor court

Student representative to the Degree
Completion Council

Alternate student representative to the Deg
Completion Council

Associaé Provost for Digital Learning

Associate Provost for Arts and Sciences

In the case of a contested charge,Akademic Honor Counvill convene for a hearing. Ahe

hearing, both the student and the faculty member may present evidence regarding the charges. In

accordance with University policies, students may ask anyone from within the University
community to appear on their behalf at the hearing. Members of deAtcHonor Courtare

expected to hear the case objectively and decide the case based upon the presentation of evidence.

The Academic Honor Countna y

ei ther
it find the student responsible of a eed incident, the Board will levy sanctions (see below)

support or di smi

S S

t

he

against the student in addition to those imposed by the faculty member, and may do so in the case

C

<



Honor Code V-9
of a contested first incidenthe results othe TUG Honor Courproceedings will be filed with
the Cifice of Student Development and the Office of the Associate Provost for Arts and Sciences.
The results of the DCP Honor Court proceedings will be filed with the Office of the Associate
Provost for Digital Learning and the Office of the Associate Prdeodirts and Sciences.

A student found responsible for Academic Dishonesty may appeal the decision to the Provost of
the University, but only on the basis of additional evidence unavailable at the hearing, improper
procedure, or a sanction inconsistentrvihe incident. A faculty membenayappeal a decision

only on the grounds of improper procedure or a sanction inconsistent with the violation. Such an
appeal must be filedith the Provostin writing, within 24 hours of the decision. The Provost
maydecide to hear the appeal or to uphold the decision. The Provost's decision is final.

The University reserves the right to adjudicate student academic dishoassdyy means of an
administrative process rather thanoughthe Academic Honor Counvhen the University is not
operating under normal conditions, e.g. before classes begin in a new semester, during school
vacations periods, during examination periods, during any summer session, and the time period
between the last exam and graduatidn.such cases, thesgould be no student representation.

The accused student retains the same rights under the administrative process as under the
standard academic judicial process. Any student who wishes tdisaweheradjudication

delayed until studeémepresentation is possible must make a written request thaireof the
Academic Honor Courprior to the scheduled hearing date specifically agreeing to the
consequences of delaying adjudication (such as delayed graduation, delayed registration, etc.

SANCTIONS

First Incident

The sanction for a first incident may range |
assignment and submitting the Academic Dishonesty Report as a written record of the violation to
assigning the student a failiggade for the course. When a failing grade for Academic Dishonesty

has been assigned, an FX will be recorded as a permanent indication of the incident on the student's
transcript.

Second Incident

The sanction for a second incident may range from a grade of FX for lesser offenses to suspension
or expulsion for extensive dishonesty on tests, exams, or major papers. The Adddearic
Courtshould base, in part, its determination of the severitg@ptinishment upon the severity of

the first infraction. Any student convicted of a second incident will receive a failing grade for the
course and an FX will be recorded as a permanent indication of the incident on the student's
transcript. Students nesnsible for any second incident will be ineligible for academic honors.

Third Incident

Any student found responsible for a third incident of any kind will be expelled from the University
with the action so noted on the studentds tra

Repeating Gurses in which Academic Dishonesty Occurred:

University Policy regarding repeating courses is not applicable in a situation where a failing grade
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was assigned because of academic dishonesty (FX). An "FX" that is assigned as a penalty for
academic dishonesty will remain a part of the academic transcript. It cannot be removed by a
course repeat and will be factored in the grade point average.

Academic Dishonesty Outcome Letters

In accordance with The Family Educational Rights and Privacy Act of 1974 (commonly known
as FERPA or the Buckley Amendment) addressing university officials considered in the category
of Aneed t o knowwtoinform inwstinglhe followig paopleyandhio |

offices of the outcome of an academic dishonesty hearing:

the accused student

the accused studentdés appeal advisor
the professor bringing the charges

members of the Academic Honor Court

theaccusedstednt 6 s academic advisor
Registrardos Office

Provost &ExecutiveVice President of the University

1
1
1
1
1
1
1
T the accused studentdés disciplinary file

8/00; 8/03; 6/0704/13
4/13; 8/14,1/16
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ACADEMIC DISHONESTY REPORT
(Undergraduate Programs)

A. Indicate whether this Report involves an Official Warning or Formal charges
OFFICIAL WARNING
I, the undersigned, have discussed with my instructor the nature of an infraction of the academic

Dishonesty Policy. Based on this discussion | understand that | will regei@éicial Warning
which will become a part of my confidential disciplinary file. There may also be additional sanctions
if issued aVARNING . 1 also understand that it may be used as evidence should charges of
academic dishonesty be filed against mehanfuture. Student and Instructor sign and date on the
lines provided.

FORMAL CHARGES
I, the undersigned, have been charged with academic dishonesty and have discussed the charge(s)
with my instructor.
Specific charge [Plagiarism or Cheating] (€le one)

B. Based upon this discussion, | plead: [check one of the following]

Responsiblel realize that by entering this plea | do hereby waive all rights to contest these
charges.

By pleading responsible | accept the following sanctions(s):
Grade reduction on assignment;
_____ 000 on assignment ;
Grade reduction for course;
Course failure for academic dishonesty (FX);
Other

Not Responsiblel realize that by entering this pléanust file, in writing and within one
week, my intention to contest these charged his statement must also include the grounds for
contesting the charges (inadequate or inaccurate evidence, unfair treatment) and should describe as
fully as possi bl e t heThsdatendestshowdde diréeceedmo tbefMP © h e i
Student Development or, for DGRudents, the AsgiateProvostfor Digital Leaning.

NOTE: AUni versity Policy regarding repeating
AFO was assignerd deciautsen eodt yac(ax) . An AFXOo
for academic dishonesty will remain a part of the academic transcript. It cannot be removed by

a course repeat and wil/l be f act-Webkdniversiy t

Undergraduate Catalog and Student HandbooKTUG) or Degree Completion Student
Handbook (DCP).

Student s Name: [ Pl ease print]

Signature:

I nst r ume][Bleadegprinfi a

Signature:

Witness:

(not required when an Offidiavarning is issued)

he gr ac
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Date:

ACADEMIC DISHONESTY REPORT

Student:

Program (Circle one): TUG DCP

ID#:

Instructor:

Course:

Date of Infraction:

Specific charge [Plagiarism / Cheating]:

In the space provided below, and/or on attached sheet(s), please describe as thoroughly as
possible the nature of the infraction, how yliscovered the infraction, and what evidence
(including the names of eyewitnesses) you have located supporting your charges. Be
certain to include your assessment of the severity of the infraction and the importance
(percentage of course grade, etc.) loé assignment in which you believe dishonesty
occurred. Because this statement may be reviewed by the Academic Judicial Board it
should be as detailed and accurate as possible.

Both pages of th&@CADEMIC DISHONESTY REPORT with all signatures, must be
forwarded to theOffice of the Vice President of Student Developmentfor TUG
studentsor for DCP students, theAssociate Provost for Digital Learning , within one
week of the date on the form.

FOR OFFICE OF STUDENT DEVELOPMENT USE ONLY

Warning First Offense Second Offense Third Offense
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. University Philosophy

The universityadministration regards emeriti as valuable and useful members of the
academic community and therefore desires that:

1. They be provided with the opportunity to continue their scholarly activities;
2. The campus make effective use of their talents aperese;
3. Retirement be perceived as an attractive option for older faculty members.

B. Emeriti will have ID cards issued to them which are like the current faculty ID
cards and which will facilitate the following:

1. Access to University Faciliteand Services
Entertainment, i.e., sports events, concerts, films, student forums, lectures,
are available to Emeriti at no charge.

2. Wellness Center Services
Emeriti may use recreation services on a sjgaeéable basis.
Identification card is necsary.

. Parking Permit
Emeriti may get a free permanent Aoansferable campus parking permit at the
police station.

. University Courses Enrollment
Emeriti may take university courses on a spaeailable basis. Contact the
Registrar's Office.

. Library
Emeriti may have continued use of the university library services and facilities
including borrowing privileges and access to electronic resources.

. Email

Emer i ti may have continued access to
to the centrally provided academic computing facilities as long as the individual
pays all inhome expenses. Emeriti will remain on mailing lists for newsletters
(e.g.,WebbWordg and prayer concerns.

t
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G. Other:
1. Listing in campus/online directory

2. Invitation to march at graduation
3. Extension of benefits to spouse and minor children

8/02
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Intellectual Property Policy

1. Purpose
A. The purpose of the I ntel | eWebbwaiVersi®yr operty
(Athe Universityo) is to foster an enviraon
knowledge by faculty, staff, and students; to help facilitate tran$ieseful inventions
and writings to society; and to motivate the development and dissemination of intellectual
property.
B. The policy is based upon the following principles relatonfgaculty, staff and students
the University.
1. Intellectual proerty is created by individuals, or by groups of individuals, who are
entitled to choose the course of disclosure.
2. There exists a historical tradition allowing authors to retain ownership of intellectual
property rights from textbooks and works of art.
3. The University is the support of the whole campus community, and is thereby entitled
to share in financial rewards.

2. Definitions. As used in this policy, the following definitions will apply:

A. Intellectual Property includes any patentable imioer) any copyrightable subject matter,
or trade secret. It also includes works of art, and inventions or creations that might
normally be developed on a proprietary basis.

B. University means Gardn&/ebb University.

C. Student means any fdiime or pat-time graduate or undergraduate student, regardless of
whether the student receives financial aid from the University or from outside sources. It
is the responsibility of students who are also employees of other outside entities to
resolve any conflictbetween this policy and provisions of agreements with their
employers prior to beginning any undertaking at the University that will involve the
development of intellectual property.

D. Faculty means members of the University's faculty as defined irathdty-Handbook,
plus instructors, special faculty appointments, and{pas faculty.

E. Staff means any employee of the University other than students and faculty as defined

above. If a student is also a panbe University employee, the student isismlered as

staff with regard to intellectual property developed as a result of his employment, and as
a student with regard to other intellectual property. Atiolle nonfaculty employee

who is also taking one or more courses is considered to be\asifbrs to the University

who make substantial use of University resources are considered as staff with respect to
any intellectual property arising from such use.

Creator means any person or persons who create an item of intellectual property.

. Né proceeds to the University means all proceeds received by the University on
intellectual property that it assigns, sells or licenses, minus any application, litigation,
interference, or marketing costs directly attributable to the intellectual proménty b
licensed.

H. Net proceeds to the creator means all proceeds received by the creator from intellectual

property owned by the creator that the creator sells, assigns or licenses, less the costs of

application, legal protection, or litigation, interfape, travel and other marketing costs

@M



Intellectual Property Policy vV-11

directly attributable to the intellectual property being exploited. Such net proceeds do not
include compensation legitimately received by the creator for consulting services or
interest or other return on investeddalor capital.

|. Substantial use of University facilities means extensiveeimbursed use of major
University laboratory, studio or computational facilities, or human resources. The use of
these facilities must be important to the creation of thélecteal property; merely
incidental use of a facility does not constitute substantial use, nor does extensive use of a
facility commonly available to all faculty or professional staff (such as libraries and
offices), nor does extensive use of a specidlfaeility for routine tasks. Use will be
considered "extensive" and facilities will be considered "major" if similar use of similar
facilities would cost the creator more than $1,000.00 if purchased or leased in the public
market. Creators wishing to datty reimburse the University for the use of its facilities
must make arrangements to do so before the level of facilities usage for a particular
intellectual property becomes substantial. (This provision is not intended to override any
other department dgniversity policy concerning reimbursement for facilities usage.)

J. Online Courses. An online course refers to an academic course or a portion of an
academic course that is delivered through electronic means, typically through a learning
management systelike Blackboard. In the context of intellectual property, the online
course refers to all aspects of the course produced by the creator, as distinct from those
portions of the course that are provided by the learning management system or are part of
theelectronic delivery of the course, which typically are made available to the institution
and the creator through licensing. Components of the online course produced by the
creator may include, but are not limited to, lectures, videos, graphics, biblicggdph
webliographies), learning outcomes and course outlines.

3. Ownership Provisions and Proceduresin order of precedencand unless otherwise
provided by lawpwnership of intellectual property shall be as follows:
A. Externally Sponsored Work.

1. Intellectual property created as a result of work conducted under an agreement
between an external sponsor and the University that specifies the ownership of such
intellectual property shall be owned as specified in said agreement.

2. The Provost otie University will inform each person whose intellectual property
rights are limited by an externally sponsored contract of the intellectual property
provisions of that contract in advance of the beginning of the work.

B. Internally Sponsored Work

1. When the University provides funds or facilities for a particular project to the extent
of substantial use, it may also choose to designate itself as sponsor of that work,
subject to the provisions of Paragraph 4.F. The University may declare itself the
owne of intellectual property resulting from the work. In such cases the University
must specify in advance the disposition of any intellectual property rights arising
from the project.

2. The Provost of the University will inform each person whose intefiéproperty
rights are limited by internally sponsored work of the intellectual property ownership
rights specified by the University as to that work in advance of the beginning of the
work.

C. Individual Agreements
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1. Provisions: Intellectual propenyhich is the subject of a specific agreement between
the University and the creator(s) thereof shall be owned as provided in said
agreement. Such agreements by the University and the faculty are encouraged.

2. Except where limited by external sponsorglgpeements, creators and the University
may negotiate individual agreements to govern ownership of intellectual property
regardless of the applicability of any other provision of this policy.

Intellectual Property Created Within Scope of Employment

1. Intellectual property created by University employees who were employed specifically
to produce a particular intellectual property shall be owned by the University if said
intellectual property was created within the normal scope of their employment.

4. Other Ownership Provisions Where no other provisions of this policy apply, ownership of
intellectual property created at the University shall be determined as follows:

A.

The creator retains all rights to the following types of intellectual propeittyput

limitation: books (including textbooks), educational courseware and software, articles,
nortfiction, novels, poems, musical works, dramatic works including any accompanying
music, pantomimes and choreographic works, pictorial, graphic and sciipbuka,

motion pictures and other similar audisual works, and sound recordings, regardless of
the level of use of University facilities. This provision does not include computer
software (other than educational courseware) or databases.

Computer sftware, other than educational software, and databases are characterized by
their capacity to perform tasks. Because of their utilitarian nature, ownership rights with
respect thereto are governed by Paragraphs 4.D and 4.E below.

The creator owns dhtellectual property createsithout substantial use of University
facilities, including intellectual property rights in computer software and databases.

. The creator owns all intellectual property contained within an online course produced by

the creator, consistent with paragrapiCAabove. The University retains shared

ownership of course titles, course descriptions, course outlines, and learning outcomes

and may reuse, revise or assign these objects without acquiring the permission of the

creator.

The creator originally owns intellectual property creatét substantial use of

University facilities or with University funding, but no external or int# sponsorship,

and retains said ownership of said property subject to the following:

1. The University shall receive 25% of the net proceeds to the creator above $1,000.00;
and

2. The University shall receive a perpetual,-eaolusive, nortransferake, royalty free
license for norcommercial use of said intellectual property. In the case of software,
this license includes access by specified University personnel to the source listings,
and the University shall require each person to whom a disclissor&de to execute
in advance a binding confidentiality agreement in favor of and enforceable by the
creator. If the intellectual property is created solely by a student or students, the
creator is exempt from the obligation to pay to the Universityaidm of his net
proceeds, but not from the provision of this paragraph for eerolusive license to
the University.

3. If the creator develops an intellectual property that is covered by this provision, the
creator must make full and fair disclosurghe University of all such sources of
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compensation relating to that intellectual property.
The University originally owns intellectual property creagith substantial use of
University facilities and directly arising from work sponsored under aseagent
between an external sponsor and the University, or from work for which the University
has declared itself a sponsor, but for which neither the external sponsor nor the
University have specified the ownership of resulting intellectual property, ichwhse
the creator shall receive 50% of the net proceeds to the University.
No faculty or staff of the University shall take from a student personal assignment of
intellectual property created by a student. The intellectual property rigiisdeints are
governed by this policy, and it is the duty of University faculty and staff to see that the
intellectual property rights of students are protected in accordance with this policy.

General Provisions

A.

The creator of any intellectual prenpy that is or might be owned by the University under
this policy is required to make reasonably prompt written disclosure of the work to the
University's Provost, and to execute any document deemed necessary to perfect legal
rights in the University andnable the University to file patent applications and
applications for copyright registration when appropriate. This disclosure to the provost
should be made at the time when legal protection for the creation is contemplated, and it
must be made before tirgellectual property is sold, used for profit, or disclosed to the
public. Whenever legal protection for intellectual property is anticipated, all persons
engaged in such creative activity are encouraged to keep regular records.

. The University's shra of any proceeds under this policy will be used to reimburse the

University for itsexpenses for commercial development of intellectual property. Any
additional return to the University will be used to further the academic purposes of all the
disciplinesof the entire University.

Resolution of Disputes

A.

B.

This policy constitutes an understanding which is binding on the University and on the
faculty, staff, and students as a condition for participating in research programs at the
University or for he use of University funds or facilities.

Any question of interpretation or claim arising out of or relating to this policy, or dispute

as to ownership rights of intellectual property under this policy, will be settled by the

following procedure:

1. The issue must first be submitted to the Institutional Review Board in the form of a
letter setting forth the grievance or issue to be resolved. The Institutional Review
Board will review the matter and then advise the parties of its decision within §0 day
of submission of the letter.

2. If any of the parties to the dispateenot satisfied with the committee's decision, the

party may seek binding arbitration in Charlotte, North Carolina, and in accordance with

the Rules of the American Arbitration Assation then in effect. Judgment upon the
award rendered by the arbitrator(s) may be entered in any court having jurisdiction
thereof. The arbitrator(s) will give some weight to the decision of the Institutional

Review Board in reaching a decision. Thangsparty of the arbitration hearing will pay

for all costs of the arbitration unless the adiitr(s) specifies otherwise.
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Faculty are encouraged to pursue grant funding for academic reseajmtoj@ats consistent

with the mission of GardnaWebb University. Grant awards typically incur obligations and
commitments not only on the part of the individual faculty member but also on the part of the
University as a whole. Consequently, grant applcetishould be submitted to outside parties
only after consultation has occurred among the

1 faculty member,

1 appropriate Dean or Department Chair,

1 appropriate Associate Provost,

1 and the Office oAdvancement
Primary responsibility for writing a grant proposal will normally rest with the faculty member.
The Office ofAdvancementhowever, will often be able to provide assistance on identifying
funding sources, reviewing grant proposals, or assisting with giritin
Currently, GardneWebb University does not seek funding from government sources (federal,
state or local). Because it is not always obvious whether an individual funding source channels

public money, faculty are encouraged to consult with the Offidedwancemenat the very
beginning of the application process.
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College and University Visitation to Gardn&Yebb University

Graduate and Professional School Fair

Accredited colleges and universities ameited to attend the Graduate and Professional School
Fair as a way to share information and education options to students. Attending institutions
may have programs that are similar to GWU offerings; however, as a part of the nature of a
graduate schodiair, all options are eligible to be marketed. Additionally, Gardiebb
University graduate programs will be represented at this fair by admissions personnel.

University Visitation Outside the Graduate and Professional School Fair
Non-Competing Programs

Institutions requesting visitation to Gardn&/ebb University must first complete a visit request
form. If the institution is determined to not offer competing programs with GWU, the
institution may be eligible to visit campus.

Competing Programs
Institutions with competing programs to GWU are not eligible to visit campus outside of the
Graduate and Professional School Fair.
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